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Enterprise Web Module : Student Guide 
 

 
Logging On to the Application 
  
Your University Placement Manager will provide you with the web address to load the 
Web Module logon screen shown below:     
 
 

 
 
Enter your initial logon details: 
 
Email Address : Your University Email 
Password : Your Student ID Number 
 
 
NOTE  
 

1. For security purposes please change your password the first time you load the 
Web Module. 

 
2. If you forget your password please contact your Placement Manager who can 

reset it. 
 

3. Your Placement Manager will enable Full, Read-Only or remove access to Web 
Modules and control the information that you may view / update. 
 

4. To save any edited information you must click on the relevant Save / Update 
Button 
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Main Menu Options 
 

When you log in you will see the Main Menu Screen shown below: 
 

 
 

A brief description of the available options is shown below: 
 
Job Search 
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View more information, such as: 
 

 job specification 

 start and finish dates 

 salary 

 information on how to apply 
 

 
 

 
 

- - - - - - - - - - - - - - - - - - - - - - - 
 

 
 

You may add jobs to your shortlist, to keep track of your favourites. 
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My Shortlist 
 
 
 

 
 
 

 

 Save top 6 options to Job Shortlist preferences 

 Request further information (by email to placement manager)  
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Edit My Personal Details 
 
 
 

 
 
 

If enabled by your Placement Manager you may check and update personal information, 
such as: 
 

 personal email 

 mobile phone number 

 home and term addresses 

 skills 

 special circumstances 
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Edit My Job Preferences 
 
 
 

 
 
 

You may highlight your personal job preferences to aid matching your requirements to 
appropriate placements. Preferences that are recorded include: 
 

 top 3 locations 

 top 3 job sectors 

 top 6 job types 

 any other specific preferences 
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Edit Placement Information 
 
 
 

 
 
 

You may check and update address information for your active placements. 
 
 
 
 
Set My Password 
 
Once you have have logged on, you may change your password to something more 
private and memorable. 
 
 
 
 
Contact Placement Manager 
 
You may contact the placement manager via email. 
 


