
ESS – Creating a Favorite Job

1. Select Me to display your 
employee functions

2. Click Current Jobs

Creating a Favorite Job allows you to 
specify jobs that are of interest to you 
so you can quickly view those jobs



ESS – Creating a Favorite Job

3. Using a keyword or filter, search 
for the desired job
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4. Click the Star next to any job you 
want to save as a Favorite

Note: Upon selecting, the star will 
turn yellow 
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5. Click the back arrow < to go back 
to the Current Jobs page



ESS – Creating a Favorite Job

6. Click the Favorite Jobs tile



ESS – Creating a Favorite Job

7. The job selected and starred is 
displayed on the Favorite Jobs 
page for quick and easy viewing

End of Procedure


