
Student Hire a Flyer Instructions 

*On Campus Interviews Module* 

 
Note: These instructions assume that you have already been approved and released into 

the system.  If this is not the case, please read the “First Time / Overview” instructions 

located here: http://careers.udayton.edu/instructions.asp  

 

1.  This module lists the positions for which recruiters will be coming on-campus to 

interview.  You should also check out the Job Listings module if you also want to see job 

postings. 

 

2.  Throughout the module, an On-Campus Interview position is referred to as a 

Schedule.  There are two types of schedules; Open and Submit-Interview-Request.  

Open means that you apply for a schedule that you qualify for on a first-come-first-served 

basis.  For Submit-Interview-Request, you apply then the employer will review all the 

candidates that applied and select which ones he/she would like to interview.  Selected 

candidates will be notified by email and can then sign up for a timeslot. 

 

3.  Along the navigation menu at the top, move your mouse to On Campus Interviews.  

You will see two options in this menu. 

• Qualified Schedules – Clicking this will list all currently active schedules for 

which you meet the requirements and there are interview slots available.  As 

shown in Example 1, this will show you both Open and Submit-Interview-

Request schedules. 

• All Schedules – Clicking this will bring up a search dialog.  When you click 

Search, it will display all schedules that match your search criteria.  You can click 

on the Schedule ID number to view the details and get the date it goes active.  

NOTE: This also lists schedules on which you do not meet the qualifications, as 

seen in Example 2.  Be sure to go to the details and check for the qualification 

message. 

Example 1 

 

Schedule Type 



Example 2 

 
 

4. While viewing the detail page, you can view the entire timeline for this schedule.  Here 

you can see whether an employer will change his/her schedule to Open if the Submit-

Interview-Request slots are not filled by the deadline. 

 
 

5.  If either the employer has selected you for an interview, or the schedule is Open, you 

can sign-up for an interview timeslot here on the detail page.  You should see a Sign-Up 

button at the top. 

 
 

 

 

 

 



6.  Clicking the Sign-Up button will take you to the Sessions box at the bottom of the 

page.  Here you can see all the dates that the employer will be conducting interviews.  

Click the date you  want an interview. 

 
 

7.  Now you can select the specific timeslot which you would like 

 
 

8.  A pop-up will ask you which resume you would like to submit for the interview. 

 
9.  Now you’re ready to go!  Try to arrive at the interview location 10-15 minutes in 

advance. 

 


