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I. Home 
 
A. Navigate the Homepage 
 

I. View at-a-glance features of the CDO Recruiting System (Announcements, Shortcuts, 
Profile, On-Campus Recruiting (OCR) Applicants, etc.) by clicking on Home in the top 
navigation toolbar.  

II. Employers can review CDO Recruiting System Announcements.  
III. Access system sections with one click by clicking on Quick Links.  
IV. Send feedback or questions directly to the CDO through the system. 
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II. Account 
 

I. Build a personal profile with your contact information by clicking on Account link on the 
top navigation toolbar. 

II. Click on Invoices to view any pending invoices.  
III. Update system access by clicking on the Password/Preferences tab and creating a new 

password.  
IV. View a log of all the notable CDO Recruiting System actions by clicking on the Activity 

Summary tab.   
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III. Profile 
 
A. Build a Profile  
 
NOTE:  Employers are encouraged to populate the profile fields with customized 
information for SOM students, which can serve as an excellent supplement to your 
website.  
 
 
 

 
 
 
 
 
 
 

Page 3 of 7 
 



CDO Recruiting System 
Employer User Guide 

 

IV. Post a Job 
 

I. Post a non-OCR job position by clicking on Post a Job link on the top navigation 
bar. 

II. View and manage student resumes posted to the position through the Student 
Resumes (non-OCR) tab, as well as create resume packets of applications. 

III. View archived jobs you have posted previously that have expired. 
IV. View and download resume packets of applications under the Publications 

Request tab.  
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V. Resume Books 
 

V. View class-wide resume books previously purchased from the CDO.  NOTE:  To 
purchase the resume book, please contact som.cdo@yale.edu.  

VI. View any opt-in resumes books made available to employers. 
VII. Within a resume book, search by keyword or industry specialty and create 

smaller publications. 
VIII. View and download documents under the Publications Request tab.  
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VI. On-Campus Recruiting (OCR) 
 

I. From the On-Campus Recruiting (OCR) link on the navigation toolbar employers can 
request an on-campus schedule or manage an existing schedule 

II. Upload job positions to attach to the schedule. 
III. View a list of applicants at the close of the resume drop period. 
IV. From the applicants tab, employers can select students for interview by using the 

following designations: Invited, Not Invited, Alternate, Pending  
V. All employers are encouraged to designate alternates who can fill the interview spot in 

the event a student needs to cancel the interview. 
VI. Employers can create resume packets of applicants and schedules, and can download 

these packets from the Publications Request tab.  
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VII. Events 
 
The Events section enables employer to request and manage events including industry 
networking nights and corporate information sessions. 
 

I. View upcoming events or request new events by clicking on the Events link on top 
navigation toolbar. 

II. Click on the specific event to view details and the specific RSVP list.   
 

NOTE: Employers are able to view the RSVP list at all times and email candidates through the 
system.  
 
 

  
 

 


