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HOW TO NAVIGATE AND CREATE YOUR CV IN FHS-DB 
CV BUILDER 
TARGET AUDIENCE: FACULTY 
Updated October 6, 2024 
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LOGIN TO FHS DB 
Login to the system using your MacID. If you have any questions about how to login, refer to this user guide on our 
website, How to Login to FHS DB. 

OVERVIEW 
 

NAVIGATE CV BUILDER  

 

Navigate to “My CV 
Management” on the left sidebar 
menu.  

 

https://fhsdbinfo.healthsci.mcmaster.ca/wp-content/uploads/2024/05/How-to-Login-to-FHS-DB.pdf
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When you choose the CV Builder option from your menu, the CV templates dashboard will be displayed. This 
is where you can add a new template or use a template you already created and saved. 

 

Click on the Add button to create a new CV template. This will bring up your CV Builder to create a template. 

 

 

Clicking on “My CV 
Management” will display all 
CV sections available and the 
CV Builder option at the 
bottom.  
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1. Name your template and provide some context. This will be stored in your CV Template list. You can view the 
CV, edit or delete the template from this list. 
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2. You can apply CV options to customize your template. These options will make your CV unique. 
a. Preamble Text – users have the option of adding a paragraph to display at the top of your CV, with up to 

500 characters. 

 

b. Detail Level – users have the option to show detailed yearly teaching of roles within programs within 
FHS, or the summary of roles with a date range. 
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c. Highlights – within each entry of your CV in the FHS-DB, users have the option to add a highlight from 
the drop-down list. You can add more than one highlight if you wish. The highlights can be used in a 
customized CV template. 
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d. Date Range – users can specify a date range using the options available. 
 

 
 

3. Choose any or all the available CV sections. Click on or drag a section to the Selected CV sections in the middle 
column of the CV builder. 
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4. Preview the CV template with your choices and save if you are satisfied with your customization.  
 

 
 

Saving will return you to the CV template page. Preview will open a pdf for you to view. If you are not satisfied 
with your template, simply keep editing until you achieve your customization. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEED SUPPORT? 
Please log a service ticket here. All FHS DB User Guides can be found on the FHS DB website. 

https://csu-mcmaster.atlassian.net/servicedesk/customer/portal/7
https://fhsdbinfo.healthsci.mcmaster.ca/
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