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EMPLOYER OVERVIEW
Employer Contacts have the ability to self-register their profile and log in to post Jobs to be streamed to all SUNY campuses. The main features of the SUNY Applied Learning site are:

HOME
View announcements from SUNY.
MY PROFILE
Edit your personal contact & company information. Ensure applicants can contact you and that your organization is presented accurately.
MY JOBS
Create new job listing to post to all 64 SUNY system schools.

REGISTRATION
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Video Tutorial

1. Go to  www.suny.edu/suny-works/database
2. Click on “Click Here to Register.”
3. Search for your company to see if it already exists.  If not, click “Can’t Find Your Organization” to create a new profile.
4. Enter basic information to create a user account in the system.

MANAGING YOUR ACCOUNT AND CONTACT INFORMATION

You can manage information students at SUNY schools will see.  This includes critical contact information as well as information about your Organization.

EDIT ACCOUNT INFORMATION - Video Tutorial

1. Click on MY PROFILE on the main navigation bar. Click on EDIT for each section to change or provide information about your Organization and your Contact information. Click on SAVE when edits and change are complete

MANAGING JOBS
The consortium enables you to post jobs for students and alumni to view on-line at each SDACCC member school site. 

To post a new job - Video Tutorial

Posting a Job Step by Step:
1. Navigate to MY JOBS on the main navigation bar and select the NEW JOB link.
2. Enter basic information as noted and required. Fields marked with an Asterisk are required fields and must be completed. 
3. Information for Job Description, Qualifications and How to Apply can be cut/pasted from another software application. 
4. Please note that the contact information is pre-populated with your contact information from the MY PROFILE section. If you would prefer that applicants contact another individual with your organization, please make that change here. 
5. POST DATE is the date the announcement will be available for students to view at each consortium school. 
6. EXPIRATION DATE is the date the announcement will be no longer viewable to students at each consortium school. 
7. SHOW MY CONTACT INFORMATION allows students to view information in your profile as a method of contact.
8. Applicants are able to apply on-line for positions if you desire. This is recommended as a way to streamline the process for you. Individual emails from each student applying will be sent directly to you. To allow applicants to apply on-line from SUNY campuses, answer YES to ALLOW APPLICANTS TO APPLY ONLINE THROUGH INDIVIDUAL SUNY CAMPUSES?
9. Click the SAVE button at the bottom of the page. Positions are not immediately available for review by students. Each job submitted is reviewed by each individual campus for posting on the individual campus. 

To edit an existing Active job - Video Tutorial

1. Navigate to MY JOBS on the main navigation bar and select JOB LIST. 
2. Edit the sections of the job as needed. SAVE each section when completed. 
3. ACTIVE jobs are only viewable to students if the EXPIRATION DATE has not passed. 

To re-post an existing job:
1. Navigate to MY JOBS on the main navigation bar and select JOB LIST. 
2. Click on the Job Title in the list 
3. To re-post the position, click on COPY JOB under the Page Functions section in the left navigation bar. 
4. ACTIVE jobs are only viewable to students if the EXPIRATION DATE has not passed. 
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