
JOB SHADOW PROGRAM 

INSTRUCTIONS FOR STUDENT APPLICATIONS 

1. Log into mySuccess (https://success.uwindsor.ca/) and click “Experiences & Internships” on the side 
menu. 

2. Select “Job Shadow”. 

3. Select “Job Shadow” again. 

4. Click “Apply” on the pop-up. 

5. Click “OK” 

6. You have successfully applied. Now you can begin the steps to view the hosts and rank your choices. Click 
“Search Opportunities”. 

7. Opportunities will show as a list on the side for you to click and read more about them. Please ensure you 
read the entire posting to determine if the opportunity is a good fit. You can also search the opportunities 
using keywords and filters. 

8. Then you can click “Show Interest” at the top of the posting. 

9. Click the blue/black slider and then submit. A purple pop-up will appear to confirm your interest has been 
submitted. 

10. Repeat steps 7 to 9 for each position you are interested in. Then you are ready to submit rankings. 

11. You can select as many as you are interested in, but only 1 can be the top choice. Please consider this 
carefully when ranking your choices. When you have finished ranking, click “submit”. You will then be taken 
back to the main page. 

12. Next, submit your questionnaire under “Start Step” and then “Complete Application.” 

13. Answer all questions to the best of your ability. Only one application will be submitted for all opportunities, 
so be sure to include all relevant info. 

14. Select the dates you are available for Job Shadow and make sure you will be available on these dates 
ahead of time. Having the correct dates directly impacts your matching and dates will not be allowed to be 
changed later on. 

15. You will be given a chance to review your answers after submitting. 

16. Then, please enroll in your chosen MANDATORY orientation and reflection sessions. NOTE: These sessions 
are only for students who have been matched. If you are not matched, your sessions will be canceled, and 
you will be notified.  

17. Click “Start Step” and then “View Associated Events” 

18. You will be able to see the 3 associated events for the mandatory orientation session. Please register for 
whichever one works for your schedule. Please only register for 1 event. 
If you need to change your session, please email careercentre@uwindsor.ca for more assistance. 

19. Repeat the same steps for the MANDATORY reflection session. 
If you want to wait to see if you are successful in being matched before choosing a reflection session, that’s 
fine. But please note that in order for your experience to be considered complete, you must attend a 
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mailto:careercentre@uwindsor.ca?subject=Message%20from%20website


reflection session. 
 

20. If you need to change your session, please email careercentre@uwindsor.ca for more assistance. 

 

SCREEN SHOTS 

1. Log into mySuccess (https://success.uwindsor.ca/) and click “Job Shadow” on the side Menu.  

 

2. Select “Find Courses and Programs”.  
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3. Select “Job Shadow” 

 

4. Click “Apply” on the pop-up. 

 

5. Click “OK” 

 



6. You have successfully applied. Now you can begin the steps to view the hosts and rank your choices. Click 
“Search Opportunities”. 

 

7. Opportunities will show as a list on the side for you to click and read more about them. Please ensure you 
read the entire posting to determine if the opportunity is a good fit. You can also search the opportunities 
using keywords and filters. 

 

 

  



8. Then you can click “Show Interest” at the top of the posting.  

 

9. Click the blue/black slider and then submit. A purple pop-up will appear to confirm your interest has been 
submitted. 

 

  



 

10. Repeat steps 7 to 9 for each position you are interested in. Then you are ready to submit rankings. 

 

11. You can select as many as you are interested in, but only 1 can be the top choice. Please consider this 
carefully when ranking your choices. When you have finished ranking, click “submit”. You will then be taken 
back to the main page.  

 

  



 

12. Next, submit your questionnaire under “Start Step” and then “Complete Application.”  

 

13. Answer all questions to the best of your ability. Only one application will be submitted for all opportunities, 
so be sure to include all relevant info.  

 

  



 

14. Select the dates you are available for Job Shadow and make sure you will be available on these dates 
ahead of time. Having the correct dates directly impacts your matching and dates will not be allowed to be 
changed later on.  

 

15. You will be given a chance to review your answers after submitting.  

 

  



 

16. Then, please enroll in your chosen MANDATORY orientation and reflection sessions. NOTE: These sessions 
are only for students who have been matched. If you are not matched, your sessions will be canceled, and 
you will be notified.  
 

17. Click “Start Step” and then “View Associated Events”  

 

  



 

18. You will be able to see the 3 associated events for the mandatory orientation session. Please register for 
whichever one works for your schedule. Please only register for 1 event.  
 
If you need to change your session, please email careerservices@uwindsor.ca for more assistance.  
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19. Repeat the same steps for the MANDATORY reflection session.  
 
If you want to wait to see if you are successful in being matched before choosing a reflection session, that’s 
fine. But please note that in order for your experience to be considered complete, you must attend a 
reflection session.  
 
If you need to change your session, please email careerservices@uwindsor.ca for more assistance.  

 

 

Thank you for your interest in the Job Shadow experience!  
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