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1. NAVIGATING IN UACAREERS 

This guide outlines the search features in UACareers that will help you find postings, posting templates, 

and applicants.  

 

2. RESOURCES ON THE HOME PAGE 

Various useful resources are available on your home page (the page you see after you log in). Those are 
listed below: 
 

1. Alerts: The top box contains messages that Human Resources posts for UACareers users. These 
messages might address new features in the system, notifications about changes, or system 
issues that are affecting UACareers operations. Note: this box disappears if there are no 
messages to display. 

2. Inbox: Any postings awaiting your review should appear in your inbox. 

 
3. Watch List: The Watch List is a screen shot of postings you want to access quickly and have 

elected to monitor as they move through the approval process.  
 

To add a posting to your Watch List: 
 

Option 1: When you save a posting as a "draft" to continue working on it later, a pop-up will 
appear asking if you want to save the item to your Watch List. 
 
Option 2: For postings in other workflow states, you can manually add them to your Watch List: 
 

1. Locate the posting: Hover over the "Postings" tab at the top of the screen and select the 
appropriate posting type.  

2. Navigate the posting list to find the posting you want. 

3. Hover over the red "Actions" drop-down menu. 

4. Under "Tracking," click on "Watch." 
 

To remove a posting from your Watch List: 
 
Option 1 

1. Select the "Watch List" button on the upper right of the screen.  

2. Once the Postings list opens up, you can place a check mark next to any postings you 
would like to remove  

3. Select the "Unselect Postings" button to remove.  
 
Option 2 

1. Locate the posting: Hover over the "Postings" tab at the top of the screen and select the 
appropriate posting type.  
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2. Navigate the posting list to find the posting you want. 

3. Hover over the red "Actions" drop-down menu. 

4. Choose "Stop Watching Posting." 
 

4. Shortcuts: Allows you to easily take key actions (e.g., to create a posting). 
 

5. Useful Links: Provides you quick access to helpful recruitment information. New resources are 
added as they become available.   

 
 

 
 

3.1 SEARCH OPTIONS 

To access your postings from the home page, hover over "Postings" at the top of the home page and 
select the appropriate position type ("Staff," "Faculty," "Appointed," or "PostDoc"). 

Note: the system is not capable of retrieving all position types at once. 

Above the posting list are three blue "Search" buttons: "Saved Searches," "Search," and "More Search 
Options." 

 



 5 

"Saved Searches" contains global searches that Human Resources has pre-loaded. In addition, if you 
have named and saved your own personal searches, you will find them here. To activate the search, 
simply select it from the 'Saved Searches' drop-down. 

 

"Search": The center box allows you to search by keywords (e.g., job title or posting number). Click the 
"Search" button to the right after you enter the desired keyword. Note: this search is sensitive to any 
additional search filters you have activated. For example, if you have chosen to view active postings, the 
keyword search will only return "active" postings that match your keyword(s). 
 
"More Search Options": This button allows you to filter your search further and adjust the criteria. 
Three drop-down menus will become available to you when you click this button. 
 

1. Add column allows you to display a new column on the postings list (e.g., "Closed Date" or 
"Location"). Once you've added a column, you can also sort that column as described in the 
previous section. 

2. Workflow State allows you to display only postings at a particular stage or stages in the 
workflow process, such as only your "Draft" postings. If you want to display more than one 
workflow state, hold down the CTRL key while clicking on the desired workflow states. 

3. Department allows you to display postings only for a particular department(s). This drop-
down is only available if you have authority for more than one department. To select more 
than one department, hold down the CTRL key while clicking on the desired departments. 

 
Note: To activate any of the selections you make under "More Search Options," you must click the 
"Search" button. 

 
To save a configured search, click the "Save this search?" link underneath the "Ad hoc Search" box, as 
illustrated above, and name this configured posting list. It will then be available under your "Saved 
Searches" for future use.  

 

 
 

3.2 FINDING NON-COMPETITIVE POSTINGS 

You could search for non-competitive postings in two ways: 
 

Option 1: Type "non-competitive" in the keyword search box.  
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Option 2: Use "More Search Options" and select "Approved – Direct Access" means that the position 
will not appear on the UACareers public applicant portal. In order for your applicant to apply, you 
will have to send them the direct link (see image below):  

 

 
 

 

4. FINDING APPLICANTS 

Open the posting by clicking on the title from your postings list and select the "Applicants" tab, as shown 

below:  

 

Your applicants will be listed in a format similar to the postings list. Above the applicants list are three 

blue "Search" buttons. These are "Saved Searches," "Search," and "More Search Options": 

"Saved Searches" contains global searches that have been pre-loaded by Human Resources for you; 
namely, "Active Applicants," "Inactive Applicants," "Offer Accepted," and "View All Applicants." In 
addition, if you have named and saved your own personal applicant searches, you will find them here.  

To activate the search, simply select it from the "Saved Searches" drop-down (see image below).  
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"Search": The center box allows you to search based on keywords (e.g., name). Click the "Search" 
button to the right after you enter the desired keyword. Note: this search is sensitive to any additional 
search filters you have activated.  
 
"More Search Options" allows you to filter your search further and adjust the criteria. Two drop-down 
menus will become available to you when you click this button. 
 

1. Add column allows you display a new column on the applicant list (e.g., "Applicant Email" or 
"Applicant Primary Phone").  

2. Workflow State: allows you to display applicants in a particular application status (e.g., "Under 
Review by Department" or "Reference(s) Requested"). To select more than one application 
status, hold down the CTRL key while clicking on the desired statuses. 
 

Note: To activate any of the selections you make under "More Search Options," you must click on the 
"Search" button. 
 

To save your configured applicant list, click the "Save this search?" link underneath the "Ad hoc Search" 
box. This configured applicant list will then be available under your "Saved Searches" for future use. 
Next time you access the saved search or reload your page, your data will be refreshed to account for 
status changes and new applicants. 
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5. HUMAN RESOURCES IS HERE TO HELP 

Do you have questions about UACareers? Contact our Recruitment Team and we will be happy to assist!  

 

Name Contact For E-mail Address Phone 

Main Campus 

Dora Eamon Job posting creation, 
applicant support, 
posting updates 

doraeamon@email.arizona.edu  (520) 621-4292 

Audelia Shay Job posting creation, 
applicant support, 
posting updates 

audeliag@email.arizona.edu  (520) 621-2720 

Jacquelina Valenzuela Job posting creation, 
applicant support, 
posting updates, 
advertising 

jacquelinav@email.arizona.edu (520) 621-9329 

Endeliza Ramos 

Recruitment Lead 

Recruitment 
advising, policy 
interpretation, job 
posting creation, 
advertising 

endelizr@email.arizona.edu  (520) 626-5657 

UA Health Sciences 

Ron Cox Job posting creation, 
advertising, 
recruitment advising 
for UAHS 

recox@email.arizona.edu  

 

(520) 626-2600 

Kelli Wheeler Applicant support, 
One-Minute 
Requests, UACareers 
navigation and User 
updates for UAHS 

kwheeler@email.arizona.edu   (520) 626-5593 

Phoenix Biomedical Campus 

Jessica Tualla Talent Acquisition 
and Sourcing for 
Phoenix Biomedical 
Campus 

jrcorona@email.arizona.edu  (602) 827-2033 

Phoenix HR Team Job posting creation, 
advertising, 
recruitment advising 

COMPHX-
HRServices@email.arizona.edu  

 

(602) 827-2600 
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