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EMPLOYER GUIDE:
Getting Started




How to Register as an Employer on Handshake

§i Handshake Mty mssceu | Login |

1. Goto |https://app.ioinhandshake.com/employer reqistrations/neV\A

2. Input Information: Once
you select "Employer”, input
the requested information.
Your email address and
password will serve as your
log-in credentials for the Lo R
system. .

3. From this page, enter in the following information, then click on Next: Employer Guidelines (note:
none of this information will be public to students unless you determine to make your
profile public):

a. Types of student's you're interested in recruiting on Handshake
i. There is not a way to add to this list

ii. The selections you make here do not hinder your ability to recruit students in any way, it's
simply used for data purposes.

b. Alma Mater & Graduation Year

2100

VALPU
Vi

Welcome to Handshake Rich, Validated Data

Before continuing, we need a bit mora info

Note: Do not select Find the right fit across 8.5 million verified
which schools student profiles
you're interested in Tell us the lypes of students you wish Lo recruit

recruiting from Aeutiare Food & Hortcatlon
here. g ’::"l;&:;;:i oa R Hermeuiiure O 550k business students

Businass, En gnaurship & Human Resources

Civics & Government
é . 340k finance students

4, From here, read the Employer Guidelines, Terms of Servicd, and [Privacy Policy
o Click on either Yes or No after the question "Are you a 3rd party recruiter working on
behalf of another company?"

e If you are a third party recruiter select Handshake Employer Guidelines
answer Yes, then review and check the i sty
box to agree to Handshake's third party

Be Accurate and Trustworthy: Tell the truth TN Keep Your Commitments: When you make a

) about your company, your tsam and the obs (M5 commimentoa scnool or s, ceep 1.
recru Iter pOI |Cy to move forWa rd . oS avallable. N you can't, work to provide a fair and equitable
H H path for affected students.
e If you are not a third party recruiter, ~ _
™, Be Fair: Do not discriminate based on athnicity, Vd N Keep Student Info Confidential: Guard student
select No ( 6‘3 ) national origin, religion, age, gender, sexual ( a ) information as if it wers your own. Do not
. N onentation, disability or military / veteran status NS disclose any personal information without the
or lack thereof, prior consent of a student.

e Once this question is answered, click
Next: Confirm Email.

In addition, most career service centers require employers to abide by the full NACE Principles for Employment Professionals.

Are you a 3rd parly recruiter working on behalf of a company?  Yes | No

Are you a 3rd party recruiter working on behalf of another company? Yes

By continuing, you agree to tha Terms of Service, acknowledga you have read tha Privacy X
Policy, and agree to Handshake's Employer Guidelines. Continue
Job postings created by third parties must be for asingle company. Tt P! of the job posting both the P

aswell asthe fact that you represent a third party firm recruiting on behalf of the company. You may not disclose any student information to

another party without the written consent of the student.

= [-7) 120reeand comply with the above third-party recruiting policies.

c
ation
Y 1 ox: Confirm Email
iy


https://app.joinhandshake.com/employer_registrations/new
https://joinhandshake.com/tos/
https://joinhandshake.com/privacy-policy/
https://app.joinhandshake.com/employer_registrations/new

Next, you will see the following screen, which contains instructions on how to verify your

account via the email address you provided. The email should arrive within 10 minutes and will contain
a link enabling you to confirm your account. You must click this link before you can proceed with the
registration process.
If you don't receive a confirmation email, please see our [Confirmation Email |

Troubleshooting Guide

i handshake Help  Zoe =

Didn't receive the email?

1.Is zoe+++@bookshopdreams.com your
correct email without typos? If not, you can
restart the sign up process
% 2 Check your spam folder
3 Add handshake@m joinhandshake.con

your contacts
Great! You've successfully signed up for QUCIEXhemiorasandtheamall handshake A=l
Handshake.
Still having trouble?
‘We've sent you a link to confirm your email address. Please Contactus .
checkyourinbox. It could take up to 10 minutes to show up in Confirm your email address on Handshake
your inbox.

e When the email arrives, click the Confirm Email

Hi Zoe,
bUtton to Verlfy your accou nt' Welcome to Handshake! Please confirm your email address to get started:

e When you click Confirm Email in your confirmation S

email, you will be brought back to Handshake. If your

Compa_ny already eXiSts in O}'Ir SYSteml you'" see the If this is a mistake, you can cancel the registration at any time.

following page. You can click Request to connect

with that company and then select Check out ot heo e UEETIONS? e
eck out our help center or sign up for one of our upcoming webinars

Next: Connect to Schools.
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Step 3 of 4 - Join Company You've selected Handshake Next: Connect to Schools

Find and join your company Are you a part of a division
within this company?

Neo problem. First join this
Handshake Search company, and then you'll be
able to set up your division

within it.
Showing 7 results

Can't find your company?
Create New Company
Handshake

Qur story began 3 years ago in college at Michigan Tech University in
remote Houghton, Michigan, covered by 200 inches of snow a year
and eight hours from Chicago or Detroit. We had limited
opportunities to quickly or easily connect with their dream jobs in
Silicon Valley. And we watched friends and extremely qualified
students struggle to start their careers. We setout to help every
college...

2601 Mission 5t, San Francisco, CA 94110, USA |
http:/fjoinhandshake com

| Request ‘

Handshake University Student Employment
Demo employer account

Mountain View, CA, USA | http://jeinhandshake.com


https://support.joinhandshake.com/hc/en-us/articles/218692698-Where-is-my-confirmation-email-

e If this is not the right company, or if no
company per-populates, you can use the
search bar to find your company. If your
company does not exist, you can click the
Create New Company button.

o See page 4 of this document for
how to create a company profile.
Helpful Tip: If this is not your
company and you think that an
additional account should be
opened for your domain you should
create a new support ticket to
discuss opening an additional
Handshake account.

©)

e Next, you will want to choose schools

to connect to. Use the filters on the
left side of the screen to narrow down
schools by rank, region and location.
To request to connect with individual
schools, click the + button to the right
of the school. Then click Next:
Finish.

If you are not automatically connected
with your company you will see a
pending page. To learn more about
being in a pending status at your
company, check out this article here)
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Next: Connect to Schools

Step 3 of 4 - Join Company

Find and join your company

R

Areyoua part of a division
within this company?

cor nyou'llbe
able to set up your division
withinit.

Can't find your company?

Create New Company

@ ® ®

Search for your company
then request tojoin

Connect to schools to Get approved by the
schools or the company's

staff

recruit from

Help  Zoe ~

i handshake

Step 4 of 4 - Connect with Schools

MySelected (1) Clear

Filter Schools by
Showing 301 results

@ Amaranta University o Region -
AMARANTA Palo Alto, California - 10,000 students - #1 Top Public Scho. | Midwest
/| Northeast
Cornell College o 7 south
Ithaca, New York » 25,000 students « #1 Undergraduate En..
V] West
Cornell University o
Ithaca, New York - 30,000 students - Top 10 Engineering U. Toesticn) -
University of Michigan o Rank .
Ann Arbor, Michigan - 43,625 students - #1 Regional Univer..
Andover College o ———
Clawsan, Michigan - O students
==Y Johns Hopkins University

[+)

Baltimore, Maryland - 0 students

Abilene Christian University
San Francisco, California - 12,345 students - Top 500 Libera.

[+
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Thank You for Signing up for Handshake!

Your Current Status:

Pending approval at Handshake
Pending connections with 1school

din

Your approval request has been sent to the Account Administrator(s) at Handshake: S
Jones, 5. S00d, Z. Fluger, C. Hart, J. Pomales, H. Dudek, B. Gergen, and J. Wyzgoski. As saon
as you're approved, we will notify you via email.

While You Wait

Get started by learning more about Handshake


https://support.joinhandshake.com/hc/en-us/articles/115011969467

6. Post Jobs & Register for Events: After successfully creating your account, or linking your
email address within an existing company, you will now have the option to post job, request
on-campus interviews and register for upcoming events.

7. Email Confirmation: Once someone approves your account, you will receive an email
confirming your connection to the university.

8. Navigate Options: Use the left-hand toolbar to navigate the options at the University,
such as Events, Interviews, Fairs and Job Postings.

Getting Started: Creating a New Company Profile:

Important Notes before you begin:

e Handshake recommends first selecting keep me logged in when logging into
Handshake before you begin creating a new company profile. If this is not selected,
there is a chance that your page may time out, resulting in an unresponsive page
when you try to save your newly created company. If this happens, you will need to
log out out and start over.

e If you do not see the Create New Company button, or your company already has a
Handshake profile, but needs to create additional profiles for different locations or
divisions, please contact the Handshake Support Team for further assistance.

i handshake Holp  Zos -

Step 3 of 4 - Join Company
1. Once you have registered for
your Handshake user
account and are on Step 3 of -—
4 - Join Your Company, start
by using the search box
. .
located in the middle of the ©) ® ®
screen to see if your Eme=s
company's profile already el S St ve
exists on Handshake.
Hi handshake Hop  Zoa v

2. If your company doesn't
appear in the search results,
click the Create New

Company button, located on " B
the right side of the screen.

Find and join your company



https://support.joinhandshake.com/hc/en-us/requests/new

If you are not seeing the Create New Company button, please [contact Support to have them

open a domain space for you to create a new company with your domain.

You will be taken to a page where you can fill out all of your company's information. The

following fields are required to create a company profile on Handshake:

o Company Name

o Industry

o Website

o Location

= Please note: Handshake uses a Third Party company called MapBox for

locations. If you are unable to locate your company's specific address, try using
just the city and state, and we recommend submitting feedback to MapBox
here: |https.//www.mapbox.com/geocoder-feedback/

o Description

o Company Size

Please take heed to fill out this information as fully and accurately as possible. As your

company's profile will need to be approved by the Schools you wish to connect with on
Handshake, it's very important to include matching and working information to have the best
chances to be approved by Universities. Things such as a non-working website, mismatching
images, or mismatching email domains (for example) could result in your account being

temporarily suspended.

i handshake Help  Zoa -

Start your company profile

Add a name, images and other important details to build your company's profile

Company
Name

Company
Logo

Add alogo

Thisis the main image associated with your company. Make it count!

&

Adda branding image

This is the background image that will display on the profile.

Industry *

Company Name

Adding Your Company’s Logo and Branding Images

Company Logo:

1. Click Add a logo.
2. Click Upload New Image.
3

. Select the logo image you'd like to use from your computer files. Please
keep in mind that a 1:1 (width to height) ratio is best for your logo with a
minimum size of 150x150 and maximum size of 400x400.

Click Select image.
Click Save.

vk


https://www.mapbox.com/geocoder-feedback/
https://support.joinhandshake.com/hc/en-us/requests/new

Branding Image:

Click Add a branding image.

Click Upload New Image.

Select the branding logo image you'd like to use from your computer files.
Please keep in mind that a ratio between 4:1 and 5:1 (width to height) is
best for your branding image with a minimum size of 1200x300 and a
maximum size of 2000x500.

4. Pro-tip: Don't repeat your logo in your banner image. You logo will be
shown with your banner image. Try to pick an image that shows off who's
there, where you are, or what you do.

Click Select image.

Click Save.

W=

I

To Finish Creating Your Company Profile

¢ Once all information is added, Click Create New Company at the
bottom of this page. You will then be taken to Step 4 of 4 - Connect with
Schools to select which schools you'd like to connect with (see point #3 on

for more info).

Helpful Tip: If you're the Owner of the company profile, you can go back and
edit your company information at any time by following the steps here:
How do I edit my company profile?



https://support.joinhandshake.com/hc/en-us/articles/219133087-How-do-I-edit-my-company-s-profile-
https://support.joinhandshake.com/hc/en-us/articles/221599427
https://support.joinhandshake.com/hc/en-us/articles/115011431228
https://support.joinhandshake.com/hc/en-us/articles/115011972127

Frequently Asked Questions (FAQ)

What do | do if my company uses a generic email?

A generic email is any email address that uses domains such as yahoo.com, hotmail.com,
gmail.com, icloud.com, or others. Career Services typically does not desire these domain names due
to the high amount of fraudulent employer accounts associated with these addresses. However, the
Handshake team understands that some companies, such as franchises and growing businesses, use
these email domains to carry out business every day.

Although we will always recommend a company domain email address, you may create a company
profile using a generic email domain. Once you have made the profile, spend some extra time to
make sure everything is complete with accurate and updated information, and maybe even take the
time to upload your logo and banner for a strong first impression! It's worth it in the long run!

If you are struggling to join an existing company because you have a generic email address, you will
need to use your company domain email address to properly connect, due to the company profile's
utilization of the unique email domain.

What if 1 have a different email domain than my company?

If your email address does not match your company domain, you can still connect your account to
your company.

1. Create your account (to learn more about how to create your company account, read How do |
create a company account?) After you have created your login profile, confirmed your email
address, and connected to the school(s) you want to engage with, you will need to connect to
your company profile.

Sweplof2
2. If your organlzatlon is First, find and join your company. Are you & part of a division within this company?
. Mo preibiern. First jein arty. Then alter actiating your sccount,
al ready using Handshake, Sl L ATV DR 0 A0l S
search for it by name

using the find and join ® @ Carfid yourcompany?
your company which wil
appear during the account O @
creation process. - e
3. When yOur Companyas name i;;‘;r‘;‘:;;;{:‘;‘;’r‘. ['Nu‘«u:"lll‘l;erlsl‘;n o recruit

appears, you can select Join.

Step1of 2

Since you have a different domain name than First, find and join your company.

the company you are joining, your account Handshake “
will be placed in a “pending status” until you
are manually approved by the company. To
learn more about what it means to be in

Pending status, read |1 am in "Pending" status

with my company, what does that mean?

13 Results

Handshake

Handshake is redefining the way universities empower students to launch their dream career, learn
more at joinhandshake.com

http:/fwww joinhandshake.com


https://support.joinhandshake.com/hc/en-us/articles/219133057-How-do-I-create-a-company-profile-
https://support.joinhandshake.com/hc/en-us/articles/219133057-How-do-I-create-a-company-profile-
https://support.joinhandshake.com/hc/en-us/articles/219133067-What-is-a-pending-status-at-my-company-
https://support.joinhandshake.com/hc/en-us/articles/219133067-What-is-a-pending-status-at-my-company-

How do I find and request access to a school?

Ready to connect with a school and its students? To get started, you'll first need to get approval

from the school by following these steps:

1. From any page in Handshake, click on Schools located on the left hand navigation bar. This will
bring up the schools overview screen. If you've already requested approval from one or more
schools, your status with each of those schools will appear here.

2. To find the school you're looking for, click on the Find Schools tab located in the upper right of
your screen. This will bring up a listing of all schools.

i handshake Q Search

| Your Schools

& Profile
il Saved Searches  + Q Find Schools
Ehow Followed Only? Yes No

Boston Univarsity

University of Calitomia Beckeley

Michignn Technalogical University Post Joba, Past Events, Post Intarview Schedulss

3. To find the your school of choice:
e Scroll through the list, OR type the name of the school in the search bar, OR

e Use the filters on the left to narrow the list of schools shown.
4. When you locate your school of choice, click on Request Approval. Your request will

immediately be sent to the school and your status with the school will change to “pending”. To
learn more about this, read What does it mean to be in "Pending status" with a school?

Note: Each school has its own policy and timeline for processing employer requests and Handshake
is unable to accelerate approvals. If you require expedited approval, or if you're concerned about the
status of your request, please contact Whitworth University Career Services directly at
careerservices@whitworth.edu or 509-777-3272. This can also be done in Handshake by clicking on
the school's name from the school overview page to go to its profile page. Enter a note in the contact
box to notify career services.
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