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	COXeCMC
 Student Quick Guide



Welcome to COXeCMC
eCMC will help you streamline your on-campus recruiting activities. You can register for CMC events as well as apply for employment opportunities.  
One of the most important things to remember is to keep your profile updated.  Employers consistently utilize this system to search for qualified candidates.  

On-Campus Events & Registration
You have the ability to review all on-campus recruiting activities, such as information sessions, fall career fair, CMC sponsored workshops and campus interviews.  You can search by event, employer or date.

To browse all events

· Select Events tab on the top navigation bar

To find events on a specific day

· Use the monthly overview on the Calendar tab and click on the desired numeric day link


To register for an event

· Click on Calendar
· Register for an event

The Quick Start
If you do not find the answer to your question(s) after reading this quick student guide, there is a complete Student Guide located in the Help section of eCMC. Or you can elect to send Tamara English an email at tenglish@cox.smu.edu or call 214.768.3532.  

Update Your Profile
· Log into your eCMC account

· Select the Profile tab on the navigation bar

· Update your information

· Click Save Changes
Uploading Documents
· Log into your eCMC account

· Select the Documents tab on the navigation bar

· Choose “add new”
· Title document and select proper document  type

*** Your first resume will have to go through an approval process. Once the first document has been approved all other documents will subsequently be approved. You will have the option to upload different versions, cover letters, etc. we only ask that you adhere to the CMC format***
Searching for Jobs and Internships

· Log into your eCMC account

· Select the Jobs tab on the navigation bar

· Use the Basic Search to search by Keywords, Job Function, and/or Location, or select one of the other search criteria in the Advanced Search section

· After selecting your job search criteria, click Search

Searching for Employers

· Log into your eCMC account

· Select the Employers tab on the navigation bar

· Search alphabetically by selecting the first letter of the employer name

· Search for a specific employer by typing the name of the employer in the Keywords field

· Search for an employer by industry by selecting one industry or multiple industries in the Industry field
· Click Search

Applying for a Job

· Log into your eCMC account

· Select the Jobs tab on the navigation bar
· Select the specific job title in order to view the details of the position 
· If you are eligible to apply to a particular position, you will be able to select one of your saved resumes under Application Status (right-hand side of the page)
· Click Submit
Withdrawing an application

If you have applied to a position, but would like to eradicate your name submission or you would like to swap the submitted resume with a new one; take the following steps:

The option to withdraw can either be found under the Job tab, 
or under “interviews” or “applications” sub tab.

To Simply Withdraw




To Withdraw and Resubmit
Choose the “interviews” tab 



Choose the “interviews” tab
       or





Select “withdraw application”

Choose the “applications” tab



Go back to the original job post

Select “withdraw application



Submit new resume
Uploading Documents

**Your Default resume is the searchable resume (by recruiters) and the one that we will forward on your behalf to recruiters upon their request for qualified candidates so please keep the default resume general and stagnant. **

· Log into your eCMC account

· Select Documents on the navigation bar

· Choose Add New

Your Job Search

It is important to note that not all employers listed in this list are geared towards current students. eCMC is used by both current students and alumni; therefore, some opportunities have been posted by recruiters seeking immediate hires and/or alumni. Be sure that you when research employers via this method that they are relevant to your job search. 

Signing up for an Interview

· Log into your eCMC account

· Select the Interviews tab on the navigation bar

· The status of your active applications is displayed in the Interview Requests tab

· Once an employer has selected you to interview, your application status will change to invited and you will have the option to schedule an interview. 

· Choose Schedule Interview (and select desired time)
Viewing Interview Details, such as location, interviewer, select 

· Once you have signed up for a time slot, go into Scheduled Interviews 

· Choose Review 

Two-Year Recruiting Cycle

Fall 2009

Update your profile, register for fall career fair and information sessions; begin searching for summer internship opportunities.

Spring 2010

If applicable update your profile, register for spring career fair, register for company mock interviews and continue searching for summer internships.  Watch for emails regarding resume book deadlines.

Fall 2010

Register for fall career fair, information sessions and company mock interviews; begin search for post-graduate opportunities.

Spring 2011  
If applicable update your profile, continue to monitor and apply for post-graduate opportunities. 















