PlacePro Student Module
Quick Guide

PlacePro

INITIAL REGISTRATION & GETTING STARTED

Initial Registration OO DU wens

The site is restricted to authorized users only.

1. Type the address: http://www.placepro.com into your
web browser. DagramA
Access Code:

[Jgave Access Code

2. Enter the Student Access Code provided by your
college/university and click the Login button.

3. The initial login is generally your first initial, last name and last 5 digits of your I.D. #
(i.e. JSmith23456) (See Diagram A)

4. Leave the password field blank and click the login button. (See Diagram A)

NOTE: If your login is more that 16 characters, you will not be able to login. Please contact your school
administrator if you experience any problems.

Once your login is successful you will be presented with a Student Agreement. Click | ACCEPT... to continue.
(See Diagram B).

Cooperative Education Student Eligibility Agreement
Please read this Gooperative Education Agreement. By clicking AGGEPT, you are
indicating that you agree to follow, and be bound by, the terms and conditions

set forth in this Agreement.
Diagram B
C€O-0P STUDENTS MUST: ﬂw‘ -
= Be a full-time CBA student with a minimum GPA of 2,75
« Camplete Mgmt 301 (Managerial communication),
o Mest the emplayers standards of quality, confidentiality and appearance.
« Observe only company halidays, nat callege halidays or vacations unless ather
arrangements have been made with the emplayer.
« Contact the employer in case of illness or other emergency which requires you to
be absent from wark
o Understand that you are not eligible for unemployment compensation after
completing a work experience
o Advise the Co-op Director of job offers and job acceptance
e Mot accept any permanent employment with the co-op employer while a co-op
I have read and fully understand this Cooperative Education Agreement. I also
understand that I am not guaranteed a co-op job.

L ACCEPT the terms of the above agreement. I DECLINE the terms of the above agreement.

The Personal and Academic Information (See Diagram C)
5. Personal Information — Choose a new Login, and Password.

6. It is important to verify all information stored in PlacePro.

. . . . . e T N D e D WP Comcrment
7. Click on Academic Information, enter your information or e — e

[ETEI I L) | Academic Information

verify that the information is correct.

8. Click on Save Profile. Diagram.C
Login: {atleast 6 characters long)
—

Date of birh:

Email

Fax Number.

NOTE: If you make any changes to your information you
must click Save Profile.

Residence:|US Citizen - Ohin Resident v

The following infarmation is s quested Sa that we may demanstrate this institution's
compliance with Title VI ofthe 1964 Civil Rights Act. The infarmation requested is both
confidential and optional, and is protected under the Federal Privacy Act

Race:| American Ind. ar AK Nat v

Gender: O Female O male ® Not Disclosed

Permanent Address School Address



You have now completed you initial login and the home page will now be displayed. (See Diagram D)

Good Afternoon, Scott Beeler! ?Fﬁ’g‘ Development
University

i i ) ) ey e )

aAnnouncements
[iwelcome o the new and improved student module...
Please take a few moments to browse through and let us know what you thinkl!

My Manager New and Featured Jobs
() My Profile

Manage your anline profile including personal information,
school infomation and system preferences

My Portfolio "

W By Foriioto Diagram D
Manage your online docurents to distribute to potential v
employers. Upload resumes, cover |etters, transcripts, etc.

() My Job Search

Manage your online job search. Selected employment
preferences, apply for potential positions, and trackihe entire
refetral process

() My Interviews
Manage and schedule your interviews with potential emplayers.
Acceptinterview offers, sign-up for interview times, and review
your interview calendar.

() My Placements & Evaluations
Manage your placement history. View complete placement
histary and submit online evaluations.

() ©nline Forms & Information

View andjor downioad documents and infarmation pastsd
online:

UPLOADING YOUR RESUME AND DOCUMENTS AND CREATING A PORTFOLIO

Once you have completed the initial login process you are now ready to upload your resume and other
documents.

NOTE: You must upload at least one “resume” to view the job postings available.

1. Click on My Documents/Portfolio to upload your resume and documents into PlacePro.

2. The Document Manager will be displayed. (See Diagram E)

[ isarame

Upload a new document

\ |(Browse... ] Resume | D17 or Reviews| Upload ]

Uploading your documents to PlacePro:
1. Click Browse and select the document you saved on your local computer.

2. Select the type of document from the drop down list (i.e. resume, cover letter). Click Upload, and wait
until the file is converted to PDF. (You will see (Converting...) next to the document you are uploading
during the conversion process)

3. Your documents will appear under Documents on File (See Diagram F)

Upload a new document

4, Click on the name of the document to view
and check for content and/or formatting | (Browse., JReame B or o o

errors. If there are any, you will have to go

baCk tO your Orlglnal documentl CorreCt the Resume Resume 913002005 10:43:59 AWM Yes Replace Delate
erro_rsl SaV-e y_our document and upload Select your default resume / portfolio; Resume Diagram F
again by clicking on Replace. a9

NOTE: You will not be able to delete the
incorrect document until you upload the
new resume or select another resume
to be your default.



Creating a Portfolio:
A portfolio is only needed when you want the potential employer to receive more than one document. For
example a resume and cover letter. If you have any questions about portfolios or if they are required please
contact your college/university.
1. Select New Portfolio
2. Select the documents that you wish to include.

3. Order the documents (this is the order the Potential employer will see them).

4. Name your Portfolio. When naming your portfolio it is always easiest to label it using the Company name
or Job title. This will make it easier to locate when applying for the position.

Once you have completed the previous steps you are now ready to View Jobs.

Resume Builder

DL S BN LTI | Resume Builder ‘ |

Upload a new document

1. Click on Resume Builder tab | [ BrowseJ Resums <] For Reviwe( Uptos |
WizardResume Resume 2011i2002 12:05:09 AM es Replace Delete

Select your default resume | portfolio: | VizardResume
Portfolio{s)

NOTE: You will see that an outline has been generated to help you in the resume writing process.
In the Resume Builder you may Edit Titles, Edit Entries, Add New Entries, and Add New

Section

Document Manager ResumE Builder

Address

|
SelectAddress to use: | Permanent Address v

Cgf;egre Options
Job Objective EatTtey . Hide
[Frimary Joh Objective]
Edit Entry
Employment History (Edit Title) 1*" Hide
[College Univer sity Name] [Location]
[Degree] in [Major]
[Class Of or Expected Graduation or Dates Attended]
[Relevent Courses, GPA, Activies]
Edit Entry
Add Mew Entry
Education (Edit Title) 1** Hide
[Date Ranae] [Company Name] [Company Location]
[Titef
[Job Duties ! Description]
Edit Entry
Add Mew Entry
References (EditTitle) [ Start on a new pags 1‘" Hide
Available upon reguest
Edit Entry
test (EditTitle) A Dot
ftest
Edit Entry
Add new section




Editing Section Titles

1. Click on Edit Title next to the title you want to change.

Resume Builder Edit
2. Change the section title and click the Save Section Title:

button.

Job Objective

Save || Cancel

Editing Entries

: .
1. Click on Edit Entry below the entry ~ fSoruEuHEEa:

you want to change. Education

2. Make your changes and click the
Save button.

IMPORTANT

A suggested layout is presented in the edit
screen. This is intended to give you a guide
to filling out the information for your resume.
Be sure to replace the text (including
brackets) with your information.

G Marmal| Q. Preview th o=
See example of editing the text:
Initial Layout
[College/University Name] [Location]
Changed Layout
PlacePro University Milford, OH

The toolbar used in the editor is similar to a word processor. Move your mouse over each button to view the tool
tip.
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MEEAPEN S R A R =R

| Times Mew Roman = | Size v| B 7 U=

LU

(I
]
[

3

G W 5= 3 T . 8
B2 AP S HFE x| =235 K Iy i

Changing Order and Hiding Sections

_______ Arrows indicate that you can change the order of how you want your resume to appear. If you want
’1“ * your Employment History to be before your Education History, select the arrow. You are able to

move sections around to format the resume the way you want it to look. You can also order the
entries under each section.

Under the options section you may Hide and Delete sections that you do not want to appear on your resume.
You may only delete those Sections that YOU created. You may hide the options that are standard in PlacePro.



Add New Section
1. Click on Add New Section.
2. Enter the Section Title.

3. Make your changes and click the Save
button.

Submitting Options

Resume Builder Edit

Section Title:

‘[Enler MNew Heading] |

S AR RN A o R e T i v A e e

Times New Roman = | Size = ‘ B I U

QPreview

Save || Cancel

Once you have completed your resume you must Submit using one of the following options:

Submit Options

option below.

Upload Newt Resume
Use this option to upload the resume above as a new document,
If you have already submitted a resume and want to replace an existing copy, use the "Replace An Existing Document™

Document Mame: |

| Upload New

Replace an Existing Resume
Use this option to replace an existing resume currently on file.

Select Existing Resurme: |WizardResume V| Replace

Upload new resume:

1. Enter a Document Name (i.e. Resume — [Date] ).

2. Click Upload New.

Replace an Existing Resume:

1. Select the resume you want to replace from the drop down menu

3. Click Replace.

NOTE:

If you make a change to your resume you must re-submit the document.



Viewing Jobs

1.

10.

11.

@ Back

To access jobs, click on the Jobs Search Tab at [EEEETE
the tOp Of the page. Quick Search Options

Keyword:| |

(keyword includes: Company Name, 1oh Title, Job Description, and City)

You will notice two tabs; Job Search and Job o= with his Level of nterest ~ Incluge ALL Lavels - |

Preferences . (See Dlagram G) Jobg with thig Employment Type: | Cooperative Education Erployment Position - Fall - 2004 "l
Maxirum Job Level to Include:| - Include ALL Levels - %

. . Sortby | Company Name v Diagram. G
Click on Job Preferences tab, under the section o -

Job Search Preferences - verify that you have
been released for the correct semester, or fill out the semester, year and section under the appropriate
employment types that you wish to seek work. (See Diagram H).

Job Search |

Job Preferences

Under the section below,
Em p|oyment Options’ you can Jub Search Preferences

. . . . Employment Type Released Year Section PTFT Placed
_enter Ir_] deSIr_ed IOb Iocatlo_r_]si Cooperative Education Employrment Position Yes  Fall 2005 MIiA Both Mo Edit Rernove
industries, skills, and qualities (See

Yes  Spring 20058 WA Both Mo dit Rernove

D- I Internship Position Dlig-ra‘II H Yes  Fall 2003 INiA Full Time Ma @ Reroyve
iagram 1). o
|Cooperat\ve Education Employment Position V‘ |Fa|l V||NIA VHNJ’A VH Fart Time V| Ne

Once you have verified that you are released for - :

the correct term, you can now view the jobs that Redtes Eperonce [t |
are available. Keymorua
Click the Job Search tab.
Diagram |
To begin searching for jobs select the employment
type, year, and section that you wish to view (this
1 i i L0cations: | (7] indiana - Dearborn Coun 2
will only apply if you are released for multiple Eana Deaon oot =
semesters). Dlindiana - Fayette Gounty cee
Cindiana - Franklin Gounty
[indiana - effarsan County b
You may choose the intermediate search and B T a
advanced search options by clicking More gwaiame

Options.

To search select the desired level. For example to use the Quick Search option click the button that says
Quick Search. This will display a list of jobs available to you.

Job Search Results

At the Job Search Results page (See e e AT

Diagram J), you will see the list of jobs Diagram J [___Sawe snd Retum tn Search |

V.wth the POSt_Iﬂg and Deadline dates Acme Manufacturing [ Appliad []Do nat consider me (@) @|
listed in applicable. S—

Wi ACMIErTY.Corm Interest: | Mot Selected +

Posted: Mot reported deadline: Mot reported

Click on the company name to view the | e s1400 tioury FOelg:Rezume v
entire job description. (See Diagram K)

Diagram K

12. To apply for a position check the BOX that says Apply

Company Mame:. Acme Manufacturing Job Type: Full Time
URL www.acimemfo.com Employment Type: Cooperative Education Employment Position
Location Section: NA

T 13. If you DO NOT wish to apply for the job you make

select the BOX that says Do not consider me

Majors: Entrepreneurial Studies - ENTR

GPA: 0.00 {minimum)

IR BT G 14. If you have multiple resumes or a portfolio you may

aob pascrbtion indicate here which one you wish to have sent to the

Narthern Digital Inc. daww.ndigital com) is a small Waterlao fitm specializing in the desian, manufacture and sale of advanced spatial
measurement systems. Recognized as a leader in the field, NDI provides salutions of the highest quality, accuracy and reliability, Qur I

global custormer base includes animation Studios, medical installations, industrial sites, wind tunnels, and university research labs em p Oye r.
NDI's emviranment is casual and friendly. You are encouraged to participate in our many social cammittee activities including laser quest,

paint ball and go-carling, and our company sports teams thockey, volleyball, and baseball). Position Description Duties and

Responsibiliiies: - Edit and update stored drawings - Use computer aided design (CAD) equigment and technigues to produce

engineering drawings from existing designs, preliminary sketches or concepts in accordance with design specifications and drafling

prastices - Prapare and issus snoinesring shange orders for new product releases and shanoes to exsting desions. - Prepare hills of

material for new designs and madifications to existing designs Qualifications: - Knowledge of Basic Electricity and Drafing Standard

Practices - Auilityto work with litie supervision - Efiective verbal and wiitien communication skils

Company Description
New company Specialize in automative electranics
Job Preferences

Contact Information
Contact Name: Mr. Paul Johnson
Title: Test Supervisor
Address; 141 Valley Rd,
Dundas, ON L8N 372
Phone: 905.566.4768
Fax 905.566.2345
Email: johnson@acme.com
Ermail resume to




Applying For Jobs

Click on the Job Search tab.

Perform a Quick Search again. (See Viewing Jobs section for more information).
Scroll until you find the company you wish to apply to.

Select the resume or portfolio for that job.

Check off the Apply box. p

Repeat Steps 1-5 for all other positions you are interested in applying to.

Click Save and Return to Search (either at the top or bottom of page).

If you are not interested in applying, check off the Do not consider me box. p

Anchor Flange Company Diagram L [ request To Apply [ Do not consider me

Accounting Co-op
Interest: | Mot Selected v
FPosted: Mot reported deadline: Mot reported Portfali
Wage: $10.00 (Hourly) ormalio: | Qegume v
Lacation: Ohia - Cincinnati

WARNING: If you do not click Save and Return to Search, your selections will not be saved!

Confirming Application and Job Status

After you have applied to each job, it is important that you check to ensure that the proper document was
uploaded for the correct job and that your packet was sent.

1.

Click on the Job Search tab.

Quick Search Options

Perform a Quick Search again but this time p—
on the JObS W|th App|lcatI0n StatUS drOp (keyword includes: Company Name, Joh Title, Jab Description, and City)
down menu Se|eCt Apply Jobs with Application Status:| -- Include ALL Jobs -- |

Jobs listed for Employment Type: | Include ALL Jobs —
Apply
Sort by: Do Mot Consider Me

inter - 2006 |v

Click the Quick Search button.

-- Both --
[_GUTER SEEEM [ More options

You should see all of the jobs to which you have applied as well as the resume/portfolio you selected for each
job(s). You will see an icon for Pending

Once the college/university has sent the packets to the employer, the icon will be
changed to Sent. j

See legend below



Interviews

My Interviews

1.

2.

5.

Click on the Interview tab.

To sign up for an interview check the Invitation status. If the status says Invited then you are able to sign
up on the schedule. You will also be able to sign up on the schedule if the Interview has
an Open Registration Status.

Interview Calendar ‘ Interview Rankings ‘

Interview Times

Interview (Click the Title to View Details)
Clear Channel

Clear Channel Interview frted Schedule Edit
Acme Manufacturing "
Ealee Job Inteniew Lted Schedule Eut

Imvitation Your Response Scheduled Notes

To sign up click Schedule.

Select an interview from the available time
slots.

Once you have selected your time slot click My Interviews to return to your interview listing.

Good Morning, Scott Beeler! W Development

[Fome Tovoie Loriin Lo seac Lnerwews | racements oo o SR (IO
Interviewer
Interviewer Izard, Martha 200 AM 9:20 AM Robinson - 205 Schedule
lzard, Martha 900 AM 9:20 AM Robinson - 205 Schedule Izard, Martha 9:30 AM 9:40 AM Scott Beeler Rohinson - 205 WWiithdraw
(2, LD GRS SAud LG = 203 i Izard, Martha 940 AM 10:00 AM Robinson - 205 Schedule
= e o
Jzard, Warkha 10:20 0 1040 AM Break Robinsan - 205 (e, CiEliD A e e (RetHEem = 203
Izard, Martha 10:40 AM 11:00 AM Robinson - 205 Schedule lzard, Martha 10:40 AM 11:00 Aut Rohinon - 205 Sehedule
Izard, Martha 11:00 AM 11:20 AM Rohinson - 205 Scheduls Izard, Martha 11:00 AM 11:20 AM Rohinson - 205 Schedule
Izard, Martha 11:20 M 12:20PM Luneh Rabinson - 205 Izard, Martha 11:20 AM 12:30 M Lunch Robinson - 205
Izard, Martha 12:20 PM 12:40 P Raobinson - 205 Sehedule Izard, Martha 1220 PM 12:40 PM Robinson - 205 Sehedule
Izard, Martha 1240 PM 1:00 P Robinson - 205 Sehedule [zard, Martha 12:40PM 1:00 PM Rabinson - 205 Schedule
Izard, Martha 1:00 PM 1:20 P Robinson - 205 Sehedule zard, Martha 100 FM 120 M Robinson - 905 Schedule
Izard, Martha 1:20 FM 1:40 P Robinson - 205 Schedule zard, Martha 1420 PM 1:40 PM Rohinsan - 205 chedule

My Interviews (i e

Interview Calendar

1.

The interview Calendar will show you the Interviews that you have scheduled.
To view a specific day select the day from the calendar and you will see your schedule for that day. The
dates that are highlighted indicate an interview has been scheduled.

My Interviews | JERUSNIYETENIN | interview Rankings |

Click on a maonth, week, or day on the calendar abowve to display vour interview schedule. To view all
future intenviews click the buttan below:.

All Future Interviews

Interview Rankings

1.

Interview rankings may not apply to you college/university. If you have interviews to rank

You will need to rank them according to your College/Universities guidelines.

Rankings Search

Employment Type: |Cooperatwe Education Employment Pasition - Summer - 2005 V|

Save Rankings




Placements and Evaluations

Placement History

This tab will show you all of your placement history on record.

Placement History FREETELTE

Company Name: Associates, Inc. Placed For: Mi2003 - (NA)
Joh Title: Editor, E-Commerce Pub Ernployment Type: Cooperative Education Employment Position
Supervisor. Bill Radin Placed By: TestUser
Fhone: (555) 876-1686 Faculty Advisor. Fred Foley

Email: 1680@company.com

Address: 1680 Employer Way
Employerville,NY 12345-1680

WWorking: Part Time 0 hourshveek Earning: $15.00 (Hourly) estimated earnings Unknown
Start Date: 07/10/03 Finish Date: 10/08/03
Course Credit Hours: 0 Grades

Evaluations

1. Click on the Evaluations tab.

2. If your college/university uses this feature you will need to complete them online according their
guidelines.

3. To complete and evaluation click Begin next to the corresponding evaluation
4. Answer the questions one at a time until you are finished.

Placement History m@
Evaluations To-Do

Company Name Semester - Year -
Job Title Evaluation Tyne Click belowto...
Associates, Inc. Summer Semester - 2003 Started on
Editor, E-Commerce Pub Final Test Evaluation ofthe Employer {dype 1) 572003 41111 PM
Edit View
Associates, Inc. Summer Semester - 2003 Completed
Editor, E-Commerce Pub Mid-Term Evaluation of the Ermplayer type 2) 5M4i2003 12:29:03 PM
View
Associates, Inc. Summer Semester - 2003 Completed
Editor, E-Commerce Pub Prograrn Evaluation ype 5) 8/25/2004 1:37:38 PM
View
Associates, Inc. Summer Semester - 2003 Started on
Editor, E-Commerce Pub Student Co-op Evaluation (type 6) 9/289/2005 3:58:32 A
To complete you must start over.
Beain

NOTE: Be sure to allow enough time to complete the evaluation. Your college/university may require you
to start over if you do not complete to entire evaluation.



