What is RSS? £l

RSS stands for Really Simple Syndication and is a document (called a feed) which includes information from a
website. The RSS feed for the Careers at Miami website can be used to collect and view current job openings.
Data about the job openings can be viewed in an email client (like Microsoft Outlook) or on a web browser.

How to use the Careers at Miami RSS feed in Internet Explorer to access the feed in Internet Explorer:

1. Go to the Careers at Miami website https://miamiujobs.com and click on the orange RSS button next to
the type of job in which you are interested. (Please note that all hourly/classified positions may be
collected together in one feed by clicking the RSS button next to “Hourly/Classified.”)

2. A web page will open. Look for the text or button which reads “Subscribe to this feed,” it may appear
near the top of the page in a box as in the example below:

Miami University Job Site - Hourly/Classified

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is added to the Common Feed List.
Updated information from the feed is automatically downloaded to your computer and can be viewed in Internet Explorer and other programs.
Learn mare about feeds,
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3. Click on “Subscribe to this feed.”
4. A dialogue box will open where you can specify where you want the feed to appear in your web
browser.
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5. Check the “Add to Favorites Bar” box if you want the feeds to appear in your favorites bar. Click
“Subscribe” to add the feed to the list.

6. To view the feeds in Internet Explorer, go to “View” then “Explorer Bar” and choose “Fields.” The
Explorer Bar will open, and you will be able to view the feeds.

7. To see the most recent information, go to “View” and choose “Refresh.” (You may also use F5 on the
keyboard.) The data in the feed is refreshed every four hours.

How to use the Careers at Miami RSS feed in Firefox to save the feed in either Firefox or Outlook:

1. Go to the Careers at Miami website https://miamiujobs.com, and click on the orange RSS button next to
the type of job in which you are interested. (Please note that all hourly/classified positions may be
collected together in one feed by clicking the RSS button next to “Hourly/Classified.”)

2. A web page will open. Go to the top of the page text which reads “Subscribe to this feed using” and
choose how you want to subscribe to the feed. (“Live Bookmarks” is the feed tool for Firefox.) Click
“Subscribe Now.”
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3. If “Live Bookmarks” is selected, a dialogue box appears where you can choose where you want to save
the feed as a Live Bookmark. The feed will appear in the Bookmark (the Firefox equivalent of Internet
Explorer’s favorites) folder selected. Click “Add.”
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4. If “Microsoft Outlook” is selected, Microsoft Outlook will open and a dialogue box will appear. To add
the feed to Outlook, choose “Yes.”
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‘fou should only add subscriptions from sources you know and trust.

http: ffwww. peopleadmin, com/rss/473dassifiedafscme. xml
n To configure this RS5 Feed, dick Advanced.

| ) [ Ce=JC=J] |

How to use the Careers at Miami RSS feed in Microsoft Outlook to access the feed in Microsoft Outlook:

1. Go to the Careers at Miami website https://miamiujobs.com and click on the orange RSS button next to
the type of job in which you are interested. (Please note that all hourly/classified positions may be
collected together in one feed by clicking the RSS button next to “Hourly/Classified.”)

2. After the RSS feed page opens, go to the URL (or web address) bar, highlight the entire name of the
webpage, right click and choose “Copy.” This will copy the RSS address into the computer clipboard.
This address will be used in step 4 below.

3. Open “Microsoft Outlook.” Go to the “Tools” menu and click “Account Settings.” On the “RSS Feeds”
tab, click “New.”
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4. A dialogue box will appear titled “New RSS Feed.” Click the mouse on the blank box and press “Citrl
V”” on your keyboard. The web address will now appear in the box. Click “Add” to add the feed to your

list.

New RSS Feed
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Enter the location of the RS5 feed you want to add to Outlook:

Example: http:/fwww. examgl Haadimai

Cancel

5. Another dialogue box (“RSS Feed Options™) appears with the ability to customize the feed name. Itis
not necessary to change the name of the feed unless you wish to do so. The default selections for the
“RSS Feed Options” will save and update the feed. Click “OK” to add the feed to Outlook.

RSS Feed Options
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!- \ l Use the choices below to configure options for this RSS feed.

General
FeedMName:  |Miami University Job Site - Administrative Undlassified|
Channel Name:  Miami University Job Site - Administrative/Undassified
Location: http:/fwww. peopleadmin. com/rss/473Undassified.xml
Description:

Delivery Location
Items from this RSS feed will be delivered to the following location:

Mailbox - G
Shapce fokicy Administrative/Unc

Downloads
[[] Automatically download Enclosures for this feed
[1Download the full artide as an .himl attachment to each item

Update Limit

the content provider.

Current provider limit: 4 hours

0 Ms.\..\Miami University Job Site -

(C:\Documents and Settings\greenball, .. Microsoft\Outlook \outiook. ost)

[#]Update this feed with the publisher's recommendation. Send/Receive groups do not update more
frequently than the recommended limit to prevent your RSS feed from possibly being cancelled by

6. To access the saved feed(s) in Outlook, click on the folder “RSS Feeds” in the Mailbox. If a + (plus)
sign appears to the left of the folder icon, click on the + (plus) and then click on the name of the feed.
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7. For more information about RSS feeds in Outlook, please go to the Microsoft article
http://office.microsoft.com/client/helppreview.aspx?AssetiD=HA101595391033&ns=0UTLOOK&lcid

=1033
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