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Viewing and Saving Jobs 
 
 
Concept 
 
This document explains how an applicant can enter the Case Western Reserve University Careers 
system to view and save job postings.  
 
Procedure 
 
Use these directions to view job openings at Case Western Reserve University. 
 
Those not registered may browse the jobs located at [URL goes here].  However, registration is 
necessary to apply for job.  See the directions for Registering as an External Applicant for more 
information. 
 

 
 

Step Action 
1. To begin, log in on the Careers Home page. 

 
Enter the user name you created during the registration process into the User 
Name field.  

2. Enter your Password into the Password field.  
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Step Action 
3. Click the Login button. 

 

 
 

Step Action 
4. Once you are logged in, you can save searches you perform and jobs you find. 

 
5. When you find a job that you want to investigate, click the Job Title of the position 

of interest.    

 
 

Step Action 
6. The Job Description page appears. This page contains information about the job 

position such as Department, Job Description, and Requirements. 
7. To send a link to the job description via email, click the Email to Friend button. 
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Step Action 
8. The Send Email page appears.  To send the position to someone, fill out the To:  

field with the email address of the recipient, and enter your name in the Your 
Name: field.  You can also edit the subject and message text if you'd like. 
 
Click the Send button. 

 

 
 

Step Action 
9. To Save the Job for later viewing, or to save it in order to apply later, click 

the Save Job button on the Job Description page. 
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Step Action 
10. The My Saved Jobs page appears.  This page lists all the positions that have been 

saved to your account.  From this page, you can apply for a job or delete it from 
your list. 
 
To delete or apply for a job, first select the job by selecting the checkbox to its left. 

11. Click the Apply Now button to begin creating an application for the selected job.   
 
Click the Delete button to remove the selected job from the Saved Jobs list. 

 

 
 

Step Action 
12. You can also save jobs directly from your search results.  Select the jobs you wish 

to save by clicking in the checkboxes to the left in the Select column.  

 
13. Click the Save Jobs button to save the selected jobs. 
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Step Action 
14. The saved jobs will appear on the My Saved Jobs screen.  

 
 

Step Action 
15. When you are finished using the Careers system, click the Logout link. 

 
16. This completes the process of viewing jobs in the Careers system at Case Western 

Reserve University. 
End of Procedure. 
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