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Employer Quick Start Guide

To help you get acquainted with eRecruiting, this Quick Start Guide will provide you with information about frequently used functionality including:

· Accessing Your Schools and Linking to New Schools
· Editing Your Company and Contact Profiles
· Creating and Editing Jobs
· Managing Your Applications
· Reviewing Your Calendar
· Utilizing Resume Books

Accessing Your Schools
Contact the career centers at any schools where you wish to recruit.  The career center will instruct you on how to connect to eRecruiting.  Most likely, they may instruct you to Request Access through the system or they will send you an email with a link to connect to their system.  
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If you wish to connect with additional eRecruiting schools, select “Request Link from School” within the Work with My Schools box.
Next, select a School Name from the drop down list and choose to Request Access from the school automatically through the system.  
As another option, you can instead select “contact your specific school” to retrieve school phone/email information to contact the career center directly.  The career center will instruct you on how to connect to eRecruiting.
Editing Your Company and Contact Profiles
The first time you access your school(s) each year, you may want to review your company and contact data to make sure that the school has all of your up-to-date information.

To Edit Your Information:
1. From the Home Page, select “Access Linked Schools” link within the Work with My Schools box and select the school name on the next page.  
2. Select Company Profile or Personal Profile on the right hand side of the page to edit the related information.
3. If you work with more than one school, you will need to repeat these steps to edit the information for each school.

**Additional Tips:
· Contact Visibility settings are editable in the Personal Profile section
· YOUR ACCOUNT: Click on “Your Account” within the top of the toolbar to edit your Experience account information or change your eRecruiting login information at any time.
Posting and Editing Jobs
Below are some instructions and tips for creating and managing your jobs in eRecruiting.
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