Supervisor’s User Guide for the Student Employment Web Site — https://seojobs.mtholyoke.edu

Mount Holyoke College/CDC

Student Employment Web Site

Supervisors’s User Guide for http://seojobs.mtholyoke.edu

Table of Contents PAGE
Getting Started..........cooiiiiii e 2
Student Employment Home Page......................ooooiii, 4
Requesting Permission.............cooevviiiiiiiiiiiiiiiiiie e, 7
SIgNING TN 5
Update Your User Profile...........coooiiiiiiiiii i, 6
My Control Panel............cooooiiiiiiii e, 6
Posting aJob.......cooiiiiii 8
Viewing Applicants.........cccvviiiiiiiiiiiii i, 11
Contacting Students..........ocovviiiiiiiiiiii e, 12
Editing aJob......oooiii 13
Managing a Job......cooeiiiiiii 14
Manage Employers........coooiiiiiiiiiiiiiiiie e 17
Hiring a Student. ... 17
CloSINg @ JODb....oouii 27

Author: Denis L. Davydov Page 1 of 15 Date: 16-Feb-04



Supervisor’s User Guide for the Student Employment Web Site — https://seojobs.mtholyoke.edu

Getting Started

Welcome to the Employer’s User Guide for the new CDC Student Employment web site. We
believe that you will find the web site and this user guide to be a helpful and easy-to-use tool to meet
your student employment needs. This site will enable students to utilize search criteria to find jobs,
apply for jobs, gather useful employment resources, and receive emails regarding newly posted jobs.
You will be able to post jobs online, accept online applications, and receive and send automated
emails. All supervisors will have general access.

Administrators will be able to manage and e-mail users, edit the default job application, manage all
content and site settings, approve hiring requests, define access levels, view activity logs, and
generate a variety of useful reports.

To begin using the web site, type https://seojobs.mtholyoke.edu into your Internet browser’s
address bar.

Features for Employers:
* Build online applications
= Hire students online
= Manage job interviews, submit hiring requests, and process paperwork electronically
= Save job descriptions for re-use
= Use email tracking tools to communicate with students for interviewing and hiring
purposes. All emails are logged.

* Automated email alerts:
1. Email sent to employer when a student applies for their job
2. Employer reminded to contact students when all positions have been filled and students have
applied
3. Employer notified if job is about to be automatically de-listed from Web site
Store lists of students interested in job postings for future use

Features for students:
= Search for jobs using different criteria. Search options include:

e  Most Hours per Week ¢ Find jobs by category
e Fewest Hours per Week ¢ Find jobs by keyword
e Most Openings e All Active Jobs

e Holiday Break Jobs e Spot Jobs

e Recently Posted e Summer Jobs

= Apply for jobs online using a detailed online application

»  Check work study status online

= Receive automated emails when preferred jobs become available using the JobMail
feature

Remember that after two (2) hours your session will terminate, and you will lose any
unfinished data that you may be entering, and you will have to log in again!
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Student Employment Home Page
The Home Page of the Student Employment site is primarily designed for students. Features
accessible from the home page include:

Find a job...
Provides quick access to search tools that enable students to browse all available job offerings.

Signup for JobMaill...
A system that automatically e-mails students when new jobs are posted on the site that meet their criteria.

Recently Posted Jobs...
Lists the three jobs most recently posted on the system. Students can access job descriptions by clicking
on the title.

Information for Employers...

Provides quick access to the powerful tools available for employers. From this page, employers
can access the job control panel, review student resumes, view their hiring archive, and change
their profile.

B welcome Bl Featured on the site
) Find a job Good Morning! . .
%i Find a job
] Welcome Janice Kane to the new
y [nforrnation for Maunt Halvake student employment Search and hrowse thraugh
Eraployers Yeh sitel availahle jobs, even apply anling!
: : Please head ta the CDC hame
¥ Sigrup for JohTlail == : :
i pane for non student ermployment Sign up for JobMail
job searches.
¥ Contact s Be the first to know when jobs you
Employers, have a passwaord and are interested in becaome availahle.

ready to log in? [ Click here ]
¥ Joh Plarmer
Emplovers, need to obtain a
password to access job posting

b) Student FAQs features? [ Click here

Bl Recently posted jobs

Student Azsistanat
Telephone answering, copying, bulk
mailings, errands,

Tutar
Be available to meet with students who need
remediatian in French. Usually one hour per

SEESSIon.
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Requesting Permission

Before you can begin posting jobs you will need to request permission to access and use the
student employment site. If you are granted permission to access the site, you will receive a
password via email. To request permission, follow the instructions listed below:

STEP 1) Go to: https://seojobs.mtholyoke.edu

STEP 2) Click the "Information for Employers" button on the left side of the home page.

STEP 3) Enter your MHC email address and password to log in to the site:

Employers, don't have a password? Request permission to post jobs by clicking here.

Helpl | fargot my password! (If sa, click here).
STEP 4) Click the "Request log in permission" button on the left side of the page

STEP 5) Fill in your First Name, Middle
Name, Last Name, Phone Number, Your
Email Address, Choose a password,
Choose the Employer (i.e. department) for | First Name
which you work, Job Title, and enter any Middle Name
notes you might want the student A
employment office to know. (As shown to | phone Number

the l’lght) Your Full Email

Address I
Exarmple:
hzmith@mthalyoke edu

If you administer jobs in two different
departments, note that fact in the "Notes"
space. If you can't find your department in | mailing Address
the "Employer" list, make a note of that | mPsmeine=ddess |
fact in the "Notes" space. If you have any
special instructions that you wish the

Choose a password |

Financial Aid office to know, the "Notes" E";p"_“;er [ Choose one.. ¥l
space is a great place to jot those thoughts | " " © !
Motes

down.

Use thizs space to indiate if
wou hire students in more
departrments than the
departrnent you indicated in

After entering the information, -click the Emploger mull-down menu

"Submit". sbove
Subrmnit
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YOU ARE NOT READY TO USE THE SITE YET ...
Y ou must wait for the SEO Administrator to review your request for a password. Upon approval,
you will receive a confirmation e-mail with further instructions.

Signing In

In order to log in to the student employment site, you will be required to enter your email address
and password. Once you have done that, click the "Log in" button. To log in, follow the
instructions listed below:

STEP 1) Go to: https://seojobs.mtholyoke.edu

STEP 2) Click the "Information for Employers" button on the left side of the home page.

STEP 3) Enter your MHC email address and password to log in to the site.

Employers, don't have a password? Request permission to post jobs by clicking here.

Helpl | fargot my password! (If sa, click here).
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Update Your User Profile

In order to update your user profile on the student employment site, you will be required to sign
in and go to the "My Profile" page. On this page you can change your name, email address,
phone number, and job title.

STEP 1) Go to: https://seojobs.mtholyoke.edu click the "Information for Employers button on
the left side of the home page.

STEP 2) Click on "My Control Panel." From the control panel, you can access the "My Profile"
page in order to change your profile information.

Update your user profile

Click here to update your password

Please update your info below

First Name [1anice

Middle Name |

Last Name |Kane

Email Address |jkane@MtHonoke.edu

Phone Number [2576

Job Title |Senior Administrative Assistant

Subrnit

My Control Panel
Once you have logged in, you can access the "My Control Panel" page. On this page you can
perform nearly all tasks related to your jobs.

At the top of the page you are presented with the options to filter the rest of the page. If you are
assigned to more than one employer you have the ability to select which employer you would
like to see jobs for. If you are assigned to only one employer, you will simply see the name of the
employer for which you are assigned. Next you can select whether to view only "my jobs" or all
jobs within your assigned employer. "My Jobs" only display jobs for which you are the primary
contact. Otherwise you can select to have all jobs for your assigned employer shown.

If you would like to add a new job and are assigned to more than one employer, you must first
select the employer from the "Filter Employer" pull-down menu and then click on the " Add a
new job for [Employer Name]" link. If you are assigned to only one employer this link will
present for you without needing to select an employer.

Beneath these options you have three sections to choose from. They are "Currently Listed Jobs",
"Review Mode Jobs" and "Jobs in Storage." Please refer to the "See Also" articles for more
details on Job Status Types.

Within each section jobs are separated by employer and you have the ability to perform several
actions on each job. For jobs in Listed or Review Mode you have the ability to "Manage Job",
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"View Applicants" or "Hire a Student." For jobs in "Storage Mode" you only have the ability to
"Manage Job." For more information on each of these actions, please refer to the "See Also"
articles.

To access your control panel, follow the instructions listed below:

STEP 1) From the Student Employment home page, click the "Information for Employers"
button on the left side of the page.

STEP 2) Click on the "My Control Panel" button on the navigation bar. (Note: If you are not
already logged in, you will be prompted to do so when trying to access this page. )

Your Control Panel looks similar to this:

C Career Development Center

§0 College Street. South Wadlew. MA 01075 | phone (4130 538-2080 fax (413) 538-2081
STUDENT EMPLOYMENT OFFICE

Search Emplayiment Site Go

MOUNT HOLYOKE COLLEGE

Student Eruployruent

Hore @

. 1 1 Welcome, Janice Kane
®) My conirol pane wWednesday, February 18, 2004

Besriewr Student Filter Employers: 'e) nly show "y jobs
Resumes - Show all jobs — v

® Show all jobs within selected
employer(s)

¥ NIy Profile
») Hiring Archive Choose Jobs to View:
[iew Listed Jobs (Johs 19 &7
b Site & ’ [wiew Jobs Fending Approval (Johs: 3) 7
YWiew Jobs in Review Mode (Jobs: 4) 27
) Log Ot [Cwiew Jobs in Review ode (Johs: 4) &%

[(wiew Jobs in Storage Mode (Johs: 1) &%

Approve External Jobs
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Posting a Job

Posting a new Job is a three-step process. First you create the job description. A default
application will appear at the end of the description. You will not be able to alter this default
application, but you will be able to tailor it to your needs at the bottom of the application. Then
create the job's application if desired, and finally list the job or send it for approval. On Step 1
you will fill out the job's information. When you have completely filled out the job profile form,
proceed to Step 2 by clicking the "Submit" button. Since your job will collect online
applications, you will then have to create the job's application form. Finally, in Step 3 you
choose the job's status options. You must choose when the job will go live on the site. If your
security level requires approval before listing a new job, the job will then go

into a pending approval status. If the job is approved it will then follow the listing instruction you
gave unless the approving administrator overrides them.

Until you complete Step 3 you may return to any of the other steps to alter any info you have
already entered. To return to another step click the step you wish to return to at the top of the

page.
To post a job, follow the instructions listed below:

STEP 1) From the student employment home page; click the "Information for Employers"
button on the left side of the page.

STEP 2) Click on the "My Control Panel" button on the navigation bar.

STEP 3) Click the "Add a New Job" link The Job Description form will open for you.

STEP 4) Complete the Job Description Category «7»
form. Examples of the form and e ek ey | Choose one... v
.. . describes the job.
descriptions of the form fields are provided —
Job Title
below tIill:-:ampl'a: Student |
orker
Category: Please pick a category that best describes Describe the
the type of job you are posting. job
Students search for jobs by their category. Please be detailed.
Job Title: Please give your job a very specific job
title.
Requirements
. . . . for the job
Describe the Job: Use this space to describe the job orshe s
and set proper expectations for the work you intend
for your student. Number of
Available |
. . Dpeni
Requirements for the Job: Use this space to list any Ppe.n.' nas
X X osition
skills that you would like your Number (if
student to have. If you need a student that can type at E""""t":‘ .
. . ramn umber
least 30 words a minute make a note of that fact in (if known)
this space. Hours per Week [10.0 ¥ |to | Same v
Start Date
Number of Available Openings: Use this ey cusithey
an enqact date in the
form mm/dd/yy or a
brief description
fiom Macan™
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Step 4) continued...

space to submit the number of openings you
have for your job. Are you looking for one
student or five?

Hours per Week Low End/ High End:

Use this space to let the student know how many
hours per week you expect them to work. If you
are flexible, fill in the number of hours you need
help.

Start Date/ End Date/ Timeframe: Use this
space to let the students know when you need
help. The timeframe option is most valuable if
you are posting a job that is only a few hours.
The "temporary" option can be used to designate
a job as just a few hours.

Contact Person: Select yourself as the
contact person unless you are posting the job for
someone else.

Secondary Contact People: If there are

other people in your department who the
students may contact if they have questions
about the job, make a note of that here by
selecting the other department members' names.

Phone Number: Enter your phone number here

if you would like students to have it available to them.

Fax Number: Enter your fax number if you
wish for students to have your fax number.

Work Location: Enter the location where the
work will take place.

Do you wish to collect online applications for
this job? This system is designed to receive
online applications. If

you choose to not receive online applications,
you will miss out on many of the helpful features
for hiring students.

STEP 5) Click the "Submit" button
when you have finished entering all of
the job information.

YOU ARE DONE POSTING YOUR
JOB! You will get a notice telling you
whether the job

went live to the site or if it is waiting for
approval.

Author: Denis L. Davydov

End Date

Pleaze enter aither
an exact date in the
form mmiddiyy or a I
brief description

fi.e, "At completion
of project"l.

Time Frame #7% | Choose one,

—

ECIEEE |Choose ane.,
Person =7
Chad walter Billmyer »
gectondtary Denis L Davydoy ! =I Add =>= |
ngp‘?; g Dennis Bowen = ce< Remove |
- Janice Kane
Judith E. allen L]l

Phone Number |

Fax Number |

Location where
the work will
take place.

Do vou wish to collect online applications for this job?

® vYes
CIMo
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Viewing Applicants
Now that you have posted a job for your department, you will receive an email every time a
student applies for your job letting you know that there is a new application for your review. To

view those applications, you can click the link in the email or you can log onto the web site and
go to your Control Panel.

STEP 1) From your Control Panel, click on the "View Listed Jobs" button to see all of your jobs.
Next, click on "View Applicants" for the job that you are interested in.

Wiew Joh Applications - Career Development Center [430] - Mail Sorter
The list below contains all applications that have been received for this job. You may

viewy an application by clicking either Preview or View, Preview allows you to view the
application without affecting the "Mew!" status. View remowves the "Mew!" status.

E-mail Applicants; Greeting Eejection

02-18-2004 Khan Somera khan Wiew Hired Fj

STEP 2) Click "View" next to the student's name to review their application.

Return to Applications List Printer-Friendly WYersion
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Contacting Students

After you have viewed an application for your job, you can respond to the student from your
Control Panel. If you would like to interview the student, click the "Greeting" button at the top of
your applicant list. Place a check mark next to the names of the students you want to

interview. A default message is provided for you, however you can choose to change the
greeting message that will be seen in the body of the email sent to the student(s).

Do MOT use for informing applicants when the job has beenfilled. For that purpose,
first fill the job, then you will be automatically prompted to inform the other applicants.

Default: Applicants selected if not greeted or rejected.

[] Mulligan, Amy Greeted
[] Poole, &ndrew Greeted
To Comma-separated list of other recipients " email addresses

{i.e., walk in candidates), if any.
Example: Joe@yahoo.com, Mary@hotmail.com

From  jkane@MiHolyoke.edu

Subject |FWS Job: Receptionist

1 arn interested in meeting with you to discuss your interest in
the Receptionist job opening in my department.

Bod Please contact me at your earliest convenience so that we
¥ can set up a time to meet to discuss your interest further,

Denis L. Davydov Page 11 of 15 Date: 16-Feb




Supervisor’s User Guide for the Student Employment Web Site — https://seojobs.mtholyoke.edu

Editing a Job

If you would like to make changes to your job, log onto your Control Panel and click "Edit Job"
next to the job order that you wish to change. This will take you back to your original job order .
After you have made the necessary changes, click "Submit". Your job will go through the
approval process again (if applicable) and then go live.

11 CURRENTLY LISTED JOBS
T T T
g‘:i# clerk Ei";t J_MD%—HE' £ Wiew Applicants (0 's-ltig.z:nt léifsji_zgﬁlz:um
g‘;:# Hello test Ei";t J_MD%—HE' £ Wiew Applicants (0 's-ltigﬁnt &?5332:004
g‘gg# Mail Sorter Ei";t ;E%E Miew Applicants (0 's-ltigz:nt léi;fg%um
Ref# Eepar Sarsr Edit Manage Miew Applicants (1% Hire a  Listed:
256 Job Job {1 New) student Z/18/2004
Peer Counselor . g : .
;‘2;# I'aisgiasgnt Ei"ljt ;E%E Miew Applicants (0 ::Eﬁnt lé:/sfg;lz'gm
;;;# Receptionist Ei‘ét E%E View Applicants (2 's-'tizedeant ti"sfg;iétlm
;:E# Receptionist Ei";t J_MD%_na £ Wiew Applicants (0 ':tiﬂﬁnt léifsfgﬁiz:um
g‘sg# Test job Ei";t J_MD%—HE' £ Wiew Applicants (0 's-ltigﬁnt iifsji_:gﬁiz:um
S‘E‘BE# Web designer Ei";t QE%E Miew Applicants (0 's-ltigz:nt léifsfg;lz:um

Managing a Job

From your Control Panel, you have the ability to manage your job order. You can print a copy
of your job, modify the student job application, change the number of days, modify the listing,
place your job in review mode or in storage.

Manage Job

Job Title |Employer Status
Hello test| Career Development Center [430] | Storage
Additional details about this job’s status:

» This job is currently in Storage.

Update Status Manage Application |
Listed # Click to change to This jab is currently collecting
Eeview Mode =» Click to change to applications,

Storage » Current Status » Edit Application

¥iew Applicants Hire Student

Mo applications have been submitted You cannot hire students

faor this job. while the job is in this status.
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Hiring a Student
After you have completed all of the interviewing for your position( s) and you have hired a
student(s), it is important that you record your hires in the system.

STEP 1) To record your hires, log onto your Control Panel and click the "Hire a Student" link
next to the appropriate job title

Approve External Jobs

:: CURRENTLY LISTED JOBS

;ﬂ# IR JEji:t quina * View Applicants (0 Z'tiﬂﬁ.fnt ;L’sltggz:um
;g:# Hello test % Eﬂ:@ Wiew Applicants (0 ::i:.z:nt Iii;f;?éum
;g;# Mail Sorter % J_%q_na £ Wiew applicants (0 ::i:.z:nt Iéi,r'sfg?z:um
SEEF poper sorer | EA1 Manase Yeusoplons Q) s seds

Feer Counselar _ . . .

;:;# "ai:sriignt JEjI:t Eﬂ:@ Migw Applicants (0 ::I:z:nt ;L’sltg?z'um
;;E# Receptionist Ei";t J_MD%—HE' £ Wiew Applicants (2 's-ltigﬁnt iifsji_:gﬁiz:um
;:E# Receptionist Ei";t Q‘Lina £ Wiew Applicants (0 's-ltigz:nt léifsfgjlz:um
g‘gg# Test job Ei";t J_MD%—HE' £ Wiew Applicants (0 's-ltigﬁnt &ifsf;;lz:um
S‘E‘BE# Web designer Ei";t J_MD%—HE' £ Wiew Applicants (0 's-ltigﬁnt léifsfg;lz:um

STEP 2) On this page, you will see a list of all of the applicants for your position. Place a check
mark next to the name(s) of the student(s) that you have hired and click the "Go to step 2"
button.

M Hire candidates who did not apply On-line.
Anplicants
Maria Bonilla First Name Middle ) 2t Name

Initial

a8

4.

Go to step 2

STEP 3) Continued on the next page...
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Hiring a Student (cont.)

STEP 3) This will direct you to the page where you can request to hire the student. After you
submit the hire request, the SEO Administrator will check the student's eligibility and email an
approval or rejection of your hire request.

Your hiring requests have been submitted.

You will hear a response as sooh as possible.

All of the openings for this position hawe been filled and the position has heen

automatically

options:
Close the
Job

Re-listthe
iob

Keep the
[obin

Eeview
Mode

Denis L. Davydov

put into Review Mode. Please choose from one of the following

This option should be used ifyou are satisfied that your search for an
applicant is aver. The applications associated with this position will be
deleted frarm the systern. However, the job profile infarmation (Jab
description, requirements, hours perweelk, etc. ) will NOT be deleted,
soyou can easily offer this job again next semester or next year, for
example.

ou will have a chance to download the names ofthe applicants far
this job, and email the applicants not chosen to inform them the
position has been filled hefore the listing is closed.

Use this option ifyou wish to continue looking for applicants for this
joh.

Usethis option is wou are not positive that you are ready to cloge the
joby, but also don'twant ta re-list the job immediatly. This way, if you

need to in the near future, you can re-list the job at any time with the
current set of job applications and listing information still sawed.
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Closing Your .Job

Now that you have hired a student, you can close your job order. You have two choices in
closing your order. The first choice is to put the job in review mode. Review mode allows you to
take the job off of the web site, but you will still have all of the applicant information.

You also have the option to place the job in storage. Storage will take your job off of the web
site, but you will lose all of the applicant information. Both options will leave your job order
intact should you choose to list it again in the future.

STEP 1) To close your position, log onto your Control Panel and click the "Manage Job" link

next to the appropriate job title. In the "Change Job Status" select either the "Review Mode" or
"Storage" option.

Manage Job

Job Title Employer Status
Peer CaunselotiLibrary Assistant| Career Development Center [430] | Review Maode
Additional details about this job's status:

» This job is currently in Review Mode.

Update Status Manage Application

This job is currently collecting
applications.
» Edit Application

Yiew Applicants Hire Student

Mo applications have been
submitted for this job.

# Hire a student

STEP 2) Click on the "Close Job" button to finish closing the job.

Update Job Status

[Return to Manade Job Page

Job Title Employer Current Status
FPeer CounselonLibrary Assistant | Career Developrment Center [430] | Review Mode

[Click here to choose a different status]

Close Joh

Author: Denis L. Davydov Page 15 of 15 Date: 16-Feb-04



	Mount Holyoke College/CDC
	Student Employment Web Site
	Supervisors’s User Guide for http://seojobs.mtholyoke.edu
	Getting Started…………………………………………………...	2
	
	
	
	
	Getting Started






