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Job Alerts
Setting custom job alerts 

with specific criteria & delivery intervals
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Creating Search Criteria Create a search with the criteria you need. When results are 
returned:

• Click ADD TO EMAIL ALERT
 If you want to see NEW jobs, select the status of 

NEW
 For CLOSED jobs, select N/L status (not listed)
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Setting Email Alerts

Click “ADD TO EMAIL ALERT”

• Name the alert exactly as you want 
it to appear on your email

• Default email settings are set to 3
times per day: 10am, 2pm, and 7pm
EST

• Change the times to whatever you 
prefer
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Setting Email Alerts

If you would like to change the Notification Schedule 
from FIXED to FREQUENCY uncheck the “USE GLOBAL 
NOTIFICATION SETTINGS

TIP: Setting notifications to every 15 means that the 
platform will run the search for you every 15
minutes. You receive an alert ONLY if a posted job
fits your set criteria. 

If a job post matches your criteria you could gain up 
to 3 hours lead time to work on placing this job! 
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Editing Existing Notifications

Need to edit an existing notification? Click on “MY NOTIFICATIONS” and “EDIT SCHEDULE” for any of your custom alerts.
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