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Uploading CV's

Steps Descriptions
1. Access the UHCL E-Services page at www.uhcl.edu/eservices.

Enter your UHCL network ID and password or your 7 digit ID and password.
2. Click on the Faculty Center tile

Faculty Center

3. The Faculty Center displays your Teaching Schedule for the current semester automatically.
Click on the CV Upload link on the right side of the page.
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4, A template can be downloaded if needed and the link is listed in Step 1.
Otherwise, you can proceed to Step 4 to upload the CV document. Click on the Upload and Save CV Document
button.

nstructions for uploading your OV

Note: Disable pop-up biockers in your Broveser to downicad your :\-’W
Step u Dowetload Microsoft Wwoerd OV Template Here

Step = Open the downlcaded template to fill it with the required information in Microso ft Wond.
Step 3t Sawve the template as a different filemame to your computer’s desktop.
Step 4 Uphoad the file to your Faculty Genter by pressing the button below.

Vouw caem optionaiiy convert youwr document to a Adobe POF before uploading.
Uplead And Save CV Document I
After your iz is updoeded, wouw will o its filemcome as noted bedow.

Artached File: Faculty % Template.doc
Step s View your uploaded OF by pressing the butbon below.
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5. A prompt box will appear to allow you to upload your document. Click Upload after you have selected the file.
Houston % Clear Lake &

File Attachment

Upload I Cancal

6. The will show the file name as attached once the upload is completed.
You can view the uploaded document by clicking on the View/Download Original CV button.

Instructions for uplnading yaur W

Note: Disable pop-up blockers in your browser to download your CVor CV Temiplate.

Step . wirl fiski ‘Ward £ Templake Her

Step z Cpen the downloaded template to fill it with the required infoermation in Microso ft
Step st Sawe the template as 2 different filename to your computer®s desktop.

Step 4t Upload the file to your Faculty Center by pressing the button below.

Youcan optionally convert your document to a read-only Adobe POF before uploadir
Upload And Save CY Document

Step s

“Wiew'Download Cnginal CY |

Weznt to maks chimnges ko your CW Edit the CV file on your compugter in Miorosoft W

. a
(3) < Faculty Home
Click on or to return to the Home Page.




