STUDENT QUICK REFERENCE GUIDE TO SYMPLICITY
1. NAVIGATE THE HOMEPAGE

a. View at-a-glance features of the Career Services Management System (“CSM”), including Announcements, Quicklinks, Calendar, Alerts, etc., by clicking on the “Home” link in the top toolbar. 
b. See the “Announcements” section to review Office of Career Service (“OCS”) messages and logins/passwords to additional job search sites.  
c. View important event dates (Information Sessions, Career Fairs, etc.) by clicking on highlighted days in the calendar.
2. SEARCH FOR JOBS

a. View job postings by clicking on “Jobs & Resume Collection” from the top navigation bar.
b. Sort the job list by practice area, position type, etc. by utilizing the dropdown menus at the top.  
c. Find a specific job by inputting details into the “Keywords” search box, and then click “Search” button. 
d. Mark a job as a “Favorite” by clicking on the “Add Favorite” icon on the right.
e. View all favorite jobs under the “Favorites” tab.
f. Review position details by clicking on a link in the “Job Title” column. 
i. On the position detail level, you can review the Posted Date and Resume Submission deadline by scanning the Important Dates heading on the right.
3. ADVANCED SEARCH
a. Refine the job list by clicking on the “Advanced Search” tab.
b. Save the advanced search as a “Search Agent” by checking “Save As”, and then inputting “Search Agent” name. 
c. Select locations, position types, etc. to run a combination search from the jobs list.  
d. Run the search agent by clicking the “Submit” button.
i. The search results will display under the “Search Results” tab.
e. View a list of search agents by clicking on the “Search Agents” tab. 
f. Review and/or edit a “Search Agent” by clicking on a link in the “Label” column.
g. Enable a Search Agent by clicking “Yes”, and then setting a period and a multiple, and then clicking the “Submit” button.  
h. CSM will run enabled Search Agents automatically, and then email results.
4. RESEARCH EMPLOYERS
a. View information about employers by clicking on “Employers” from the top navigation bar.
b. To find a specific employer, input details into the “Keyword Search” box on the top right, and then click the “Apply Search” button.
c. If an employer has a profile or available position(s), then the employer name will be underlined.
d. Place an employer under the “Favorite Employers” tab by clicking on the “Add to Favorite” button in the “Options” column.
e. View a list of preferred employers by clicking on the Favorite Employers tab.
f. Take employers out of Favorites by clicking on the “Remove From Favorites” button.
g. View an employer overview, corporate culture information, key statistics and/or positions available by clicking on an underlined employer name in the “Title” column.
