Employer Registration Process
NEOintern.net 2008

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.

Let me know if you need anything else.

Thanks,

Halley
Click the link below to get started! /

http//NEQintern erecruiting com/emp/enter_email?key=2840804935

(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.

Create an Account

Step 1: Enter your email address
The first step to creating your account is to enter your email a

* Email Address/Username: /

halleystith@gmail.com

This email address will be used to send important information
and applicants. Flease use a valid personal email account and

@r@cnmpany.:om.

(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.”
Then fill in the required information under the “Personal Information” section.
Then click the "Submit” button at the bottom of the page.

Create an Account

2.
3.

Step 2: Enter Your Account Information
Thi= quick, one-time process is required to access the

system. /

Log in Infermation

Email Address:
cceyouth@gmail.com

* Password:

* Retype Password:

Personal Information

* First Name:

(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.

Work with My Schools

Request permission to link to schools

Post to individual schools to recruit

wiCents
Request Link From School

Which is right
pr—

(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.

Link Your School Account
Select School to Link
To link a new school, please select the school from the list below and then either

Request Access, or enter the school-supplied key. You may also contact vour
specific school to talk directly with the career center.

School Name: /

NECintern |+
(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.

Message to the Career Center (optional):

o

Onee your request has been accepted, you vill be able to £
books.

pe—

(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.

/ PRC

" Confirmation

Your request to link to MEQintern has been sent and is pending.

(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.

TP Sy SLETH WY GOy UL L PILESL JURES SR ILET T ESTIRES | SEEnsn ] TESUNE UURS, TEYISYY G QUCSRL G
events, communicate with candidstes and keep in touch yvith

Please bookmark MESintern Employver Login Pesagbftp: inecirtern erecruting cosefor future reference.
(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.

Employers

= Employers log in here

Career Center Info
Phone: 216,420,9200 =234
Ernasil the Career Center

(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.

Employer Log In
Email
Address/Username:

cceyouth@gmail.com

Password:

senssns
/ Forgot your password?

rCreate an Account

Career Center Info.
Phone: 216.420.9200 %234

Email the Career Center

(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 "NEOQintern” link
under the “Your Linked Schools” section.

Work with My Schools

& Request permission to link to schools

& Post to individual schoals to recruit
students

Post To Linked Schools (1)

< Access Linked Schools i|§ >

(Figure 11)

Step 11: Selecting a School to Access (See figure 12)
1. Click the "NEOintern” link located under the “Your Linked Schools” section.

Schools

Your Linked Schools
The fol_lowing schools are linked to your Experience Account and are now

acg o
(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.

g—
NEQintern Jobs\’:alendar | Resume Books

1422 Euclid Ave, Suite 840, Cleveland, Ohio 44115 P:216.420.9200 %234 F:216.420.9292
hmarsh@noche.org | http://www.necintern.net

Overview Upcoming Schedules
Welcome to the eRecruiting school profile for NEQintern. You can use this as the
home base for all of your campus recruiting activities.

--v_—‘
Ly =
Account History

@ School Calendar Resume Books Communication History

(Figure 13)

You don't have any interview schedules
at this school.

Personal Profile

Company Profile




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.

Your Job Folders
3 current Jobs {0)
3 old 1obs ¢y

[ illobenic
Create a new job

(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.

Create a New Job

Enter Job Details

Flease enter all the job information in the forr
with an asterisk { = ).

* Opportunity Type:
@ Jab T Internship ¥ Co-op

* Job Title:

Employer Division:

| |
(Figure 15)

Step 15: Job Posting Confirmation (See figure 16)

1. Once you have saved your job posting, a confirmation page will open.
Your Job Has Been Created

Confirmation: you have successfully created the Sample Internship

L Reach More Candidates J

(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 "NEOQintern” tab that will drop down
2.

PRODUCTS | MANAGE JOBS A CANDIDAI

Experience Network

Welcome, Joh

(Figure 17)

Step 17: Selecting a Job to Edit (See figure 18)
1. Once you click the "NEQintern” 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.

E} Current Jobs (1)

Job Title | School
T —

r John's Samp@ MECintern

(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.

Job Details
Opportunity Type:
Internship

Job Status:
Part-Time

Location(s):
Cleveland, T

(Figure 19)




