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CREATING SEARCH AGENTS 

 
Document Description 

 Shows how to create search agents in myFuture and 
receive automatic email notifications when jobs 
meeting your criteria are posted 
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Search Agents are alerts that automatically notify you via email when jobs that meet your search criteria are posted.   
 

 Click on the Advanced Search tab under the Jobs section 

 Type a “Search Agent Title” into the ‘Save As’ field and click the checkbox to save it. 

 Select the criteria the search agent will be based on.   

 Click Submit 

 

 You will see all the jobs that meet the criteria you had selected for your search 

 Click on the Search Agents tab to view the list of your agents (next to Advanced Search).  

 To schedule the search to run and email the job list automatically, click the Schedule button in the Options 
column. 

 

 Set “Enabled” to yes to run you search regularly 

 Select the frequency you want the search to be run using the Period and the Multiple fields 

 You have the option to send all available jobs from the search agent by setting “Include only new results” to no 
within the search agent settings (otherwise only the newly posted jobs since the last run will be sent). 

 Click Submit to save changes 
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Setting up Search Agents in the different myFuture systems 
 
All students have access to the CaPS myFuture system. If you are a management, engineering or law you might also have 
access to the respective systems.  
 
You toggle between the systems using “Log into another system” button on your homepage 

 
 
URLs of the systems: 

 CaPS: http://caps.myfuture.mcgill.ca/students  

 Management: http://management.myfuture.mcgill.ca/students  

 Engineering: http://engineering.myfuture.mcgill.ca/students  

 Law: http://law.myfuture.mcgill.ca/students  
 

 
NOTE: Not all the postings are shared by the 4 systems therefore if you are looking for a management jobs create the 
search agent in the management system, engineering jobs in the engineering system and law jobs in the law system. 

http://caps.myfuture.mcgill.ca/students
http://management.myfuture.mcgill.ca/students
http://engineering.myfuture.mcgill.ca/students
http://law.myfuture.mcgill.ca/students

