Creating your UM Careers account

A guide to creating an account for UM Careers, the University of Manitoba’s recruitment site. UM
Careers allows users to apply for job postings, view their application status, and respond to offers.

Accounts for UM Careers are external and should be created using a personal email address that you
regularly access. Avoid using a work or student email that you might lose access to in the future.

1. Navigate to the UM Careers website (https://viprecprod.ad.umanitoba.ca/).

2. Click “Create or Update my Profile” at the top of the page.
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3. Click “Create one” at the bottom of the page.

Don't have an account?jCreate one|

e Choose a username.

e Fill in your personal information, including personal email address.
Avoid using an email that you may potentially lose access to (work/school emails).

e Choose a secure password that is at least 10-characters in length, starts with a letter,
and contains at least 1 of each of the following: uppercase letter, lowercase letter,
number, and special character (! @ # $ % " & *).

e Click the “Submit” button.

Create an Account

Username @

First name @ @ Last name
Email Address@

Confirm Email Address @

Password @

Confirm password @

Back to Connection page
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4. A confirmation code will be sent to the email address you provided. Be sure to check your
spam/junk folder if you do not see it in your inbox.

e Copy the code emailed to you and enter it into the Confirmation code field and click the
“Submit” button or click “Click here” in the email to complete your account setup.

Hi . you are receiving this email to confirm your email address.

Click here or enter the following confirmation code to change your password.

9TYMS6

If you have not initiated this request please do not respond to this e-mail and reset your password.

Naote: This message was sent through an automated system (UNMDEVRER). Please do not reply to this email.

Confirm Email Address
Please follow the instructions sent to the following email address:

Confirmation code

E=a-o

¢ Once you click the “Confirm” button or the “Click here” link provided in the email, you
will be redirected to a confirmation screen. Click “Back to home page” to continue to
sign in.

Email address confirmed

Your email address was successfully confirmed. You can now connect to your account.

Back to home page

5. From the UM Careers home page, click “SIGN IN” in the top right corner.
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6. Enter either the email address or username and password you used to create the account with
and click the “Connect” button.

Connect to your account

Email address or Username @
Password @

3o

e If you do not remember your UM Careers password, click the “Forgot password?” link
in the bottom right under the password field. Then, enter the email address you created
the account with and click the “Send” button. You will be sent an email to the email
address you provided with a password reset link if an account with that email address
exists. If you continue to experience any issues, contact hris@umanitoba.ca for further
assistance.

7. Click on “Create or Update my Profile” at the top.

«Manitoba

E University

Job Openings Create or Update my Profile View my Applications

Welcome to our Recruitment Site

Last updated on 2025-11-06


https://viprecprod.ad.umanitoba.ca/Account-ForgotPassword?Location=default
mailto:hris@umanitoba.ca

8. Complete Step 1 by entering your personal information and completing the applicable fields,

drop-downs and checkboxes as necessary.

Please provide the information below. Fields marked with an asterisk (*) are mandatory.
* First Name :
* Surname :

* E-mail Address :

Changing your e-mail address will also change the e-mail address used to sign in.

Address :

City :

Province :
Country :
Postal Code :

* Home Phone :

Other Telephone :

How did you hear about us :

W

If you are being referred by an employee, please indicate his/her name :

| am a former employee : Employee number :

I certify that I have carefully read the foregoing application and I dedlare that the statements made by me
therein are correct. Pursuant to the provisions of the “Personal Investigations Act” (p.33, Stakutes of Manitoba), I
hereby authorize the University of Manitoba or its delegate te conduct a personal investigation.

Check this box to confirm :

e Click the “Next” button in the bottom right to continue to Step 2.

< prevoss

9. Complete Step 2 by answering the applicable questions on the questionnaire and click the

“Next” button to continue to Step 3.

STEP 2
Questionnaire

1. Can you legally work in Canada?

A"

2. Have you worked at the University of Manitoba?

A4
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10. Complete Step 3 by confirming the details on the screen are correct. If not, navigate to a
previous step to correct them.

STEP 3
Confirmation

By submitting your profile, you are giving your consent to make use of the persoy

Personal Information

First Mame :
Surname :

E-mail Address :

Address :

City :

Province :
Country

Postal Code:
Home Telephone

Other Telephone

¢ Once you've confirmed the details are correct, click the “Submit” button in the bottom
right to submit your profile.

11.You will be greeted with a confirmation screen.

STEP 3
Confirmation

Your profile update has been successfully submitted.

We thank you very much for the interest you have shown in our organization.

e Click the “Close” button in the bottom right.

£ Previous Cloge

If you have any questions or encounter any issues with the UM Careers account creation process,
contact hris@umanitoba.ca for assistance.
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