STUDENT INSTRUCTIONS FOR USING PLACEPRO

Accessing & logging in to the PlacePro system:

1) Type the following Address into your Internet browser: (For best results, use Internet Explorer.)
http://www.placepro.com
2) Enter your PlacePro Access Code & then click the “Login” button. (For UTC students, this code is “UTCSTUD”.  See below.)
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3) Enter your PlacePro Login and Password.
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· First Time Login?  

· Your Login is the 1st letter of your first name + your last name + the last 5 digits of your UTC Student Identification Number.

(Note: Your login cannot be more than 16 characters.  If you follow the above formula and your login is more than 16 characters, ask your co-op/intern coordinator for your assigned login.)

· For example; David Smith, UTC Student Identification Number:abc123   Login = DSMITHbc123
· Leave the Password Blank and then click the Login button.
· Note: PlacePro will let you create your own login and password in the “My Profile” section.   If you forget the login or password that you create, contact your co-op/intern coordinator.
Compile your PlacePro account:

4) Read and accept the UTC Office of Cooperative Education agreement.

· If you have a file in our office, you should have already read, checked, and signed this agreement. However, we now need you to read and agree to it through PlacePro.

5) Complete the “My Profile” and the “Job Preferences” portions of your file. 
· Select and complete the “My Profile” & the “Job Preferences” sections from the menu at the top of the page.  (Note: The “Job Preferences” section is found within the “My Job Search” menu item.)  At the top of the “Job Preferences” section, you are asked which semesters’ and/or summers’ job databases you would like to be able to access.  You can choose multiple semesters/summers when you set up your PlacePro file.  If you want to add additional semesters/summers later, contact your co-op/intern coordinator.

6) Put your resume in your PlacePro file.
· You must have a resume in your PlacePro account before the system will allow you to view jobs.  You may upload a copy of your resume or create a new resume using the “Resume Builder” option.  To do either, select “My Documents/Portfolio” from the menu at the top of the page.  

· When uploading your resume, select the “resume review” option by checking the box next to this option.  Let your co-op/intern coordinator know that you have uploaded your resume into PlacePro.  Once your coordinator has reviewed and approved your resume, you will be able to proceed to the next step- viewing available internships and co-op jobs.  (Remember to update your resume when needed and be sure to let your coordinator know when you have made these updates.)
Search for jobs:
7) Search for internships and co-op jobs.
To search for available internships and co-op jobs, select “Job Search” from the menu at the top of the screen.  Follow the instructions and select the “apply” or “do not consider me” options to indicate to your co-op coordinator whether or not you want to apply for the position.  Select “save and return to search” to save and automatically let your coordinator know of your interest in the job. If you selected “apply”, your coordinator will release your resume, and PlacePro will send it to the hiring employer.

8) Check PlacePro regularly for new job postings.

Let your co-op/intern coordinator know if you have any questions.  In addition, you may refer to the PlacePro “Student Module Quick Guide” by clicking on the “?” at the top left of every page of the student module.

UTCSTUD








