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This stepby-step guide walks you through the process of:
A Creatinga TritonCareersiCCOUNt. ...........cevvuvvreieeeeeieivns ceenemp@QE3

A Editingan existingTritonCareersccount.............ccco.oeeveeve......pagesd.. ...

A POoStiNgaNeW POSItION ........cieieeee e eeieee e DBQET .

A Viewing& managingoSitioNS. ..........ouveeeieeeiiieeeeeeieeenennn. pages..........

A Searchindor candidates.............c.coeveeieeeieie e PaQE

A RESOUICES. . ... cvieeee e e e pAORLS

Technical Notes:

TritonCareers for Employers is powered by GradLeaders, our software provider. This application relies on the usage of
internet cookies. Optimal cookie settings will vary by browser. Your browser must be configured to accept cookies.
Browsers currently supported for usage are Internet Explorer, Mozilla Firefox & Google Chrome.




Creating a New Account

AccesdlritonCareers for Employer€lick onl | Enter youremaill Gr adlLeader s,
the Create Accounbption located on the | | software vendor, will forward a verificatior
right. Read & accept the user agreement, | email froma | afd¢-
NBELX @ X3INJ Rf &teriRoB NB D2 Y ¢
complete your registration.

USERNAME *

Opting into receive emails from
GradLeaders within 24 hours of receipt of
the email verification message Is requireq
to activate your account & post positions |n
TritonCareers.

PASSWORD *

1st time user?



https://employer.gradleaders.com/UMSL/Employers/Login.aspx?jprid=4970

Creating a New Account

SelectyourcompanfEnt er your organkirdat i on
| f your company SeleciGComieue.i s | 1 sted, <cl i1 ck
If it is not, click oAdd Compan® ent er your organization’s

S name

Select Organization

Select Your Company:
Enter your company name in the field below and click on [Find Company].

« If your company is already listed please click [Select | Continue].

« If your company name is not listed, click on [Add Company].

STARTS WITH @ conTAINS



Creating a New Account

Enter your contact information& clickSave. UMSL Career Services will approve your new
account within two business days.

Note: It can take up to 3 hours for your account to initially appear in the approval queue.

Below is your TritonCareers contact profile. Edit your profile by clicking on the "edit” icon, located on the right hand side of the screen.

Contact Information

COMPANY NAME CONTACT TYPE SALUTATION

Emily Rapko's Company Primary Contact

FIRST NAME MIDDLE INITIAL LAST NAME

Emily Rapko

PREFERRED NAME JOB TITLE DEPARTMENT
Master of Social Work Social Work

ADDRESS LINE 1 ADDRESS LINE 2 ciTy

5146 Olde Silver Place St. Louis

STATE POSTAL CODE COUNTRY

MO 63128



Editing Your Contact Information

You may edit your contact information on¢e Click on theediticon on the right hand sidg
your TritonCareeraccount is fully of the screen to update your contact
activated. Information.

Fom your Dashboard, click ariew Profile
under theProfile Informationsection.

D

A\ "4

Profile Information

View Profile Contact UMSL Career Services for
View Organization Profile & Contacts . .

assi stance updating VYc
profile, or assistance linking your accountfto
another organization.




Adding a New Position

SelectAdd New Job Postindocated on the
right hand side of your Dashboard.

Add New Job Posting ¥

Clickhereto view a You Tube video explaining the
posting process.

Enter your information and choosgave.

Hint: Fill out this form as completely as possilQ

Job Posting Form

Enter information regarding thiz position in the fields below. Required fields are indicated by a red asterisk.

Candidates will use the information entered when searching TritonCareers; please fill this form out as completely as possible

POSITION INFORMATION

+ Job Title

e.

Note: New & existing employer users must have completed the email verification process via GradLeaders in order for UMSL
Career Services to receive postings. You will receive an email from UMSL Career Services confirming receipt of your position.
All positions will be made active in TritonCareers within two business days. By default, postings are listed for 30 days; you

may shorten or extend the posting period as needed.
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https://www.youtube.com/watch?v=MKOGhD1Yxb8&feature=youtu.be

Review & Manage Postings

Click on theGo to Job Listings Pageon to
manage active & inactive postings.

Click on the binoculars icon to
view position details.

Postings expiring within the past 60 days
may berefreshed.

Postings expiring more than 60 days ago
can beCopied to a New Posting.




Searching for Candidates

Note: This feature is only available after UMSL Career Services activates your aCmmiatt Career Services for resume book access.

LocateResume Book Subscriptioms your Dashboard.

FIRST TIME USERB&®er the Access Codksted on screen (code can be copied & pasted).

RETURNING USERS: theCandidate

Searchoption located on the left hand | Resume Book Subscriptions

Slde Of the Screen - Click search Candidates to access the TritonCareers Candidate Resume
Book.
CIICkhere to view a You Tu be Vldeo eXp|a|n|ng BBBBD I.MPGRTANT <<<<< First time TritonCareers users—-enter the
—_— following access code(s):
the Candldate SearCh pI’OCESS +» Alumni search (graduation date: August 2018 or prior): fbBCtPg&WY
+» Student search (graduation date: December 2018 and beyond):
QjKBkgxebp


https://www.youtube.com/watch?v=09RBRyYvVMI&feature=youtu.be

Searching for Candidates

Enter your desired search criteria such as Major,
Graduation Date, Job Functibtreference. Thé&ilters
section reflects the criteria used in your search.

Use theMore button on the top right hand side to edit
search criteria, print resumes, and save search results.

Select candidates of interest to you. CNakw to see their
profile & resume.

Q

Matched Candidates

RESUME BOOK STATUS

.'r'1G_r-{-" [TT]
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Searching for Candidates

You can set upearch Agenémails notifying you of
candidates matching your desired criteria

Usethe More button on the top right hand sid®
Save Searchesults. You will then be asked to name
your search. Seleéimail Me Daily Updates

You will then be directed to th8aved Searches & Save Search X
Agentspage, where you can adjust the frequency of | s
search emails, inactivate email updates, or remove
our search.
’

Matched Candidates MOre we

RESUME BOOK STATUS

Saved Searches & Agents

View/edit saved candidate search criteria and for notification preferences.

Job Function - Preference: Account Management/Planning
st Revised: 12/18/2018 | EMAIL ME UPDATES
Frequency
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Searching for Candidates

Whencontacting candidatesplease be sure to inform them that you received their
resume from UMSL Career Services.

If youhire an UMSL student or alunpplease update UMSL Career Services. Aggregate
employment data is used to respond to requests about organizations employing UMSL
students/alumni, the types of positions they hold, and average salaries.
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Resources

TritonCareerdDocument Library:ContainsTritonCareersiser guides & other
resources. Access the Document Library using the link on the left hand side of
the screen.

GradLeaders Employer Support Pariésigned specifically for employers using
GradLeaders software. Features quick start guides andthoxdeos.

UMSL Career Services Welbsidéscover additional programs, services, and
events for employers.
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https://www.gradleaders.com/employer-support
http://www.umsl.edu/depts/career/Employers/index.html

Questions? ML\ aree ervices

Contact UMSL Career Services.

We want to build a relationship with your
organization & talk about the variety of ways to
recruit at UMSL!

3145165111
careerservices@umsl.edu
http://careers.umsl.edu



mailto:careerservices@umsl.edu
http://careers.umsl.edu/

