CAREER
CENTER

Faculty Intro Guide




Csm Symplicity Intro Guide Faculty

Login and navigation on the Faculty Interface

Step 1: Login to the Platform

= QOpen your favorite web browser and navigate to:

https://wlac-csm.symplicity.com/

What type of user are you?

Students/Alumni Employer Contacts Faculty

POWERED By msymplicity Privacy Policy | Terms of Use
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Step 2: You will be prompted to login. Enter your username and password.

Faculty Sign In Sign Up

Please enter your username and password. Signing up takes just minutes.

Username Sign Up
(your email address)

Password

Forgot Password

By clicking Sign In, you agree that your use of the system is
governed by your institution's privacy policies and our Privacy
Policy and Terms

POWEREDBY msymplicity
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Note: If you have not created a Faculty Account, please use the “Sign Up” button to register and

fill in the requested information:

Register

* indicates a required field

Faculty Registration

Faculty ID *

Salutation

Full Name *
Enter your full name (first mi last).
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Step 3: Navigate to the Homepage

= Wesh @0

2 Getting Started 3

o) Jobs v Account Created

There are currently no announcements or notifications to display. + Personal Profile

v Privacy Settings

View Job Postings

[ ] Privacy Policy | Terms of Use

1. Navigation Menu — Use this menu to navigate between the different
Symplicity pages:
Home — Return to the home page
My Students — View students who are assigned to you and message them as
a group or individually
Jobs — View jobs available on the platform and recommend students to
specific positions
Exp. Learning — View students, their submitted assignments and hours for
the Work Experience Program
Events — View upcoming events hosted by the Career Center
Employers — View the employers in our database, follow any who are in your
industry and save your favorite contacts
Resources — View articles related to career development

Calendar — View upcoming events in calendar form
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My Account — Edit any information you submitted when creating your
account

2. Announcements — View relevant announcements or notifications

3. Account & Settings Menu — Access help, activate accessibility tools, update
your account information and password

4. Links — Links to frequently used features

5. Feedback — Submit any feedback on the Career Center Symplicity platform

Step 4: Update your Info

Now is a good time to review your information and make updates if necessary.
e Open Account & Settings Menu

e Select Personal Information

Tools Account
Help Personal Infermation Q
Accessibility Mode: Off Change Password
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Edit your information in Personal Profile and select your privacy settings, including
whether you’d like to receive emails from Symplicity

Home / My Account / Privacy

Profile Privacy Password/Preferences

Save Changes Save Changes And Continue Cancel

* indicates a required field
General

Receive Email Notifications *
Choose 'yes' to receive email notifications.

OYes ®No

Save Changes Save Changes And Continue Cancel

POWEREDBY msymplicity

Step 5: Recommend Students for a Job

= Wesh ® 0

Q Home Home / Jobs

& My Students @ Use the "Recommend to Students” button to suggest positions to your students. You will be able to share these jobs & internships by

= Job sending an email message through the system
obs

ER Exp. Learning Jobs Favorites Job Leads/Archived Positions

(=) Events

Q Resources

™) Calendar

@ My Account I Featured v Show 20~

e Click on “Jobs” > “Jobs” in the Navigation Menu
e Use the “Keywords” search to find jobs relevant to your industry
e Once you find a suitable opportunity for your students, click “Recommend

Job To Student” at the bottom of the page
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e You can recommend jobs to 1 specific student or a list of students which you

can filter according to year, major and whether they are assigned to your

account

Class Level

Freshman
Sophomore
Junior

Senior

Graduate Student

Major
Add...

My Students
@ Yes No

Go Back Cancel Add Student Not On This List

Trish ASenior

Class Level: Senior

Graduation Date: May, 2016

Remove From List

Use the “Remove From List” button to remove any students whom you don’t want

to recommend for this job.
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Once you click continue, you will see the job(s) and student(s) you selected, click

“Send now” after you confirm that they are correct.

1 Review Selected Jobs 2 Select Students To Recommend Job(s) To . Send Recommended Jobs
Jobs List
1 result

ys Volunteer Visual Story Teller

Student List

1 result

Trish ASenior

Major Senior
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