How to Schedule an Appointment on UBworks

1. Sign-in to myUB. On the right side of
the screen, select UBWorks.
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3. If UBWorks takes you to your profile,
fill out the information and select “Save
and Continue” to go through the required
pages. Only lines with red stars are
required. Once you submit all required
fields and you start to see the same
pages asking for information, select
“Home"” and repeat Step 2.

My Account

Personal  Academic  Privacy  Experiential Learning  Password  Activity Summary

save Changes ({ savecnangesmucmnueﬂ cancel ‘

* indicates a required field

Receive Email Notifications *
Choose Yes to receive emall notifications.
OvYes @No

Receive Email Alerts for New and Trending Jobs

Yes

Include in Resume Books *
Choose Yes'to have your resume included in resume books distributed to employers.

®ves ONo

2. On the right side of the UBWorks
homepage (under Shortcuts), select
“Request a Coaching Appointment.”

Shortcuts

Request a Coaching Appointment

Search Jobs (all jobs)

Scheduled Campus Interviews
Pending Campus Interviews

On-Campus Interviews | Qualify For

4. You will see this page. This is where
you will make your appointment online.
Select the type of appointment you
want, set a date and time range, and
select your career coach.

Hit “Check Availability” to see available
appointments. Select your coach’s name
with the day/time you want, confirm
your appointment type and submit your
request. If you are not seeing any
available appointment times, try
extending the date range fields to
broaden your search.

You will receive an email that your
appointment is pending, and you will
receive another when your coach
confirms your appointment.

Type of Appointment

Thank you for submitting a

Date Range request to meet with a

career specialist. We look
forward to meeting you
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