
Signing Up for Job Alerts 

Welcome to the Creighton University’s online job application website. This guide will provide instructions on how to sign 

up for the Job Alert feature so that you will be notified when jobs matching your criteria or interest become available.  

1. Log in to the Internal Career Site with single sign-on 

 

 
 

 

2. Click “My Profile”  

 

 



3. If you have not yet completed your profile, please follow the prompts to complete the required fields. If you 

have already completed your profile, you can click on the “Preferences” train stop at the top of the page to 

edit your preferences 

 

 

4. From the “Job Category” drop-down menu, select Faculty or Staff 

 

 



5. A new drop-down menu will appear titled “Job Function.” From the drop-down list select one of the 

following: Academic Support, Administrative/Clerical, Health care/Research, Professional, Service 

 

 

6. To add more Job Field Preferences, use the drop-down menu under Job Category or Job Function. Click the 

“Add to List” button to add that selection to your preference list.  

 

 

 

 

 

 



7. To remove a Job Function, simply click the “Remove” button to eliminate that selection from your 

preferences.  

 

8. Click “Save and Close” when you’re finished updating your preferences. Navigate back to the home page. 

 

9. From the home page, navigate to the top of the screen. Next to your name, you will see a small drop-down 

arrow, click “Settings.” 

 

 

Your Name Here 



10. Click “Email Job Alerts” on the left-hand side menu  

 

11. Complete the required fields and click “Save Alert Settings” 

 


