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Everything you need to know to use
the Career Portal effectively!

ACG Career Services

https://acg-csm.symplicity.com/


If you do not recall your password, click “Forgot Password”, and type in
your ACG Email in order to reset your password and gain access to your
account. If you are an alumni of ACG and no longer have access/access
to your ACG email account, contact the Office of Career Services in
order to change your email address and gain access to your account.  

Log in:

Forgot my Password:

Login into the Career Portal:
If you are an ACG student/alumni, an account has already been
created for you. Your username is your ACG email and your
password is unique to the portal. Follow the instructions below if
you do not have your credentials.
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Book your Appointment

Click on ’Counseling’
Click ‘Request New Appointment’
Choose the type of appointment you would like, the date and
time range that works best for you, and then press “Check
Availability”
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Make sure the date matches your pick, and then choose one of the available timeslots
Choose a timeslot and press “Submit Request” 
After that, a new requested appointment will appear in your profile.
Note: The requested appointment must be first approved by the Office of Career Services, and then will be moved to
the “Approved Appointments”. If the requested appointment is not available, you will be contacted by the Office for an
alternative appointment. 



Edit your Profile

Click on your initials in the top right
corner 
From the drop-down menu select 

     “My Account”
Under the “Account Information” you
can update your personal and
academic information

Additionally, you may find change your
account information and set your
notifications in the “Settings” section 
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Accessing my
Reviewed CV

If you have requested for your CV to
be reviewed, you will be able to access
your reviewed CV from the Career
Portal
In the Career Portal Main Page, click
on your Profile
Press the “Notifications” option
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Accessing my
Reviewed CV

If your CV is ready, you will see the
corresponding notification
Click on the notification
You will find your CV, which you can download
as a Word or PDF file
You may also access it by clicking the “My
Documents” tab, under your profile
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Upload your CV

If your reviewed CV requires any additional
edits to be made, you should re upload it to
the platform after your edits have been made
You may upload your CV by clicking “Add
New”
You may also upload different versions of your
CV to apply for different types of positions
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Click on “Positions”
From the ‘Search’ tab, you can filter
based off position types (Full Time
/ Part Time / Internship / Corporate
Partner Internship* / Work Study
To apply for a position, click on the
“Apply” button on the posting
You can also save openings to
apply for later by clicking on the
star symbol. They can then be
found in the ‘Saved’ tab
You can see all active applications
from the ‘Applications’ tab

Applying for
Job Positions

*Must be a currently enrolled Deree Undergraduate / Graduate School student in order to be eligible to apply
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On the Career Portal, click on an “Resources” on the task bar
Document Library: Access CV templates, workshop
recordings & more
Video Interview Practice: Practice your interview skills
Career Finder: Take a short test to find out your interests
and which careers are a good match
Career Explorer: Learn about popular careers and
growing industries

Accessing
Resources
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Here you may find links to useful
external resources, including the
ACG Alumni Networking sites

Accessing
Resources
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On the Career Portal, click on an
event organized by the office
that you are interested in

Registering for
OCS Events &
Workshops
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 Click the “Submit” button to register. 
You will also receive a a confirmation email to
your user account email

Registering for
OCS Events
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 Click the “Attend” button to register. 
You will also receive a a confirmation email to
your user account email

Registering for
OCS Workshops
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GET READY, GROW,
THRIVE!
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 Contact us at:
career@acg.edu
2106009800 #1311
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