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Employer Guide  
CSM Symplicity - Career Portal  

 
 
 

 
This user guide aims to help employers navigate and 

use the new Career Portal sufficiently.  
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Step 1: Sign Up and Navigation 

 
Launch your favorite web browser and navigate to:  
https://gbsb-csm.symplicity.com/employers/index.php?signin_tab=0&simplify_interface=0  

 
Press the “Sign Up” button. You will promted to include basic information about 
your organization such as name, a description, industry and type, and contact 
information, and company logo. Once you submit your registration, the career 
services will review your application and approve it.  
 
“Sing In” 
Upon verification you will receive an email and you will be prompted to login. 
Enter your Username and Password. If you forgot your password then please click 
on Forgot password and you will get a reset system email immediately. Please do 
remember to check your spam or junk mail just in case. GBSB login page (see 
below).  
 
If you need help with your login information or experience an issue with your 
career portal account, you may contact the IT department via e-mail at 
technology.support@global-business-school.org  
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Step 2: Update your Info  
 
Now is a good time to review your information and update it as necessary. 
 

1. Click on “My Account" 

Press “Personal Info” 
Edit the info and press “Save” to confirm. 
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Step 3: Update your Company’s Profile   
 
Upon successful login, it is recommended to update your company’s profile. Click 
“Save” when done. 
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Step 4: Post a Job   
 
Scroll down to find Jobs & Internships. Click on Create Job Posting (see image 
below).  
 

 
 
From there, edit the job/internship posting. Fill all the required fields (marked by 
*). Click on “Submit” to submit the job posting for approval. Once Approved, 
qualified students can now apply. (see image below)  
 

 
To view all students’ appliations, click on “Applicant” button 
From this list, you can: 

✓ View students’ Resumes (CVs) 

✓ Rank Students 

✓ Update students’ status 
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Generate CV booklet by selecting the students, click on “Batch Options” and then 
“Generate Book” 

 
 
Get ready for more services and tools to connect with our students.  
 
Stay tuned! 
 
Thank you, 
Career Services Team 
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