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First things first 

First, make sure the widgets are set up to show on the dashboard landing page. To do this click on 
“Configure Dashboard”  

 

 

 

 

 

 

 

 

 

On this screen, select the Widgets you would like to show on your Dashboard landing page. 

**The SkillUP team would recommend selecting at minimum Active Caseload, My Correspondence, and 
My Messages.  

 

Scroll to the bottom and select Save. Then you will return to the landing page.  
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Where to go and how to get there 

Go to the menu on the left side of the screen. Scroll towards the bottom under Communications   
Alerts  My Alerts. Select My Alerts.  

 

Select Modify My Alerts Subscriptions 

 

Choose the different alerts that best fit your needs. You will have the option to select the frequency of the 
notifications as well. These are split up by different programs, make sure to select the correct alerts for 
the correct program. 

Select the Alerts you would like to receive notifications for by checking the box next to the alert:  

 

Select the number of days for the alert:  
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Select the notification setting:  

 

After making the necessary selections, scroll to the bottom of the page and click “Save.” 

 

The following message will appear:  

 

Click “Return to My Alerts”  

 

Your selected alerts will display:  

 

NOTE: When first logging into MoJobs, the system will notify you of unread messages/alerts: 
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**The SkillUP team recommends having the same alerts set up for each program that is utilized, such as 
WIOA, SkillUP and Other Agency Defined Programs. The following are the SkillUP team’s 
recommendations.  

We recommend these two are selected, at minimum, under SNAP: 

 

We recommend these under IEP Alerts: 

 

We recommend this under Case Management Alerts: 

 


