
 
 
 

Creating and Managing Your Account 
 

Page 1 of 22

Creating and Managing Your Account 
 
Creating an Account...........................................................................................2 
Managing Your Account.....................................................................................6 
Edit your Personal Information..........................................................................8 
Update your password .......................................................................................9 
Adding Documents .............................................................................................9 
Career Alerts .....................................................................................................12 
View your Application Status...........................................................................15 
Did you forget your password?.......................................................................17 
Troubleshooting................................................................................................21 

 



 
 
 

Creating and Managing Your Account 
 

Page 2 of 22

Creating an Account 
 

 
 

Return to Top 

From the Career Opportunities page, 
select Login to access application 
status 



 
 
 

Creating and Managing Your Account 
 

Page 3 of 22

 
 
 
 
 
Complete the Account Information Page 
 

Select Create a New Account 
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Fields indicated by bold font are 
required in order to set-up your 
account 

Your e-mail address is critical.  It will 
be used as your sign-in name the next 
time you visit Career Opportunities 

At the bottom of the Account 
Information page, select Sign In 

You will be returned to the Career 
Opportunities page, signed in 
under your account profile 
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Return to Top 
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Managing Your Account 
 

 
 
 

 
 

From your Career Opportunities 
page, select View My Account 

Welcome, Candidate! From this page you can manage or view your 
account information, application activity, career alerts, and documents.  

You will be taken to the My 
Account page, where you can 
manager various aspects of your 
profile: 
 
• Edit your personal information, 

such as your log-in ID 
• Update your password 
• View your application status 
• Manage your career alerts 
• Add documents such as 

resumes or cover letters 
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Return to Top 
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Edit your Personal Information 
 
 
 

 
 

 

 
Return to Top 

Under Account Information, select Add or 
Edit Personal Information 

You can modify various aspects of 
your account, including your log-in 
email, or your address 
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Update your password 
 

 
 
 

 
 
 

Return to Top 

 

Adding Documents 
 
You can store cover letters, resumes and supporting documents online to use when you 
apply for a job. 
 

Under Account Information, select Update 
Your Password 

Input your Existing Password 
Enter and confirm your New Password 

Select Save 
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Identify the type of document you 
would like to store… 
 
• Cover Letter 
• Resume 
• Additional Documents 
 
….and select Add 

Enter a name for your document 

Choose to upload the document, or 
paste the text directly into the browser 
 
 
 
 
 
NOTE:  Do not use any special 
formatting, such as bullets, if you are 
typing directly into your browser 

Select Submit
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Return to Top 

Your documents are now stored for 
future use when you apply to a job 
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Career Alerts 
 
A Career Alert is an automated process by which you can let the system search 
for jobs that meet your interests. You can choose to let the system notify you 
when a new job meeting your criteria has been posted. 
 

 
 
 
 
 

 

Under Career Alerts, select Add

You will be brought to the Position 
Search page.  Here you can set the 
parameters of your ‘ideal job’ 
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Once your search parameters 
have been set, select Search 

Positions matching your search parameters 
will be returned and displayed 
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To save this search criteria as a customized 
Career Alert agent: 
 
• Give a Career Alert a meaningful name 
• Establish the frequency of the alert (how often 

you want to be notified of new job postings) 
• Select the end date of the alert 
 
Select Save 

Your Career Alert will run with the frequency that 
you have specified, and an alert will be sent to 
your email address if any appropriate postings 
have been found. 
 

You can also run your search agent at 
will by selecting the Career Alert name 
from the drop down menu, and selecting 
Run Agent 
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Return to Top 
 

View your Application Status 
 

 
 

 
 
 

Your saved Career Search agent will 
now appear on your My Account page 

Once you have applied to a job, you can 
check the status of your application.  
From Application Activity, select View 
Application Status 

Any positions to which you have applied 
while using your account will be displayed 
here.

You can also remove your 
Career Search agent by 
selecting Delete. 
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Return to Top 
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Did you forget your password? 
 

 
 
 

 
 
 

 

From the Career Opportunities page, 
select View My Account 

From the Login page, select I have 
forgotten my password 

From the Reset Password page, enter 
the email address that you used to 
create your account.  
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Your reset password will be emailed to 
the email address you provided when 
you created your profile

Log into the system using your email and 
temporary password.   
 
Click Submit 
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Enter a new password and confirm it by 
re-entering your new password again 
 
Click Save 
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Return to Top 

You will be logged back into your 
account. 
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Troubleshooting 
 
How can I obtain information about the status of my application? 
 
Application status can be checked by following the instructions outlined in the 
View your Application Status section of this document.  Please note that RBC’s 
Helpdesk can not provide information on application status. 
 
I requested a temporary password to access my profile and I receive an 
error message “User account does not exist” 
 
The email address you entered to receive your temporary password is not the 
same email you used to create your account.   Please enter the email address 
you used when you created your account. 
 
I don’t remember the email address I used to create my account 
 
For privacy and security reasons, we cannot confirm or send email address 
information to individuals.   You will need to create a new account.    Please note 
that any documents or application activity contained in your existing account 
cannot be transferred over to the new account.   
 
I requested a temporary password to access my profile and I still have not 
received it. 
 
You should receive your temporary password in the email you provided within the 
next day.  Please note that if you have email anti-spamming technology enabled, 
this may prevent you from receiving your temporary password.   You will need to 
disable this feature. 
 
Your email may also automatically redirect email from an unrecognizable 
address to a junk mail folder.   Please check this folder for an email from:  
noreply@client.com [rbc@recruitment.com], which is the system generated email 
containing your temporary password. 
 
How do I change the email address registered against my account? 
 
You must log into your account using the email address you initially used when 
registering.   Once logged in, you can change your email address.    
 
The email address I used to create my account no longer exists. 
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You can still access your account using the email address you used to create 
your account.   You will need to change your email address by choosing Add or 
Edit Personal Information.     
 
If you have forgotten your password, and your account is registered with an email 
address that no longer exists, you will need to create a new account.   Please 
note that any documents or application activity contained in your existing account 
cannot be transferred over to the new account.   
 
The email address registered against your account is an important piece of 
information! 
 
Please note that your email address is used as your unique identifier!   To ensure 
you track all application activity against your account in our system, you must 
refer to the email address you initially used when creating your account in our 
system. 
 
 
 

Return to Top 
 


