
GUIDE TO USING EXPERIENCE FOR NEW STUDENT USERS 
(Students who have never used Experience before including new Transfer & Graduate students)

All internships, full-time professional, part-time, and seasonal jobs for Florida Tech students are posted in experience. This service allows you to search and track jobs as well as maintain your resume, interview schedule and keep updated with all of Career Management Services Events.

Create an Experience Account
· In the box labeled Students; click on “Create Account”.
· When prompted for a password; enter “panther”.
· Fill in the fields that as you are prompted. Be sure to use your Florida Tech email address. Once done click “Register Now”.
· You will be prompted to complete your profile. Continue to fill in the prompts as directed. Be sure to  accept the Terms of Service by clicking the “Yes – I accept the Terms of Service” Box and click “Next”.
· On the next page you will be prompted to set up your personal preferences. Click “Next” once done.
· Be sure to include your major and expected graduation date in the Academic Section – that is how Career Management Services searches for you for job announcements and resume referrals
· Be sure to update the Administration Section to set your preferences to receive email messages from Career Management Services or to allow your resume to be referred to employers by Career Management Services
· [bookmark: _GoBack]Remember your Access ID and Password! You will need them to log in, to update your registration information, post your resume and search the job listings!

Searching jobs on Experience
· Select either “Co-ops/Internships” or “Full-Time Opportunities” under “More Searches” to the right of the “Jobs & Internships”
· To search for jobs posted specifically for Florida Tech students, select “Jobs posted to my school” search box
· Use the Search to search by Keywords, Career Focus, and/or Location, or any of the other search criteria
· After selecting your job search criteria, click Search
· Use the yellow toolbar to further Refine your search results
· Click on the Job Titles to view the details of the jobs
· For other quick, easy job searches, use the 1-Click Searches on the Job Search page

Upload documents on Experience
· Select Upload a Document under the Documents tab on the navigation bar
· Choose the document type on the Upload a Document page and click Next
· Click Browse to select your document
· Choose the correct document and click Open
· Click Upload

Publishing your resume on Experience
· Select Publish a Resume under the Documents tab on the navigation bar
· View the Resume Books in the Additional Resume Books section
· Choose your Resume from the Publish Resume dropdown on the coordinating Resume Book entry
· Click Save

Searching employers on Experience
· Select Employers Search under 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 employer in the Employer Name field
· Search for an employer by industry by selecting one industry or multiple industries in the Industry field
· Search for an employer by job field by selecting one or multiple options under Career Focus
· Click Search and Click on the Employer name to view the employer profile
