Career Services Center




E{

This is the main login page. The link can be
found at www.ttuhsc.edu/son/career

TEXAS TECH UNIVERSITY N,‘\Cﬁaink

HF‘\ITH QCIF\(FQ CENTER. .p

Carews \—lxn -'\( ey

m software by symplicity™

What type of user are you?

| Employers click

here




TH\ASH(! UNIVERSITY N/\Ll:lhnk
SERVICE WALER { , I

HEALTH SCIENCES
)H
L B
Forgot my password Register Register And Post Local Job
Log In Register
Sernrbe 2 s 7 it Rv‘-l}l‘.t:‘! for a new account.
Username If you are not
e Register > registered
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et d Register And Post Local job » Register
> S Reset Forgot Password If you already
have a
Username and
Password Log In
AT Symplicity Privacy Policy

Employers have two choices when logging into the
system. If you already have a Username and Password

you can log right in. If you do not have them you will
need to register.
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orgot my password

Submit Cancel

Company Information

HealthCare
Accoun ting
Advertising
Aerospace
Agriculture

Architecture /Urban Planning

Arts

Organization Name"*:

Description:

Check Spelling

Website:

Services Requested

Services": /| Job Postings V! Profile

Register And Post Local Job

-

Profile Viewable Contact

When you click on the
“Register” button you
will be taken to the
“Company Information”

page.

Please complete all
fields. The fields marked
with a red asterisk * are
required fields. Click the
submit button before
moving on.

When you reach the
“Contact Information”
section, enter the email
and phone number that
you would like students
to use to contact you.
Also enter the business
address not your
personal address.
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% TEXAS TECH UNIVERSITY  NACE&link

Subject: Welcome to Symplicity

Re q IS t el Thursday, August 16, 2012, 08:54 am

Test Hospital USA

Sign in Forgot my password m Register And Post Local Job Deiit Aiida RESTES,

Thank you for registering. You will receive your username and password within one business day I am pleased to inform you that your registration has been processed and your account is now
active. Please note that posting jobs and internships is a FREE service!
Please point your web browser to:

http://ttuhsc-csm.symplicity.com/emplovers
Your username and password are as follows:

Username: areevestest16(@gmail.com

Password: Please set your password using the following URL:
http://ttuhsc-
csm.symplicity.com/emplovers/index.php ?type=password&token=9b9e¢828c6d7a92a1a8726f78¢
ce40f10

H 3 With your account, you ¢ st jobs and internships t students and al i by following tt
once you have completed reglstrahon 111:[;[222;37:;2: you can [)Oﬁl_]()'lﬁ and mternships to our students and alumni DY 10! 0\\1ngtle
i 1-Go to http://ttuhsc-csm.symplicity.com/emplovers
you should see a page like the one

2-Enter your username (email) & password on (Login screen page)
3-You are now on your HOME PAGE

a bove ° 4-Click "jobs" on the top menu bar
5-Click on ADD NEW button on the next screen page
6-Enter your job and or internship and click SUBMIT!
*If you wish to customize your password, log into your account and select the "Account" tab.

i 1 Your account allows you to participate in other employer services! Go to "Quick Links" on
U po n a p p rova I Of yo u r reg I St ratl o n your HOME PAGE to select your employer service. Or, you can select your employer service
° H ° from the top menu bar of your HOME PAGE by following the instructions below:
(within one to two working days) the
g y 1-Go to your HOME PAGE
H H 2-Go t. enu bar of your HOME PAGE
SON Career Services Center staff will 3 At the top mem b, CLICK .
"events" to register for Job and Internship Fairs and or do an Information Session

“ 14 i 7 i
"on-campus recruiting (OCR)" to request dates for campus visits
se n d yo u a We I co m e I Ette r to yo u r "resume books" to request and view resume books
.
email address.

If you need assistance using any of our employer services, please feel free to contact us.

Thank you,

Career Services



Access the system using the URL on the “Welcome” letter. Access the
“My Account” section to make sure all of your information is correct.
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Home My Account Calendar Employer Profile Jobs Surveys

Welcome, Amanda Reeves Amanda Reeves & Test Hospital Usa D) 5 @ JEEISE
44 August2012 D) & Announcements MY SHORTCUTS

..- 5ol 2 '3l s & Post an Emplover Profile

S|6|7 8|9 |10[1) There are no announcements at this time © View Docyment Library

12 13 14 15 16 17 18

19 20 21 22 23 24 25 ./ Alerts JOB POSTINGS

26 27 28 29 30 3 . g Create Job Posting

m * There are no current alerts. © View lob Postings
@ View Applicants

‘ + Your feedback is

welcome.
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4mmm The “Personal Profile”

tab allows you to
update all personal
information.

You will also be able
to hide your contact
information from
students if you so

- desire.
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You will also
have the option
e to change your
N i password if
PR — e eded from
your “My
Account” section.
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Contacts will have access to a personal “Document Library” where you will be able
to store links to videos or information about your company. This will allow you to
have the information on the system at all times and you will not have to search for

it on your personal computer. All documents are secure and may only be viewed by
the contact who stored them.

Welcome, Amanda Reeves @ Amanda Reeves @ \?) @ 6

account

W software by symplicity™

Personal Profile Password /Preferences VIO 1A T

Type v Tags
Youtube Video ' Y&S -~ no Keywords
Searches document name and description.
Apply Search
Items 1-1 of 1 SHOW 20 « perpage
Name « Type ~ Size ~ Description
Internships Paper - External URL

Iltems 1-1 of 1



R The “Calendar”

Home | My Account | Calendar | Employer rofile | jobs | Surveys section displays all
Amanda neeves e Testrosoraivsa D 2 © AT system events that

calendar BT relate to you the

m Week View Month View Year View Non-System Events C t t
ontact.

4 » Today August 20, 2012 [pmoto] July 2012
August 20, 2012 Mon Tue Wed Thu Fri  Sat Sum

0

] 1K The TTUHSC School of
CEEEEE Nursing Career
=6 Services Center will
add events to your
o= o= | calendar to keep you
©«w | informed of career
o« =« | fairs or workshops
s that your company
e may want to
o« =« o= | participate in. It does
v« == 2= notmean thatyou
TIr are required to
attend.

8:00 AM

12:00 PN



Click on the “Employer Profile” section which contains
information about your Organization and is viewable by

Students.
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Welcome, Amanda Reeves Amanda Reeves @ Test Hospital Usa 2 55 @ BEEEISE
44 August2012 DD é{ Announcements MY SHORTCUTS
... 2 Rl e s & Post an Emplover Profile
5|67 |8|9(10/1) There are no announcements at this time % View Document Library
12 13 14 15 16 17 18
19 20 21 22 23 24 25 ./ Alerts JOB POSTINGS

26 27 28 29 30 N -  Create lob Posting

m * There are no current alerts. © View lob Postings

& View Applicants

‘ + Your feedback is
welcome.
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“Who We Are” is the first tab under the “Employer Profile” section and
displays the basic information about the organization.
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J e by symphciy

Calendar

NACER

Employer Profile

Jobs

Surveys

pragee

Amanda Reeves & Test Hospital UsA D = @

Save Changes
Who We Are (part

Industry:

Overview:

1 of 7)

HealthCare
Advertsing

Biotech & Pharmaceuticals

Chemicals
Communications /Media
Consulting
Education

test

Check Spelling

Products and Services:

test

M Key Statistics = Company Culture | Logo | Student Viewable Contacts  Photos

m software by symplicty™
Videos
COMPLETION STATUS
Who We Are
) Industry
4 Overview
./ Products and Service

) Divisions/Departments
{/ Achievements
) Awards
{J Future of Our Company
4 Competitors
/) Address

Artachment

Twitter URL

Facebook URL

Post Linkedin Connections?
Key Statistics
Corporate Culture

Logo

Fill out all of the
fields that you
deem necessary.
Fields left empty
will not be visible
to the students

Be sure to click on
“Save Changes”
before going to the
next tab. A green
check will appear
on the right sidebar
when the field has
been saved.



“Key Statistics” tab displays items such as the organizations website, the
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profile
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Surveys

number of employees, and the number of expected hires.

Amanda Reeves & Test Hospital USA &) ':'? 6 m

W software by symplicity™

W Company Culture Logo Student Viewable C

Save Changes Cancel

Website:

Stock Symbol:

Number of Employees: ©

100
Number of Expected 10
College Hires:
Annual Revenue 100,000

Expected Growth Rate:

Number of Domestic
Locations:

Number of Domestic
Locations:

ontacts

Key Statistics (part 2 of 7)

Photos

Videos

COMPLETION STATUS
Who We Are

Key Statistics
Website

Stock Symbol _
/) Number of Employee

4 Number of Expected College Hires
) Annual Revenue

Expected Crowth Rate

Number of Domestic Locations

Number of Domestic Locations
Corporate Culture

Logo

Fill out all of the
fields that you
deem necessary.
Fields left empty
will not be visible
to the students

Be sure and click
on “Save Changes”
before going on to
the next tab. A
green check will
appear on the
right sidebar when
the field has been
saved.



The “Company Culture” tab displays information about the working
environment, dress code, training and other related information.
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Home | My Account Calendar oyer Profile | Jobs | Surveys

Amanda Reeves & Test Hospital USA ) "-3“ 0

profile sy ity Fill out all of the

S —— .
Who We Are Key Statistics Logo Student Viewable Contacts Photos Videos ﬁelds that you

deem necessary.
i Fields left empty

Key Statistics

Company Culture (part 3 of 7) Canpiasate Cufhure will not be visible
ISTRUCTIONS: Simply the fie elow wit ropriate content. Some fields | — a5 € Working Environment to the stUdents

4 Dress Code

Save Changes Cancel

Working Environment: Flease descrnibe

& Trave Be sure and click
R on “Save Changes”
pels CHEEEcomermrau . T h before going on to
e e R the next tab. A

Information

o et Working Hours and Vacation green ChECk Wi "
Information:
Career Track and Advancement a p pea r o n th e
BEniEmne right sidebar when
Office Locations
ADay in e e the field has been
Social Functions
saved.

Check Spelling
Travel:

Light v Logo

Travel: Additional



You may upload your organization’s logo using the “Logo”
tab. All files are supported but it is suggested to use an EPS

format if possible.
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Home My Account Calendar Employer Prc Jobs Surveys

Amanda Reeves & Test Hospital USA 2 a 0

Nelcome, Amanda Reeves

m software by symplicity™

profile

Who We Are  Key Statistics Company Culture Student Viewable Contacts Photos Videos

COMPLETION STATUS
Save Changes Clear Logo Cancel

Who We Are

Key Statistics

LOQO (pﬂn 4 Of 7) Corporate Culture

TIONS: Click on [Browse| to select the logo image on your hard drive and click on [save changes]. Please use
Logo

mage format

¢) Company Logo

Please select logo image to upload

T

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

School of Nursing

Company Logo:

Preview

Image
File

| Choose File | 5 file selected

Save Changes Clear Logo Cancel

| Previous Next b




The “Student Viewable Contacts” tab allows you to determine which contacts’
information are visible to the students. You can remove a contact from student view by
checking the box beside their name(s) and then clicking on “Remove from Student View”.
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Home | My Account Calendar Employer Profile | Jobs @ Sun
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Amanda Reeves @ Test Hospital USA l) "5‘ 6
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Student Vie Contacts (part S of 7) COMPLETION STATUS

ton entered here will be displayed to students when they research your compar

Who We Are

Key Statistics
Apply Clear

Corporate Culture

Logo
Remove From Student View tems i -1 of SHOW 20 -« per page
S8 Viewable Contacts Title Email Phone
Amanda Reeyes Asst Director areevestest16@gmail.com
Add New 'tems 1-1of]

| Previous Next D
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The “Video” & “Photo" tabs allows you to add Video and
Photos from the organization’s YouTube and Flicker

. ~___accounts.
mes TECH UNIVERSITY NACEZlink

 HEALTH SCIENCES CENTER- ¢ aRpek SERVICES MANAGER MODULAR EDITION

Cageer Services Center B 40Pt by spenglicity

Home My Account Calendar Employer Profile | Jobs Surveys
- P -

Amanda Reeves @ Test Hospital USA 2 = 0 %X Log Out

B software by symplicity™

profile

Who We Are  Key Statistics Company Culture Logo Student Viewable Contacts Photos IRYGECH

COMPLETION STATUS
Save Changes Cancel
Who We Are

Key Statistics

Vldeos (pan 7 Of 7) Corporate Culture
Featured Video: Use the "Set Featured Video" button below 1 the def ‘ hic j ved Logo
on employer p - erview tab on dent interface
Video ©
Remaove
Please input the yvoutube URLs vou want 1o display

Youtube Video:
Youtube Video URIL

Label
Video

Video URL
hup: | /youtu.be /S6k0gpz9ZmE

Delete

Youtube Video URL




Once registered and set up the contact can start
posting jobs. You can do this one of two ways.
Click on the “Jobs” section at the top.
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Home My Account Calendar Employer Profile Jobs Surveys

Amanda Reeves @ Test Hospital USA RN+ ] % Log Out

14 August2012 b & Announcements L5
oy P >|s|a © Post an Emplover Profile
s|lelzlsl9li0ln There are no announcements at this time ® Yiew Document Library
12 13 14 15 16 17 18

19 20 21 22 23 24 25 ., Alerts JOB POSTINGS

26 27 28 29 30

© Create lob Posting

I — o * There are no current alerts. @ View lob Postings
Connect with Linkedin

© View Applicants

+ Your feedback is

welcome.

Career Services Management Syster

Or click on the “Job Posting” shortcut
to the right on the Home Page.




When clicking on the “Jobs” section you will be sent to the “Job Posting” page
where you can review jobs that you have already posted.
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Jobs  Surveys

Amanda Reeves & Test HospitalUsa D B @

St | H(J S B software by symplcity™

job postings Student Resumes Archived Jobs Publication Requests

-----

(searches job title, ID, description, and orgamization name: min. 3 characters)

Search Clear

HOW 20 <« perpage

Job Title »~ D ~ Description Major(s) Approved
RN Charge Nurse 8 Charge Nurse on Peds floor Full Time PhysicalLife Sciences August 16, 2012 August 24 2012
Add New J

vices Management System Symphicity Priv: ]

You will also be able to Add a new Job Posting by clicking on
the “Add New” button.
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count Calendar | Employer Profile  Jobs Surveys

amanaa reeves = res s s D = © kel After clicking “Add
johy gs s | New” you will see
" the screen to the
left. Complete all
Position Information fields. The fields
RS B T marked with a red

Part Time
Career/Degreed

Internship/Externship asteriSk * are
P . H required fields, click

Education /Teaching 4 b . b f
Management/ Administration 3 Su m It e o re
Communication .

Financial Services - movlng on.

v Show Archived

Submit Save And Finish Later Cance | " indicates a required field A_“

Copy Existing

You can also click on
the “Save and Finish
Later” button if
needed and post
the job at another
time.

Title*

Job Description”®
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My Account Calendar = Employer Profile Jobs Surveys

Welcome, Amanda Reeves Amanda Reeves & Test Hospital USA J) a 0

job postings - soft
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ICLE DB Student Resumes Archived Jobs Publication Requests

(searches job title, 1D, description, and organization name: min. 3 characters)

Search Clear

Job Title - D~ Description Major(s)

RN Charge Nurse 8 Charge Nurse on Peds floor  Full Time  PhysicalLife Sciences (archived) August 16, 2012 August 24,2012

RN Charge Nurse (copy) 9 Charge Nurse on Peds floor  Full Time PhysicallLife Sciences (archived)  September 10, 2012  September 21, 20

Add New

Approved

Once you select the “Submit” button the Career Services
Center Manager will be notified of the new position requiring
approval. Upon approval a green check will be seen in the
Approved column of the list and students will be able to see August 24, 2012
the new posting.




TEXAS TECH UNIVERSITY NACEZlink
?t{%?}{l{l) SS}};NCES CENTER. AREER SERVICTS MANAGER MOOULAR EDITICX
Career Services Cenver

= whware by symphory

Home My Account Calendar Employer Profile | Jobs  Surveys

© Back Amanda Reeves & Test Hospiral usa D H @

® software by symplicity™

job postings

CUNSFTOTR TET I Student Resumes  Preview

Submit Cancel

} Student Views:0

* indicates a required field

Position Information ™5 RELATED RESOURCES

ID: 8
Position Type*: Y| Full Time
| Part Time
| Career/Degreed
Internship/Externship
| Volunteer
Job Function*: Healthcare -

Education/Teaching
Management/Administration
Communication

Financial Services

1"

Title*: RN Charge Nurse

You will be able to see how many times a job posting has been viewed.
A sidebar in the upper right hand corner titled “Student Views” will

display the count.




Five days after a job posting date ends it will be placed in your “Archived Jobs”.
When a job is placed in archive it is no longer viewable by students. If the job is
also deleted or cancelled it will be placed in the archive as well.
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TR LU E Student Resumes Archived Jobs Publication Requests

(searches job title, 1D, description, and orgamization name: min. 3 characters)

Search Clear

OW 20 « peérpage

Job Title ~ D~ Description Major(s)

RN Charge Nurse 2 Charge Nurse on Peds floor Full Time PhysicalLife Sciences August 16, 2012 August 24 2012

Add New
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This is your overview of the SONCareerLink Software. If you have any questions or
comments feel free to contact us by clicking on the “Your Feedback is Welcome” link
on the lower left hand corner of the Home Page.
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