JOBWIREMPLOYEBEBRSERSUIDE

To access the Jobwire site, ® | e Registdii and post a jobo at
https://www.naceweb.org/Jobwire/Jobwire.aspx®referal=connections&menulD=271&nodetype

(=1}

;En:rir't
Jobwire

Welcome to MACE's Jobwire. Jobwire is the online syskem for job seekers looking to land the right job in

career senices, college recruiting, or HR/staffing and fok organizations seeking to hire highly qualified

candidates for these types of positions.
Jobwire is available to MACE members and nonmembers, Jobwire ads cost $225.

All advertising must be prepaid with Visa, MasterCard, or Afnerican Express. You can pay for your ad

through MACE's online store. Your ad will go live upon payment and approval and stay online for 30 days.

Select a link below to get started:

Job Candidates Employers
Set up a personal account to view jobs, Register and post a job.
upload your resume and cover letters, and
zet up job alerts.
& Jobwire Candidate Guide & Jlobwire Employer Guide
+ Jobwire Candidate Quick Guide + Jobwire Employer Quick Guide



Firstt i me users seReqgitsteartd ear tshtRe dio s hitipsd/folawina+ P o

csm.symplicity.com/employers/./(Your NAWmame and password will not work for
Jobwire.)

signin | Forgot my password \ Register | Register And Post Job |, (2) Hep

) AccessbieMode O g'oum'plicit

‘& l0g-in ‘i register
| | Register for a new Sccount
 ouhave been gged out Reglster |
- Register And Post Job &
Flease ender wour usermame and password
Username: | JTLE £-ma
address
Password:

% Reset | |/~ Forgot Password


https://jobwire-csm.symplicity.com/employers/
https://jobwire-csm.symplicity.com/employers/

Fill out the Employer Registration Form - Complete each field, noting that fields with an asterisk
(*) are required . Click on submit.

(“signin \ Forgotmy password ) Register { Regster And Post Job | ) Help

wregister @ A

[submit »| x cancel * INDICA

Organizational Information

Piease provide as much information as possible
Organization Name*. NACE Jobwire Employer
Description: Enter a brief description of your organization
HR/staffing professionals focused on >
college relations and recruiting.

%5 Check Spelling

Industry™  Business Services v
Organization Type*: Employer

Websie: (If applicabie)

http://www.naceweb.org

Services: Job Postings , Profile

Contact Information

Piease provide as much information as possibie

Salutation; (mr,, ms_, mes,, etc)



After submitting your registration, a screen will be displayed stating that you will be sent an e-
mail to verify the validly of your e -mail address.

( signin ' Forgot my password | pegistar { Register And Post Job \| .2} Hel

wregister ) Accessble Mode OM SRS |

Thank you for registering to use Jobwire. You will be
receiving an e-mail shortly containing a link to verify you
e-mail address. Once you click on this link you will be
emailed your login instructions.



When you receive the e-mail, you must click on the verification link to confirm your e -mail
address for your registration to be processed.

From: customer_service @naceweb.org Sent:  Tue 5/26/2009
To: _CustomerService

Cc

Subject: Jobwire E-mail Verification

Dear MNace,
Someone has reguested a Jobwire account (http://jobwire-csm.symplicity.com/)
with your e-mail address. For security purposes, this reguest cannot be

\\\\\\\ processed without this e-mail address wverification step.

Please wisit the link below to confirm your e-mail address.

http://jobwire-csm.symplicity.com/employers/conf reg email.php?
ck=c3pbteccEibHf3a8swySnCavBGSNXGCFFEROp3SU-
En2WeeKOR1X0ImXnpWllzceQuzGr7nMAxB14d1YYz6 1 3YuYWcF2vw-0LYsLd ceglaQLlelYag-
D gy08RsGv2TFiNnnoliijFEI{V1pBGicpBuw

If you believe this message might be the result of a security breach, please
alert Jobwire Customer Service immediately by replying to this e-mail.

Regards,
Jobwire Customer Service




A screen will be displayed stating that your e-mail has been verified. Then you will be e-mailed
login instructions.

Your emad address has been verfied

Temporary password has been sent to your email address.

Please close any otherJobwire windows and then click below to continue

The next e-mail will contain your username and password plus a link to login. Click on the link
to go to the login page.

From: customer_service @naceweb.org Sent: Tue 5/26/2009 &
To: _CustomerService

Co

Subject: Welcome to Jobwire

Dear MNace,

I am pleased to inform you that your registration has been processed and your
account is now active.

Please point your web browser to:

http://jobwire-csm.symplicity.com//employers

Your username and password are as follows:
Username: service@@naceweb.com
Password: predorkai

Once in the system:
* Please update any necessary information on the Profile page as candidates
will read this and use it in making their resume submission decisions.

L

Click on the Jobs in the navigation bar to enter your job posting(s).

*

To change your password click on "account’ in the navigation bar, then,
select the Password/Preferences tab.

Regards,
Jobwire Customer Service




Once you login, you will be at the Jobwire home page.

Home Account  Profile Jobs QDY

Field Tester @ Test [EtogQ
Preted by

ﬁ home msympli

/% announcements

* PROFESSIONAL JOBS
Welcome to NACE's newly-improved
Jobwire, software sponsored by
Symplicity. Jobware is the online system
for organizations seeking to hire highly-
qualified candidates in career senices,
college recruiting, or HR/staffing.

¢ shortcuts

* Post a profile

~ Create Job Posting
# View Job Postings
# View Applicants

A\ alerts

» There are no current
alerts

4| any comments or
12) Qquestions?

Your feedback is welcome.



Sel Accountdi fr om t he navi @ wouriparsonalbnfomrmatioroanduyppsdvard.
The PersorjalProfile tab displays your basic information (name, address, e-mail).

Home \ Account | Profile | Jobs |

Hace Employer @ NACE Jobwire Employer

‘@maccount
\

/ v \ e
Perzonal Profile ‘{ Pﬂsswurﬂeferenoes\@ Help

| Submit | | ¥ Cancel |

Contact Information

Please provide as much information as possible
Title:

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

Full Name®. Enter the contacts full name (first middle last)

Mace Employer
Suffo
Division:
Email*: Enter the contact email address (userf@domain.com)
zervice@naceweb.com

Phone;

Cell Phone:

Fanw-



The Password/Preferences tab allows youto change your password.

Home | Accoun\ | Profile | Jobs | R A

Nace Employer @ NACE Jobwire Employer [XLog!

( pameced by |

‘@account asympli
]

( mm.‘, Password/Preferences \ﬁ@ Hep

[@ save ][4 Reset Form |

Oid Password
Please enter your current password

New Password
Please enter your new password

New Password
Please re-enter your new password fo confem

Accessible Mode (for visually impaired users)
Improves accessbity and compatibiity wih screen reader software

) yes @ no

i save |4 Reset Form




Sel Poofiledi f r om t he n aenterggenarabonerview af yotur organization. The
profile insludes company achievements, products and services, outlook, culture, key statistics,

and more.
Home | Account P - Jobs | W=
Nace Employer @ NACE Jobwire Employer [ElLog Out

A profile

powrnd by
msymplicity

vimo vie Are | Key Statistics  Company Cuture \ Logo ' Auto-fa\ D Hew

Who We Are (part 1 of 3)

NSTRUCTIONS: Simply fif in the fieids below wih the appropnate content. Some fields have addional options
ndustry: Please select what ndustry(s) your organizaton belongs to

College 4-Year - "
College 2-Year ij

Graduate School

Agniculture

Mining

Construction

Nondurable Goods Mfg.

Durable Goods Mfg. ||

Overview: Please submt an overview of your organization

Established in 1956, the National Association of Colleges and  »
Employers (NACE) is the leading source of information on the |
employment of the college educated. The professional
association connects more than 5,200 college career services |E
professionals at nearly 2,000 college and universities

nationwide, and more than 3,000 HR/staffing professicnals
focused on college relations and recruting.

Products and Piease enter o descrption of your organization’s fypicai products and services

Secvices
-

Achievements: Flease ist any significant achievemeants your organization has had

10

completion status

Yeho We Are
v .My
¢ Overview
x Products and Services
x Achievements
x Awards
x Future of Our Company
x Compettors
v Address
Key Statistics
Corporate Culture
Loge




Select fiJobso from the
packets, ang batch e-mail applicants. Next, look at the job details on a current listing by clicking

on the job title.
Home  Account  Profile  Jobs D€

Hace Employer @ NACE Jobwire Employer 10 [

-4 job postings msymp
' Job Postings ‘(cmm‘nm;;‘-(u—m\@ Heo

) mn-mm»ummy‘-—-m»wmmmnwmmmuuwm

Showing 20 ¥ astatme 11001

Job Title v /v Descripton  Type  Start~ End v Approved  Options
»

Test Job For Jobwire 160 | Test FulTme |Moy26,2000 | Jun25 2009 ¢

#Add New Snowing 20 ¥ statme tems 11011

Select AAdd Newod on the AJob Postingo tab t

11

navigation bar t® create

j



If you clicked on the job title , you can edit the job posting, view a p p | i eEsumds,00preview

the

¥

job.

job postings

pawersd by L.
msymplici

[ Test Job For Jobwire ‘{ candidate Resumes Y Preview\@ Help

'3' Jobwire is the online system for job seekers looking to land the right job in career services, college recruiting, or HR/staffing.

'2' Attention:

Note: Job Postings will automatically expire after 30 days. Jobwire is the online system for organizations seeking to hire highly-gualified candidates

in career services, college recruiting, or HR/staffing.

Total Views

* INDICATES A REQUIRED FIELD

12

Position Information
o 160
Position Type: Full Time
|:| Part Time
D Contract

|:| Temporary/Seasonal
D Internship

Title™  Test Job For Jobwire

Job Description™ Test

|25 Check Spelling |

Resume Receipt® Choose how you would like to receive resumes for positions.

E-mail Accumulate Online |:| Other (enter below )

Default e-mail Enter an e-mail address to which submitted resumes will be sent.

address for

[ service@naceweb.com

Additional Which additional documents do you reguest.

Documents:
,_| Cover | ater ,_| Referenre | attera

Candidate Views: 0




I f you s el e mterinfofkndtibn ilNtbeviélds ef the job form. Fields with a red asterisk
(*) are required.

= job postings msymplici

( [new job] ‘\". @ Hep

J Jobwire is the online system for job seekers looking to land the right job in career zervices, college recruiting, or HR/'staffing.

J Attention:

Note: Job Postings will automatically expire after 30 days. Jobwire is the online system for organizations seeking to hire highly-gualified candidates
in career gervices, college recruiting, or HR/staffing.

ISuhm'rt Dl |u Sawve And Finish Later | | % Delete | | % Cancel * INDICATES A REQUIRED FIELD

Position Information

Copy Existing: Pick a position from which you'd like to copy data
Please review and edit your job title when copying a job

¥ | Show Archived

Pasition Type: [ Full Time
[ Part Time
D Contract
D Temporary/Seasonal
D Internship

Title*:

Job Description®

[**3 check spelling |

Resume Receipt™ Choose how you would like to receive resumes for positions.
El E-mail El Accumulate Online D Other (enter below)

Agdditional Docyments: VWhich additional documents do you reguest.

[T] cover Letter [] Reference Letters

Choose one of the following options to receive resumes: E-mail Resume (resumes are sent to
you through the Jobwire System), Online (resumes are stored in the Jobwire system until you

login and retrieve them), or Other (a text box will open in which you should write application
instructions).
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Display Contact Information To Candidates:

Posting Date*

Work Authorization:

: If checked, please provide information in "Contact Information’ field

]

. (Job announcement wil be posted on this date.)
listecs (e

: Please enter the desired work authorization.

Us Citizen

H-1 Visa

o
Permanent Resident

Qualifications:

Location*®:

Location
Nation Wide*
O yes @n
City*

Enter the City

State*

o

Enter the State

Country*

Enter the Country

[+ Asatocston]

Relocation:

Salary Range: Please select an approximate salary range for this position.

Automatic Resume Packet Generation:

-

-

Would you like to receive an resume packet PDF (includes all documents submitted by all job applicants) when this job expires?

D yes Ono

EED Statement®: | hereby affirm that my organization is an equal opportunity employer, offering employment without regard to race, color, religion, sex, national origin, age, sexual orientation, disability, or
citizenship unless legally reguired, and provides equal employment opportunity to disabled veterans, and veterans of the Vietnam era

Terms and Conditions®: | agree to the Jobwire Terms and Conditions.

) | agree

@ lagree

Submit >| |H Save And Finish Later | | % Delete | ‘ x ('all(e||
—

<

Onceyou have entered all your criteria, cl i ¢ k

AG8BemMecOi ng

fiSave and

put your job in draft mode, and it can be found in the Job List to be completed at a later time).

14
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Once you job has been submitted, the Jobwire Order Form page will be displayed. All jobs

must be prepaid before your ad will go live .

connections

Jobwire Order Form

research

knowledge ce

i

'l

Jobwire ads cost $225 each. All advertising must be prepaid with Visa, MasterCard, or American Expres: u

go live upon payment and approval. Questions? Contact customer service.

|

“ Note: Fields marked with an * are required.

First Name*

Last Name*

last name i

Title

Organization

Address 1*

< 1 | »

MDone € Internet | Protected Mode: On ®100% v |
" = = —— — = |
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Once you have submitted a job posting it has to be approved by a Jobwire administrator.  If it
is not yet approved there will be asteriski n t he A Ap pr oAperdvéd jobowill lhavea
green checkmark.
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