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Overview 
This document provides a step by guide on how to add and remove Job 
Vacancy items on FJC.dcn and FJC,gov.  

Requirements 

• Log in with JENIE to enter content on FJC.dcn 
• Log in with ITO provided credentials to enter content on FJC.gov 
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FJC.dcn Login 
In order to work with the Job Vacancies, you will need to be logged in to 
the FJC.dcn Content Management System. 

Step Screen 
1. From any screen, click the  “Sign in with 

JENIE” button at the bottom right. 
http://fjc.dcn  
 

 
2. Enter your JENIE username and 

password.  
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FJC.gov Login 
In order to work with the Job Vacancies, you will need to be logged in to 
the FJC.gov Content Management System. 

Step Screen 
1. Enter the URL to the right in your 

browser 
https://fjc.gov/fjc_user  

2. Enter your ITO supplied username and 
password.  
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Working with the Job Vacancies page 
The page consists of static text and files for each posting. Since the page 
content type is used for other purposes, there are fields than are not used 
for job vacancy postings. The directions below use screenshots from 
FJC.dcn, but the process is the same on FJC.gov 

Step Screen 
1. The page is stored in the 

About section of FJC.dcn and 
FJC.gov. 
 

http://fjc.dcn/content/job-vacancies  
 
https://www.fjc.gov/about/job-vacancies  

2. Click the “edit” link in the tab 
to the right of the “View” tab. 

 

 
3. If necessary, the page 

content can be modified in 
the “Body” field. 

 

 
4. To add a new posting, attach 

the file using the “Browse” 
button in the “Add a new file” 
section of the “Vacancy 
Announcements” field. Once 
the file is attached, click the 
“Upload” button. 
 
Note: The file must be in the 
PDF format.  

 

 
 

5. Once the file is uploaded, use 
the “Description” field to 
create the link text for the 
posting when viewed.  
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Step Screen 
6. To remove a posting from 

being displayed, uncheck the 
“Display” checkbox to the 
right of the file.  
 
If you need to replace a file, 
use the “Remove” button and 
then add the replacement file 
as in step 4 above. 

 

 
 

7. Click the “Save” button at the 
bottom of the form to 
complete adding or removing 
a job vacancy posting. 

 

 
 

 

Clearing the caches 
For FJC.gov, for site users to see changes, another step must be taken. 

Step Screen 
1. After save, use the “Refresh 

this page” button that 
appears above the page 
content. 

 

 
 

 

  
 

 

 


