[image: image1.png]




______________________________________________________________________________
UMass Lowell Office of Career Services

eRecruiting How-To Guide for Students
______________________________________________________________________________
HOW TO:
Login for the first time

Go to http://uml.experience.com.

At the top of the page, enter your username (student e-mail address) and password (student ID*).

* Your student ID begins with UMS
Complete your profile (you should be prompted to do this after you login for the first time)

Edit the following categories: Personal Info, Academic Info, Career Preferences and Administration.

Select your Experience Preferences when prompted to do so.

To ensure privacy, click on “Profile” and then “change your password”.

Remember, employers will have access to both your resume and profile.
Upload a resume


Visit the Office of Career Services for a resume guide and samples.

Click on “upload a document” under the “Documents” tab in the top navigation bar.

Follow the steps for attaching your resume as either a Word of .rtf document.
Your resume will be reviewed by a Career Counselor within 2 business days; once your resume has been approved, it will be uploaded to the system and you will be eligible to participate in on-campus recruiting.
Upload a cover letter or writing sample


Visit the Office of Career Services for sample job search letters.

Click on “upload a document” under the “Documents” tab in the top navigation bar.

Follow the steps for attaching your letter / sample as either a Word of .rtf document.
Search for jobs and internships


Click on “job/internship search” under the “Jobs & Internships” tab in the top navigation bar.

Use the “Basic Search” function or one of the customized search options on the left-hand side.
Create Search Agents and Saved Searches


Click on “job/internship search” under the “Jobs & Internships” tab in the top navigation bar.

Use the “Basic Search” function to select type, keyword(s), function and/or location.

Click on “Search”.

Under “More Search Options” click on “Save Your Search”.

Complete the required fields and click on “Save”, or modify your search criteria.
Use Saved Searches


Click on “job/internship search” under the “Jobs & Internships” tab in the top navigation bar.

Under “Your Saved Searches” (left-hand side of the page), click on the search you’d like to run.
Apply for a job


Select a job title from the Search Results page to view the job details.

If eligible, click on “Apply” and select a resume and/or cover letter that meets the job requirements.

Click on “Submit”.
Withdraw an application


Click on “your active applications” under the “Applications” tab in the top navigation bar.

Click on the “Details / Sign up” link of the desired application.

Click on “Withdraw”; click on “Withdraw” on the confirmation page.

Remember, this can only be done before an employer has made a decision on your application.
Sign up for an interview


Click on “your active applications” under the “Applications” tab in the top navigation bar.

The status of your active applications will be displayed in the Employer Decision column.

If accepted, and the interview sign-up date has arrived, click on “Details”.

On the Application Details page, under Employer Decision, click on “Sign up for interview”.

Select the date and time you’d like to interview, and click on “Save”.
Decline an interview


Click on “your active applications” under the “Applications” tab in the top navigation bar.

The status of your active applications will be displayed in the Employer Decision column.

If accepted, and the interview sign-up date has arrived, click on “Details”.

Under Employer Decision, click on “Decline invitation to interview”.
Click on “Decline” to confirm.
If you have already signed up for an interview slot, and wish to withdraw, please call 934-2355.
View upcoming events


Click on “career center calendar” under the “Calendar” tab in the top navigation bar.

View Career Services events by day or month.

To sign up for an event, click on the event name and then “Sign Up”.

Once you’ve signed up for an event, it will be added to your events calendar.

To view your events calendar, click on “your upcoming events” under the “Calendar” tab.
View on-campus recruiting schedules


Click on “calendar search” under the “Calendar” tab in the top navigation bar.

To view all upcoming recruiting dates, select “Interview Schedule” under “By Event Type”.

To view recruiting dates for a specific company, enter employer name and click on “Search”.
Create & use “Favorite Jobs” folders


Click on “job/internship search” under the “Jobs & Internships” tab in the top navigation bar.

Use the “Basic Search” function, or one of the customized search options on the left-hand side.

On the Search Results page, click on the check-box to the left of all jobs you’d like to save.

Locate the “save jobs as favorites” drop-down box in the lower left-hand corner of the page.

Select an existing folder to save job(s) to, or create a new folder.

Enter a name for the new folder; click on “Save”.

To view saved jobs, click on “favorite jobs” under the “Jobs & Internships” tab.
Find out more


Contact the Office of Career Services at (978) 934-2355.
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