
 

 

USER GUIDE FOR 

NEW EMPLOYERS 
Welcome to NEOintern.net! This brief guide shows 

new employer users how to register, post an 

internship, and make their profiles stand out. 

Questions? 

Contact Brenda Davis Smith at 216-420-9200 x223 

or bdavissmith@noche.org. 
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Step 1: Click “log in” at NEOintern.net 

 

 

 



Step 2: Click “Employer.”

 

 

Step 3: Click “Register.” 

 

 



Step 4: Fill out registration form.  

Your completed registration will be reviewed by 

NEOintern staff and you will receive a follow-up 

email with your username and password within 

24-48 business hours. 

 

 

 

 

 

 



Step 5: After receiving your approval email, go to 

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

and enter the username and password you 

received in your approval email (please bookmark 

the above URL for all subsequent logins.) 
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Step 6: This is the NEOintern database! Click 

“Account” to modify your account settings—and to 

change your password. Click “Profile” to add 

features about your company. Click “Internships” 

to post an internship.  

Let’s start by clicking “Profile.”

 

 

 

 

 



Step 7: Modify your profile. Here, you can select 

your industry, add images and videos, mention 

awards, link your Twitter page, etc. This will make 

your account stand out to potential candidates.  

When finished here, click “Save.”

 

 

 



Step 8: To post an internship, click “Internships.” 

You’ll arrive here. Click “Add New.”

 

 

 

 

 

 

 

 



Step 9: Fill out the internship information 

completely and click ‘Submit” at the bottom of the 

page (you will receive an email confirmation).

 

 

 

 

 

 

 

 



Step 10: After you submit your internship, the 

NEOintern staff will review it. Upon approval your 

posting will be added to the database and you will 

begin to receive applications.

 

That’s it! 

Questions? 

Contact Brenda Davis Smith at 216-420-9200 x234 

or bdavissmith@noche.org. 
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