
MANAGE YOUR JOB APPLICATIONS AND PROFILE 
 
HOW DO I KNOW THE STATUS OF MY APPLICATION? 
 
You may update your profile, lock your profile, or check on the status of a job application 
at any time.  If you choose, you can also withdraw an application. 
 

1. Go to the start page.   
2. Click on the Applications link under the Jobs & Applications section. 

 

 
 

3. The right column will give you the status of all your applications.  Those that are in 
draft status have not been submitted to us.  Those marked in process have been 
received and are currently being evaluated.  Those marked rejected are currently no 
longer being considered.   

 

 
 

4. Click on the blue box to the left of the job posting, then click the Continue/Display 
Application button.  You can either review the status of or complete your job 
application.  

a.  If you need to complete the application, you will be taken to the 
application wizard and will see the screen below.  



 
 
b. If you were successful in submitting your application, you will see the 

screen below. 
 

 
 

5. To delete an application highlight the specific job opportunity by clicking in the 
blue box left of the job posting then click on the Delete/Withdraw button. 
 

 

 
 

6. If you receive an email that additional information is required in the form of a 
questionnaire.  A link to the questionnaire will be provided within the text of the 



email message.  If you happen to delete the email before completing the 
questionnaire, it will also be accessible when you display that specific application. 

 
 
HOW DO I UPDATE MY PERSONAL INFORMATION? 
 
You can update your personal information and/or profile at any time.  MPHI encourages 
you to keep your profile current as recruiters may be searching for job seekers to fill 
vacancies as opportunities arise. 
 

1. To update your information simply go to the start page 
 

 
 

2. Click on My Profile and go to the tab you wish to update. 
 

 
3. Highlight the blue box on the left side of the line you wish to edit and select the 

Edit button.  If it is a new entry you choose to make simply select the New Entry 
button. 

4. Be sure to save your changes once you have made the changes to your data. 


