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Job Search - Quick Guide

Navigation

e Log into MyFSC] with your FSCJ logon ID and password
e C(lick the My Career dropdown
e Choose the Job Opportunities link
e In the Job Search link, type in keywords, then click search or select the posted job
title listed under Search Results
o After reviewing the job details, click either
o Apply
* Complete Steps 1-6 to attach your resume, cover letter, answer
employment preferences, qualifications, and referral questions
* Click on Submit Application
* Your job application has been successfully submitted
0 Email to friend
* Enter recipients email address, click on Send
0 Refer a friend
= Attach your friend’s resume, then click on Continue
* Complete Name, Address, Email Address and Phone sections of
Refer Friend Contact Details, then click on Save and Submit

My Activities - Quick Guide

Navigation

e Log into MyFSC] with your FSCJ logon ID and password

e C(lick the My Career dropdown

e Choose the Job Opportunities link

e In the My Activities link, you will be able to view the status of your application,
date create, submitted, and allow you the option to withdraw your application

My Favorite Jobs - Quick Guide

Navigation

e Log into MyFSC] with your FSCJ logon ID and password

e C(lick the My Career dropdown

e Choose the Job Opportunities link

e In the Job Search link, you may click on the blank star to add the job title a
favorite. The star will then be highlighted.

e In the My Favorites Job link, you may Remove Selected Jobs or Refer a Friend by
placing a check next to a job title
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My Saved Searches - Quick Guide

Navigation

e Log into MyFSC] with your FSCJ logon ID and password

e C(lick the My Career dropdown

e Choose the Job Opportunities link

e In the Job Search link, you may enter a key word, then click on Save Search

¢ In the My Saved Searches link, the Search button performs the search and shows
your results on the Job Search page

My Contact Information- Quick Guide

Navigation

e Log into MyFSCJ with your FSCJ logon ID and password

e Click the My Career dropdown

e Choose the Job Opportunities link

¢ In the My Contact Information link, select a Preferred Contact Method from the
drop down list, then click Save

My Current Profile - Quick Guide

Navigation

e Log into MyFSC] with your FSCJ logon ID and password
e Click the My Career Dropdown

e Choose the My Current Profile link

e Currently includes location, enhancements to come

My Historical Profile - Quick Guide

Navigation

e Log into MyFSCJ with your FSCJ logon ID and password
e Click the My Career dropdown

e Choose the My Historical link

e Currently includes location, enhancements to come
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Job Search - Detailed Guide

Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!
yFEE B GUF W B0 EPDROVEd PORAL IR 3R SMGI 10 SHEBMIRG CU PIOCESSEs, 3 SUGENTS, TBCUly And 138 MEmBArS Ak Pow UENG Ofe CEntralzed Program 16 IMprove Sur TURCTCAAIRy, PEotisset And SMGRNCY
For students, myF S0 wil Sempity the regRinaton process and alow vou b0 befler plan and Manage your progreds Nough degree programs. For fcully and SLat, | wil MOSeMNLe Dutiness (YaCces by 1enving as
FOUr “@o-10° GestMaton Tof many cofe funchions.

1'% Our respoerbty and godl b hefp you b successul — whether In your quisst Tor 3 Nigher eJuCation o I your dally work Unchons — and know myFSC s 8 great 160l 19 et you 4o 50

‘Student and Employes Sign-on

The College's websites offer valuable information for future and current students, The following links will direct you to some of the most requested resources:

Employees Resources Help Center

My Requisitions « My Pay « My Time ~ My Benefits My Career =

Job Opportunities

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Learning and Development
My Current Profile

My Historical Profile
Tuesday, June 28, 2016

No events found for the date range.
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In the Job Search link Type in keywords, then click search or select the posted job title
listed under Search Results

Employees Students Resources Halp Center

My Requisitions ~ My Expenses ~ MyPay ~ My Time ~ My Benefits ~

My Career ~

Job Search Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Filter by Keywords Search Tips

| Search | | ResetSearch | | Save Search | More Options

{Recruiting Location|
FSCJ Multiple Locations (12)
Department 12 matches found Sort By | Posted
Human Resources (6) Search Results First 4

P Business Services (2) Benefits Coordinator - 1024

DC Curriculum Development {1) Department: Human Resources | Job Family: Human Resources | Location: Administrative Offices | Job Function: Business Services
DC Dir Admin Services (1) Posted Date: 04/14/2016
Job Family Program Manager - 1021
Department: DC Curriculum Dy 1t | Job Family: Mar visor - Academic | Location: Advanced Technology Center
Human Resources (8) Job Function: ManagerialiSupervisory | Posted Date: 04113/2016

Senior Administration (3)

After reviewing the job details, click either

Apply

* Complete Steps 1-6 to attach your resume, cover letter, answer employment
preference, qualifications, and referral questions

* (Click on Submit Application

* Your job application has been successfully submitted

Email to friend

* Enter recipients email address, click on Send

My Requisitions - My Expenses = My Fay = My Time = My Banefis - My Carear =

Send Email Job Search | My Hotfications | My Activities | My Favorite Jobs | My Saved Saarches | My Contaat information

ENtor e omail sddress. URING § COMMA A5 A SARATALOr. of the DEMEON 10 WG You are sending this job information. Ploase Notoe that Intermal Jobs
can only be viewed by Systorm Uses. An intarmal Job sent (o an axermal person may nol reach ol person and cannol bo viewsd By harm. Wisn you
are finished, prass the send buthon,

Email Dotails
“To[JohnDoedeemail com
*Your Name [Jans Do
Subject Interesting job ot Fionda Stae Cosege ot Jacksonville
Mosange [Jane Do saw Mis job opening and Hought you might find it mlerosting: g

|Benafits Coordinatar
|Florn State Collage at Jax
| maministrative OfMces
|Ploase vist the Fiorida State College at Jacksonville camers site (o view the job posting
|DIRECTIONS:
|1 Solect e foliowing link 1o access o careers site

|2, Sign In 10 access your account, or if you are Not an exisling ulser select the New User link 1o create an account
|3 Review 1he job deSerption and Seiect e Apply DUFON 16 DEOIN YU ARIGATON

fac| meiu:B03 LOYEE/HRMS_HRICHRS HRAMHRS _APP_SCHIORGRAL?
_APP_JBPSTAAcoN=L 1&FOCL: ) 1
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Refer a friend
Attach your friend’s resume, then click on Continue

Employees Students Resources Help Center

My Requisitions + My Expenses ~ MyPay ~ My Time ~ My Benefits ~ My Career ~

Refer Friend - Resume
Applying for: Benefits Coordinator

Please pravide us with your friend's resume using one of the option buttons below:

Current Resume

‘You have not yet attached your friend’s resume to their referral

Resume (Required)
| Attach Friend's Resume | Provide us with your friend's resume
| Copy & Paste Resume | Copy and Paste your friend's resume

Return to Previous Page

Complete Name, Address, Email Address and Phone sections of Refer Friend Contact
Details, then click on Save and Submit

Employees Students Resources Help Center

A

FLORIDA
STATE COLLEGE

My Benefits -

My Requisitions ~

My Expenses ~  MyPay ~ My Time ~ My Career ~

Refer Friend Contact Details
Applying for. Benefits Coordinator

Name
Name Prefix B
“FirstName| | MiddleName| |
LastName| | Name Suffix B
Address
Country United States
Address 1| |
Address 2| ]
Address 3| ]
ey ] sae. B
postal ] county
Email Address
“Email Addross Primary “Emall Type Delete

‘ seect. B a
| Add Email Address
Phone
Phone Number Extension Primary “*Phone Type Dolete
‘ ] [ ] a
| Add Phone |
1 Save and Submit I cansel | pewm to Previaus Page
_—
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My Activities - Detailed Guide

Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!

¢ Admission
ESC 15 £6r Eew a0d imoroved poral i 38 £ 1) streamBne o4 processes, A sudents, tACuty And 0T Members AN NOW USIRG Ore CENTIALERG EROIAM 10 MGIowe DUF Tuncionalty. [rocesses and eficiency
Ery ety P wil Smplf the PegRIEStion (encass And sl yox 1 Belleé [E1n S0 manage yaili DogFess thinligh deges pograrm. £t Theully AN A2aT. | mill Serienife it fractios by g i
¥0ur ‘go-1o” esination for many core ANCins

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2
Student and Empoyes Siga-on

The Coliage’s websites offer valuable information for future and current students, The following Iinks will direct you 1o some of the most requested resources:

Select the My Career dropdown and choose the Job Opportunities link.

Employees Resources Help Center

My Requisitions - My Pay = My Time - My Benefits = My Career =

ob Opportunities

My Current Profile

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

My Historical Profile
Tuesday, June 28, 2016

Mo events found for the date range.

Page

7



In the My Activities link, you will be able to view the status of your application, date
create, submitted, and allow you the option to withdraw your application

myfscj.edu

Emplayees

My Requisifions ~  MyExpenses =~  MyPay - MyTime =~  MyBenefits = My Career ~
[k Samrch| | My Notificatigns | My Activities | Iw Favorite Joba | My Saved Searches | My Contact Information

Display applications from Al Apolications

Help Center

A

My Activities

Applications

Job Thia Job 10 Location Status Bate Craatad Bate Submitted Withdcaw Application
Benafits Coorainator 1024 FSCJ Administrative Offices.  Subrmitted 04142016 1:45PM 0411472016 1:45PM Withdraw
Benafits Coondinator 1024 FSCJ Administrative Offices  Not Submitied 04/1412018 2:01PM Witnaraw
Resumes

Resuma Anached Fiie Date Croated

Resume 0411412016 1:359M

Cover Letters and Attachments

| Add Anachment I

Retum to Provious Page

Job Search | My Notifications | My Ativities | My Favorte Jobs | My Saved Searches | My Contact Infarmation

My Favorite Jobs - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!
mhFSC. 15 ouf bew and Imoroved portal in 3 eo B sireamiing o processes, all shuderts, faculy and Saf MEmbers ane oW USE 0N CENtAKRed DIOQIaM 10 Igrove Our Tunclionalty. Droces50s and eficiency
Fo wcursects, mp 51 0l Sl the reglration encans and sl yea: i Betle (£ S mARAGe Yol prOFRa thiough dagees prrgrams. o fcully and 1587 1 il srieenine et fracioe by g
YO ‘GO0 DESINANON TOF My COfe ANCHINs

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2
Student and Empoyes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:
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Select the My Career dropdown and choose the Job Opportunities link.

Resources

Employees Help Center

My Requisitions ~ My Pay ~ My Time ~ My Benefits ~ My Career -

Job Opportunities

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

earning and Development
My Current Profile

My Historical Profile
Tuesday, June 28, 2016

MNo events found for the date range.

In the Job Search link, you may click on the blank star to add the job title a favorite. The
star will then be highlighted.

Resources  Help Center

A Employees Students

\‘I ( '.F.‘.H !‘\ My Career ~

My Benefits ~

My Time ~

My Requisitions « My Pay ~

My Expenses -

Job Search Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information
Filter by Wayemros Search Tips
Search Reset Search | | Save Search | More Options
Recruiting Location
FSCJ Muitiple Locations (12)
ek 12 matches found Sort By _Posted Date
Human Resources (6) Search Results First ‘&' 1-120f12 ‘% Last
ervices (4
VI Qusingss “ Benefits Coordinator - 1024
alele D ) Human | Job Family: Human Resources | Location: Administrative Offices | Job Function: Business Services
DC Dir Admin Services (1) Posted Date: 04/14/2016

Job Family
Human Resources (6)
Senior Administration (3)
Manager (2)

Campus Services (1)

Job Function
Business Services (7)
Executive Management (3)

Program Manager - 1021
DC Curriculum | Job Family:
Job Function: Managerial/Supervisory | Posted Date: 04/13/2016

- Academic | Location: Advanced Technology Center

Human Resources Spedialist JO - 1017
Department: Human Resources | Job Family: Human Resources | Location: Administrative Offices | Job Function: Business Services

Posted Date: 04/06/2016

Human Resources Specialist JO - 1013
Departmant: Human Resources | Job Family: Human Resources | Location: Administrative Offices | Job Function: Business Services

Posted Date: 04/05/2016

Page
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In the My Favorites Job link, you may Remove Selected Jobs or Refer a Friend by
placing a check next to a job title.

My Favorite Jobs

Favorite Jobs
Job Title

‘ Benefits Coordinator

Program Manager
(7] Human Resources Specialist JO

(] Human Resources Coordinator

. Human Resources Specialist -
— INTERIM

(7] Program Coordinator

Employees

My Reqguisitions ~

Job 1D

1024

1021

1017

1010

1008

1006

Students

Resources

My Expenses - My Pay -~

Job Search | My Notifications | My Activities IEy Favorite Jobhs |

Location Status

Administrative Offices Open

Advanced Technology Center Open

Administrative Offices Open
Administrative Offices Open
Administrative Offices Open
Administrative Offices Open

| Remove Selected Jobs

Refer a Friend ‘

Return to Previous Page

Help Center

My Time ~

Job Family

Human Resources

Manager/Supervisor -
Academic

Human Resources

Human Resources

Human Resources

Manager/Supervisor -
Academic

My Benefits ~

Posted Date

04/14/2016

04/13/2016

04/06/2016

04/04/2016

04/04/2016

03/21/2016

My Career ~

My Saved Searches | My Contact Information

Saved Date

04/15/2016

04/15/2016

04/15/2016

04/15/2016

04/15/2016

04/15/2016

Job Search | My Notifications | My Activities | My Faverite Jobs | My Saved Searches | My Contact Information
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My Saved Searches - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!
i SCL 1 our pew and iImoroved portal In 3n Yo 8 streamiing: (ur processes. all studerts, faculy and Siaf MemDErs ane NOW USIRG O CENTAKISE DIOQIAM 20 MEIove OUr fundclionaly. Drocesses and efickendy.
Fo wcursects, mp 51 0l Sl the reglration encans and sl yea: i Betle (£ S mARAGe Yol prOFRa thiough dagees prrgrams. o fcully and 1587 1 il srieenine et fracioe by g
YO 'DO-10" DESINANON TOF Many COre AunCions.

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srudent and Employes Siga-on

The Coliage’s websites offer valuable information for future and current students, The following Iinks will direct you 1o some of the most requested resources:

Select the My Career dropdown and choose the Job Opportunities link.

Resources

Employees Help Center

My Requisitions =

My Pay - My Time - My Benefits - My Career =

Job Opportunities
rearniremane-Bevelopment

My Current Profile

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

My Historical Profile
Tuesday, June 28, 2016

MNo events found for the date range.
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In the Job Search link, you may enter a key word, then click on Save Search

= LUVEON  Swdents  Resources  Help Center

-]

', ”"I“_H ) \ My F it - My E - My Pay ~ My Time - My Benefits ~ My Career ~
Job Search Job Search | [y Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information
Filter by Kiyweoras Search Tips
Recruiting Location [ searcn L
FSCJ Multiple Locations (12)
Department 12 matches found Sort By Posted Date
Human Resources (6) Search Results First ‘& 1-120f12 ‘&' Last
VP Businass Senicse (1) Benefits Coorginator - 1024
DC Curricuium D m Human | Job Family: Human Resources | Location: Administrative Offices | Job Function: Business Services
DC Dir Admin Services (1) Posted Date: 04/1472016
Job Family Program Manager - 1021

| Job Family: Academic | Location: Advanced Technology Center

Human Resources (6) Job Function: Managerial/Supervisory | Posted Date: 04/1372016

Senior Administration (3)

Manager (2) Human Resources Specialist JO - 1017
Campus Services (1) Department: Human Resources | Job Family: Human Resources | Location: Adminisirative Offices | Job Function: Business Services
Posted Date: 04/06/2016
sholi Primutio Human Resources Specialist JO - 1013
Business Services (7) Department: Human Resources | Jeb Family: Human Resources | Location: Adminisirative Offices | Job Function: Business Services
Executive Management (3) Posted Date: 04/05/2016

In the My Saved Searches link, the Search button performs the search and shows your
results on the Job Search page

Employees Students Resources Help Center

My Requisitions ~ My Expenses ~ My Pay ~ My Time ~ My Benefits ~ My Career ~

My Saved Searches Job Search | My Notifications | My Activities | My Favorite Jobs |_ My Contact Information

The Search button performs the search and shows your results on the Job Search page.
Saved Searches

Search Name Created On Notifications Email Notification Expires cqy  pojote

On Search

HR JOBS 04/15/2016 No notifications will be sent g

Return to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information
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My Contact Information - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!
i SCL 1 our pew and iImoroved portal In 3n Yo 8 streamiing: (ur processes. all studerts, faculy and Siaf MemDErs ane NOW USIRG O CENTAKISE DIOQIAM 20 MEIove OUr fundclionaly. Drocesses and efickendy.
Fo wcursects, mp 51 0l Sl the reglration encans and sl yea: i Betle (£ S mARAGe Yol prOFRa thiough dagees prrgrams. o fcully and 1587 1 il srieenine et fracioe by g
YO 'DO-10" DESINANON TOF Many COre AunCions.

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srudent and Employes Siga-on

The Coliage’s websites offer valuable information for future and current students, The following Iinks will direct you 1o some of the most requested resources:

Select the My Career dropdown and choose the Job Opportunities link.

Resources

Employees Help Center

My Requisitions My Pay ~ My Time ~ My Benefits « My Career «

Job Opportunities
Test Alert - This alert has been issued to test functionality for issuing alerts fo all employees. PP

Learning and Development
My Current Profile

My Historical Profile
Tuesday, June 28, 2016

Nao events found for the date range.
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In the My Contact Information link, select a Preferred Contact Method from the drop
down list, then click Save

Employses Studants Faculty Resourcas Halp Centar

My Time - My Benefite - My Career

My Pay -

My Requisitions - My Expenses — My Manager Tasks —

My Contact Information Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searchoas | My Contact Infermation

As an employes, you cannal change your contact information hore. Changes can boe made 1t h Personal it 110 e Soll Sorvice link

Proferred Contact Method

Freferred Contact Method | |

MName
Name Prefix
First Name Middle Name
Last Name Mame Suffix
Addreas
Country LUnited States
Address 1
Address 2
Address 3
City  Jdacksonille state Flonda
Postal 32257 County

My Current Profile - Detailed Guide

Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myF
mhFSC. 15 ouf Bew 30 IMOroved Portal In 3 e%0 1) SUSMMANS o4 pIoCesses, Al shuderts, faculy and Saf Members ane Now uSEg 0N CENtAKIed DIOQIam 10 Mgrove Our Tunclionalty. Drocesses and eficiency
Fo wcursects, mp 51 0l Sl the reglration encans and sl yea: i Betle (£ S mARAGe Yol prOFRa thiough dagees prrgrams. o fcully and 1587 1 il srieenine et fracioe by g
YO ‘GO0 DESINANON TOF My COfe ANCHINs

Apply for Admission

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2

Srudent and Employes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:
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Select the My Career dropdown and choose the My Current Profile link.

Employees

Resources Help Center

My Requisitions ~ My Pay ~ My Time ~

My Benefits ~ My Career «

Job O riuniti
Test Alert - This alert has been issued to test functionality for issuing alerts fo all employees. > Vppu N

VY RiStorical Prote
Tuesday, June 28, 2018

No events found for the date range.

At this time, this page only displays Current Location. Enhancements to come.

Employees Resources Help Center

My Requisitions ~

My Expenses - My Pay ~ My Time ~ My Benefits ~ My Career ~

My Current Person Profile

 Instructions

Your profile displays skills, competencies, and accomplishments. Review content de

Compare my profile to my current job r
selecting the item description link. Content that can be updated includes an Edit and

Copy From Job Profile
Search and Compare Profiles
View Related Job Profiles

Profile ActionEAIET YT ) ()

S primt = comments

Add new Location in the given grid. Edit Location by selecting the edit button.

~ Location View All | First ‘4 1of1 “®' Last
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My Historical Profile - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!
i SCL 1 our pew and iImoroved portal In 3n Yo 8 streamiing: (ur processes. all studerts, faculy and Siaf MemDErs ane NOW USIRG O CENTAKISE DIOQIAM 20 MEIove OUr fundclionaly. Drocesses and efickendy.
Fo wcursects, mp 51 0l Sl the reglration encans and sl yea: i Betle (£ S mARAGe Yol prOFRa thiough dagees prrgrams. o fcully and 1587 1 il srieenine et fracioe by g
YO 'DO-10" DESINANON TOF Many COre AunCions.

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Srudent and Employes Siga-on

The Coliage’s websites offer valuable information for future and current students, The following Iinks will direct you 1o some of the most requested resources:

Select the My Career dropdown and choose the My Historical Profile link.

Resources

Employees Help Center

My Requisitions My Pay ~ My Time ~ My Benefits « My Career «

Job Opportunities
Test Alert - This alert has been issued to test functionality for issuing alerts fo all employees. PP
Learning and Development
My Current Brom

My Historical Profile

Tuesday, June 28, 2016

Nao events found for the date range.
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At this time, this page only displays Current Location. Enhancements to come.

Employees Students Resources Help Center

FLORIDA

My Requisitions - My Expenses - My Pay ~ My Time «

My Benefits ~ My Career -

My Historical Person Profile

w Instructions

“This profile displays your skills, omﬂpelm::ia-;,-and au:]mpli'ér':men'ls as of the date 15 hprii 2016. Review content detail by naviga{i'ng
through the individual tabs and selecting the item description. To view the profile effective as of another period, select the Profile Action
"View As Of Another Date™ followed by the Go button.

Srrimt & comments Profile Actions £ [Seiect Action] )

Select the Location link to view the item details.

w Location
Content ltem ID
Current Locatiol]

viewAll |2 First ‘4 10f1 & Last
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