
PlacePro Student Module
Quick Guide

INITIAL REGISTRATION & GETTING STARTED

Initial Registration

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

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 I ACCEPT… to continue.  
(See Diagram B).

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.

7. Click on Academic Information, enter your information or 
verify that the information is correct.

8. Click on Save Profile.

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



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

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)

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)

4. Click on the name of the document to view 
and check for content and/or formatting 
errors.  If there are any, you will have to go 
back to your original document, correct the 
errors, save your document and upload 
again by clicking on Replace.  

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

1. Click on Resume Builder tab

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  



Editing Section Titles

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

2. Change the section title and click the Save
button. 

Editing Entries

1. Click on Edit Entry below the entry 
you want to change.

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.

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.

Changing Order and Hiding Sections

Arrows indicate that you can change the order of how you want your resume to appear.  If you want 
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

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

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. To access jobs, click on the Jobs Search Tab at 
the top of the page.

2. You will notice two tabs; Job Search and Job 
Preferences. (See Diagram G)

3. Click on Job Preferences tab, under the section 
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).

4. Under the section below, 
Employment Options, you can 
enter in desired job locations, 
industries, skills, and qualities (See 
Diagram I).

5. Once you have verified that you are released for 
the correct term, you can now view the jobs that 
are available.

6. Click the Job Search tab.

7. To begin searching for jobs select the employment 
type, year, and section that you wish to view (this 
will only apply if you are released for multiple 
semesters).

8. You may choose the intermediate search and 
advanced search options by clicking More 
Options.

9. 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.

10. At the Job Search Results page (See 
Diagram J), you will see the list of jobs 
with the Posting and Deadline dates 
listed in applicable. 

11. Click on the company name to view the 
entire job description.  (See Diagram K)

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

13. If you DO NOT wish to apply for the job you make 
select the BOX that says Do not consider me

14. If you have multiple resumes or a portfolio you may 
indicate here which one you wish to have sent to the 
employer.



Applying For Jobs

1. Click on the Job Search tab. 

2. Perform a Quick Search again. (See Viewing Jobs section for more information).

3. Scroll until you find the company you wish to apply to.

4. Select the resume or portfolio for that job.

5. Check off the Apply box. þ

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

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

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

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. 

2. Perform a Quick Search again but this time 
on the Jobs with Application Status drop 
down menu, select Apply.

3. Click the Quick Search button.

4. 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

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



Interviews

My Interviews

1. Click on the Interview tab.

2. 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.

3. To sign up click Schedule.

4. Select an interview from the available time 
slots.

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

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.

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.



Placements and Evaluations

Placement History

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

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.

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.


