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Users Menu Options

The menu bar of a user with Full Access provides links to My 
Profile, Student Search, Resume Books, My Jobs, Schedules, 

Career Events, and the Sign Out Button.

Hover over each menu option to 

select it or for the dropdown box to 
appear to select additional options.

*Users have different contact access types and will therefore have different menu options.
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Users Menu Options

The users Home 
Page includes: 

� Memos� Memos

� Announcements

� Resource Library

� Quick Links

� Calendar
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Users Menu Options

An employer can view and edit their profile by click on the My 
Profile menu.  To edit the employer information or contact 
information, click on [Edit] to begin making changes.  

Click [Edit] to make Click [Edit] to make 
changes to the profile.  

Click SAVE at the 

bottom of the page to 

keep the changes.
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Users Menu Options

An employer can search by clicking on the Student Search menu.   

Enter the criteria to 

search and click 

[Search] at the bottom 
of the page. 
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Users Menu Options

After clicking Search, this is how the Student Search results will 
appear.     

To view the student’s 

profile and resume 

individually, click on 

the student’s first or 

To create a Student 

Resume Packet click 
Create Packets.

the student’s first or 
last name.
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Users Menu Options

My Jobs has the ability to view the previous jobs already posted 
and to create a new job.  To view a list of job postings, an 
employer must select Job List. 

To view details of the 

job posting click on 
the Job ID or the Job 
Title. 
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Users Menu Options

To create a new job, select New Job under My Jobs on the menu 
bar.  When the job is saved it will be automatically sent to the 
administrator for approval.  

To view details of the 

job posting click on 
the Job ID or the Job 
Title. © Nichols College Rev. July 08



Users Menu Options

To view an existing Schedule or create a new Schedule request 
from the Schedules menu, click on Schedules on the menu bar.

To view details of the schedule click on 
the Schedule ID or the Job Title. 
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Users Menu Options

There are four schedule types to pick from and each type has a coordinating 
timeline.  

1. OPEN – Involves a system screening process ONLY.  Students who meet 
the requirements can sign up for an interview. 

2. PRESELECT – Involves a system AND Employer screening process.  
Students who meet the requirements can submit an interview request.  The Students who meet the requirements can submit an interview request.  The 

employer then makes decisions on interview candidates and accepted 
students can then signup for interviews.  Alternate candidates may also be 

selected.

3. PRESELECT CONTINUOUS – Involves a system AND Employer screening 
process.  Students who meet the requirements can submit an interview 

request.  Employer reviews interview requests and makes interview 

decisions on an ongoing basis.  Students can sign up as soon as the 
interview decision has been made for the interview request.

4. COMBINED SCHEDULE – A Preselect Schedule followed by an Open 
Schedule.  
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Users Menu Options

To view available Career Events, click on Career Events > Career 
Events List on the menu bar.

To view details of Career Event 
click on the name of the event.

To view or edit your registration 

and view the students who have 
submitted resumes.  
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Users Menu Options

For more information on Road to Success please 
visit our website at 
www.nichols.edu/careerservices

Or for further assistance please contact OCS at 
careerservices@nichols.edu or 508-213-2489.careerservices@nichols.edu or 508-213-2489.
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