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Creating an Account AR =it

What type of user are you?

Step 1:

Employer

To create an account go to E

www.hireSamford.com and click the

“Employer” icon.

NACEZlink NACEIink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/ universit,
CARER SERVICES MANAGER NACElink Privacy Policy | NACElink User Aqreemer

Step 2: & L SAMFORD
If you have already set up a profile on

GAREER DEVELOPMENT GENTER

e QHep B @
hireSamford.com or formerly known as BACLERR = oo s

. . Log I Regi:
Samfordbulldogs.org you will want to Log in miclo — e
Username

using your username and password. If you Reginer>
have forgot your password click the “Forgot password
Password” link. R

Register And Post Job (FREE) »

Register and Post A Multi-School Job b-

NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.

|f thIS iS your first time on hiresa mford’ you (CAREER SERVICES MANAGER NACFIink Privacy Policy | NACElink User Aqreement

will want to choose one of the new account
options on the right side of the screen.

Step 3:
Next fill out information about your e | SAMFORD

Company then Click ”Smeit_” e
e QHr B @

Register NACEIink m software by symicity™

As soon as your profile has been approved

Signin  Forgot my password W Register And Post Job (FREE) | Register And Post Job At Multiple Schools (ominal fee)

by the career development center. You will

* indicates a required field

receive an email confirming your

Company Information

Please provide as much information as possible

registration with your username and

Industry*

‘Administrative, Technical, and Professional Services (=]
pa SSWO rd Advertising / Marketing / Public Relations
. /Aerospace/Defense
|Agriculture /Agribusiness
Architecture
|Arts /Entertainment
Banking 2

Organization Name®:  Test Employer

Description*: Enter a brief description of your organization

%% Check Spelling

Do vou have Samford ) ves () Na.

www.hireSamford.com
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home | account | calendar | profile | jobs | on-campus recruiting (OCR)

Welcome, Career Services B career Services & cbc Test Employer D Help B €
& Announcements SHORTETS
Create Job Posting 44 May2012  pD
Once you have been approved by the P— Bl
H View Applicants 6 7 8 9 10 11 12
career development center and received @ sens — 1314 15/ 17 18 19

20 21 22 23 24 25 26

your new username and password. You S 2r|28 23120, NI

View OCR (On-Campus Recruiting) Schedules

will be directed to the hireSamford T [ e
homepage. View OGH Wai i

Request New Information Session
View Document Library
Post a Job to Multiple Schools (Fee Based)

View Multi-School Postings

Once on your homepage, you will see 3ACTEE - e A e AT e
tabs listed across the top that include
the following:

[ Account home | account | calendar | profile | jobs | resume books | on-campus recruiting (OCR) | Surveys | events
Update contact and password Welcome, Career Services e
information

e Calendar
View upcoming events

e Profile
Update your company
description, upload your
company’s logo and recruitment
videos

e Jobs
Post a job for non on-campus
interviews

e Resume Books
Review resumes submitted by
accounting students

e  On-Campus Recruiting
Schedule on-campus interviews

e Surveys
List any surveys posted

e Events
List any career related events
that are taking place throughout
the semester

www.hireSamford.com
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Welcome, Career Services. ' Career Services @ COC Test Employer @ Help B @

:
Posting a Job fob postings A e
Job Postings (not for on-campus interviews) ESUEENEEHIEEGELR ] Multi-School Postings (Paid) | Archived Jobs Publication Requests

Keywords Contact Name

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

Step 1:
Go to the jobs tab and click the “Add e

New” button T

NACE=Zlink NACElink Network s a collaboration between NACE, Symplicity, DirectEmployers and your college/ university.
CAREER SERVICES MANAGER NACElink Privacy Policy | NACEIink User Agreement

Step 2:
Fill out information about your job on the
Position Information form then click

K ) Please Note: On-Campus Recruiting (OCR) positions should be entered in the On-Campus Recruiting (OCR) section.
Submit)  ElSave And Finish Later X Cancel  indicates a required fisld

Position Information

“” a2
Su b| n |t . Copy Existing: Pick a position from which you'd like to copy data.
Show Archived

Position Type*

Note: You have three options to collect Futmo sy

Full-ime Experienced
Internship A
Part-ime OF Campus

resumes from students: Ve

Job Description®:

e Option 1: Resumes emailed to .

"5 Check Spelling

you as students apply. Quatitcations :

e Option 2: Receive packets of 1ob Functiont

[select]

students resumes e|ectronica||y_ Resume Receipts:  Chaose how you would like t receive student resumes for non-oc posicons.
e Option 3: Direct applicants to
your company’s website.

Once you have clicked submit, your job
posting will be in pending status till the
career development center approves.

www.hireSamford.com
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Once the career development center
approves your job you will receive a
notification via email or you can click the
job tab and look under the approved
section. You should see a green check if it
has been approved.

To see who has applied to your job posting
select “Student Resumes for (non-OCR)”

You will also receive an alert on your home
page notifying you that a student has
applied.

job postings NACEZInk =

non-OCR)  Muki-Schoot Postiegs (Paid)  Archived Jobs | Publication Rea

544 tem Fus-4me Entrdevel Accounting Mar 04, 2012 My 11,2012 Descovme

job postings NACERIOH s by

OneStop Multi-School Postings (Pasd) | Archived Jobs | Publication Request

1 7o dew POF e, you may e Ao Actal Reade,Toiew Escl s, you may need G Vi 2903

Search  Clear

May 04, 2012 0104:00 pm

NACERlink NACEInk Network i & collaboration between NACE, Symolicy,

home account | calendar | profile | jobs on-campu 5 5 events

Welcome, Career Services

& Announcements SHORTCUTS
Create Job Posting

There are no announcements at this time_ View Job Postings
View Applicants

Q Alerts Past a profile

_ i Create New Schedule Rer
* 1 studentfs) has(have) applied ta your Non-OCR job postings.

View OCR (On-Campus F

www.hireSamford.com
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Scheduling Interviews

Step 1:
Go to the “On-Campus Recruiting” tab and
click “Request a Schedule”

Step 2:
Fill out the New Interview Schedule
Request form.

Select Recruiting Session “Accounting
Interviews Fall 2012”.

When filling out the Interview Request
Form you have the option of selecting
“Preselect” where you select who you
want to interview or “Open” where any
student who meets your hiring criteria can
sign up to interview.

To add your job, under the “Position
Recruited” section select the internship
posting you are interviewing for then click
“submit.”

*Note: Your interview will be in the
pending schedule request section till the
career development center approves.

Welcame, Career Serices Career Services 8 COC Test Emplayer
on-campus recruiting NACERINK i sofvare by syl

—mvnmnm Interviews | Applicants | Wait-List | Publication Requests

\/ Istructions:Click the date of an existing schedula, or click the "Request a New Scheduls" buton to creata a new Scheduls. Attar clicking a schedule, you
can addialtach positions, modify sehedule details, and edit rooms and timesiots

Schedules

A NoRecords Found

Request A Schedule _

Pending Schedule Requests

A\ noRecords Found

NACEZlink NACENnk Netw

CAREEK SERVICES MANACIR

Submitp| | Gancsl | |3 Reset Form * Indicates A Required Field  Availabllity
date  morning atternaon
New Interview Schedule Request 0618 2 2
06/19 2 2 -

ihis schedule request and hit the submi bution when finahed oD A A

ounting Interiews - Fall 2012 2
2012 Fall Semester Interview Request 2
2012 Spring Semester Interview Request a
OCR Mode

Please sslect which OCR Hodsl you 2
Presalectto Alternate to Open os/28 2 2
) Opon o702 2 2
© Resume Collect oD D a
o704 2 2
Interview Date* = o705 2 2

Plense aclect fhe dafe you wish o reserve

0706 2 2 -

wiiday [=]

©10 ©30 O 45

© yes O ho

(7T Fulitime Entry-tevel

"I Full-time Experienced
[Tinternship

[ Partime Off Campus
[ volunteer

test

Receive Auto Generated Resume Packet = yes © pjg

Posiions Recruted

xpred)
404 08 (expired
50
Pat§me Off Campus

Volunteer

Taer
Test Job (copy

Description’
Test

5 Check Speing

Addtionsl Application instructions.

www.hireSamford.com
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ndar | profile | jobs | on-car
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on-campus recruiting NACERIK m software by sympiicit

Schedules  Positions m Applicants | Wait-List | Publication Requests

/" Toview PDF files, you may need Adobe Acrabat Reader Toview Excel flss, you may nesd Excel Viewer 2003

To see who has signed up on your interview

schedule click the “Interviews” tab.
Fasiton =
o [[2]

For “Open” Interviews

Apply Search  Clear

. L. . Mailto Checked | saveas excel | GenerateBook | Items 1-1 of 1 stow[20 =] per page
You will see the students name their interview e e
. . . [ | 2012-05-07 Test Job (copy) (5545 Spike Bulldog 308-A 9:30 am- 10:00 am mﬂ
room and time along with a copy of their resume.
NACEZlink NACEIink Netwark is a collaboration between NACE, Symplicity, DirectEmplayers and your college /university.
e A P ]

For “Pre-Select” Interviews

Student will request an interview. You would then
select the student you want to interview. The
students would receive a notification that they
have been selected and they would select the
available time slot indicated on your interview
schedule.

We are here to HELP

Mary Beth Barnes
Director of Experiential Education
P: (205) 726 — 2836

SAMFORD E: mbarnes2@samford.edu

UNIVERSITY Benjamin Bailey
CAREER DEVELOPMENT CENTER Director of Employer Relations

P: (205) 726 — 2578
E: bbailey3@samford.edu

www.hireSamford.com
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