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A. How to Log In |
1. Tologinto Seawolf Jobs, visit https://sonoma-csm.symplicity.com/students/ (direct web address), or visit the Career
Services website http://www.sonoma.edu/sas/crc/ and click on “Search for Job/Internship” (located in the left-hand column).
2. Enter your username (9 digit Student ID number) and password (your last name as it appears on your Student ID card) in
the boxes provided. Your PASSWORD IS CASE SENSITIVE!
3. Press the [Go] button to log on.
4. If you have forgotten your password, click the [Forgot My Password] tab. Enter your username (9 digit Student ID humber)
and a new password will be sent to your email address
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Please enter your username and password.

Username: | (your Nine-digit Student ID Number - including leading zeros)

Password: Your initial password is your last name exactly as it appears on your Student ID card (it is case-sensitive). For example, Joe Smith would enter Smith as his
password

/~ Forgot Password

NACEIlink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university. NACElink Privacy Policy | NACElink User Agreement
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| B. Register with Seawolf Jobs

1. When you log into Seawolf Jobs the first time, you'll see the registration page.

Enter your information into the form. Some information is required and has a red asterisk (*) beside it. (e.g. “Graduation

Date” and “Year in School” is required and has a red asterisk next to field on the form.) You will not be able to proceed with
registration until this information has been provided.
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— Personal
WSave Changes And Continue ' cancel Information

| . Academic
Graduation Enter the expected date of your graduation information

j‘> Date™: gy 1) (200018 ,
| B | “Graduation

Year in Choose your current year in school. Date

school*: Sophomare (30-59 units completed) |

“Year in school
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| C. Navigation Bar

|\ home _profile  Resumes/Cover Letters 1oDS employers calendar voes

To use the many features of Seawolf Jobs, you'll need to use the navigation bar. The navigation bar can be found at the top of
every page in Seawolf Jobs. Here's a breakdown of each button on the navigation bar and what services they offer.

Home: Contains the announcements, shortcuts, calendar and comments or questions section.

Profile: Contains your personal information, academic information, change password and activity summary. Only career
services staff can view your profile. No employers will see your profile.

Resumes/Cover Letters: Contains list of all documents YOU upload; including resume, cover letter, etc. in the system.

Jobs: Contains Seawolf Jobs
Seawolf Jobs: Search for on- and off-campus full-time, part-time, & seasonal jobs, internships, and volunteer
opportunities listed specifically for SSU students and alumni — both local jobs as well as opportunities nationwide.
Bay Area Employer Research: Valuable employer research & links to job listings from JobStar.org.

Employers: Contains employers and favorite employers.
Employers: List of all employers within the system. Search feature gives you the option to sort by industry, keywords
and alphabetical order.
Favorite Employers: Bookmarks employers that student find interesting.

Events: Lists information sessions and workshops for you to attend.

Calendar: Contains a calendar in day, week, month and year view as well as a section for personal events.
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| D. Navigating the Homepage

Messages from Career Services will be displayed under Announcements.
Access Jobs/Qualify For and Activity Summary by clicking on Shortcut links.

o=

in the Calendar.
5. Provide feedback in the comments and questions section.

View Announcements, Calendar, Shortcuts, and more by clicking on the [Home] button on the top navigation bar.

View important event dates (information sessions, career fairs, receptions, workshops, etc.) by clicking on highlighted days

1
‘ home | profile | Resumes/Cover Letters | jobs = employers calendar
Sverre Tys| A | Tuesday, June 30, 2009 | 12:11 pm (account blocked)|#|Show in a se
aa NACEZfink
17 home
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» Check out additional Job Search Tools! # labs | Qualify For

HECK THIS OUTIII # Activity Summary

ADDITIONAL JOB SEARCH TOOLS
UNDER JOBS:

NACELINK NETWORK: riND SPECIFIC JOBS
WITHIN DESIRED LOCATION

BAY AREA EMPLOYER RESEARCH: Joe
SEARCH GUIDES, RESUME TEMPLATES (CAREER
BUILDER), SALARY INFO AND MUCH MORE!!

v CareerConnections - Career Services ezine
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12 any comments or
“% qguestions?

Your feedback is welcome.

(‘Submit )
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E. Create a Personal Profile |

1. Build a personal profile (contact information, academic information, etc.) by clicking on [Profile] button on the top navigation
bar.

2. Click on the [Personal Information] tab to update email address and other contact information.

To change your password, click the [Password/Preferences] tab.

4. Update Privacy settings by clicking on [Privacy] tab. Choose “yes” to receive important emails from Career Services. On
occasion, employers ask us to search for students who meet specific criteria. Symplicity has the capacity to generate
Resume Books-that is packets of resumes grouped together. For example, it can search for students who have a
background in science or accounting, or recent graduates interested in a particular practice area. If you are willing to have
your resume in the Resume Books click “Yes”". Only if you select “Yes” will we be able to forward your resume to an
employer via the Resume Book feature.

w
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| F. Manage Resumes/Cover Letters |

1. Upload and view documents (e.g. resumes, cover letters and unofficial transcripts) by clicking on the [Documents] tab (on
the top navigation bar). You may scan transcript information into a Word document for upload.
2. Click on [Add New] to upload new document.
a. System will convert the document to a PDF file automatically.
3. The [Make Default] button designates a main resume that will be the first option when applying to employers, and with your
permission, will appear in employer resume books.

@f Documents \f Employment \f ety \f Loghn As \
lems 12 0f 2 Showing |20_|:] per page Page I'l_l:]

Document Title  Document Type v View  Last Modifled A Hatus Private ™ Options

Resume Resume B 0020 aly Mo fmake defaultl\! fdeletel\.

Resume Resume B 04208 081600pm aly Mo

phidte st 2 Shoung 20 ) e page P 1)

4. Atter clicking the [Add New] button, enter a document title in the “Label” field.
5. Select a “Document Type”.
6. Click on [Browse] button, select a file to upload and then click the [Submit] button.
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| G. Apply for Jobs

1. View job postings by clicking on [Jobs] from the top navigation bar then “Seawolf Jobs”. To find job postings outside of those

posted on “Seawolf Jobs”, click “NACElink Network” or “Bay Area Em

ployer Research”.

2. Within “Seawolf Jobs”, sort the list by Major Concentration, Position Type, etc. by utilizing the dropdown menus at the top.
3. Find a specific job or on campus interview by inputting details into the Keyword Search box on the top right, and then click the

[Apply Search] button.

4. Mark a posting as a “favorite” by clicking on the [Add to Favorites] icon on the right.

5. View all favorite jobs under the [Favorites] tab.
6. Review Position Details by clicking on a link in the Title column.

o Within the job posting, review the Posted Date and Resume Submission deadline by utilizing the Important Dates

feature on the right.

o Within the job posting, submit a resume, if qualified, by highlighting the proper resume name from the Resume

dropdown, inputting Cover Notes, and clicking the [Submit] button from Application Status on the right.

o When using Bay Area Employers Research follow the directions posted in the job posting. You will not be able to
forward your resume and cover letter from Seawolf Jobs directly.
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| H. Important Dates and Personal Calendar

o=

tab.

View important dates for the upcoming weeks by clicking on [Calendar] on the top navigation bar.
Review important dates by clicking on the highlighted dates in the inset calendar on the right.
Click on a link in the Event to view event details. (e.g. Click on Resume Workshop to learn more about this workshop.)

Create, review and/or update events that do not automatically appear on the calendar by clicking on the [Personal Events]

employers calendar
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