Yale School of Management

I. Home

A. Navigate the Homepage

CDO Recruiting System

Employer User Guide
Powered by Symplicity

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.

I1. Employers can review CDO Recruiting System Announcements.

I1l. Access system sections with one click by clicking on Quick Links.

IV. Send feedback or questions directly to the CDO through the system.

[ Home | Account | Calendar | Profile = Postalob = Resume Books | On-Campus Recruiting (OCR) | Events 'j_) 6 [ﬂJ
Test @ Test account [#]Log Out
powered hy
3h0me msymplicity

then contact you prompthy.

J PURCHASE A CLASS RESUME BOOK: Please indicate your interest in purchazing a Clazs Resume Book in the feedback box, below the calendar on thiz page. A member of the COO wil

j announcements

There are no announcements at this time.

¢ shortcuts

# Post a profile
# Create New Schedule Request

# View OCR Schedules

# View OCR Interviews

# View OCR Applicants

# Create Non-OCR Job Postin

# View Non-OCR Job Postings

# View Non-OCR Applicants

# Request New Information Session
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Your feedback is welcome.
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CDO Recruiting System
Employer User Guide

Il. Account

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

top navigation toolbar.
I1. Click on Invoices to view any pending invoices.
I1l. 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.

Career Services Management System

ey

(5] C L OF MANAGEMEN

3¢¢ Yale SCHOOL OF MANAGEMENT oo i o iy
[ Home | Account | Calendar | Profile | Postalob | Resume Books | On-Campus Recruiting (OCR} | Events | @ 6 E]
Test @ Test account [®]Log Out
- powered by
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( Personal Profile { Invoicez \( Pazzword/Preferences ‘(Acﬁvit_v Summary \(Dncument Library\@ Help

* INDICATES A REQUIRED FIELD

Contact Information

Please provide as much information as possible

Title:

Salutation: (Mr., Mrs., Ms., etc)

FullName*: Enter the contacts full name (first middle last)

[Test |

First®: [Test |
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CDO Recruiting System
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I1l. 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.

[ Home | Account = Calendar | Profle | PostaJob | ResumeBooks | On-Campus Recruifing (OCR) = Events | 0] 6@]
Test @ Test account [®Log Out

- powered by
;_/]fproﬂle msymplicity

[ Viho We Are '{KE.V Statistics ‘ Company Culture ‘ Logo ‘ ALM-FI\@ Help

completion status

* NDICATES A REQURED FELD Who We Are
v Industry
x Qverview
Who We Are (part 1 of 3) x Products and Services

% Achievements

INSTRUCTIONS: Simply fill in the fields below with the appropriate content. Some fields have additional options x Awards

Industry: Pleaze zelect what industry(z) your organization belongs to. x Future of Our Company

x Competitors

Aerospace/Aviation/Defense

A

Agribusiness — , Address
Automotive B

Consulting x Aftachment

Consumer Products

Economic Development/Microfinance
i Corporate Culture

Education Corporate Culture

Energy/Utilities Logo

Key Statistics

<

Overview: Pleaze submit an overview of your organization.
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IV. Post a Job

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

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

1. View archived jobs you have posted previously that have expired.

V. View and download resume packets of applications under the Publications

Request tab.

[ Career Services Management System
. v . { i | } AMANA FMENT £ - .
Ce? Y;l]e SCHOOL OF MANAGEN mpowered by symplicity

[ Home | Account = Calendar = Profile = Postalob | ResumeBooks | On-Campus Recruiting (OCR) | Events | @ QEI]

Test @ Test account [¥]Log Out

powered by

A job postings P

| Job Postings (non-OCR) { Student Rezumes (non-OCR) \( Archived post a job ‘{ Publication Rmuats\':;) Help

Shuwingi_&_ﬂatatim&: tems 1-2 of 2

Job Title'™ lip» | Description [Type ‘Major(s)  Startv |End= \Approved  Options
A areatjob 70| CoolFinance job Full Time ‘ ‘sz&zum 31, 2008 ‘ i ‘

Another Cool Job

I
|
[
i
|
(71
|

|
Jul 28, 2009 i.lul31,20-09 ‘ v

Full Time ‘

4 Add New |Showing| 20 ¥ |ata fime: tems 12072

Page generated in 0,193
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CDO Recruiting System
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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.

VIIlI. View and download documents under the Publications Request tab.

e®q Career Services vite
2% Ya]e SCHOOL OF MANAGEMENT Ca e.r.ler.|..d Management System
Cgd : : " mpowered by symplicity

[ Home | Account | Calendar | Profile | PostaJob | Resume Books | On-Campus Recruiting (OCR} = Events QP Iﬂ]
Test @ Test account [®]Log Out
; powersdby
=] resume books msymplicity

Resume Books ', Publication Requests \ (D) Help

Showing | 20 ¥ | at a time: tems 1-1 of 1

Hame ~ Description Creation Date = Expiration Date Opt-in

Test Resume Book Test Jul 06, 2009 Dec 31, 2009

Showing | 20 ¥ | at a time: tems 1-1 of 1

Page generated in 0.07 5
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VI. On-Campus Recruiting (OCR)

From the On-Campus Recruiting (OCR) link on the navigation toolbar employers can
request an on-campus schedule or manage an existing schedule
I1. Upload job positions to attach to the schedule.
I1l. View a list of applicants at the close of the resume drop period.

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.
V1. Employers can create resume packets of applicants and schedules, and can download
these packets from the Publications Request tab.
[ Home | Account | Calendar | Profile | Postalob | Resume Books | On-Campus Recruiting (OCR) | Events 'j_) @ [ﬂJ
Test @ Test account [¥]Log Out
- pawered by L
1} on-campus recruiting msymplicity

Schedules 'T Postions ‘< Interviews "{Applicants \!\,Wait-List \< Publication Raquests\'é-} Help

2 INSTRUCTIONS:Click the date of an exizsting schedule, or click the "Request a New Schedule” button to create a new Schedule. After clicking a schedule, you
can add/attach positions, modify schedule details, and edit rooms and timeslots .

Schedules

Batch Options: | Generate Interview Packet

Showing| 20 ¥ | at a time: tems 1-2 of 2

HE | Date v D&+ | Timespan (OCR Model

Positions (ptions Approved
El Oct13th |4 8:30 am - 445 pm Preselect to Afternate to Bidding Education Entrepreneur Fellow 1 applicant

[0 | B Qctidth |2 |830am-5:00pm | Preselect x
Shuwing 20 ¥ 3t a time: tems 1-2 072
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VIIl. Events

CDO Recruiting System
Employer User Guide

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.

I1. 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.

‘l':ll. Vale scis e araperr s areer Services Management System
4 SCHOOL OF MANAGEMEN
Cgd b T MRivRal m powerad by symplicity

Home | Account | Calendar  Profile = PostaJob | ResumeBooks | On-Campus Recruiting (OCR) | Events DD @]
Test @ Test account [¥]Log Out
il paweredby
ﬂ events msymplicity

u/lru:lustry Netwaorking Nights ‘: Corporate Information Sessions { Publication Rﬁquests\@ Help

Shnwing!2EI V!at a time: tems 1-1 of 1

| I
| Information Session Start Date/Time v | Information Session End Date/Time

Description I Location

Approved I RSVPs

Q Review | ‘Augm 2009 4:00 pm iAugm, 2009 5:45 pm

Steinbach Lounge- 52 Hilhouse

v 2

I 1 '
|# Add New | Showing| 20 ¥ ata ine: hems 1-1 of
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