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How t o reqister your organisation

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

2. Click on 6Otggnnsanidomegistrationd on t
homepage :

UNIVERSITY OF

Southampton

Student login

Welcome to MyCareer, the U § i

Southampton's online careef platform ‘ 7

Graduate login and registration

Organisation login and registration s

Operator login >

-
-
-
-
-

Early Career Researchers >
University of Southampton Staff >
Career Mentoring Programme Mentors  »
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3.Click on O6Registerd:
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UNIVERSITY OF

Southampton

Email

Password

Are you a new organisation? ——

4. Complete t he details in the 060Organisation reg
click on O6Regi sterd:

UNIVERSITY OF

Southampton

Organisation registration L

Registering onto MyCareer allows you to post vacancies for our students to access, collaborate with
our Careers team and discover other opportunities for engaging with our students.

1. Your details

Title First name* Last name*

Select Ong~

Job title

Email*

Phone number* Phone number type

General

Type of contact*

5. The following screen will appear:
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UNIVERSITY OF

Southampton

Register : Pending Approval

Your registration is now pending approval.

Thank you for takin

ployability

You will b

een authaorised

‘You can post

Continue : Post Opportunity

Continue : Post Career Development Opportunity

UoS Internships

Volunteering Bank

These roles ¢

or non-profit organisations based in the UK and

s, you can contact the Employer Relations team or via em n

ease post your
nt. Not all placement year r

his further.

tunity in the Jobs Board and the
e suitable for the Year in Employment anc

6. Your organisation application has now been submitted for approval
and will be reviewed by the Careers and Employability team. If your
details comply with our  approval policy we will approve your
registration and you will receive a registration email with your login
details.

7. You can post job opportunities whilst your organisation registration is
pending approval should you wish. Once submitted, these will remain
pending until your organisation has been approved.

1 To postavacancy totheJobsBoard ,click on O Post opagddbrtuni

pton.ac.uk
> Post Career Development Opportunity -

then followthe st eps iHowto gos a @ opportunity to the Jobs

Board dsection.

9 To post an opportunity to our Volunteering Bank click
Career Development Opportunity?o
section and then follow the steps in the OHow to post
opportunity to the Sédidnunteering

on the
button
an

Bankad

Careers and Employability Service | 023 8059 3501 | employ @southamp ton.ac.uk
www.southampton.ac.uk/careers

()]


http://www.southampton.ac.uk/careers

1 To posta UoS Internship, clickon t he 06 Post Career Devel
Opportunityd button in the UoS Internsh
a

the stepsinthe 6 How t o post UoS I nseetoms hi p o]
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How to add an addition al organisation user

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

2. Login with your organisation details

registrationd section:

UNIVERSITY OF

Southampton

Organisation login and registration S

Welcome to MyCareer, the U i i
Southampton's online career

-
-
-
-
-
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3. Click on 0 PUpdatei mye @anigaticch pdofile 0 :
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UNIVERSITY OF Welcome to MyCareer
South

ampton

Careers & Employability Service

Profile ~ Jobs Board UoS Internships Volunteering Bank Events
Update my profile

Update my organisation Career Develop... Events Test employer
/ profile
. ATest
None yet. O published @ No bookings yet.
Post your first Opportunity. 0 pending Search our upcoming General: 0000000000
1 expiring soon events.

Office: Test, TTOO OTT

Post opportun... @ Post Career D... @ Search events @

Collaborative opportunities

Update organisation details @
Spring Careers Fair

Bookings for our popular Spring_Careers Fair 2020 are now open, to book click here

4. Click on the O@amrstbadtah armenU Add

UNIVERSITY OF Welcome to MyCareer
South

ampton

Careers & Employability Service

Profile Jobs Board UoS Internships Volunteering Bank Events v

Update my organisation profile

Home  Profile | Update my organisation profile

Basic Information About Your Organisation ‘Organisational Structure Contacts and Users

Update my profile @

o IMPORTANT: Make sure you click the SAVE CHANGES button to ensure any amendments are saved to this organisation's profi

Organisation Users

<+ Add new contact

1To 4 of 4 results

Full name: < Primary email Primary number  Job Title Type of contact Status Can log it
Dr A Test jobhunt@soton.ac.uk 0000000000 Primary Contact Receive mailings + Yes
Miss Anna Test  test@testtest.co.uk 00000000000 Secondary Contact(s) Receive mailings « Yes
Eric Test eric.test@test.com 0123456789 Test Employer  Primary Contact Receive mailings + Yes
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The following screen will appear:

UNIVERSITY OF Welcome to MyCareer
South

ampton

Careers & Employability Service

Profile ~ Jobs Board UosS Internships v Volunteering Bank Events

Contact information

Home . Profile . Update my organisation profile

Basic Information About Your Organisati ‘Organisati | Structure Contacts and Users
New contact details

o To add a new contact please complete the details on this page.

Type of contact: * Select... -

Title Select One 4

First name *

Last name *

5. Compl ete the details of the new
details will be shown in the contacts list:

UNIVERSITY OF Welcome to MyCareer

Southampton

Careers & Employability Service

Profile Jobs Board UoS Internships Volunteering Bank Events

Update my organisation profile

Home ' Profile . Update my organisation profile

Basic Information About Your Organisation ‘Organisational Structure Contacts and Users

o IMPORTANT: Make sure you click the SAVE CHANGES button to ensure any amendments are saved to this organisation's profile.

Organisation Users

<+ Add new contact

1To 5of Sresults

Full name: +  Primary email Primary number Job Title Type of contact Status Can log ir¥

Dr A Test jobhunt@soton.ac.uk 0000000000 Primary Contact Receive mailings ' Yes

test@testtest.co.uk 00000000000 Secondary Contact(s) Receive mailings ' Yes

Eric Test Eric test@test.com 0123456789 Test Employer  Primary Contact Receive mailings + Yes

Mrs Jane Test jane.test@test.com 0123456 Primary Contact Receive mailings v Yes

user
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6. Click on 6Save changesd and the foll owi

confirming the organisation details have been updated. The new
user will receive an email with their password details and will now
be able to log in to the organisation profile.

UNIVERSITY OF Welcome to MyCareer

Southampton

Careers & Employability Service

Profile Jobs Board UoS Internships Volunteering Bank Events v

+/ Organisation updated

The changes you have made have been saved successfully.

Opportunities Career Develop... Events Test employer
A Test
None yet. O published @ No bookings yet.
Post your first Opportunity. 0 pending Search our upcoming General: 0000000000
1 expiring soon events. Office: Test, TTOO OTT

Post opportun... @ Post Career D... @ Search events @

Update my profile @
Collaborative opportunities
~
Update organisation details @
Spring Careers Fair
Bookings for our popular Spring_Careers Fair 2020 are now open, to book click here
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How to register for a stand at a Careers Fair

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

2. Login with your organisation details in the 60rgani sati on
registrationd section:

l ogi n

UNIVERSITY OF

Southampton

Student login >
Graduate login and registration >

Organisation login and registration S

Operator login

Early Career Researchers >

Welcome to MyCareer, the U § i
Southampton's online careef platform

-
-
-
-
-

=
h\\\\\\\\
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University of Southampton Staff >
Career Mentoring Programme Mentors  »
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3.Click on O0ESearchtesy@ndarsd ®n the top tool bar:

4. The foll owing page will appear. Sel ect 6
0Typed box and then click on 6Searcho
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