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Login and navigation on the Employer Contacts Interface



Csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 1: Login to the Platform

= QOpen your favorite web browser and navigate to:

Sign in (symplicity.com)

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

Employer Sign In Sign Up

Flease snter your usamame and password. Signing up takes just minutes.

Usemame BN Ue Sign Up Andd Post Job

Foiget Passwon

By clicking Sign In, you agree that your use of the system is
q:n.ve'r-ecl:q- your irsiftution’'s privacy policies and our Privacy
Paleyand Tamms
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https://laredo-csm.symplicity.com/employers/index.php?signin_tab=0

SYMPLICITY

csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 2: Post a Job

O Click on “Jobs” > “Job Postings” in the Navigation Menu

O Click on “Post a Job” button

£ Home Home / Jobs
@ Employer Profile

Job Postings (non-OCR) Student Resumes/Applications (non-OCR) Archived Jobs

Student

Job Postings

Career Fair Jobs Publication Requests

Resumes/Applications
Keywards
\
Ssduediiohy (zearches job title, ID, description, and organization name: min. 3 characters).
Career Fair Jobs
Publication Requests

=) Events Contact Name

f2] Resume Books
Exp. Leamning
Zx Networkin
= ‘ g | Search | Clear More Filters
=) Calendar

£ My Account
3 resulis l= Expiration Date ~
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SYMPLICITY

csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 6: Create Job Posting

A message will pop-up asking where you would like to post your job?
- Select THIS SCHOOL ONLY

Where would you like to post your job?

This School Only Symplicity Metwork Schools

Post your job and reach qualified Post your job and cellect applicants across
candidates fromi this school enly. multiple Schools on Symplicity Recruit. Fees
apply. This achoocl is included at no cost.

Post te This Scheol Only Post to Multiple Schools

Step 6: Cont’d.
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Csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

0 Complete the job posting form

Note: Make sure you select the correct position type.

. ICMHE“U
COLLEGE

P Position Information

(5 Jobs

W Show Archived

Position Type *

® Full Time

O Part Time

' Internship
o EdEmET O Student Employment / Work-study
£ My Account O Temporary/Seasonal

' Unemplayed

Restrict Applications

/ate Screening *
sing ez fars

Job Title *

QUICKBOOKS ACCOUNTANT

Job Description *
B 7 = i 8 8B & &# L
COPY BASTE YOUR JOB DESCRISTION

INCLUDE ANY IMPORTANT DETAILS YOU WANT,

Powered by Tiny

RECOMMENDATION: DO NOT RESTRICT APPLICATIONS OTHERWISE SOME
CANDIDATES MAY NOT SEE YOUR POST.
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Csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 3: Cont'd.
O Add your Title,

Ex: QuickBooks Accountant

OlJob Description

- Add duties and responsibilities

- Note: Copy & Paste YOUR Job Description
OAdd your hours 19-Part Time// 40 Full Time.
OAdd date you want the posting to go LIVE.

_ LAREDO
COLLEGE

& Home Job Title *

f; Tl Ts QUICKBOOKS ACCOUNTANT

fe) Jobs o
Job Postings Job Description *
B /I =E =82 & 82 L

COPY PASTE YOUR JOB DESCRIFTION
INCLUDE ANY IMPORTANT DETAILS YOU WANT,

) Calendar Powered by Tiny

Remete/On-Site
B Give us Fesdback ® On-site

© Hybrid

© Remote

Laredo, TX, USA X

Approximate Hours Per Week
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csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 2: Cont'd.
O Expiration Date- What date should the position CLOSE.

NOTE: if the position is there more than 45 days, WDC will contact you to see if
we should extend or close it already.
O OPTIONAL: Attach a Job Description
O Compensation- What is your hourly/ Weekly/ Monthly/ETC pay? THIS IS A
RANGE, if it is a set AMOUNT, please put the amount you need (ex: $12.00-512.00)

. e
I('Cotl.mr
{ Ho

Posting Date *

@ Employer Profile

£5) Jobs

Job Postings

2024-08-07 (RIS
Expiration Date *
2024-09-30 =D

Attachment(s)

Add item
Compensation

Compensation *

From To: Frequency:

10 -1 8|12 per hour v
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csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 2: Cont’d.
O Check off EMAIL & ACCUMULATE ONLINE to receive Resumes and documents
required.

O We recommend for you to use your DEFAULT EMAIL or an EMAIL that will

receive all applicants.

OAutomatic Application Packet Generation: Yes, this will send you all applicants
information in one packet to review.

O Optional Documents: Only if you require additional documents, check off what
is needed.

O Requested Doc Notes: State anything you want candidate to include.

. IELANEUU
, COLLEGE

{3 Home

@ Employer Profile

£ Jobs

Job Postings

Application Instructions

Resume Submission Method *

Email Accumulate Online [ Other (enter below)

Default email address for resumes *

YOUR EMAIL ADDRESS

Automatic Application Packet Generation *

O Ne

Optional Documents

[ Cover Letter [ Unofficial Transcript (] Writing Sample

[0 Other Documents

Requested Document Notes
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Csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 2: Cont’'d.

O Display Contact Info: This is up to you, this is the information candidates will see

if they apply for the job.
O SKIP GPA/GRADUATION RANGE unless you require it.

_ LAREDO
COLLEGE

Ed

(_\ H

Display Contact Information To Students
@ Employer Profile If checked. plezse provide information in ‘Contact Information’ field
g8} Jobs

Job Postings
Contact Information *
Vorkforce Development Center
uest:

- S Uni St
i)
Z
= eedback

Qualifications

GPA

Plzzzs enter the minimum grace point sversge desired.

Graduation Date - Range Start

Please enter the desired graduation range star date.
v W

Graduation Date - Range End

Flzzzs enter the cesirzd graduation range end date.

e W

Werk Autherization
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Csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

Step 2: Cont'd
O Work Authorization:

_Select: AUTHORIZED TO WORK IN THE US if REQUIRED.
OSUBMIT POSITION; Wait for approval.

O You can skip Class Level, Desired Skills, Desired Majors, Degree Level Unless you

want to minimize and only allow certain candidates to apply.

{3 Home
@ Employer Profile
5} Jobs

Job Postings

Graduation Date - Range End

Blzazs enter e desired graduation range end date.

Student
~ ~
Resumes/Applications

Archived Jobs
Work Authorization

rJoba

Plezs= enter the desired work authorization

blication Requests Authorized to work in the U.S.
Mot autherized fo work in the U.5.

& O

My Account Class Level
Please enter the desired clas:
Freshman

Sophoemore
Junior v

Desired Skills

Desired Major(s)

Use the menu below to select major(s

Add...

Degree Level

Certificate

Associates

Bachelors

License or Cerfification

Undergraduate ~

[ submie [§ save and Finish Lorer - [EEN

msympl Privacy Policy | Terma of Use
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csm LOGIN AND NAVIGATION ON THE STUDENT INTERFACE

STEP 3: ONCE APPROVED
O By clicking on the “Applicants” button, you can:

- View students’ Applications

- Rank the Applicants
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