This tutorial will guide you how to create Saved Searches, automatically retrieve job opportunity announcements
matching specified criteria and receive the results through email at specified times.
Please follow these simple steps to ensure that your Saved Searches are successfully created and maintained.

Sign In to your existing account by
clicking on “SIGN IN” on the USAJOBS®
homepage.
If you need to create an account, you
can click the “CREATE AN ACCOUNT” link
**PLEASE NOTE: You must have an
USAJOBS account to create a Saved
Search.

From your Account page, you are able
to create new saved searches in two
ways:
•Expand the My Account drop -down
menu and click “Saved Searches”
•Expand the Saved Searches section
and click the “Create a new saved
search” button

If you expand the Saved Searches section,
you are able to:
•View all saved searches you created
previously in the same page or in the
separate page by clicking the View All
Saved Searches link
•Create a new saved search, by clicking
the Create a new saved search button

From the Create A New Saved Search
page, enter in all of your desired criteria.
This page is identical to the Advanced
Search Page.
If you need help as you enter your
criteria, please go to “Advanced Search”
tutorial for more details.

Lastly, you need to create a name for
your Saved Search.
Note: Giving your Saved Search a name is
a required field when creating a new
saved search.

You can set how often you would like
USAJOBS to send you email notification of
new job opportunity announcements.
Any option you select other than “None”,
will automatically send you the results of
job opportunity announcements that
have been posted since the last email you
received.
When you enter in all of your desired criteria with name,
click the “Save Search” button to save your search criteria.
You can also click the “Save and Run” button to save your
search criteria and view the open job opportunity
announcements that meet your search criteria.

The first email you receive will include
those results that have been posted since
you created the Saved Search.

If you click the “Save Search” button, you
are able to view your saved searches.
You may save up to 10 searches with
different search criteria to help you find
the right opportunity for you.
•You can see all currently open job
opportunity announcements that meet
your search criteria by clicking the
“View” link
•You can edit your saved search by
clicking the “Edit” link
•You can permanently remove your
saved search from your account by
clicking the “Delete“ link

If you require additional information or assistance, please review the contents of the Resource Center or
contact USAJOBS customer support through the Contact Us page.

