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Instructions for updating your 
AGSM eYearbook resume

Step 1: Log in to the AGSM career management platform
Step 2: Hover on the Documents tab (3rd tab across from the Home tab)
Step 3: Click Approved from the drop down menu 
Step 4: Click on the Word document icon (white icon with horizontal lines, above the PDF icon)

Step 5: Your resume will download, click on where it appears on your screen to open the Word document, 
you may need to also click on Enable Editing in the top bar of the document

Step 6: You may now edit your document in Word (we are no longer using the Resume Builder function, so 
it is now easier for you to edit your document)

Step 7: Ensure your document is still only one page in length after you finish editing, check spelling and 
grammar, and observe the formatting conventions of the AGSM eYearbook

Step 8: Save your document on your computer
Step 9: Back on the Documents page of the AGSM career 

management platform, upload the updated Word 
document by clicking on the Add New button (under 
the eYearbook document). Ensure your name is in the 
document title (note that this step does NOT replace 
your eYearbook entry)

Step 10: Send an email to careercentre@agsm.edu.au to alert the Career Development Centre team that 
you have uploaded a new resume for the eYearbook. We will check the formatting meets our 
protocols, approve and upload to the AGSM eYearbook

Note:

If you require advice on your content, please book a career consult with Barbara Mackie on the career 
management platform and upload your document to the consult (you may request this consult to be via 
email, no need to attend the consult necessarily).
If you wish to change the formatting of the document, you are welcome to do so for your personal resume 
which can be longer than one page. However the AGSM eYearbook resume is strictly one page and must 
observe our formal formatting protocols. 
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