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HOME
To register for an account or log-in to SONCareerLink you will need to go to 
https://ttuhsc-csm.symplicity.com/students and follow the instructions listed on the screen for 
students/alumni. 
Alumni please note that it will state “Student Registration” on the register sheet, still fill out this 
area you will be asked if you are an alumni during the process.

After you log-in, the SONCareerLink home page allows you to access important information.

I
II

III

I. View at-a-glance features of SONCareerLink (Announcements, 
Quick links, Calendar, Alerts, etc.) by clicking on the “Home” section 
on the top toolbar

II. News Feed – review SONCareerLink messages from administrators

III. Quicklinks – access all system sections with one click
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I.

MY PROFILE
After clicking on “My Profile” from the top navigation bar you will see two 
boxes with your “Personal” and “Academic” information.  

I. To manage/update the information in the “My Profile” section click on 
the “Switch to Tab View” to reveal the tab sections.



PROFILE
From the “Profile” section you can manage/update your personal and academic information, 
adjust privacy settings and change your password. 
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I III

II

IV

I. Click on the “Personal” tab to update your contact information.  ACCURATELY complete 
the registration form the first time you log in. 

II. Click on “Academic” tab to record your year in school, major, etc. It is important to complete 
all fields. CSC uses industry and geographic preferences to send targeted messages to students 
throughout the year.

III. Click on “Password Preferences” tab to create a new password.

IV. The “Completion Status” displays a log of all notable actions (updating the online profile, 
resume submissions, etc.).

Helpful Tip
*To select multiple options in a pulldown menu, hold the “Ctrl” key while selecting your options.
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DOCUMENTS
The “My Documents” section enables you to upload, view and store your resumes, cover letters
and unofficial transcripts; you may store up to 25 documents.

I

II

III

Documents List
I. View existing and upload new documents (resumes, cover letters, unofficial transcripts) by clicking 
on “My Documents” on the top navigation bar. 

II. Add to your career portfolio, view your current document, or delete a document from the system.

III. Click on “Add New” to upload a new document.
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Upload Documents

IV. After clicking the “Add New” button, enter a document title in the Label field.

V. Select a Document Type.

VI. Click on the “Choose File” button, select a file to upload (select the location where you
stored the document on your hard drive or disk), and then click the “Submit” button.
The system will convert documents to a PDF file for you.

IV

V

VI
.
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Jobs
The “Jobs” section displays job postings to which students may submit resumes. Additionally, 
students may set search parameters to schedule automated job searches with email alerts.  

I. View job postings by clicking on “Jobs” from the top navigation bar.  You will be given two 
choices to search for jobs, “CSM Jobs” or “NACElink Network”.  CSM jobs are placed by our 
partner hospitals and clinics.  NACElink Network is a national and international job search data-
base.

II. When you click on “CSM Jobs” you will see the current jobs posted and be able to search for 
more.  You may narrow your search results by selecting specific criteria (position type, location).
 
III. Find a specific job by inputting the name or a keyword into the “Keywords” search box on 
the top right, and then click the “Search” button.

IV. Review position details by clicking on a link in the “Title” column.

I

II

III

IV
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I. Review posting information including description, job function, salary, etc.

II. Review the Employer Profile
 
III. Use helpful resources such as salary calculator.

IV. Under the “Important Dates” section, review the “Posted Date” and “Applications Accepted 
Until” deadline.

V. Apply for the job of choice by clicking on the “Apply” button

I

II
IV

III

V
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I

II
III

I. Choose a Resume, Cover Letter and other documents requested from your “My Documents” or from 
your computer to submit for the position.

II. Click Submit.
 
III. Once you Submit the “Applied” button will turn green and you will have an “Application Status” 
screen pop up letting you review all the items you have submitted.
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I

II

I. If you would like to withdraw your application you can find all the applications you submitted on 
your main home page in the “Applications Submitted” section in the upper left corner.  Click on the 
“Applications Submitted” button. 

II. You will be taken to your “Applications” page where it will list all the jobs you have applied for.  
Find the job you would like to withdraw your application from and click the “Withdraw Application” 
button.
 



Page 12 of 18

I

II

I.  Users can also search for jobs on the nation wide NACElink Network.  Go to “Jobs” from the top 
navigation bar and click on “NACElink Network”.

II.  Fill in the information needed for the search and click “Search NACElink Extended Job Search”.
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You will be taken to the Extended Job Search page where you can review job titles, share the jobs on 
social media outlets and apply for jobs.
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EMPLOYERS

The “Employers” section enables students to research employers by browsing employer profiles and 
designating “favorites” for both employers and contacts.

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

II. Find a specific employer by clicking on the appropriate letter (to bring up an alphabetized list), 
search all employers by clicking “All,” or input details into the “Keywords” box on the top left, and 
then click the “Search” button.

III. View an employer overview, corporate culture information, key statistics and/or positions avail-
able by clicking on an employer name in the “Title” column. (If an employer has a profile or available 
positions, then the small hand will appear when you mouse over an employers name.)

IV. Place an employer under the “Favorite Employers” tab by clicking on the “Star” button that is on the 
left hand side of each employer’s name.

V. View a list of your “favorite” employers by clicking on the “Favorite Employers” tab.  Take employers 
out of Favorites by clicking on the “Remove From Favorites” button.

I

II

III

IV

V
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I. View information about all contacts from the employers by clicking on “Contacts” tab or view just 
your favorite contacts by clicking on “Favorite Contacts” tab.

II. Find a specific contact by clicking on the appropriate letter (to bring up an alphabetized list), search 
all contacts by clicking “All,” or input details into the “Keywords” box on the top left, and then click 
the “Search” button.

III. View a contact’s information by clicking on a contact name in the “Title” column.  Place  a 
contact under the “Favorite Contacts” tab by clicking on the “Star” button that is on the left hand side 
of each contact’s name.

I

IIII

III
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EVENTS
The “Events” section enables students to view information and register for upcoming career fairs 
or Information Sessions.

I

II

I. Click on “Events” on the top navigation bar to take you to the event page.

II. View logistical details for the event (location, date, etc.) by clicking on “Career Fair Info” or 
“Information Sessions”.
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CALENDAR

I. View important dates for the upcoming weeks (career fairs, information sessions or counseling 
appointments) by clicking “Calendar” on the top navigation bar. 

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

III. Click on a link in the event area (if there is an event the name will appear) to view event details.

I

II

III
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I. Create, review and/or update events that do not automatically appear on the calendar by  clicking on 
the “Personal Events” section. You can set email reminders to be sent to you for each event you create.

II. Set-up Counseling Appointments with a Career Services Counselor by clicking on the “Counseling 
Appointment” tab.   

III.  Click on the “New Appointment” button.  You are able to enter the reason for you appointment,  
your appointment length and availability here to assist your search for an available counselor.

IV.  You can also select a counselor and click on a date on the calender for his/her available times.  Then 
fill out the required fields and click on “Submit Request” and a counselor will get back with you by 
email.
  

I

II

IV
III


