1. Set up the office account.You only register your office account once.
a. Go towww.sage.edu/career

The Sage Colleges mmmm

The Sage Colleges » Resources > Career Services

CHECK OUT
Troy Career Center Career Services SAGELINK FOR
Albany Career Center JOBS AND
Experienced career professionals in the SAGE Career Centers on both campuses are INTERNSHIPS

available to help Sage students and alumni in all aspects of career planning and
preparation. Student
® Russell Sage College: Troy Aumni

* Sage College of Albany & Sage After Work: Albany

# Sage Graduate School: Troy or dlbany Employer

Sage students are encouraged to make use of all services, beginning with assessing
their interests, walues, abilities, and skills. They are encouraged to gain practical,
hands-on experience in their field of study, the community, and the workplace by
participating in experiential learning opportunities such as job shadowing,
internships, and community service,

Career Counselors will also discuss job search documents (e.g., resumes, cover
letters, ete. ), interviewing skills, portfolio preparation, career changes, and other
helpful topics,

Attention: Sage Graduates from August 2007, December 2007, an

b. Look on the right side of this page and clicklMMPLOYER. That link will bring you to this
page where you will click th 8 AGELink Employers button.

Search Sage Colleg

The Sage Colleges mmmm

The Sage Colleges » Resources » Career Sgaffoes » SAGENnk Employers

Troy Career Center SAGElink Employer

Albany Career Center
Launch SageLink
Erployers

SAGElink is new at The Sage Colleges!

Please register to list jobs and internships for our students. We appreciate wour
interest and support of our students and their future careers. SAGELink is in the
HACElink Hetwork and services more than 600 college career centers, Please
contact us with any questions.

Laurie Andetson, Senior Career Specialist, The Sage Colleges Trow Campus
Mike Bresling Senior Career Specialist The Sage Colleges albany Campus

Pat Roberts, Career Specialist on both the Albany and Troy Campuses of The Sage
Colleges

Telephone:
Troy - 518-244-2272

Albany - 518-292-1793

c. The next page you will see is the Registration page

Sage mumm

Sign in "\' Forget my password ‘{ Register \f Register &nd Post Local Job \{ Register And Post Job At Multiple Schools \Q) Help

@ teoessible bose o NACEZEink o oy

j;; log-in _@ register

Pleass snter your username and password Register for a new aecount.

Username: | Cyaur emaill address) Register b

Password: || Register And Post Local Job b
 Forgot Password | Register And Post A NACElink Multi-School Job b




d. Begin the registration process by clickiRggister (see above).

e. Only items that are starred* are required information.

~register @ fccesshoeode Off NACEZIk 27

....... ms

 Cancel *INDICATES A REQUIRED FIELD)

Company Information

Please provide as much information as possible

Incustry; [COTSUMET FTOGUCT =

Electronics

Energy

Engineering

Entertainment

EntreprensurialiStart-Ups

Enwironmert “w
P

Organization Name*: |Schoal office

Description: Erter a brief description of your organization

*&%  Check Spelling

‘Website: (If applicable)

b. 4

chogsSe the “Industry”. Education” is certainly appropriate. This is not critical.

to Organization Name, type in your office naainel campus location (Troy or Albany).
or example, “Career Center, Troy”)

Below you can include a description of your offared your website.
i.  Finish the registration process by filling in tle#iéwing information:

Check boxes of the services you want to use. “abumitely want to check Job Postings,
but the rest of the options are usually not neddedork study positions.

Services Requested

Pleaze select which services vou wish to register for below.

Services®  [v] on Postings Resume Book  [¥] Profile Career Fair Informstion Sessions

Contact Information

Pleaze provide as much information as possible

Salutstion: (mr., ms., mrs., ete)

—

Full Mame*: (first mi last)

Tile: |

Divizian: |

Email*: |
Phonie: (A #n-d
| !
Cell Phane: (##4) it -2tns # 1 # #

Faw: (Ha) den-wesy

' #

Address

Pleaze provide as much information as possible

Streett: | # $




j.  Last but not least, if all of the information istspresSUBMIT.

Phone: () #a-e

Cell Phone: (R ss-ss

Fam (R#A) SaR-tam

Address

Pleasze provide as much information as possible

Zireet® |

# % #% &

City*

State®:

Fip Code*:

Country:

v

| Submit I| |l Cancel |

Do not panic if something is incorrect because gan always edit this later.()

k. Within 24 hours after you register, you will reaeian e-mail acknowledging your registration and
giving you a password that you would then use tdarde your homepage to list your jobs.

O P /7T O CampS T TSer COmy e 2P ageser vIET, CR =B P = e ae, TaG =13 pCNUaHUG T SIDADENOA O]

Moo 3101240 0 M
Wwelcome to Symplicity QL Toggle Headers| Ll Send To Printy

trReply | iReply All | 1Forward | [ Delete Move Message ¥| _Selected Message

Date : Wed, May 27, 2009 01:54 PMEDT
From: careersenvices@sage.edu

To: anderl3{@sane edu
Reply To: careerservices@sage ady
Subject : Welcome to Symplicity

Wednesday, May 27, 2009, 02:59 pm
Admissions Sample Account

Dear Admissicns,

I am pleased to inform you that your registration has been processed and your
account 1s now active. Please note that posting jobs and internships is a
FREE service!

Please point your web browser to:

http://sage-cem.symplicity.com//enployers
Your username and password are as follows:

Username: anderl3@sage.edu
Pagsword: lantolcon

With your account, you <an post jobs and internships to our students and
alumni by following the instructions below:

1-Go to http://sage-cem.symplicity.com/employers

2-Enter your username (email) & password on (Login scresn page)
3-You are new on your HOME PAGE

4-click "Jobs" on the top menu bar

5-click on ADD WEW button on the next scresn page




2. SO YOU ARE NOW READY TO LIST YOUR WORK STUDY POSITI ON(S)
a. Return tomww.sage.edu/careetlick on employer, and log on using your username password
that you received in the e-mail.

b. You will arrive at your office homepage.

Sage NEEE

home account calendar profile jobs resume books events -:-'.) e IE

Career Center, Troy Campus @ Career Center, Troy Campus [#Log 0w
NACERZlink =t

ﬁhome ek msymplicit

44 Mayzo0 PP

/%" announcements @ shortcuts W27 8B W 1 2
314|567 (649

There are no announcements at this time @ Create MACElink Job Postings
# Vigw NACElink Job Postings 100H 2 3 A b
# Yigw Participating NACElink Schools 1718119 20 21 |2 23
~ Post a profile 24 25 26 27 2 29 30
# Create Job Postin st/ 2 3 458

~ iew Job Postings

& iew Applicants
# Request Mev Information Session

yp| anycomments ar
=%/ guéstions?

{ H \ alerts “our feadback is vwelcome.

+ There are no current alerts.

Submit

c. Now click on the % option down-Create Job Posting.
d. The next window you see will be the job postingrior

Sage mumm

home | account | calendar | profile | jobs | resumehbooks | events D

IO BACK Career Center, Troy Campus (@ Career Center, Troy Campus [(ELog out
. . NACERZlink  tresr

4 job postings NACEEINK asymplicity

[new job] § (D Help

‘? Attention:

Note: Job Postings will sutomatically expire after 60 days. You wil be notified as your job approaches sxairation and provided an opportunity to extend the posting.

| save And Finish Later || % Delete | | % cancel *INDICATES A REGUIRED FIELD

Position Information

Copy Existing: Pick & posilion from which you'd like to copy deta
Flease revisw and edit your job title when copying a job

[ %[ show Archived

Fostion Type [ Ful Time
Orart Time
[ remporaryiseasonal
[irterreship
=




e. Please note theubmit, Save and Finish Later, DeleteandCancelbuttons. You will press
submit at theend of this page after you have filled in the necegsdainks. Remember that the
only blanks that need to be filled in are thosénait by them. Also note that you will not lose
anything you type in the blanks if you have to kavthe middle, as long as you pr&ss/e and
Finish Later.

f. Note that the first box is a drop down menu otfadl jobs you have already posted, so if you just
need to edit one or if you are posting the samenjitih changes or no changes, you can click on it
and save a lot of time inputting data.

|

Next toPosition Type click on type of job you are posting, likeBn-Campus Work Study.
At Blind Posting, click “no”. This will allow students to see yoaffice name.

Next, list theTitle of the position. In Career Services, the titl@of position is “Student
ssistant, Troy”. Your title should include thenggus or campuses. (Troy, Albany, Both)

«




j- Within Job Description, provide a brief overview of the job, including:
I.  Number of positions open
ii. Brief job description
iii. Specific hours (e.g. lunch coverage)
Iv. GPA requirement
v. Other specific skills
k. b Function does not really apply to work study, so you carorg this field.

I.  Please specify if you would like applicants to pdevyou with a resume, cover letter, or other

\jocuments.

N

1. Check this box so that
students can see yocwntact
information.

- 2.Posting dateandExpiration
date are required. Please have
your position posted no later
than August 1If you want the
job to appear now, use today’
date.

-+ 3.Do not post anything in the

/ GPA field. Instead, enter any

GPA requirements undéob

“\ Description.

- 4.Grad date range should be
left blank.

\

UJ




m. UnderWork Authorization, selectNone

n. Leave theRequisition Number blank.

0. Fillin the Desired Start Date, Duration and Approximate Hours Rer Week

p. You may select more than oi¢ass Leve] by holding down the shift key and click on dedire
class years.

g. Listany speciaQualifications you want in the next box

r. In theDesired Majors box, you may seled@ill Majors if you do not want to limit your applicant
pool.

s. Next toSalary Level,you may enter a specific figure, range or leavsank.

v

vy

v

v

v

v

t. WE ARE ALMOST DONE!!!!!

u. UnderLocation, list the campus location (Albany or Troy).

v. Next toAttachment(s), click Add Item to attach a job description in MS Word 2003 format
w. Click Submit and you are done!




Additional Tips for Using SAGELInk

You are basically finished, but here are some diperthat might be important to you at some point.
a. To change your profile from your homepage, ckckounttab and edit. Be sure to submit.

———

b. To change your password, go to #eeounttab and click on thpassword preferenceab. Be sure to
click on theSavebutton.

/

c. Click on theJobstab to view your active postings. You can alscctleate your jobs when a position
has been filled.\ Click on tHeeactivatebutton so it will no longer appear on SAGELink asogpen

position.




