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JOB DESCRIPTION NAVIGATION
Visual ExampleNavigation

From the Edit Job Description Page (top left), you 
can:

• compare working copy of the job description to 
the base version of the job description

• accept changes in current workflow step
• preview/edit the workflow 
• add comments
• invite another person to edit the job description
• share the revised job description

Make sure that Edit (top left) is turned on!

Make sure that you Save (bottom right) 
frequently as JDX does not auto-save!

Click on the “?” and “!” icons for helpful in-tool tips!
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The tabs on the left reflect each section of the job 
description. Red dots mean that there are blank 
required fields in that tab.
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COMPARE JOBS
Visual ExampleNavigation

Clicking on the Compare Jobs icon allows users to 
compare any two versions of the job description at 
any point during the workflow process. It works the 
same as Track Changes in Word.
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From the Edit Job Description Page (top right), you 
can:

• see other employees in this job code
• preview/print the job description
• show a split screen between this job description 

and the old job description (if the old job 
description is in JDX)

• produce a list of all required fields that must be 
completed before you can submit the job 
description for the next step in the workflow.
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For Career Tracks titles, most fields are populated 
from the Job Standards/Parent, which you can 
reference in gray above each section.

Job descriptions can be customized in the white 
fields below (recommended customization 30%). 
You can also add, delete, move rows and do a 
content search to see the JDX library. 
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Content search options:

• working titles
• essential duties
• years of experience
• KSAs
• etc
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Job posting tab – what will be posted on iCIMS will 
populate automatically.


