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Getting Started
First time getting into Jobvite

You will receive an email invitation to create your Jobvite account. When you click on the email, you 
will be redirected to another screen (see below) to fill in your Jobvite Profile information and create 
a password for your account. Contact Michael.Commito@FlexTG.com if you need assistance. 

Once you have submitted this form by clicking 
Sign Up, you will be able to log into Jobvite.

It is recommended you bookmark the Jobvite 
Login page for easy access. 
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Getting Started
Setting up Account Preferences

My Account

After you created your account, click on My Account found under your initial (or picture) icon, on the upper right of the screen.

Here you can add a photo in the upper right.  Additionally, from the navigation list on the left you can do the following:  

▪ Profile Tab

o You can change your password, adjust system timeout, change time zones, choose alternate approvers, and set out of office. 

▪ Preferences Tab

o You can indicate how you would like to receive email messages regarding the activities related to your requisition in Jobvite.

▪ Job Alerts Tab

o You can elect to receive job alerts 

▪ Authorized Apps Tab

o Allows you (and all employees with a Jobvite login) to select any personal social networks and email accounts that you want to connect 

your Jobvite account with.

▪ Publisher Tab

o You can enable the network publisher to automate the posting of jobs to social networks

▪ My Templates Tab

o Create your own personal email templates to save some time on communications you frequently send to candidates. 
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• Your Jobvite Dashboard comes pre-populated with a number of widgets (what Jobvite calls the individual 
boxes on screen)

• It is recommended to start out with only the following widgets: 
o Billboard (which is mandatory) 
o All Open Requisitions (which is mandatory) 
o Links
o My Referrals 

• To Remove and Add Widgets you simply click on the                       tab in the upper right of the screen.  
Doing so will unlock your current widgets and opens a new tab titled                          .

• Here you can: 

o Remove unneeded widgets by clicking the trashcan icon in the corner of each widget.

o Add new widgets by clicking                            and selecting any widgets, from the list, you want to 
add.  

▪ When done removing and/or adding widgets simply click the save tab in the upper right of the screen.  

Getting Started
Setting up Dashboard Preferences
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A Jobvite
What is it and where do I find it? 

A Jobvite is an invitation to look at and apply to our roles.  A Jobvite can be narrowly focused to one individual or broadly to a network of people.  

There are several options when it comes to accessing where to Send a Jobvite: 

#1 From the Links Widget on your home screen Dashboard #3 From the Requisition tab, by selecting which jobs 
to send to and clicking Send Jobvite

#4 From within a specific Requisition #5 From the Jobvite tab

#2 From the All Open 
Requisitions Widget on your 
home screen Dashboard, by 
clicking the share symbol next 
to a specific job. 

There are three distinct ways to send a Jobvite: Share to a Network, Send an email, and Share a Trackable Job Link.  

When a referral applies it will be tracked back to you!
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A Jobvite
How to Share a Jobvite: Share to Network 

Sending a Jobvite: Share to Networks 
✓ The Share to Networks option allows you to target a larger audience by posting the 

Jobvite to Facebook, LinkedIn, Twitter, and/or many other social networks within which 
you may have an account. Select which social networks you would like to broadcast the 
job on and customize messages for each.

✓ Please note: Before sharing via a network for the first time, you will be asked to 
authorize your connection between your social network and Jobvite.   

Additional Networks
✓ There are several additional networks already listed, but if you do not see the network 

you are looking for, click on More Networks at the bottom left of the page.
✓ The More Networks tab allows you to search through an extensive list of networks that 

you can select from by simply clicking on the desired option. 
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A Jobvite
How to Share a Jobvite: Send an Email

Sending a Jobvite: Email 

✓ The Email option allows you to easily send a personalized message to 
anyone in your integrated address book (see My Account > 
Authorized Apps). 

✓ Select your email provider(s) on the left-hand side of the screen, 
select the recipient, and customize a message to your contact. You 
can also simply type in one or more email addresses, separated by 
commas or semicolons. 

✓ Click Preview & Send Jobvite to view the email communication prior 
to sending the Jobvite via email.
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• Create a trackable URL that you can post anywhere to promote jobs at your 
company. The link will take potential candidates to Jobvite so they can apply, 
and Jobvite will track the response activity. 

• When creating the link, you can choose the channel you plan to post to and 
select where the link will take potential candidates.

• Link Destinations:

o Job Description Page will share the full description and is better for larger 
social network sites that allow large character counts.

o Apply for Job Page is better for limited space and will take the potential 
applicant to the apply page to review the description before applying.

o Main Career page ideal to cast a larger net and drive traffic to our career 
page to learn more.  

• After clicking the Get Link button, a job link URL will be created at the bottom of 
the page. You can then preview the job link (if desired), select the Create HTML 
link option (if desired), and Copy the link.

A Jobvite
How to Share a Jobvite: Trackable URL
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A Jobvite
How to Share a Jobvite: Enable Publisher

• When enabled, Publisher automatically publishes current job openings as 
Jobvites on LinkedIn and Twitter.

• To enable:

o Click on My Account found under your initial (or picture) icon, on the 
upper right of the screen.

o In the left-hand column select Publisher. (1)

o On the Publisher Page utilize the “Help for this Page” button at the top 
and “?” icons where available. (2)

o Set your preferences.

o Edit messaging to go with jobs by clicking Edit Template. (3)

o When done click save. (4)
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Refer a Friend
All Jobvite users have the option to refer a friend. Here you can upload a friend’s resume, link them to a current requisition in your account, 
and team members assigned to the requisition would get a notification and review the candidate.

• You can access Refer a Friend in the Links Widget on your home screen.  

• Follow the prompts to either upload or manually enter referral information. 

• Select the requisition (job) you are referring the individual. 

• Select whether to send a confirmation email to the referral.  
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For additional guidance

➢Please connect with your HRBP or Recruiter. 

Welcome to Jobvite


