New Ul Instructions - March 2026



UC Berkeley Discovery

Discovery Opportunities Platform:

If you prefer support entering your opportunity, email the details to
info.discovery@berkeley.edu, and our team will post it for you.

Discovery Opportunities Platform (DOP) — A centralized hub (launched 2023) for undergraduate
experiential learning opportunities—including research, scholarships, public service,
entrepreneurship, internships, and fellowships. As of Spring 20265, it is accessed through the My
Berkeley Alumni Portal, creating a single entry point for students to both explore opportunities and
connect with alumni mentors.

This document—Step-by-step instructions for logging in, posting opportunities, and following best
practices.

1. Login with your UCB email

e First-time User Access: Email info.discovery@berkeley.edu to request administrator access to author
opportunities. This process is currently manually reviewed.

e Visit https://my.berkeley.edu/hub/berkeley-discovery using Chrome or Firefox.

e Click “Sign Up” in the top right.

My Berkeley

Welcome to your UC
Berkeley Alumni Portal!



https://discovery.berkeley.edu/discovery-opportunities-database
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Enter your CalNet ID and password.

Complete the My Berkeley profile questions (most are optional). More details at My Berkeley Sign-Up
slides.

Accept the terms of use.
You'll land in the My Berkeley Alumni Portal. Navigate to Discovery in one of two ways:

o If a multihub selection window appears — select “Discovery Opportunities.”
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o If not — open the dropdown labeled “My Berkeley Alumni Portal” — select “Berkeley
Discovery.”
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Because the Discovery and alumni portals do not share data, you will activate your account a second
time.
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2. Open the admin view

e Select the gear icon in the top right — choose “Berkeley Discovery Opportunities.”

e If you do not see the gear icon, email info.discovery@berkeley.edu to request admin status.
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e Select the “Experiential Learning” tab on the left — click “Opportunities.”
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e Use the search bar to look up your opportunity by keyword.



Manage Opportunities
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e Does the opportunity already exist?
o Yes — | can update it.

m Open the listing and update category, tags, description, deadlines, etc.

o Yes —but | cannot update it:

m Email requested updates to info.discovery@berkeley.edu or through a 1:1 appointment.

o No — it does not exist:

m Proceed to Step 3: Post an Opportunity.

Note on Integration with Handshake: /f the opportunity is already posted in Handshake, wait 24
hours to see if it appears automatically.

o A subset of Handshake listings is imported through our collaboration with Berkeley Career

Engagement.
o To be included, an opportunity must be:
m  Within 20 miles of UC Berkeley

m Relevant to undergraduates

3: Post an Opportunity

e Click “Create Opportunity” in the top right corner.
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e Complete all fields using the best-practices section below.

Title *

| Add title

Provide a descriptive title for the opportunity and organization name.

Category *

#

Select category

Choose the experiential learning type that best applies to the selected opportunities.

Link *

Type link here

Provide a link to where students can learn more about this opportunity.

e [n the “Admins” field, enter:
o info.discovery@berkeley.edu

o your own email

Admins *

info.discovery@berkeley.edu x _

e Click “Publish Opportunity”

e Your opportunity will become visible to undergraduate users. Thank you for helping maintain a rich
collection of opportunities for our students.


mailto:info.discovery@berkeley.edu

4. Support

e For help updating opportunities or to share feedback, email info.discovery@berkeley.edu or book a
1:1 consultation. Visit our website for more information.

5. Content best practices:

e Appropriate opportunity types: Refer to our FAQ for clarification on what qualifies.

e Title: Include UCB or UC Berkeley in titles for campus-based opportunities.

e Description & Requirements: Use short, scannable bullet points. Students can find full details on your
website if interested.

e Requirements and Eligibility: Clearly indicate whether the opportunity is restricted to or open to:

O

o

o

U.S. Citizens, U.S. Nationals, U.S. Permanent Residents
Non-U.S. Citizens with U.S. work authorization (e.g., F-1/J-1 visa holders, students with DACA)
Non-U.S. Citizens without U.S. work authorization (including AB540/Undocumented students)

e Link to application support: You may include this optional text to direct students to resources:

o

For help starting or strengthening your resume or cover letter for this application, make an
appointment with a Career Educator using Handshake.

You can also find tips and samples for resumes and cover letters.

Remember, Berkeley Career Engagement staff can assist you.

e Deadline & Opportunity Dates

O

The date field offers four options: specific, seasonal, varying, or rolling. For best visibility, use
a specific date when possible.

m Specific: A single date in mm/dd/yyyy format.

m Seasonal: Use for broad ranges (spring, fall, summer). Select from the dropdown.

m Varying or Rolling: Nonspecific; these listings will remain active for 6 months.

m If left blank, the deadline defaults to None.

e Special Case: Unpaid positions from UC Berkeley student-run start ups

O

Students often seek collaborators for startups or organizations that are not RSOs or official UC

Berkeley projects.

Students may request that a UC Berkeley staff member post on their behalf, or email

info.discovery@berkeley.edu to submit the listing.

Because students expect that platform listings are vetted, please include this text at the top of

the posting:

m This position has been submitted by community members but has not been vetted. If you

have questions about evaluating this opportunity, make an appointment with a UCB
Career Educator through Handshake.
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