CHARGER PATH
QUICK GUIDE

Students

Step 1.  Create/Activate a profile

ALUMNI AND PROSPECTIVE STUDENTS

· Complete the registration form at https://uah-csm.symplicity.com/students  

· Verify e-mail address by logging in to the e-mail account noted on the registration form.


· Username and password will be sent to the same e-mail account.

· Login to the system and complete the profile.  A complete profile includes an uploaded and approved resume.
· When documents are reviewed and approved, begin the job search.  Verify the status of documents by logging in and selecting “Documents”.   Review the “Approved Documents” and “Documents-Pending Approval” tabs.

CURRENTLY ENROLLED STUDENTS

· Students receive an e-mail with login information, including a username and password.

· In order to apply for jobs, students must upload an approved resume.
Step 2.  Job Search


· Login at https://uah-csm.symplicity.com/students 

· Select the “Job Opportunities” tab at the top of the page.

· To view job details, select the Job Title from the left-hand column.

· Qualified applicants must select a resume and transcript to submit.  

· Once the deadline to submit resumes passes, employers will view student materials.  For OCR postings (jobs noted with a “P”, “O” or “C”), Students will receive an e-mail notifying them of their status once the employer’s pre-select deadline has passed. Students can check the status of their resume review at any time by logging in to their account, selecting “Interviews” followed by the “Interview Requests” tab.  For Non-OCR postings (jobs noted with a “J”), students will receive notification directly from the employer or Career Development Office if there is interest in speaking with the student.

Step 3.  Sign up for Interviews

· Students who are preselected by employers for interviews through OCR may sign up for an interview slot once the preselect deadline passes.  E-mail notifications are sent to all preselected students.  To sign up, students must login to their account, select “Interviews” and “Schedule Requests.” 

Employers

Step 1.  Create an Account

· Complete the registration form at https://coop-uah-csm.symplicity.com/employers   

· Once registration is approved, an e-mail containing username and password will be sent to the e-mail address provided in the registration.

· Log in to the system and complete company and personal profile information.

Step 2.  Events (Corporate Information Sessions, etc.)

· To schedule events (including Corporate Information Sessions), login and select the “Events” tab in the top toolbar.

· Follow registration instructions after login.

Step 3.  Recruiting 

OCR (ON-CAMPUS RECRUITING) – This model should be used when an employer plans to interview all candidates on one chosen day.
· Post jobs by logging in and selecting the “Post Job and Schedule Interview” tab from the top toolbar.

· On the “Schedules” tab, select “Request a Schedule” and complete the form.

· Once approved, a message will be sent to the e-mail account used to login.

NON-OCR (NON ON-CAMPUS RECRUITING) – This model should be used if an employer does not plan to interview all candidates on one chosen day.
· Post jobs by logging in and selecting the “Post a Job” tab from the top toolbar.

· On the “Single School Postings” tab, select “Add New” and complete the form.

· Once approved, a message will be sent to the e-mail account used to login.

RESUME BUNDLES

· Employers can receive resumes of all qualified students

Step 4.  Selecting Students to Interview

OCR (ON-CAMPUS RECRUITING)

· Note the date to begin making selections by logging in, selecting “View OCR Schedules” under Quick Links, and selecting the date of the appropriate schedule.

· On the appropriate date, make decisions regarding students by logging in, selecting the “Students Awaiting Review for OCR Positions” under the Alert section.

· Note your decision in the drop down beside each applicant.

NON-OCR (NON ON-CAMPUS RECRUITING)

· Employers may review applicant materials immediately. 

· No further action is required in the system.

· Employers may contact students directly or request assistance from the Career Development Office staff.

RESUME BUNDLES

· Upon request, a bundle of qualified applicants can be e-mailed to an employer.  Employers may contact students directly or request assistance from the Career Development Office staff.

Step 5.  Reviewing On-Campus Interview Schedule

OCR (ON-CAMPUS RECRUITING)

· Note the date to view final interview schedules by logging in, selecting “View OCR Schedules” under Quick Links, and selecting the date of the appropriate schedule.

· On the appropriate date, view final schedule by logging in, selecting “Post Job and Schedule Interview” from the top toolbar, and select the date of the interview. 

Step 6.  Hiring Students

For instructions/guidance on how to hire a UAHuntsville co-op or not-for-credit intern, please refer to the Office of Career Development’s web site at www.uah.edu/ssc .  
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