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Getting Started (See figure 1) 

1. Once you have received an invitation to join NEOintern.net, follow the link 

located at the bottom of the e-mail to create a username and password.  

 

 
(Figure 1) 

 

Step 1: Enter Your E-mail Address (See figure 2) 

1. Type your e-mail address in the text box under the “E-mail 

Address/username” section. 

2. Then click the “Submit” button.  

 

 

 
(Figure 2) 

 

Step 2: Enter your Account Information (See figure 3) 

1. Under the “Log in Information” section type your password in the text box 

labeled “Password” and “Retype Password.”  

2. Then fill in the required information under the “Personal Information” section. 

3. Then click the “Submit” button at the bottom of the page.  

 
(Figure 3) 



Step 3: Linking to Schools (See figure 4) 

1. Once you have completed Step 2, a new page will appear.  On this page you 

will need to request a link from schools by clicking the “Request Link from 

School” button under the “Work with MY Schools” section. 

 

 
(Figure 4) 

 

 

Step 4: Requesting a Link to a School (See figure 5) 

1. After clicking the “Request Link From School” button, a new page will open.  

On this page you will be able to request a link from a school by selecting the 

school from the drop-down box. 

2. Start by selecting NEOintern as your first school. 

a. You will be able to add more schools later. 

3. Once you made a selection, click the “Request Access” button. 

 
(Figure 5) 

 

Step 5: Sending a Personalized Request (See figure 6) 

1. Once you click the “Request Access” button, a new page will appear. 

2. On this page you will be able to send a personalized request to a school by 

typing your message in the text box under the “Message to the Career 

Center” section. 

3. Once you have typed your message, click the “Send” button at the bottom of 

the page. 

 
(Figure 6) 

 



Step 6: Confirmation (See figure 7) 

1. Once you send your request you will see a confirmation page. 

2. Then you will need to wait to receive a confirmation e-mail. 

 
(Figure 7) 

 

Step 7: The Confirmation E-mail (See Figure 8) 

1. Once approved, you will receive an email. The hyperlink in the e-mail will take 

you to the NEOintern.net page where you can log in. 

 

 
(Figure 8) 

Step 8: Logging In (See figure 9) 

1. After following the hyperlink in the previous step, the log in page will appear. 

2. To log in, click the “employers log in here” link under the “Employers” box at 

the right of the page. 

 
(Figure 9) 

 

Step 9: Logging In (See Figure 10) 

1. After following the “employers log in here” link, you will need to enter your E-

mail address/Username and Password in the appropriate text boxes located in 

the “Employer Log In” section at the right of the page. 

2. Once you have typed your e-mail address/username and password, click the 

“Login” button to continue. 

 

 
(Figure 10) 

 



Step 10: Accessing Linked Schools (See figure 11) 

1. To access the schools you are linked to, click the “Access Linked Schools” link 

under the “Work with My Schools” section. 

2. After following the “Access Linked Schools” link, click on the “NEOintern” link 

under the “Your Linked Schools” section. 

 

 
(Figure 11) 

 

Step 11: Selecting a School to Access (See figure 12) 

1. Click the “NEOintern” link located under the “Your Linked Schools” section. 

 

 

 
(Figure 12) 

 

 

Step 12: Creating a Job Posting (See Figure 13) 

1. After following the “NEOintern” link in the previous step, you will come to a 

new page.   

2. To post a job/internship, you must click either of the “Jobs” links.  

 

 
(Figure 13) 

 



Step 13: Posting a Job (See figure 14) 

1. After following the “Jobs” link in the previous step, a new page will appear. 

2. To post a new job, you must click the “Create a new job” link under the “Your 

Job Folders” section. 

 

 
(Figure 14) 

 

Step 14: Creating a New Job Posting (See figure 15) 

1. After following the “Create a new job” link in the previous step, a new page 

will appear. 

2. Complete all required fields under the “Enter Job Details” section. 

3. Click the “Save” button at the bottom of the page to continue. 
 

 
(Figure 15) 

 
 

Step 15: Job Posting Confirmation (See figure 16) 

1. Once you have saved your job posting, a confirmation page will open.   

 
(Figure 16) 



 

Step 16: Managing Posted Jobs (See figure 17) 

1. To manage jobs you have already posted, scroll over the “MANAGE JOBS” tab 

and click the “NEOintern” tab that will drop down  

2.  

 
(Figure 17) 

 

Step 17: Selecting a Job to Edit (See figure 18) 

1.  Once you click the “NEOintern” tab in the previous step, a new page will 

appear. 

2. To select a job to edit, click the link to the job you wish to edit in the “Current 

Jobs” section. 

 

 
(Figure 18) 

 

Step 18: Editing a Job Posting (See figure 19) 

1. After selecting the job you wish to edit, a new page will open. 

2. To edit your job posting, click the “Edit” button under the “Job Details” 

section. 

3. When editing your job, repeat Step 14. 

 

 
(Figure 19) 

 
 


