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Career Services Manager
Student User Guide 3.2

CONFIDENTIAL

This confidential Instruction Manual has been prepared solely for the benefit of Symplicity Career
Services Manager users. By accepting delivery of this Instruction Manual, the recipient hereby agrees
that the information contained in this Instruction Manual, in whole or part, is confidential and
proprietary to Symplicity and that it will not reproduce or redistribute such Instruction Manual,
discuss the information contained herein or make reproductions without the prior written approval
of Symplicity, and will hold all information relating to the Career Services Manager in confidence.
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Getting Started

This system allows you to create a profile, store documents, apply and search for jobs, participate in
OCR, research employers, schedule counseling appointments, RSVP to workshops, career fairs, and info
sessions, and manage your calendar.

Please keep in mind that your school may not have enabled all features that are available on the system.
The main navigation bar will present which features your school has established for their students to
utilize. Other features (e.g., online chat), may also be absent on your site if your school is not using the
feature.

Schools may customize the name of a feature described in this guide. As such you may see different
terms used on your site, versus the terminology used in this guide.

Navigation Bar

Ex.1- This site has “Networking”.

Home | My Profile | Documents | Jobs | Employers | Interviews | Networking | Surveys | Events | Calendar
Welcome, Shelly Smith. | Search | =5 * Log Out
SHOW ME GETTING STARTED
Welcome Week! @ Account Created
NGRS Welcome back to school! The Career Center is hosting many
activities! & Personal Profile
Notifications
Continue Reading... & Privacy Settings
@ Resume
Virtual Career Fair Chart! Academic Profile
::I;s;;:el:’eto L Take advantage of this great resource, click on events, and chat
live with employers risht now!
SHORTCUTS
. , [Yourfeedbackis Virtual Career Fair. September 28th - September 20th "
welcome. Document Library

Continue Reading... .
Professional Network

Search Jobs (all jobs)

Mock Interview Day i
MOCK INTERVIEWS.._. SIGN UP TODAY! Scheruled-Campuzinieniens

Pending Campus Interviews
Continue Reading...

L = L Ler
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Ex. 2 This site does not have “Networking”.

mm it mm

Calendar

Welcome, Shelly Smith.

SHOW ME

Notifications

RS5 Feed

Announcements

Subscribe to our

Welcome Week!

&

activities!

Continue Reading...

Virtual Career Fair Chat!
Take advantage of this great resource, click

live with employvers rizht now!

<«

4 , Yourfeedbackis Virtual Career Fair September 28th - September 28th
welcome.

Continue Reading...
Mock Interview Day

&

Continue Readmg...

MOCK INTERVIEWS.... SIGN UP TODAY!

5O

| Search

GETTING STARTED

& Account Created

Welcome back to school! The Career Center is hosting many

& Personal Profile
& Privacy Settings
& Resume

Academic Profile

on events, and chat

SHORTCUTS

Document Library

Search Jobs (all jobs)

Scheduled Campus Interviews
Pending Campus Interviews
Campus Interviews | Qualify For

Jobs 1 Qualify For

* Log Out

Helpful hints while navigating the site
= Click on the help button at any time for help.

Q,) Help

= (Click on the printer icon, located on the top right to create a printer friendly image

of any screen.

=  Breadcrumbing shows the students their current location with
the ability to click to the parent page or section in one click.

System Key Terms

=

Home » Profile » Academic

Term What to Look For Description

Accessible € Accessible Mode: Off Disables select interface enhancements to

Mode ensure users of assistive technologies have full
and equal access to all aspects of this web site.

Add New + Add New Allows the applicant to add a new item.

Appl Click to bid to OCR.

pply Apply
Back Returns the user to the previous screen.
4 Back
Browse Used to search for a file on your computer

system to upload into the Symplicity database.

Copyright © 2011
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Cancel Return to the previous page without saving
#* Cancel
changes.
Clear Clears selected search criteria.
Clear
Decline ) ) Declines interview invitation.
) Decline Interiew
Interview
Delete This button deletes an item.
#* Delete I3
or

Export to Excel

Export To Excel

Exports the selected items to Excel.

Help

Opens the help topics window. (Note: The Help

(@) Help
button is located at the top right-hand corner of
the screen.)
Jump Page | = Moves directly to and displays the selected
page (in a multi-page list)
Next . Shows the next page (in a multi-page list).
Previous 4 Shows the previous page (in a multi-page list).
Required Field 3 Indicates data entry into this field is required
before the Save or Submit button can be used.
Reschedule Allows you to reschedule your interview time.
Reschedule
Save - Saves your work and leaves you on the current
ave
page.
Schedule Schedule Inteniew Allows you to accept your interview and pick
Interview your time slot (if applicable).
Search Button where the user clicks to apply the

Search

desired search.

Select Resume

Select Resume Books

Click to select opt-in resume book(s) you are

Books interested in participating.
Submit Saves your work and brings you back to the
Submit .
previous screen.
Withdraw Withdraw Click to withdraw OCR bid.

Copyright © 2011
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Log-in
Logging into the system
Sign In Page
QDHep B @
Log In Register
Please enter your username and password. test Register for a new account.
Username
(your email address) P
Password
Type your username and password \ i
Go b ¥ Reset Forgot Password . @ ” “ ” -
in the “Username” and “Password e
fields and click “Go”
Forgot my password : B
If you forget your password click on the “Forgot

FD rg Dt my PaS SW my password” tab and you will be prompted to
submit your username and click “Go”.
Signin [N RLVE Lol Register If your username matches a username in the
system, you will be sent an email with a new
password (password is actually reset to the

()
forth my password version sent to you in the email).

Enter vour username below, click go, and your passward will be reset and emailed to vou

Username: (vour email address)

Go 7 Clear

Copyright © 2011 Confidential Page 7 of 32



SM

CAREER SERVICES MANAGER

msymplicity
CSM User Guide 3.2

Change Password

Documents Employers Interviews. Calendar

Home : Profile » Passworg/Pri

profile

Once you have logged in, go to the

(2 Help E 9 ¥ Log Out

“Profile” tab to change your password

Personal Academic

Save % Reset Form

0Old Password

New Password

Please enter your new password.

New Password

D Yas @ Ng

Save 3 Reset Form

Privacy

Please re-enter your new password to confirm.

Placements

Password/Preferences

~

Co-op | MNACE Salary Surveys

Activity Summary

Click on the
“Password/Preferences” tab

Please enter your current password.

Type your new password in the
“New Password” field and then
re-enter it in the second “New
Password” field and click “Save”

Accessible Mode (for visually impaired users)

Improve compatibility with screen reader software

Copyright © 2011 Confidential
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Home

The Homepage
Homepage Screen

“vprnflle Emplnvers mm

Calendar

Welcome, Shelly Smith.

SHOW ME

Announcements

View at-a-glance Motifications

features of Insight

(Announcements,
ShOFtCUtS, Subscribe to our
Calendar, Alertsi| B)) RSSfeed
etc.) by clickingon | " vour feedbackis
the Home link in B
the top toolbar

Students can review CSM

é

&

Welcome Week!
Welcome back to school! The Career Center is hosting many
activities!

Continue Reading...

Virtual Career Fair Chat!

Take advantage of this great resource, click on events, and chat
live with emplovers right now!

Virtual Career Fair: September 28th - September 20th

Continue Reading...

Mock Interview Day

MOCK INTERVIEWS.... SIGN UP TODAY!

Continue Reading...

Resume Reviews
Sign up to have your resume reviewed!

Continue Reading...

More Announcements

‘ Search

GETTING STARTED
&) Account Created
@) Personal Profile
& Privacy Settings
& Resume

() Academic Profile

SHORTCUTS

Document Library

Search Jobs (all jobs) o

Scheduled Campus Interviews

Pending Campus Interviews

Campus Interviews | Qualify For
Jobs 1 Qualify For

All OCR JObs [ Interviews

My Activity Summary

Request a Counseling Appointment

ATTEND EVENTS

sections with one
click by clicking on
the various
Shortcuts

messages from
administrators from the

“Announcements” section

0 2011
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Profile

You may be redirected to the Profile section when logging in if your school requires you to fill out required profile fields before utilizing any other system

features.

Build a personal profile

Profile Screen

Build a personal profile

(contact information,

I . m N

profile

Home » Profile » Personal

change password, etc.) by
clicking on the “Profile”

main navigation

Click on the “Privacy tab to update your
privacy settings including: being included in
receiving emails from your advising office,
synchronizing calendar events, and receiving
text message reminders

P H @

Click on the Anges p
Personal
Information

B Save Changes And Continue % Reset Form % Cancel
9

tab to update ent Infd
email address
and other
contact
information "Tei

M-

Click on Academic
Information to
update graduation
date and other
school information

Last Name:

Email*:

Phone Number:

Smith

smith@demo.edu

(gL EIM  Academic Privacy | Placements Co-op NACE Salary Surveys Password /Preferences | Activity Summary

COMPLETION STATUS

* inficates a required field

information current as this will be
‘ used for communication.

&) Full name
Report employment @ First Name
name (first mi last).| jnformation by clicking L]
on the Placements or I
clicking on the
Co-op tab Password/Preferences
tab to update your F=
password =
T Street Address
NOTE: It is important to keep this @ Ciy

State Province

Copyright © 2011
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Review CSM Activity
Activity Summary Screen

View a log of all

Home > Profile » Activity Summary Search the logged CSM bg Out
actions clicking on
profile the “Activity
, : Summary” tab

Password /Preferences

Click ‘Select’ to filter
Apply Search
the activity list by
selecting the date in
the calendar k

Personal  Academic Privacy | Placements Co-op | MNACE Salary Surveys

Select Clear t0 2010-09-02 Select Clear

Date Range 2010-09-01

Queries may be run on all saved event log data, but are restricted to a time span of
Results limited to 1000 to optimize performance. Please use filters to find desired entries.

ltems 1-3 of 3
Employer

Date/Time.c. Activity

Symplicity

Sep 02 2010, 3:30 pm  Resume Submitted

Sep 02, 2010._1:35 pm  Favorite Employer Add Acme Motors

View specific details about
an action such as IP Address,
Action Type and User ID by
clicking on a link in the
Date/Time column

Page 11 of 32
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Documents

Manage Documents
Documents Screen

m

resumes

Documents

Home > Documents > Approved Documents -

Employ:

View existing and upload new documents
(documents, writing samples, transcripts,
or other documents) by clicking on the
“Documents” main Navigation

Events

Calendar

-

NOTE: If you are uploading a document
file (e.g., “*.doc”), the system will

convert the document to pdf.
Alternatively, you can upload a “*.pdf”

If your career services office
approves resumes, the
document will be located in
the Pending Documents tab
until it is approved

Approved Documents

Pending Documents

Resume Builder

Opt-In Resume Book

L

may need Adobe Acrobat

resume in an Opt-
in Resume Book

Submit your

Uocument litle ~ Uocument Type = View Last Modified « File Status Review S5tatus Options
Cover Letter Cover Letter o 09/02/2010 03:51:00 pm ready #* Delete
Resume Resume [} e 09/02/2010 03:53:00 pm ready #* Delete
Resume B 1211172007 04:24:00 pm ready Make Default % Delete
Transcript Unofficial Transcript o 09/02/2010 03:52:00 pm ready Delete
ey ¢ fems The “Make Default” button designates a
= Click on the “Add main resume that will default when

Document Library

New” button to
upload a new

document

submitting a resume, and with permission,
will appear in employer resume books

directly to the system.

View helpful documents
uploaded by your administrator
in the “Document Library” tab

age

Confidential
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Add, Edit, or Delete Documents
New Document Screen

Home Wﬁnf"e Emplnve's mm

Click the
“Submit” button

Home : Documents > Approved Documents

resumes

P '-)' Your resume must be approved

E '-)_ To view PDF files, you may need Adobe Acrobat Reader.

Submit » % Cancel

Student Document
Label*:

Document Type:

Select a
Document Type

Submit » % Cancel

‘ Search

‘ (D Help E 0 % Log Out

After clicking the “Add
New” button, enter a
document title in the

Label field

NOTE: If you want to upload an Unofficial Transcript, click here.

© Resume O Cover Letter O Writing Sample O Other Document

Maximum file size: 500kb

* indicates a required field

File*
Please select your document to upload.

Browse_

select a file to
upload

/{ Click on
‘ “Browse” button,

Copyright © 2011

Confidential
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Opt-In Resume Book
resumes

Opt-in resume books are those where nding Documents Resume Builder |[eldS3[ WIS LW LG4 Cocument Library

the student pro-actively puts their

H “
resume into the book y need Adobe Acrobat Reader. Click on the “Opt-In Resume

Book” tab to submit and view

available Opt-in resume books

2 ltems HOW 10 « per page
Document Title = View Last Modified ~ Status Target Opt-In Resume Book
Resume [} e 09/02/2010 03:53:00 pm ready Select Resume Books ] B
Click on the “Select
) e 12/11/2007 04:24:00 pm ready Select Resume Books Resume Books” button
for the resume you
would like to submit to
resumes )
an opt-in resume book

) To view PDF files, you may need Adobe Acrobat Reader.

Submit » X Cancel * indicates a required field

Student Document

Check off the book(s)
Label*: smith@demo.edu .
you would like to
Resume: preview: resume: smith@demo.edu.doc. participate in under the
Target Opt-In Resume [T Al Student Resume Book “Target Opt-In Resume
Book: Seeking Internships Book” field and click
“Submit”

Submit » X Cancel

Copyright © 2011 Confidential Page 14 of 32
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Jobs

The Job Postings section displays employer job postings. Students may submit resumes to both on-

campus recruiting (OCR) job postings and non-OCR job postings. Additionally, students may set Search
Agents to schedule automated job searches with email alerts.

Search & View Jobs
Job Postings Screen

View job postings by |

clicking on “Jobs” from the fSRIBFFSAAS achhs
top navigation bar

Job Postings

Home > Job Postings > Jobs

job postings

From the “Advanced Search” tab, refine
the job list by utilizing Keywords, Majors,
Work Authorization, Locations, Position
Types, etc and clicking the “Submit” button

job postings [EFEVIIES Advanced Search

Use the search filters
to search by desired
criteria and click
“Search”

All Jobs & Interviews b

EE  View Printable Job List (0 items selected)

Search Agents

= More Options ~ Search Clear SERCXV/E 1tems 1-15 of 15 (Results as of: Monday, August 23, 2010 | 6:29 prr

Applications | Job Archives

View all submitted job
applications by clicking on
the “Applications” tab

Keywords \m
(searches job title, ID, description, loyer|nam|

See Advanced Search for more search options.

Jobs located within miles of zip code:

U.S. jobs only (maximum 150 miles).

SORT BY: Job Title v SHOW 20 <« perpage
1. B ¥ Accountant
f Apply Application Deadline: Mar 29, 2012  Posted: Feb 28, 2010
View information | ]. )
ourjtan TYPE  Full Time, Summer LOCATION: -
SUCh as the er direftion of a Division Manager, performs SALARY 50,000 1560 Wilson Blvd. Arlington,
accounting work, including auditing, Virginia 22209 United States
1 1 lyzirjg gnd verifying fiscal records and reports, TIMELINE
descrl ptlonl and statistical reports, providing 02/28/10 Job Posted ~ -
. ign to Farm staff regarding accounting practices 03/29/12 Application Deadline over, A NSt :vsf P
|mpo rta nt dates' icpdures, and reconciling genera]ledger VloMmAc S S
; assists in preparing the Farm's annual and ’ 1
. budgets; prepares year-end audit reports and hrycialel - !
and |OcatIOI"I by s, trains and provides technical advice ... / Ar==iton . 5o |
LT
. View Comblete Job Details Clarendon " 2
hovering over the
Quick View
(binocular) icon

w

{

#4 | v Applied | Recruiting On Campus

Develop valuable skills in the food industry. More

Apply, check application
status, and review application
documents by clicking the
“Apply” or “Applied” button

LOCATION nationwide, United States ID 1151846

TYPE Pre-Select

E2)

Add a job to the
Favorite list by

ication Deadline: Aug 27, 2010 Posted: Jul 24, 2010

Copyright © 2011

OYER  Air Supply POSITION TYPE Full Time
g g TION nationwide, United States 1D 1151888
clicking the star S
icon
Confidential
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Position Details

Apply to the job or review
application materials by clicking
the Apply or Applied icon

Ho

% Accountant

Simpson Farm

sted: Feb 28, 2010

Add Job to
Favorites by

APPROXIMATE HOURS PER WEEK 40 TRAVEL PERCENTAGE No Travel
DESCRIPTION

Under direction of a Division Manager, performs

~

Employer Profile

Clicking on the professional accounting work, including auditing,
analyzing and verifying fiscal records and reports,

preparing financial and statistical reports, providing

star icon next
to the job title

information to Farm staff regarding accounting
practices and procedures, and reconciling general ledger accounts| assists in
preparing the Farm’s annual and mid-year budgets; prepares yearend audit

reparts and schedules; trains and provides technical advice to lowertlevel

accounting personnel, and performs related work as required.

LOCATION
City

Buffalo

State/ Province
Mew York
Country
United States

QUALIFICATIONS

Degree and 1 year experience

4 Back Print Preview Print

Interviews

IVISION N/A POSITION TYPE Full Time,
Summer
WORK AUTHORIZATION US Citizen SALARY LEVEL 50,000

Networking

Search

Once a student has

applied:

IMPORTANT DATES

Posted On:
Feb 28, 2010

Applications Accepted Until:

Mar 29, 2012

SCREENING CRITER!

Majors/Concentrations

All Majors
Applicant Type

Seeking Part-time Employment,
Seeking Full-time Employment,

Seeking Co-op,
Seeking Internship

Resume Tips

How to Write a Cover
Letter

On-campus Recrnuiting
Handbook

Review related

- 4% HELP & SUPPORT

resources made

available by the

career services
staff

Chat with an Advisor

Send a Question or Comment

Review information about the
employer by clicking the

Emplo

yer Profile icon

Apply for Jobs

n Demo Un

Profile Documents | Job Postings Employers

Home > Job Postings » Jobs » Accountant (172)

& Accountant

Simpson Farm

Posted: Feb 28, 2010
DIVISION N/A POSITION TYPE

Summer

Interviews

Full Time,

Nerworking Surveys

Search

WANT THIS JOBY

Apply

Ewvents Calendar Jump To

B QHele ® 8 @

® Log Out

Apply to the job or review
application materials by clicking

SEND DOCUMENTS

If you wish to apply, please select the document(s) to include and click Submit

Choose a Resurme to submit for this position

RESUME: Resume® B Add New

Choose a Cover Letter to submit for this position

COVER LETTER: 3 New.

NOTES:

Check Spelling

Submit

If you would like 1o 2dd an optional personal note to the employer, please enter it here. This i

? the Apply or Applied icon

On-campus Recruiting
Handbook

4% HELP & SUPPORT

Chat with an Advisor

is NPT re

Submit your documents by

choosing the appropriate
document name from the
various document dropdown
menus, and clicking the

“Submit” button

Copyright © 2011
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Favorite Jobs

View, rank and

job postings

manage your Favorite

Jobs under the

Keep a list of Favorite jobs by
clicking on the star icon next to
the job title from the job list or

within the job posting

[your school] jobs m Advanced Seafch “Favorites” tab Job Leads
ltems 1-2 of 2 SHOW 20 =« per page
22 Employers « Position Type Location Job Title ~ Deadline « Type Eg\%?i‘;g My Rating =
[ Bennigan's Internship Restan, Alabama Analyst 118 Feb 01, 2010 2‘;’;’“05' J [x] @ % W W
O Symplicity  Full Time ”S?E;”S“’ide’ United %"‘l‘grir 255 AT C () @ W W ¥ 7

favorites by

Advanced Search & Search Agents

Conduct a more in
depth search of job
postings by clicking
on the “Advanced

Home l Mv Profile ‘| Documents ‘| Jobs

clicking the red
in the Remove

Employers | Interviews | Networking | Surveys

X

Events | Calendar

Search” tab 3

Advanced Search Options

Search Agents

Show Me
Posting Date (last # days)

Keywords

Majors/Concentrations

Ignores jobs with "All Majors' selected

[C] check this box to search for records with no major selected

[select]

Cyes ©no

1] oks > Advanced Search ‘ Search ‘ QDHelp ® B @ BEERLIE
nigs
Favorites Search Agents Applications | Job Leads
ADVANCED SEARCH INSTRUCTIONS
_ Please note that keyword search matches
select existing] ~
[D g From the “Advanced
save as: isk
: = Search” tabsavean  [™"*"
All Jobs & Intervie v
advanced searchasa | __ ..
search agent by check- =
H " ”
searches job title, ID, description, and employer name. markmg Save As 4 and use double

then inputting a name in
the Search Agent field

racters and

d, except in
"phrase” searches, where some words may

he chorter

Rate jobs by
highlighting the
desired number

of stars

Copyright © 2011
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Review and/or edit a
Search Agent by clicking
on a link in the “Label”

lob postings

View a list of search

our school] jobs  Favorites Advanced Search (EETETW-HEUISM  Applications | Jdb L

agents by clicking on the
“Search Agents” tab

I\ \ Because job options such as Major Recruited, Geographic Region etc. change from time to time, please review/update your job search agents periodically.

Last Run On ~

SHOW 20 - per page

Next Scheduled Run ~ Schedule Options

Sep 23, 2010 1 day Schedule Edit Run ¥ Delete

column
Items 1-¥ of 1
Label Agent Type ~
Student Job Search
Search Agent

‘ CSM will run enabled Search

job postings

Submit 4 Back

Label*:

Enabled®:
Period™:

Multiple®:

Include only new results®:

Agents automatically, and then
email the results

My Jobs Enable a Search Agent by
clicking Yes, and then setting

Checking 'ves' will enable your agent to run orn a " s o

o a “Period”, a “Multiple”, and

¥Es e then clicking the “Submit”

Select a frequency for this agent to run button

Week

The value entered here will be used to determine how frequently your agent is run.
(Example: Period=maonth, Multiple=2, Agent will be run every 2 manths.)

Checking 'yes' will only include new results posted since the last run date

Q) ves no
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Employers

The Employers section enables students to browse employer profiles and designate Favorites

Research Employers
Employer Listing Screen

m Favorite Employers

View an employer
overview, corporate
culture information,
key statistics and/or

positions available

by clicking on an
underlined
employer name in
the “Organization”
column

Home > Employers

employer profiles

View information about
employers by clicking on
“employers” from the top
navigation bar

DHelp 0 H @

Contacts Favorite Contacts
Industry -
City
State
Country
On Campus Events? [ (7 =Y
F Yo ves Y Ne "g"lgnure

(for which you are eligible)

Search Clear

Keywords

Find a specific employer by filtering the
various search fields, and then clicking the
“Search” button

Legend: [=Interviews |S=Informaticn Sessicn

hems 1-20 of 78

SHOW 20

¥ PETPAOE (4 page | w B

Organization « Website On Campus Pro-net Favorites
ASIA TECHNOLOGY GROUP INTERNATIONAL [ATGI) hitpe/iatgint!. biz/ - 4
Acme Motors o
Air Kelly ™
Air Supply http:/hwaew . aifkel ley. com 2 T
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Favorite Employers

employer profiles

Employers Favorite Employers Contacts Favorite Contacts

Industry
iy View the Favorite
I
Employers by clicking on
State
the Favorite Employers tab
Country

" 7 o fr=a¥ =
On Campus Events: O ves Ong |__g__._| Ignore

(for which you are eligible)

Place an employer under
___ L / the “Favorite Employers”

tab by clicking on the star
/ icon in the Favorites

Legend: I|=interviews |S=Information Session

0-3SABECDEFGHIJKLMNOFQRSTUV X!A!lal column
Itams 1-20 of 78 SHOW 20 w perpage |4 (pagd | w P
Organization = Website Pro-net Favorites
ASIA TECHNOLOGY GROUP INTERNATIONAL (ATGI) hitp:#atgintl. biz/ * o
Acme Motors *
Alr Kelly ¥y
Air Supply htp:ivww airkelley. com 2 *

Createa
spreadsheet of
favorite employers
by selecting the

employer profiles

Employers Favorite Employers Contacts Favorite Contacts

checkboxes next to By s 12 of 2 " 2 1 Take employers out of Favorites
the employer’s Jl Croenization & Hiebsie by clicking on the red “x” icon in
name and then [C] ' Acme Motors J View an employer overview, o the Remove Favorites column
clicking the “Save as [C] airsupoly nov  corporate culture information, key Qo
Excel” button statistics and/or positions available
Copyright © 2011 by clicking on an underlined Page 20 of 32
employer name in the
“Organization” column
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Research Contacts

Contact Listing Screen

Home | My Profile

Documents | Jobs | Employers Interviews | Networking | Surveys | Evenis | Calendar

Copy,

by clicking on an underlined

Favorites

Home > Employers > Contacts Search (@ Help (® E o ¥ Log Out
) View information about contacts
employer profiles by clicking on “Contacts” from
the navigation bar
Employers  Favorite Employers Favorite Contacts
|

Employer Keywords

Job Title

City

State A

Country - S — e Find a specific contact by
Email filtering the various search

fields, and then clicking the
“Search” button
Search Clear
O-OABCDEFGHIIKLMNOPOQRSTUVWXYZ

ltems 1-3 of 3

Contacts Title Email Phone Employer

Andy Anderson symptest@fake.com Bennigan's

Ariella Le \ View contact information such as Children. Inc.

Avy Gonzalez email, address, and phone number TUTOR.COM (Tutor Management

contact name in the “Contacts”

Confidential Page 21 of 32
column
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Favorite Contacts

Create a spreadsheet
of favorite contacts by
selecting the
checkboxes next to
the contact’s name
and then clicking the
“save as excel” button

Home | My Profile

Home » Employers > Contacts

Documents Jobs

Employers | Interviews

Networking

Surveys | Events | Calendar

| Search

employer profiles

| Qb ® B @

%X Log Out

Place a contact under the

“Favorite Contacts” tab
by clicking on the star
icon in the Favorites
column

@8  Contacts

[F]  Scott Bowers
[©]  Andy Anderson
[  Avy Gonzalez

Irems 1-3 of 3

Employer
sbowers@symplicity.com Air Supply
symptest@fake.com Bennigan's

agonzalez@tutor.com TUTOR.COM (Tutor Management})

Employers  Favorite Employers Favorite Contacts
Employer Ke rds
Job Title View the favorite contacts
chy by clicking on the Favorite
State -
Contacts tab
Country A
Email
Search Clear
0-9ABCDEFGHIJKLMNOPQRSTUVWXY Zffall
ltems 1-3 of 3 SHOW 20 = per pfge
Contacts Email Employer
Andy Anderson symptest@fake.com Bennigan's g
Avriella Levy meirav_abramovitz@gmail_.com Children. Inc g
Avy Gonzalez agonzalez@tutor.com TUTOR.COM (Tutor Management) ¥ g
Items 1-3 of 3
employer profiles
\Employers Favorite Employers Contacts
Save As Excel ltems 1-3 of 3 SHOW 20 « per pa@e

Remove Favorite

View contact information such as email,

Copyright © 2011

address, and phone number by clicking

Take contacts out of
Favorites by clicking
on the red “x” icon in
the Remove Favorites

column

on an underlined contact name in the
“Contacts” column
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Interviews

The Interviews section enables students to manage their on-campus interviews.

Interviews Management

T
My Profile Employers Interviews

y ‘ View information about on-

yaa ‘

Networking | Surveys

campus interviews by clicking on
“Interviews” from the top
navigation bar

Events

Calendar

View interview details

by clicking on the link e

in the “Interview
Date” column

Home > Interviews > Scheduled Interviews

interviews

Scheduled Interviews LG Requests|

Review

1-1 of 1

Interview

Date Position ~

Aeronautical Analyst
105

View a list of scheduled
interviews by clicking on the
“Scheduled Interviews” tab

EERCECE- N

* Log Out

Interview

Interview Time Has

Employer «

9:00 am - 10:00

Room B
am

Air Supply

Documents

’

SHOW 20, ‘

= Reschedule

* Cancel

Reschedule or cancel
an interview by
clicking the buttons in
the last column

I

Scheduled Interviews

Interview Details

interviews

Scheduled Interviews Interview Requests

- -J' This interview will involve speaking with additional interviewers in different rooms during the scheduled timeslot. You will be provided further details at your interview.

gm_add to calendar

Unschedule an Oct 25, 2010
interview by 9:00 am - 10:00 am
. . Room B
clicking the
Air Supply
“Cancel Interview” ~ TN
Documents:
button
< Back * Cancel Interview Reschedule

Position Information

Employer
Division
Title
Description

Lacation

Air Supply

Human Resources —— dept

Aeronaurtical Analyst

Understands flying
Location

City

Washington

State/Province

District of Columbia

Country

Copyright © 2011

selected.)

Change the date and time of the interview |
by clicking the Reschedule button

(The Reschedule button will not cancel the

existing interview until a new time-slot is

States
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Interview Requests

Home | My Profile | Documents | Jobs | Einploy«

Home : Interviews > Interview Requests

View a list of the positions
applied for by clicking on the
Interview Requests tab

Calendar

The “status” column
will show the current
status of your
interview request

r'nterviews

¥ Log Out

B Drep @ B @

dNlaterviews Interview Requests

Itgms 1-1 of 1

Status

Position « Employer

Schedule Interview

Once the interview time
is selected your
interview will then show
up under the “Scheduled
Interviews” tab

N\i.@rviews

SChedUIEd i
Submit » 4 Back To List
Available Dates*: oct 25, 2010 -
Available Interviews: ) 800 am - 9:00 am

Aeronautical Analyst (105) Air Supply invited !

Signups Start

Signups End

Documents

Aug 20, 2010 Oct 23, 2010 w

Options

SHOW 20

v pef p3

Schedule Interiew Decline Inteniew

The “options” column

available options for

will list all of the

each interview

reauest

m i

Home > Interviews > Interview Requests >

Interviews | NMemwerking | Surveys | Evenis

A

© 9:00 am - 10:00 am
©10-30 am - 11:30 am
© 1:00 pm - 2:00 pm
© 2:00 pm - 3:00 pm
© 3:00 pm - 4:00 pm

Submitted Documents: E:Regume

Submit p 4 Back To List

After clicking the “Schedule
Interview” tab on the “Interview
Requests” tab you will select
your interview time and click

“submit”

Calendar

*indicates a required field

DHelp () H @ EERLEEI
RMATION

Employer:

Air Supply

Division:

Human Resources -- dept

Title:

Aeronautical Analyst

Description:

Understands flying

Location:
Location

City

Washington

State/Province
District of Columbia

Copyright © 2011
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Networking

The Networking section enables students to search the mentor network as well as express interest in mentors.

Professional Network
Professional Network Listing Screen

My Profile

Home Nenyorking Professional N,

Documents

Credentials Employers

twork

Conduct in depth
searches by clicking on
the “detailed search” tab

O

onfact caregr services at...

View professional
profile by clicking

Networking

View the contacts
participating in the
Professional Network by

Search

clicking on “Networking”

on top navigation bar

Professional Network Wl

Detailed Search Saved Searches

Employers -
Expressed Interest @ Yes ©) No @ Ignore
Mentor City

Mentor State | [select]

Major |

Degree Level #2

MName and Title Search

Apply Search Clear

Iterms 1-20 of 21

Save your detailed
searches under the
“Saved Searches” tab

SHOW 20 « perpage 4 Page 1 - P

Interested

Mark contacts as
favorites by
clicking on the

A Job Title Options
on desired . .
e o —— o - star icon in the
Air Supply alys ngineering mentoring complete
mentor’s last ;
Ahurtt Bri Symplicity Corporati test Envi tal Desi M g optlons column
u rian mplicity Corporation es nvironmental Design 0
name
Brosnan Pierce MNASA Consultant Education mentoring complete T
Cook Paul Project Clean Earth Manager Business Yes e
Cruz Hunter Dante Instruments Manager Business Yes '
Copyright © 2011 Confidential Page 25 of 32
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Express Interest in Mentor

Home

My Profile

Documents | Credentials | Jobs

Home > Networking » Professional Network » Paul Cock

Paul Cook

f For contact information, please contact career services at...

Contact Information

Title:

Name:

Email:

Select a mentor by
clicking on the last name
and click on the
“Interested” button to
express interest in this

mentor

chaiack | Interested \

FhD.
Paul Cook

pcockBEEyahoo.com

Education Information

College/University
Demo University

Degree

Eachelors

Major
Business

Graduation Date
2004

Employment Information

Referral Source
Career Center Staff

Employment Status
Full-Time

Career Field
Adwvertising

Most Recent or Relewant Employer
Test Company

Most Recent or Relewvant Job Title
Manager

Most Recent or Relewant Job Description
test

Other Information

Employers

| b DHelp @ H @

| Search

To withdraw interest,
click on the “Withdraw
Interest” button

4 Back

Withdraw Interest Mentoring Complete

MNetworking Surwveys Events Calendar Jump To

% Log Cut

Once mentoring is
complete, click the

Mentoring Complete button

Copyright © 2011
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Surveys

The Surveys section enables students to fill out surveys that the career services office has created. You may be redirected to the surveys section when logging if

your career center is requiring that a survey is completed before utilizing other system features.

Click on the “Surveys”

Surveys
y tab to see available
surveys

. “ ” Home > Surveys |?earch \ 2 p *"L0g Uut
Click on the “Respond
tab to view and submit Surveys
answers to the survey o

Item&\1-1 of 1 SHOW 20 w per page

Start Date End Date

Dec 07, 2010 -

Respond  Reply Required Resume Workshop Feedback Sep 07, 2010

My Profile Documents Employers | Interviews | Networking Surveys Events | Calendar

|Search | @Help B a ¥ Log Out

Haome > Surveys »

surveys

Resume Workshop Feedback

Submit b [5] Save » Cancel * indicates a required field

Response
Did you find the [_:::]Yes [::::_] no

workshop informative?:

‘What was the most
important fact you
learned?:

How can we better help

prepare and inform out
students for writing
resumes?:

Complete the survey
and click “Submit”

Submit b [ Save » Cancel

Copyright © 2011 Confidential Page 27 of 32
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Events

The Events section enables students to view information regarding upcoming career fairs, information sessions, and workshops.

Career Fairs
Career Fairs Listing Screen

My Profile

Documents

Employers

Interviews

Metworking

Events | Calendar

events

Home > Events > Career Fairs

J Sanrcin

Items 1-6 of &

Fair =

*Alumni Networking Event [register]

Engineering Day

Fall Career Days 2010
Internship Fair

Spring Career Expo 2010
Virtual Career Fair

ltems 1-6 of &

View upcoming Career Fairs by clicking on the
“Events” link on the top navigation bar and then
clicking on the “Career Fairs” tab

I-._i.}HEl;ZI @ E a X | og Out

|
Career Fairs Information Sessions workshops

J Events marked with a * are open for student registrations.

Days

Technical Day
Non-Technical Day

Technical Day
Non-Technical Day

Copyright

©

View career fair
participants, related
information, and RSVP
for the event by clicking
on the Fair name link or
register for fairs

Virtual Career Fair

SHOW 20 w | per page

Participants

Alumni Metworking Event 8
2
13

L‘Ient Opportunities 2

hnical Opportunities 1

Bl Opportunities
rareer Fair T
Confidential Pag

designated for students

Upon RSVP’ing for a fair you will be
able to designate which employers
you are interested in. Please note,
that employers will be able to see
your default resume if you noted
interest in them.
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Information Sessions
Information Session Listing Screen

My Profile | Documents

Employers

Interviews | Metworking

Events Calendar

Home > Events » Information Sessions

CUers

View upcoming Information Sessions by

DHep & B @

X Log Out

clicking on the “Events” link on the top
navigation bar and then clicking on the

“Information Sessions” tab

RSVP to Event

Career Fairs Information Sessions RV ]
|
Information Session Type -
Information Session Start Date/ Time Select Clear 1o
Information 5ession End Date/Time Eoboct Clear | tO

Dves Ono @ lgnore

Employer

Search Clear

Items 1-3 of 3

Find a specific
information session by
filtering the various
search fields, and then
clicking the “Search”
button

SHOW 20 v. per page

Information Session S5tart Date/Time = Information Session End Date/Time Information Session Type Location
Sep 28, 2010 6:30 pm Sep 28, 2010 9:30 pm Evening Social Air Supply Iain Lawn RSVP i
Sep 30, 20%\1:00 am Sep 30, 2010 3:00 pm Open House Symplicity Jones Auditorium SVP 5.1
Oct 21, 2010 7:15 pm Oct 21,2010 7:15 pm CO-0P Info Session CBR Kruger Hall RSVP 3
Cobyri View information session information, and [, Page 29 of 32 You can also RSVP

RSVP for the event by clicking on the
desired information session name link

by clicking the
“RSVP” button
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Workshops
Workshop Listing Screen
Employers

My Profile Documents

Interviews

Calendar

Metworking

Home > Events > Workshops

events

View upcoming Workshops by clicking on
the “Events” link on the top navigation bar ‘
and then clicking on the “Workshops” tab

, DHep & B D

Career Fairs Information Sessions

name link

the event by clicking on the workshop

>ession start Select | Clear 1O Seleet  Clear

session End Select | Clear to Select | Clear

RSVPto Event () yes @ no @ ignore Find a specific workshop by filtering the

g various search fields, and then clicking the

“Search” button
Search Clear
ltems 1-3 of 3 SHOW 20 w per page
Hame = Session Start « Session End Location RSVP
Resume Critigue Sep 22, 2010 5:45 pm Sep 22, 2010 945 pm Jones Auditorium RSVF R
CO-0OP How Sep 30, 2010 1:00 pm Sep 30, 2010 5:00 pm Kain Lawn RS et}
On-campus Recrulting Intro Mar 17,2011 1:1S pm Mar 18, 2011 5:15 pm Jones Auditorium RSVP 2
View workshop information, and RSVP for ———
onfidential Page 30 of 32 You can also RSVP

by clicking the
“RSVP” button
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Calendar

Important Dates and Personal Event

Calendar Screen

View:

Create or review

events by double-
clicking into any of
the timeslots

2:00 AM

5:00 AW

Home > Calendar

calendar

Agenda Week View

Info Session Type: |

View OCR.:

View important dates for the
upcoming weeks by clicking on
“Calendar” on the top navigation bar

Create personal events by clicking
on the “Personal Events” tab

| search

R0 EQ

4 4 Today

Alternate Signup Begins Position:

8:00 AM - 8:35 AM

Resume Review
Union 222

January 14, 2011

Year View Personal Events

[interviews [l Resume Submission Deadlines

January 14, 2011

Counseling Appointment

Schedule counseling

appointments

Search for Info Sessions
or OCR events at the
top of the calendar

o[

9:00 AM - 10:00 AM
Career Counseling Appt: Ron Eblen (All Majors’

Click on a link in an

December 2010

Tue Wed

18| 19

January 201
Tue Wed Thu

03| 04| 05| 06

101 111 12| 13

Review important dates
by clicking on the
highlighted dates in the
inset calendar on the
right

Copyright ©® 2011

Event to view event

details
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Counseling

Documents | Credentials | Job Postings | Employers | Interviews | Networking | Surveys | Events | Calendar

Create a counseling request by
+—{ clicking on the “Calendar” tab on the
top navigation bar and then clicking
on the “Counseling Appointment” tab
and click “New Appointment”

Home > Calendar > Counselipa Aooaintment > search
Set the Counseling ‘

. Type filter to view
calendai

available counselors
and to set additional

Agenda  Day View W filters Year View Personal Events [T ET= 1T Bal ) el e (1e
Click on a date to see
1. SET YOUR SCHEDULING CRITERIA : 2. CLICK A 1 available appointments 3. SUBMIT YOUR REQUEST
c ling T and select the desired
ounseling Type
<‘ .
Please choose a Counseling Type Fe ruan time
Appointment [+ Su Mo Ty Wwe Th Fr Sa
o Counselor:
0 31 1 p 3 4
Counselor(s) e
Matthew Kelley (Engineering) = 7 3 9 10 11
Trevor Aulick (Information Technology) = Time:
Scott Lewis (Finance) T .
1 A ype:
Fon Eblen (All Maiors) Ron Eblen (All Majors)
| am Ron, | work with all studen
EarlEt APEM“IE'E] Cancel Submit Request
) stratagies 5
Latest Appointment O { 8 g 10 i 12

=] | [+] [+] clear

Once a time is selected,
the details will appear and

Hover over a

counselor to view

click “Submit Request”

‘ the counselor’s bio ‘
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