Student Hire-a-Flyer Instructions
*First-time login / Overview*

Note: In order to proceed, you must have already completed a resume. A resume
template is available for download in MS Word format:
http://careers.udayton.edu/student/resume.asp

1. From the Career Services web sitgtp://careers.udayton.edy/go toStudent
Login.
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2. Tologin, use youxovell/LDAP username and passwoldOTICE: Please disable
any pop-up blocking software to continue. Otherwise you will have complicationg t
to take full advantage of the Hire a Flyer Network.

3. You will now have to complete your profile. Click tfielit] link to change any
incorrect/incomplete information.

)

Important: For students, some fields are not editable in Hire a
Flyer since they are imported from the main student
database. Please send your corrections
to careers support@notes.udayton.edu.

Personal Information [Edit] ‘—

*First Name: Intern
*Last Name: Student

& Done

Be sure to also scroll down the page and fill in your demographic information.

Especially youapplicant type. NOTE: Select the applicant type that best describes the
type of position you areurrently seeking.

NOTE: For fields that allow multiple selections, use CTRL to select mare than one.
Demographic Information

Classification: 15T-YEAR
*applicant Type: [cq-q
>

xperience
g Student
Internship

Graduation Month:

Graduation Year:



http://careers.udayton.edu/
http://careers.udayton.edu/student/resume.asp

4. At this point, you will immediately be asked for a resume. ClickUpé&ad File]

link. NOTE: To proceed, you must have your resume saved on your computer in
Microsoft Word format (.doc).
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5. Here you must type a name for the document you are about to upload (example:
“Internship Resume”). Then click tligrowse button to locate the file saved on your
computer. Finally, clickJpload.
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+ Upload a Document - select the document to be uploaded by clicking Browse and selecting the desired
document. Click on Upload to upload the document.

NOTE: To upload a docurnent it must be in Microsoft Word format.

Upload Document

*Document Name: | |

|| Browse... | <
—

*Select File to Upload: |

6. You will see a congratulations screen and must &ligkmit Profile (only button
available). NOTE: By completing this step, you are allowing Careeicgsrto release



your resume and contact information to potential employers. However, this @timmm
is not sold or used inappropriately for spam.

7. Please go tbly Profile immediately to ensure that the information is fully completed
and correct. This is what the Career Services staff and employers wol cmatéct you.
Also, this is where you will change tiAgplicant Type (type of job postings you are
seeking: internships, co-op, post-grad). When you change your applicant type,lyou wil
have to be approved again before it becomes active.

8. This will then take you to the main screen. Here you can view important
announcementsview yourpersonalized calendamwith any interviews or events, and
quickly run any previouslgaved job searchesAlso, along the top, you will see your
navigation toolbar. This will take you anywhere within the Hire-a-Flyer network.
NOTE: You will see only limited options immediately after you upload your resunse. A
soon as the Career Advisors approve your resume, you will have full access.

A




8. Within 1-3 business days, you should be approved for access to the Hire-a-Flyer
network. Next time you log in, your toolbar will ook like this:

Home — This will always bring you back to the main screen.
My Account — This menu has three options when you move your mouse over it.
o My Profile — Here you can view/edit all information about yourself.
0 My Documents — This allows you to view/manage any
documents/resumes you have uploaded.
0 My Activity — This will allow you to view information about any job
referrals, job placements, or schedules that you have.
Employers — The employer module allows you to search all active employer
within the Hire a Flyer Network.
Job Listings — Here you can search for any job postiNg3TE: Any jobs for
which the recruiter will be coming on-campus to interview will not be listed here
These will be listed within the On Campus Interview module.
On Campus Interviews — This is where you can search for job postings for which
the recruiter will be interviewing on campus.
Career Events — This is a listing of any upcoming events at the Univerditasuc
career workshops.
Alumni Network Search - The Alumni Career Network is no longer a separate
entity. It has been integrated with the Hire a Flyer Network and desigred a
method for alumni to share their career achievements and experiences with
students and fellow alumni, who have similar academic backgrounds and
interests.

9. Congratulations, you are now part of the Hire-a-Flyer network. For dietaile
instructions on individual modules within the system, please visit
http://careers.udayton.edu/instructions.asp




