Jacket Jobs Tutorial
Uploading Document

1. Login to Jacket Jobs from the home screen, hover your mouse over the My Account Tab,
and click My Documents from the drop down menu.
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2. Anew page with file options for resumes, cover letters, references, and other
documents will appear.

3. Click on the “Upload File” link for the document you wish to upload. A new screen will
appear for file upload.

Employment Related Categories

Cover Letters IUpload File]
Document Date Submitted Action

Daisy-CowverlLetter 6/11/2010 11:25:34 AM [View] [Download] [Update] [Remowe]
DaisyQuaker-Multimedia_Cowver 3/23/2010 6:16:57 PM [view] [Update] [Remowe]

Resumes [Upload File]
Default Document Date Submitted Action

Default DaisyQuaker-Marketing Resume 3/10/2010 3:13:20 FM [view] [Update]

[Set as Default DaisyQuaker-Resume 5/28/2010 10:04:51 AM [view] [Update] [Remowe]
References [uUpload File]
Document Date Submitted Action

DaisyQuaker-References 3/10/2010 3:13:47 PM [view] [Update] [Remowe]

Portfolio [Upload File]
Unofficial Transcripts [upload File]




4. Click on the “Browse” button to locate the file on your computer. Once found, click on
“Open” and name the file. When complete click on the “Upload File” button. Jacket Jobs
accepts documents in Microsoft Word, Adobe PDF and Rich Text Format.

Document Category: Cover Letters

+ Upload a Document - select the document to be uploaded by clicking Browse and selecting the desired document. Click
on Upload to upload the document.

NOTE: To upload a document it must be in either a Microsoft Word, PDF or RTF format.
Upload Document

“Document Name:

*Select File to Upload: Browse...

Upload ] [ Cancel

5. The document has now been added to My Documents on Jacket Jobs.

Additional Notes

e To add other documents, continue to follow the same process. You can upload multiple
documents at anytime. You can also set a default resume that will serve as a primary
resume on Jacket Jobs.This setting can be changed at any time in the My Documents
page.

Resumes [upload File]
Default Document Date Submitted Action
Default DaisyQuaker-Marketing Resume 3/10/2010 3:13:20 PM [Wiew] [Update]
[Set a= Default DaisyQuaker-Resume 5/28/2010 10:04:51 AM [Wiew] [Update] [Remove]
References [Upload File]
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