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GAUCHO JOBS How to:
How to Register (1% Time Users)

New Employers to Gaucho Jobs can access the system from
www.saddleback.edu/ccld

Click on EMPLOYERS under the Gaucho Jobs logo =)

New Employers will choose one of the three options on the top tabs or to the right
under ‘Register’ to begin:

. Create New Account (No Prompt to Post Job): Register and return later to post jobs

. POST A JOB AT SADDLEBACK (FREE): Register for an Account and Post a Job to
Saddleback College campus only.

. POST A JOB TO NACELINK MULTIPLE SCHOOLS (Fees Apply): Interested in
posting a job to Saddleback and other schools. See NACEIlink Job Posting Fees.

(Screen shot of Employer Log-In screen)
signin ' Forgot word % Create New Account (no prompt to post job) % POST A JOB AT SADDLEBACK (FREE) % Posta Job at Multiple Schools (fees) '(D Help
g

. X = W ] software by . .
@ Lccessible Mode: 1t NACEZlink - TRt

‘& Iog-in. q | /S register

| Create New Account {No Prompt To Post Job) b |

POST A JOB AT SADDLEBACK (FREE) b |

POST A JOB TO NACELINK MULTIPLE SCHOOLS (Fees Apply) b

Username:

Password I
(Sent To Your Email):

/~ Forgot Password

IV. Complete all required fields to complete your registration.

V. You will be notified by email when your account and job posting is
approved.




GAUCHO JOBS How to
How to Log-In (Returning Users)

Employers returning to Gaucho Jobs will enter their Username and
Password under the ‘log-in’ section of the Employer log-in screen:

/

Signin * Forgot my pazsword \!:I Create New A‘;unt (no prompt to post job) \!:I POST A JOB AT SADDLEBACK (FREE) \!:I Post a Job at Multiple Schools (fees) \-,I J) Help

| . 1 software by
@ Accessible Mode: Off [\lﬁ(:tﬁll?k msymplicity

‘@ register

CREATE ACCOUNT

| Create New Account {No Prompt To Post Job) b |

POST A JOB AT SADDLEBACK (FREE) b |

POST A JOB TO NACELINK MULTIPLE SCHOOLS (Fees Apply) ¢
Username: I

Password I
(Sent To Your Email):

/~ Forgot Password

TIPS:

Username: This is the email you entered associated with your account.

Password: Initial passwords can be either auto-generated and emailed to

your account email address, or entered by you when you
Register.

***You can change your password in your Account settings




GAUCHO JOBS How to
FREE JOB POSTING

1 Go to the Center for Career and Life Development (CCLD) website:
http://www.saddleback.edu/ccld

2 Click on EMPLOYERS under the Gaucho Jobs logo:

3 Click Post a Job at Saddleback(Free) button:

Sign in * Forgot my password \ﬁ‘ Create New Account (no prompt to post job) \ 0ST A JOB AT SADDLEBACK (FREE) \ Post a Job at Multiple Schools (fees) \C} Help

@ Accessile ode: 0t NACERINK  Jis (6 i

‘& log-in g register
Thank you for visiting the new Gaucho Jobs. If you have CREATE ACCOL

e New Account (Ne Prompt To Po:

POST A JOB AT SADDLEBACK (FREE) b | \

POST A JOB T NACELINK MULTLPLE SCHOO) ees Apply) b

Passwurd:l

/~ Forgot Password

4 STEP 1: ENTER CONTACT INFO (REGISTRATION)
i. All Required fields are indicated with a Red *
ii. Click ‘Next’ at bottom of the page

STEP 2: ENTER JOB INFO
i. Provide details on your job posting in the required fields.
ii. Click ‘Done’. An email will be sent after career-services staff review
your request. All job postings will be reviewed within 24-48 hours,
excluding weekends and holidays.




GAUCHO JOBS How to
Post Jobs at Multiple NACEIlink schools (FEES)

All fees for posting jobs at multiple schools are coordinated
through the NACEIlink Network. Please refer to the NACEIlink
Rate Sheet for more details on pricing options.

1 Go to the Center for Career and Life Development (CCLD) website:
http://www.saddleback.edu/ccld

2 Click on EMPLOYERS under the Gaucho Jobs logo: |~ 1

@ Accessbie Mode: 01t NACEZiNk ;";;“n?p“ci !

& reqgister

| Create New Account {(No Prompt To Post Job) b
]

2|

POST A JOB TO NACELINK MULTIPLE SCHOOLS (Fees Apply) nD

/° Forgot Password

4 - Click Add New button

- Enter your job and/or internship position information

- Complete all Required Fields *

- Click Submit

- Now select schools you wish to post the position to. A pricing schedule
will appear to indicate the total cost of your posting.

- To complete the posting, click ‘Submit’ and complete the required
payment screen.




GAUCHO JOBS How to
Requesting On-Campus Recruitment Visit (Free)

1 Log into your Gaucho Jobs Employer Account

2 Click the Quick Links button: “Request New Info. Session/OCR Visit”

| HOME MY ACCOUNT CCLD EVENTS CALENDAR | PROFILE B POSTINGS Resume Books PLACEMENTS EVENTS GAUCHO MENTOR

= Eric Hilden i@ The Center for Career & Life Development Switch loyer Wiew
NACEZlink
2T home

/% announcements # quick links 44 July 2008

+ JOB POSTING IS READY TO GO! # Create NACElink Job Posting (fee) _ | S
You should be able to post your jobs nowl # Wiew NACEIink Job Postings &8 10

* Welcome Employers! oy F : 7
. iew Participating MACElink Schaoal 13 14 15 16 17
Welcome to the new and improved Gauchao Jobs system. We are e LS

very excited to offer you an enhanced system with more ” F'os_tg;m R s
oppotunities to link with the high-quality student body here at ~ Submit Placements Info ] 27 o a3 30 A
Saddleback College. There are many options for you to explore
Complete your profile, post a job, sign up as a Gaucho Mentor,
request an on-campus recruitment visit. Please let me know if you
expetience any difficulties. There are video instructions and ‘help’ ~ Reguest Mew Info. Session/OCR Wisit
on all pages. Eric Hilden Career Placement Officer Saddleback a GAUCHO MEMTOR Profile
College ehilden@@saddleback. edu 949/552-4275 -~

A\ alerts

Submit |
» There are no current alerts.

§ | any comments
=%/ or questions?

Your feedback is welcome

3 * Select the type of visit:
OCR SSC Quad: On-Campus Recruitment in the Student Services Quad
OCR Village: On-Campus Recruitment in the Village Quad

* Complete all required fields and click Submit when complete.
(Be sure to make the ‘Date of Recruiting Visit’ and Session Start date
match.)

4 Your visit will be listed under Events Tab.

j events \ NACEZInk Y mpic

AREER FARS | OCRINFO SESSIONS ' Publication Requests | (2) Help
ShnwingIZU 'I at a time: tems 1-1 of 1

OQCR/ANFO SESSION End .
OCR/INFO SESSION Start Date/Time
- DateTime Description

The CCLD will ke hosting an informational table in the SSC Quad providing students with Career Center

Revi Aug 11, 2008 10:00 am ' . y
Q Review Aug 11, 2008 10:00 am Aug 11,2008 12:00 pm Infarmation.

+ Add New Shuwing|20 ~ | at a time: ltems 1-1 of 1

You will receive an email when your visit is approved.

7




GAUCHO JOBS How to:
Request Information Sessions

1 Log into your Gaucho Jobs Employer Account

2 Either: Click the Quick Links button: “Request New Info. Session/OCR Visit”
Or click the Fair/OCR Visit/Info Sessions Button

(screen shot:) /\

[ HOME MY ACCOUNT |~ CCLD EVEHT*}\LEH DAR PROFILE | JOB POSTINGS Resume Books PLACEMENT 5 ( FAIRSIOCR VISITS/INFO SESSIONS ) GAUCHO MENTOR

Eric Hilden {@ The Center for Career & Life Revelopment v

27 home HACEEIE &

/¥ announcements # quick links July 2008

» 7/16/08 System open to Students today! # Create NACElink Job Posting (fee) L2
Students will be invited to Gaucho Jobs toda # View NACElink Job Postings 8 10

for their first experience. Enter your jobs now # Participating NACElink schools

for the best visibility!
» JOB POSTING IS READY TO GO! #LOMBI ETE YOUR PROFEF

You should be able to post your jobs now! # Submit Placements Info

+ Welcome Employers! # CREATE A SADDLEBACK JOB POSTING (FREE)
Welcome to the new and improved Gaucho t
Jobs system. We are very excited to offer you EVW STUDENT APPLICATIONS !.? gp%ﬁg;?igjniq >
an enhanced system with more opportunities # REQUEST NEW ON-CAMPUS VISITANFO. SESSION : ;
to link with the high-quality student body here AUCHO MENTOR Prafile 0 feedbackils Welcome
at Saddleback College. There are many
options for you to explore: Complete your

rofile, post a job, sign up as a Gaucho 2

Kﬂentor,prequeét an Dgr1—caF|)'npus recruitment ﬂ a|ert5
visit. Please let me know if you experience any + There are no current alerts.

15 17
22 24
29 31

3 Complete all Required Fields * on the form.

{Hi| events NACEEdnk |

[Mew OCR/ANFO SESSION] @ Help

% Cancel * INDICATES /4 REQUIRED FIELD

Table Requ

Chair Request™: & yes O np
Date of Recruiting Wisit™: | ;l I LI I
Session Start”: [2008-07-23 | [ select | [ 2 clear |[12 =] [45 =] [pm =] [ % Clear |
Session End” [2008-07-25 | [ select | [ clear | [12 =] [45 =] [pm =] [& Clear |

4 Your visit will be listed under Events Tab.
i events \ NACERINK Lmplic
ZAREER FARS | OCR/NFO SESSIONS ’m@ Help
Showing |20 =] at a time: fems 11 of 1
QCRINFO SESSION Start DateTime | OCRINFO SESSION End Description \prmw

he CCLD wil be hosting an informational table in the S5C Quad providing students with Career Center %C Quad 0 )

Q Review Aug 11, 2008 10:00 am Aug 11, 2008 12:00 pm

* Add New | Showing IZU j‘ at a time: ftems 1-1 of 1




GAUCHO JOBS How to:
View Student Resumes

|. Employer access to view student resumes is a fee-based service and not
included in the standard Gaucho Jobs Employer account.

Il. ANNUAL FEES TO VIEW ALL RESUMES IN ‘RESUME BOOKS’: $50

a. Search, sort, review all student resumes submitted. (All student
resume books are ‘opt-in’, not required for student access to the
Gaucho Jobs system.)

. Save resumes in excel format or...

. Request a Resume Book of student resumes (.pdf).
Once the fee is paid and access given, you have the option to
request a ‘Resume Book’, a listing of all student resumes, from the
opt-in groups. Managed under ‘Publication Requests’

. Email qualified candidates directly from Gaucho Jobs to indicate
your interest in their skills.

[ HOME MY ACCOUNT CCLD EVENTS CALEHDAR PROFILE JOB POSTIN(‘ Resume Books PLACEMEHNTS FAIRS/OCR VISITSAHFO SESSIONS GAUCHO MENTOR ."9 6 é

Eric Hilden i@ The Center for Career & Life Development [#Log Out

i H sftware b
= | resume books NACERZiink

wareby
- msymplicit
f P \ 3
RESUME BOOKS Publication Reguests \ J Help

) Resume Text Search: Used to highlight spec®words or phrases found on resumes in the resume book. Might be particularly useful in searching for specific skills that may not slign swith major
(e.q., =earch for "six =igma”, or "teach"

Shiowing |2U 'l at atime: e P4 0f 4 (1 tems selected)
s Creation Expiration
Hame ~ / Description e o

Al students Opt-In Resume Book. Jul 25, 2005 Jun 30, 2008

Students with interest in Business, Sciences, and Technology fields. Jul 22,2005 Jul 222009

Students with a background in warious fields including psychology, socialagy, heatth care, nurzing, arts, foodsinutrition, early childhood

education, and others not found in other Resume Books titles. 22, 2008 Jur22, 2008

Student with expressed interst in securing an internship opportunity for training, development, and experience in an industeyfiehd. Jul 22, 2008 Jul 22,2009




GAUCHO JOBS How to:
Change your Password

l. Click ‘My Account’ from the Employer Home Page:

[ HOME MY ACCOUNT LD EVENTS CALEHDAR PROFILE JOB POSTINGS Resume Books PLACEMENTS FAIRS/OCR VISITSIHFO SESSIONS GAUCHO MEHNTOR 3 6

Eric Hil i@ The Center fgffCareer & Life Development [FLog ¢
NACEZink =teress
3‘ ho il msympli

/8 announcements # quick links 44 Jduyz2008 P

» 7MB/08 System open to Students today! # Create MACElink Job Posting (fee) S C
Students will be inwvited to Gaucho Jobs today  iew MACElink Job Postings B |7 [8 |49 |10[41 |12
for their first experience. Enter your jobs now ~ Participating NACElink schools 13 14 15 16 17 18 13

for the best visibility!
» JOB POSTIHG IS READY TO GO! - COMF_'LETE YOUR PROFILE 20 |21 |22 |23 |24 |25 26
& Submit Placements Info

You should be able to post your jobs now! L Sy
» Welcome Emplayerst # CREATE A SADDLEBACK JOB POSTING (FREE) 27|28 ]2030 |3

Welcome to the new and improved Gaucho & WEW SADDLEBACK JOB POSTINGS R EETTE TS
Jobs system. We are wary excited to offe_r_you o WEW STUDENT APPLICATIONS !,? S ’é]ues‘[ions?
an. snhanced systemwith mafe:dpportinitias ~ BEQUEST NEWY ON-CAMPUS YISIT/NFO, SESSION

to link with the high-quality student body here &
at Saddleback College. There are many EALEHD MENTOR Profile

our feedback is welcome.

-

Il. Click Password/Preferences button:

[ HOME MY ACCOUNT CCLD EVENTS CALEHDAR PROFILE JOB POSTIHGS Resume Books PLACEMENTS FAIRS/OCR VISITSAHFO SESSIONS GAUCHO MEHTOR é) 6 -% ]

Eric Hilden @ The Center for Career & Life Development [#]Log Out

) o H software by
'_f¢,acc0unt ,N(‘S'Ctzl'?k msymplicity

Personal Profile | SALCHO MENTf \ﬁ Passwordﬁpreferences\ B Help

) Did You Know:
“ou may automatically save your conta Cipating MACEnk schools by clicking on the 'Save And Update Record On MACERK Schools' button. To update your employer profile or for

more information akbout your account, click on the "“isit MACElnk Central' button.

Wisit NACElink Cent-al

E Save And Update Record On NACElink Schools E Save Locally % Cancel * INDICATES & REQUIRED FIELD

Contact Information

Flease provide as much information a=s possible

Tithe: ICareer Placerment Officer

(M., Mrs, Ms ., etc)

SNt |

lll. Enter the New Password Information and Click Save

L HOME MY ACCOUNT CCLD EVENTS CALENDAR PROFILE JOB POSTINGS Resume Books PLA FAIRS/OCR VISITSANFO SESSIONS GAUCHO MEHTOR | () & =3

Eric Hilden (@ The Center for Career & Life Development [ELog Out

Y = [ software by
'_ffrzl account NACERink

msymplici

I/ Perzonal Profile \(‘ GALCHD MERTOR v Password/Preferences

& s

Hew Password
Please enter your new password.

Hew Password
Please re-enter your nevy passwig to confirm

Simplify Interface,
Improves accesoiy and compatibility with screen reader software




GAUCHO JOBS How to
How to Career Fair Information

. All Career Fair information will be posted in Gaucho Jobs under the
Announcements and Quick Links sections. Information will be provided
on REGISTRATION, LOCATION, PARKING, FEES, AND CORPORATE
SPONSORSHIP (if available) will be provided.

Il. An email will be sent to all Contacts in the Gaucho Jobs system well in
advance of the Career Fair for initial notification.

lll. To check for upcoming career fair events, click on: F7=\S/OCR VISITS

N

[ HOME | MY ACCOUNT | CCLD EVENTS CALENDAR | PROFILE | JOB POSTINGS | Resume Books PLACEMENTS( FAIRS/OCR VISITSIHFD SESSIONS ) GAUCHO MENTOR .3) 6 -E

Eric Hilden i@ The Center for Career & Life Development \/ (xlLog O
i NACEZlink e b
NoE T WD KK

L ¥
. msymplic

IV. You will be able to sign up for the Career Fair online once the event is
posted and made available for registration.




GAUCHO JOBS How to
How to Gaucho Mentor

l. Gaucho Mentor allows professionals (‘contacts’) to share their academic
and professional history with current Saddleback College students.

Il. SIGNING UP FOR GAUCHO MENTOR:
a. Goto MY ACCOUNT
b. Click on GAUCHO MENTOR
c. Complete all required fields
d. Be sure to make your profile ‘Active’ so Students can search for you!!!

e —

[ HOI{ MY ACCOUNT XLD EVENTS CALENDAR PROFILE JOB POSTINGS Resume Books PLACEMENTS FAIRS/OCR VISITSANFO SESSIONS GAUCHO MENTOR é} 6

en @@ The Center fggfCareer & Life Development

ELoa ©
9 8CCOUNT e NACEZIink

ms
- i 3
Personal Pr of.(GALICHO MENTOR \{)asswnrd.ﬂjreferences \.\)? Help

J Diavou W

ou may automatically save yvour contact info to all participating NACEInk schools by clicking on the 'Sawve And Update Record On MACElnk Schools' button. To update your employer profile or for
more information about yvour account, click on the “isit NACEINk Central' button.

¥isit NACElink Central

re by
ympli

u Sawve And Update Record On NACElink Schools u Sawe Locally ® cancel * INDICATES A REQUIRED FIELD

Contact Information

Please provide as much information as possible

Titl=: |Career Flacernent Officer
(M., Mrs., M=, etc)
Salutation: |

Enter the contacts full name (first middle last)

Full riame®: [Eric Hilden

lll. How does it work?
a. Students search your profile and click a button to ‘Express Interest’ in
contacting you.
b. An email is sent to you indicating there is a student interested in contacting

you. You can respond to the student directly by email (copy/paste the email
address)

You share information with the student.
Below is what you will see from the Gaucho Mentor screen when students

express interest. You can easily see who wants to be contacted and when
they expressed interest.

2 To wiewe Excel files, you may need Excel Viewer 2003,

Interested Students

Batch Options: | Mail to Checked

Showving I 20 vI at & time: tems 1-2 of 2

FE | Mentee Interest Expressed « Type

| Michael Engels Jul 17, 2005 2:55 pm Studenrt

[l Jorge b Guerrero Jul 17, 2005 5:28 pm Studert

Showwving I 20 VI at & time: tems 1-2 of 2

12




