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CONFIDENTIAL

This confidential Instruction Manual has been prepared solely for the benefit of Symplicity Career
ServicedManager users. By accepting delivery of this Instruction Manuslipiieaetrhereby agrees

that the information contained in this Instruction Manual, in whole or part, is confidential and
proprietary to Symplicity and that it will not reproduce or redistribute such Instruction Manual,
discuss the information contained imeog make reproductions without the prior written approval

of Symplicity, and will hold all information relating to the CaeedcedManager in confidence.
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Employer Interface

1.1 Navigate the H omepage

I. View at -a-glance featu res of CSM (Announcements, Quicklinks, Calendar, Alerts,
etc.) by clicking on the Home link in the top toolbar.
Il. Employers review CSM messages from administrators from Announcements.
Ill.  Access all system sections with one click by ¢ lick ing on Quick Links.
IV. View important events dates (I nformation Sessions , Career Fairs, etc.) by ¢ licking on
highlighted days inthe C  alendar .
V. View system -driven alerts.

Homepage Screen

/3 Symplicity Testing Environment - Microsoft Internet E xplorer

File Edit “iew Favaites Toolks Help @end| e
@ Back - -_J - Iﬂ |§| __l\J | /.-\' Search ‘:\'(‘ Favorites @Media €?| - .'?_ = H El é% ‘j‘:i @
GOOSle I j| %Search\:\u"eb - I\Qﬁ Search Froogle | @ | 51812 blocked EAuloFiH | E Optiare
Address Iﬁj hittp: # fczm-test, symplicity. com/employers ?s=homed_ksl=1 j Go | Links **
=
home | account ! calendar | profile | jobs | resumehbooks on-campus recruiting (OCR) i placements | ewvents powered by TG
msymplicity
2Thome

Cynthia G. Aaron @ Keley Instruments | Close Window __?)h!lp
/Y-announcements quick links
) II.

44 JunezZond PP
30 31 1 2 3 4 5

+ Symplicity
Symplicity Corp. (Ardington, VA) has b
the recipient of the Bush Administratio
Business Partner Technology Award for 2002, This

6 7 8|9 10 11 1z

means Symplicity will take charge of all federal » Yiew OCR Applicants 13 14 15 16 17 18 19
government technalogy inttiatives in arderto ensure + iew OCR Wait-List 20 2122 23 24 25 26 V2
that they arg roperly and in a timely fashion. v Create Non-0OCR Job Pastin 27 28 29| 20 EREEE

+iew Non-OCH Applicants

» Request Mew Information Session
§2 | any comments

L P 2
v Kelley Fair is currently active. ¥ Or questions?

» Mernorial Day Event is currently active. “four feedback is welcomed.
v Big Event #1 is currently active. =
v Big Event 10000 is currently active.
- - - Submit
» Career Fair #45 is currently active. [ =t

» Robert Super Mega Test Fair is currently active.
v Super Ultra Fair is currently active.

v Prafiles Only is currently active.

v KELLEY CARMMWAL is currently active.

v Event #2 is currently active.

& alerts V.

» There are no current alerts. e
\ — B
[&] N [ | & Intemet 4
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section 2: account

2.1 Build a personal profile

I. Build a personal profile (co  ntact information, change password, etc.) by clicking on
Account link on the top navigation bar.
Il.  Click on the Personal Profile tab to update email address and other contact
information.
lll.  Update system access by clicking on the Change Password and creating a new
password.

Account Screen

‘2 Demo - Microsoft Internet Expl |Z”E|rs—_(|
File Edit View Favorites Tools ‘)’r‘\v l';'
Qeak - O - XA o L Favorites @ Media 42 v m = WS ETDR
Addre {idema-chm, symplicy l. fa=account_ksl=1 V| Goe Llirks ¥
Py
N account calendar profile evertts [ powereany
msymplicity
unt
==

Victoria Attfield @ NCWC | Close Window

{ persond Profile \ Change Password ‘5 Ackivity Surnrmary ":\:-.‘)help

* indicates a required field

Contact Informati

Please provide as m) tion as possible

Title

Salutation
(Mr., Mrs., Ms,, etc)

Full Name*
Enter the contacts full narme (first middle last)

[Victoria Adtisid

Division

Email*
Enter the contact email address {user@damain.cam)

WAt field@Bncye.arg

Phone

Cell Phone

Fax
| | v

@ Done é 0 Internet
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2.2 Review CSM A ctivity

I. View alog of all the notable CSM actions (registering for a career fair, updating the
online profile, etc.) by clicking on the Activity Summary tab.
Il.  Filter the activity list by Days Back and Activity Type by utilizing the dropdown
menus at the top.
lll.  View specific details about an action such as IP Address, Action Type and User ID by
clicking on a link in the Date/Time column.

2} Demo - Microsoft Internet Explorer, |._||E|[g|
Fle Edit Yiew Favorites Tools Help ‘)’gv 1';'
€ D - ¥ &) n | P search FrFavorites @ Meda 8 (- L 5 TS EZOR

Address |@ https:f/dema-ckm, symplicity . com/en .php? V| Go  Links **
| home accol calenda profile events | powered by

msymplicity
~yaccount < I >
Matthew Kell Symplicty | Close Window
y s Yararran \ 1. ey @ Symplicty |
[ Personal Profile | Change Password ¥ Activity Surnmary :‘g)help
Filters: Days Back (<=): |90 V| Activity: | ~ || reset |
Itemns 1-2 of 2 ¢| Previous | Jurnp | Mext[»
Date Time & Activity =
Qct 13, 2003 10:11 am Pazzword Changed
Cct 13, 2003 10:11 am Employer Profile Mocifiecd
" N ¢ Previous | Jump | Mext [»

g
@

é 0 Internet
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3.1 Important

Dates and Personal Events

I.  View important dates for the upcoming weeks by clicking on Calendar on the top
navigation bar.

Il.  Review important dates by clicking on the highlighted dates in the inset calendar on

the right.

Click on a link in the Event column
Create, review and/or update events that do not automatically appear on the

calendar by clicking on the Personal Events tab.

Calendar Screen

3 Symplicity Testing E

Microsoft Internet Explorer

to view event details.

Fie Edit View Fay Help  &Send | "
O Back - -_J -] J /..-\' Search \;".\_;J Favorites @Media €3| - ‘.?. = H E é% ‘f‘ @
GODSle I " | & Search'web - ﬁj Search Froogle | @ | El 612 blocked EAuloFiH | E Optiare
Address Iﬁj LN l. ployers/ ?s=calendard_ksk=1 j Go | Links *
home ! account ! calendar ! profile ! jobs | resume books on-campus recruiting (OCR) placements events powered by e
msymplicity
(= calendar A
Cynthia G. Aaron & Kelley Instruments | Close Window
Day View l::Week e \'v‘/ Month iew \{ Year Wiew \{ Personal Exv IV
umpto] 7] < Tuesday, June 15 e May 2004
:00 AM S MTWTF S
1
2 3 4 5 B 7 8
9 10 11 12 13 14 15
16 17 15 19 20 21 22
9:00 AM 23 24 25 26 27 28 29
30
M.
10:00 A June 2004
SMTWTF S _—
1 2 3 4 35
6 ¥ & 9 10 11 12
11:00 AM 13 14 1§16 17 158 19
24 25 26
12:00 P
5
3
A 10
1:00 P 16 17
23 24
3003
210 Phi LI
[&] l_’_,_ & Internet 4
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4.1 Buildan E  mployer Profile

I. Create comprehensiv e online profiles describing the organization by clicking on the

Profile link in top toolbar.

IIl. Partl - Who We Are: Input general information about the organization such as

Achievements, Products and Services, Divisions and Departments, etc.
lll.  Part2 - Key Stats: Include employer statistics such as stock symbol, annual
revenue, number of employees, etc.

IV. Part3 - Corporate Culture: Input information such as Working Environment, Career

Track, Training, etc.

V. Part4 i1 Logo: Include a logo as part of the organi zationds print and

clicking the Logo tab, clicking the Browse button and uploading a file.

VI. Review which sections are complete (green check) and which are incomplete (red X)

by utilizing the Completion Status inset on the right.

Build an Employer Profile

<A Demo - Microsoft Internet Explorer,

calendar profile evelts

File Edit ‘iew Favorikes Tools Help },’(‘\v "f

¢ [ [ o S search < Favortes @ Media 4 - m = ) D R

Ay 1} idemo-cFm. symplicity, s/? I Go Links >
-

¥
plicity

I zave changes |

Matthew Kelley @ ' & Wyindowy
Wwho We Are "\.I Key Statistics I\'. Cormpary Culture .\'. Logo .".. __‘_!jhelD

completion status

Who We Are

INSTRUCTIONS: the fields below w) opriate content. Some fields have additional options

Industry
Please select wh
Accounting
Atamotive
Consulting
Economics

F) wour organization|

Ecluication
Engineering
Finance
Government

Overview

Please submit an overview of your organization.
Symplicity iz the courtry's largest wholesale distributor A
zerving the construction industry, and has sales of nearly 5
hillion and more than 12 000 azsociates in approximately 700
service certers located in 47 states the District of Columbia,
Puerto Rico, and Mexico. Through our hands on training
pragram, you will he exposed to all aspects of the company
hefore moving into career opportunities in either sales,

Who We Are
¥ Industry
o Overvign
+ Products and Services
% Divisions and Departments
x Achigvements
x Awvards
x Future of Our Company
% Competitors

Key Statistics

Corporate Culture

Logo

management, purchaszing, operstions, logistics, cortraller, v
check speling =
@ é G Inkernet
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Jobs enables employer contacts to view non -OCR job postings. Contacts may also view student
applications for these positions.

5.1 Manage Job Postings

I.  View job postings by ¢ licking on JOBS from the top n  avigation bar.

II.  View and/or edit job postings that do notinvolve on -campus recruiting (OCR) by
clicking on the Job Postings (non -OCR) tab, and then clicking on a job link in the Title
column.

lll.  Create a job posting by clicking the Add New button, i nput ting a position description
and screening criteria  (Minimu m GPA, Position Type, etc.), and then click the Submit
button.

IV. Select method in which resumes should be received (online or via email).

V. Select screening criteria if system administrators have enabled screening for non -ocr
jobs.

A Import position descriptions and screening criteria from previously posted jobs by
utiliz ing the Copy Existing dropdown menu.

Build an  Employer Profile

/3 Symplicity Testing Environment - Microsoft Internet E xplorer

File Edit “iew Favoites Took Help @end| Ifr'
O Back - -_J e Iﬂ IELI :\J | /.-\' Search ‘:‘:\'(‘ Favorites @Media €?| - ..?. D El é% ‘fi
GOOSIC' I j| % Search'web - @ﬁ Search Froogle | @ | El 612 blocked EAUlUFi” | E Options
Address I@ hittp: # fczm-test, symplicity. com/employers ?mode=forméid= j Go | Links **
=
home ! account ! calendar ! profile ! E i resumebooks ! on-campus recruiting (OCR) i placements | ewvents Wﬁﬂse;n:)hlicity

= Job postings

Cynthia G. Aaron @ Kelley Instruments | Close Window
= return

* indicates a required field

RestrIft Applications®
Choosing "yes" will restrict applications for this position to only those students who meet the screening criteria you set,

Cyes Cno
Title*

Job Description®

¥

#e% Check Spelling IV
Contact Information v
FilL/ {5 field to show the student infor fn on contacting someone regarding this job in non-OCR situations, LI
[ | & Intemet 4
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5.2 Manage Job Postings Applicants (if collecting resumes online rather than via email)

I.  View a list of students who have applied for available positions by clicking on the
Student Resumes tab.

A View resumes by clicking on the document icon in the Resume column.
A Remove resumes by clicking on the Delete button on the ri ght.

II.  Communicate with applicants via email by checkmarking target individuals and then
clicking Mail to Checked, aweb  -based mail wizard.

A Send personalized emails to an unlimited number of recipients by inputting a
Subject, Message Body, etc.

A Utilize t he mail merge fields in the Available Fields box.

A Initiate a mailing by ¢ licking Next, and then clicking the Send Messages button.
lll.  Generate packet of student resumes by checkmarking desired applicants and clicking
generate book.

Build an Employer Profi le

/3 Demo - Microsoft Internet Explorer

File Edit “iew Favortes Tools  Help &hend | "
DEY ) 2N e o &) (0 F Az &
O Back P \ﬂ Search \.':/\; Favorites @ Media {f =N F ‘_\‘i
Googlev I Searchweb - Lqﬂ Search Froogle | @ | El E12 blocked ‘EIAuloFiH | E Options
Address I@ hittp: #fcsm-dema. plovers/ Pss=resumesh_ksl=1 j a Go | Links **
i
home | account ! profile | jobs ! resumebooks i placements | ewvents powered by
— msymplicity
A job postim, L ==
Ann Ackers @ Air Kelley | Close Window:
Jok Postings (non-0CR) Y Student Resumes 3 Publication Recuests \ (Phelp
Batch Options: | Mail to Checked | Generate Book
ltems 1-4 of 4 4 previous | Jump [ 2] [ et b
E=E Last Hame ~ First Hame ~ Position Documents Date Submitted Options
Il Andrews Paul Co-op Resume Drop " Mow 18, 2003 01:58:51 pm x Delete Application
Il Boucher Etmily Co-op Resume Drop " Mow 18, 2003 01:59:23 pm x Delete Application
Il Burress Jim Co-op Resume Drop " Mow 18, 2003 01:58:03 pm x Delete Application
Il Chrebet Wayne Co-op Resume Drop " Mow 18, 2003 01:57:07 pm x Delete Application
| 1-4 074 <]Pr’xa\u'i0us|.Jump|1 'IINextD
|:&] Done l_l_l_ £ Internet 4
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Resume Books enables employers to browse batch student resumes that have been sorted by
screening criteria.

6.1 View Resume Books

I.  View resume books by ¢ licking on RESUME BOOKS f rom the top navigation bar.
II. View a pre -packaged group of student resumes by clicking on the Resume Books tab,
and then ¢ licking on a resume book link in the Name column.
lll. Refine the resume listby  Major, Ye ar in School and Applicant Type by u tiliz ing the
dropdown menus  at the top.
IV. Viewaresum e by clicking on the document icon in the Resume column
V. Refinethe resume book list by clicking on the Advanced Search tab, selecting various

screening criteria  (Work Authorization, Grad  uation Date, etc.), and then clicking the
Submit button.

Build a n Employer Profile

73 Demo - Microsoft Internet Explorer

=]
File Edit “iew Favortes Tools  Help &hend | "
= . — D E o
Qo - O - %] 2] | ) semen i Fa el S =R A @
Google - | =l B seachwe -~ . —Z | Bh812blocked 5] fucFi | [2d Options
Address Iﬁéﬁ http:z’z’csmrdemo.symplicily.comx’employersx"’s=razbook&_kle j Go | Links *
E
home | account | calendar : profile | jobs | resumehbooks placements | ewvents powered by
_— msymplicity
.=|resume books
Ann Ackers @ Air Kelley | Close Window:
Resume Books | Publication Requests "5 heip
ltems 1-2 of 2 dpreviousuumph 'IlNextD
Hame Description Creation Date = Expiration Date =
Accourting Mo 10, 2003 Movw 12, 2006
Co-op Resume Book Comprehensive Resume Book Mo 06, 2003 Dec 10, 2004
Ite 2 <]Pr’xa\u'i0us|.Jum;:||1 'IINextD
1 Il
[&] ’_ ’_ ’_ o Internet 4
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section 7:  on-campus interviewing (OCI)

On-Campus Interviewing (OCI) enables employers to manage the on -campus interview process.
Employer contacts may request interview schedules , select interview candidates, and create
resume pa ckets for an interview schedule.

7.1 Manage Schedules

I.  View OCIl options by ¢ licking on OCI f rom the top navigation bar.
II.  Submit the outcome of past interview sessions by clicking on the Feedback tab.
lll.  Register for OCI by clicking on the Schedule Request t ab, and then clicking on the
[Request Schedule ] button.
A You will receive confirmation message when your multiple requests throughout the
process are approved.

OCI Registration Screen

2 Il [oen]
@] http://law-demo-csm.symplicity.com - CSM Law Demo - Microsoft Internet Explorer g@
File Edit View Favorites Tools Help AN l. = -:,'
| home | account § calendar { profile i jobs/resume collect resume books | OCI | events | powered by
msymplicity
E] on-campus interviews N y Close Window
1 -
Jennifer A. F. Aberdales @ Sym pids, NIy
Confirmed Schedules \( Resume/Schedule Packets Y Intervig “I Schedule Requests ' Feedback
‘ Instructions: request instructions / \li
V N
Iterns 1-4 of 4 QPreviouleumplNextD
View Schedule Preferred Date Office(s) Class Days Rooms Interview Time
Request =) Years (#) [#) Length Slot

New “ork, NY', Grand Rapids, MI, Miami, FL,
Feb 22nd 2L, 3L 1 1 30 fulld
=B e Washington DC, Chicago, IL : ulday

Feb 15th Grand Rapids, M|, Miami, FL, Washington DC. 2L, 3L 1 1 30 full day

Mar 24th Costa Mesa, CA, San Diego, CA, Washingten, DC 2L, 3L 1 3 30 full day

Aug 17th, Aug

g M 7 Grand Rapidg, M| 2L, 3L 2 2 20 full day
. 18th
RequestSchedule lterns 1-4 of 4 q Previouleumpl Next [»

@ B Internet
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VI.

VILI.

Review Schedules

View a list of interview confirmed schedule

Schedules tab.

s by clicking under the Confirmed

Click on the date to review confirmed schedule information and submit interviewer

names.

Review PDF schedule packets with resumes by clicking on the Resume/Schedule

Packets tab.

Review student interviews

Confirmed Schedules Screens

from the Interviews tab.

&] http://law-demo-csm.symplicity.com - C5M Law Demo - Microsoft Internet Explorer

';EJ\N./%JS”%‘ v > i &>

BEX]

File Favorites ] #
hom unt | cal profile ume collect resume books | OCI { events | powered by
msymplicity

Close Window

Jennifer A. F. Aberdales @ Symplicity Az=ociates (Grand Rapids, MI)

Confirmed Schedules ’{ Resume/Schedule Packets \( Interviews ‘(Applicanwartlist ‘(Scha:lube Reguests ‘( Feedhack\ 1) Help

‘ Review instructions |
Batch Options: ‘ Generate Interview Packet ‘
ftems 12012 4 previous [ Jump | 1 [%] | next
HE | Date » Tiy/ lsna.n— Employer Office(s) | Interview Location | # of Rooms | Options
D May 23rd Vv m - 3:00 pm | Symplicity Associates (Grand Rapids, MI) Scott Hall 3
|:| Oct 13th \ m - 3:00 pm | Symplicity As=ociates (Grand Rapids, M} Scott Hall 1
tems 1202 N { previous [ Jump | 1 [%] | next
@ Done B Internet
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Select Students
VIIl.  Review OCI applicants by clicking on the Applicants/Waitlist tab.
IX. Select students that you would like to interview from the Invitations column.
X. View resumes in PDF format by clicking the documenticoninthe R esume column.

OCI Applicants Screen
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