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• To create your user account
• Enter your EMPLID for username

• Your EMPLID can be found on your paystub in HR Direct
• Click Continue Registration

• The user will need to select and answer a security question
• A temporary password will be emailed to the user

• The user can login to JDX using their EMPLID and temporary password
• Upon entry the user will be asked to update their password.
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To review a job, select
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From the drop down select
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Next check the box next to the Job
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Select Search Job Description(s) and Close Form
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Select Workflow ‘Job Description Workflow CWM)’  with 3 steps

From the drop down select
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If you wish to select another staff members for the 2nd approval, 
Click inside the Box and there will populate a list for you to choose from
Or if you select the icon to the right you can type in the staff members email
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Type in staff member email address

Will populate from Same as previous field
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Select Start Workflow
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The job title will populate 
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After your selections, click on Save and Close
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• Select the Physical Demands that are applicable to the job
• if a Physical Demand is selected and it needs to be removed, select N/A



The top selection on the list of Physical Demands is now setup to be used for “Office Setting Employees”.
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Upon completion always select Spell Check

Select Preview – Revision Copy

The job description will be sent to the next reviewer/approver
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