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Process for staff to access MyCareer

MyCareer is the careers platform utilised by the Careers and Employability
Service to support students, graduates and Early Career Researchers.
Students access the system with their University username and password
whilst graduates and Early Career Researchers register first and are then
approved onto the system.

MyCareer features our Event Calendar in addition to a Jobs Board with part-
time, vacation and graduate roles available. Students also apply to the Excel
Southampton Internship Programme, Business Innovation Programme,
Volunteering Bank and have access to Year in Employment opportunities on
MyCareer. Students can edit the preferences in their MyCareer profile to
receive email alerts relating to specific job opportunities.

Following a short registration process, University staff can access the system
to view the events and opportunities that are available to students. Please
note that staff are only able to view events on our Event Calendar for
information purposes and are unable to book a place to attend an event. If
you would like to attend an event, please let us know and we will be happy
to arrange this.

If you are looking to offer opportunities through the Excel Southampton
Internship Programme, please register in the ‘Organisation login and
registration’ section and follow the instructions in the MyCareer Guide on

our Excel webpages instead.

To access MyCareer as a member of staff, please follow the steps below:
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1. Follow this link to MyCareer:

https://mycareer.soton.ac.uk/home.html

2. Click ‘Register’ in the ‘University of Southampton Staff’ section:

UNIVERSITY OF

| Career

Southampton

Student login

If you are a student of the University of Southampton, please legin here with
your university username and password to access all our careers support,
events and opportunities.

> Login

‘Organisation login and registration e

Please register or login here if you are an organisation looking to collaborate
with the University of Southampton and engage our students.

> Login
> Register and post

Research Staff login and registration

‘

Please register here if you are a University of Southampton Early Career
Researcher
> Login

> Register

Graduate login and registration

If you are a graduate of the University of Southampten, please register here
to access careers support, events and opportunities. When registering, please
do not include your library digit.

> Login
> Register

Careers & Employability login

‘

Login as a member of the Careers & Employability team

> Login

University of Southampton Staff

‘

Register here if you're a colleague external to Careers and Employability. If
you're a colleague and wish to upload a job role or Excel Internship please
use the ‘Organisation login and registration’ section to register.

> Login
> Register

3. Complete your details on the registration page, including your
password, then click ‘Create Profile’:

Southampton | Career

New user registration - University of Southampton Staff

User details
First name:* Ann
Last name:* Test

Preferred telephone
number

Staff number
Login details:
Username:® attiniz
Preferred email address:* a.test@southampton.ac.uk
Password:*

Confirm password:*

Fields marked * are mandatory.

« Create Profile
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4. You will then see the following message confirming your registration
is complete:

UNIVERSITY OF

Southampton | Career

Registration complete - thank you

Thank you for taking the time to register with the University of Southampton Careers & Employability to use our online
facilities.

Your registration request will be processed as soon as possible (maximum 3 working days).

# Return to the University of Southampton Careers & Employability homepage

5. The Careers and Employability team will verify that you are a member
of University staff and will approve your registration within 3 working
days. You will then receive the following confirmation email:

Thu 07,/04/2016 14:58
mycareer@soton.ac.uk

Registration Application Accepted
To CAREERS

This is an automated email, please do not respond.

Dear

Your application for a user account has been accepted by the University of Southampton Careers & Emplovability Service.
You may now login and access the services available to vou.

Click here to login.

Best wishes

Careers & Employability Service

Room 2001, Building 37

University of Southampton
https://’www southampton ac. uk/careers

Please note that this 1s an automated email from MyCareer

6. Click on the link in the email and you will then be able to log in using
your username and password.
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7. When you log in you will see the following homepage:

UNIVERSITY OF

SOLIt.hampton | Cgvreer @ session expires in an hour & Test staff ( Logout )

Home My Profile » Events~ Opportunities ~ Work Experience & Volunteering roles ~

Apply for an intern this summer Opportunities @ v

The Excel Southampton Internship Programme offers support to University staff looking to Q Find Opportunities!
recruit an intern for 4-12 weeks during the summer vacation,
Benefits Have you seen these Opportunities?

= Afresh approach to your department’s needs through enthusiastic students
* An additional resource providing dedicated time to a specific project

* 30% financial contribution towards the student’s salary

# Astreamlined recruitment process, saving a lot of time and effort

> Bibliotech Student Bra ssadar, Bibliotech

nterested? Apply now! Check out our website for more information
Contact us:

Telephone: 02380 583501
Email: internships@soton.ac.uk

» American Exp:

Q. Search for more...

Events e v

Have you seen these events?

] \! > New: ciates Journalism Workshop 12-Aug-2016 - 13-5ep-2016
> Deaf Disability C s Fair 09-5ep-2016
> ].P. Morgan EmployAbility Insight Day 2016 20-5ep-2016

Organisations e v
> Introduction to the Careers and Employability Service 03-Oct-2016 - 15-Dec-2016
» Recruiter in R ce - EY 04-0Oct-2016
Have you seen these organisations? » UCAS Medical Applications Talk for all FNES Students, 05-0ct-2016
> viagogo (England - Greater London) juate Recruitment Exhibition 07-0ct-2016 - 08-Oct-2016
y ountants (England - Greater London) » The Future ars Conferonce 07-0ct-2016

> Narcat Snfhwara Gonvirae |t (Eneland - Santh Wach

8. By clicking on the top toolbar you can see the students’ view of the
following information:

e Click on ‘Events’ to view our Event Calendar

e Click on ‘Opportunities’ to view our Jobs Board

e Click on ‘Work Experience & Volunteering roles’ to view Year in
Employment, Volunteering Bank and Excel Southampton Internship
opportunities
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