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•  Sign up for interviews  online . 
•  Search for jobs/internships  and employer information . 
•  Store your resumes and other job -search documents (e.g., cover letters) .  
•  Track your job search,  including jo bs and interviews for which you qualify , 

and resume submissions . 
•  Check calendar for pre -nights, information sessions, and Career Services’ 

workshops and other events.  

To Access Miami CAREERlink :  

1.  Go to Career Services’ homepage ( www.muohio.edu/careers ) , click on 
‘Students ’, click on ‘Miami CAREERlink’.  
 

2.  Enter your username and password.   
 
NOTE: If you are a f irst - t ime user, both your username and password 
are your Banner ID.   Please remember to add the (+) before you r  
Banner ID, along with all 8 digits in your Banner ID (including zero). 
For example, if your Banner ID is +01111111, be certain to type all 
9 characters (the plus sign and 8 digits) into the login f ield.  
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Student Registration: 

1. If you are a current Miami undergraduate or graduate student, please click 
‘No,’ you are not an alumnus. 

2. Enter all of your information.  Any field with a red asterisk is a required 
field that must be filled in before you can move on. 

• Please accurately fill out the profile section. Examples of common 
errors are: typing an incorrect e-mail address, GPA, graduation date, 
etc. Entering incorrect information may result in missed 
opportunities with employers. 

3. ‘Geographic Preference’ – It is to your advantage to pick 3 geographic 
preferences as employers may use geographic preference to identify 
candidates. 

4. ‘Receive E-mail Notifications’ – Since the system is based on e-mail, you 
must leave this as ‘Yes’ in order to receive e-mails from employers and 
Career Services regarding interview opportunities and other important 
information concerning your job/internship search. 

5. ‘Include in Resume Books’ – You must click ‘Yes’ in order for employers to 
have access to your default resume when looking for candidates.  For 
example, employers who are looking for job/internship candidates, but 
who are not coming to campus, may search a Resume Book for potential 
candidates to invite for a phone or on-site interview. 

6. ‘Policy Affirmation’ – In order to use Miami CAREERlink, you must read and 
check the box agreeing to abide by the policy affirmation. 

7. Please check/proof the information entered up to this point before 
proceeding to the next step. 

8. Click the ‘Submit’ button to save your information and view Miami 
CAREERlink’s homepage.  

NOTE: After you initially register, you may update your personal 
information such as GPA, majors, and minors, by clicking on the 
‘Profile’ tab. After updating your information, remember to click 
‘Save’ to store the entered data. 
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Documents: 

1. You must upload a resume to complete the registration process with the 
Office of Career Services and to apply for jobs/internships; to do so click 
on the ‘Documents’ tab. 

2. Click on ‘Add New’ to upload any document: resume, cover letter, writing 
sample, etc.  You are able to keep up to 10 documents on the system. 

Jobs (to search for jobs and internships) [see below for screenshot of 
Miami CAREERlink]: 

NOTE: If no jobs/internships appear when you conduct a search, be sure to 
check the ‘Completion Status’ box under ‘Profile’ to ensure you have completed 
all the necessary steps to register.   

1. There are three ways for students and employers to connect: (1) On-
Campus Recruiting (pre-select to alternate, pre-select to alternate to 
open, or open [see explanation below]); (2) Job Listings which include 
internships; and (3) Resume Books. 

 



 

 

4 

 

 

 

2. Select a position in which you are interested, and note ‘Type’ (e.g., P, O, 
etc.).  Review the legend box in the upper right-hand corner of the screen 
(e.g., P = Pre-select, C = Resume Collect, etc.).  

• P = Pre-select – If you meet an employer’s criteria submit a resume by 
clicking on the ‘Job Title’ of a position and following instructions under 
‘Application Status’.  To determine if you meet the employer’s 
qualifications, look at ‘Screening Criteria’: 

i. The employer reviews the resumes and selects candidates to 
interview.  If selected, a message will appear on your Miami 
CAREERlink homepage under ‘Alerts’ and you will receive an 
e-mail if you selected the option to receive e-mails. 

ii. Selected students can sign up for an interview within the 
appropriate time period.   

NOTE: If you are pre-selected, it is important to sign up 
immediately; otherwise, the time slot may be opened to “alternate” 
candidates. 

• O = Open – During ‘Open Sign-Up’ a student can sign up for an interview if: 

  i. The employer’s qualifications (e.g., major, GPA, degree, work 
authorization) are met and; 

 ii. There are available time slots on the schedule. 

NOTE: Open sign-ups are first come, first served. 

• C = Resume Collect – You can submit a resume to an employer; if there is 
enough interest, the employer may come to campus to interview or 
contact you for phone or on-site interviews. 

• J = Job Listings – Internship and full-time job listings submitted by 
employers who may not be coming to campus. 

• CF = Career Fair – This code is currently not used.  See ‘Events’ for a list 
of employers participating in the Career Fair. 
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Advanced Search: This option allows you to tailor your job search and create e-
mail updates of new job postings. 

• If you have not already done so, click on ‘Jobs’ and then ‘Advanced 
Search.’ 

• Select the criteria you would like in your search. If you are too specific, 
you may receive fewer results from your search. However, keep in mind 
that some employers only recruit specific majors; if you do not select 
that major then you may miss viewing that job. 

• To select more than one option, hold down the ‘Ctrl’ key as you click with 
the mouse. 

• You can select a specific timeframe during which an employer has stated 
they will be on campus interviewing students under the ‘OCR Interview 
Date’ option. 

• Each search can be saved as a ‘Search Agent’ but must be saved before 
clicking ‘Submit’ (see below). 

• Click on ‘Submit’ to review your results. 

Search Agents: This option allows you to receive e-mails concerning jobs and 
internships for which you are interested. It is highly recommended that 
you util ize this option. 

• If you have not already done so, click on ‘Jobs’ and then ‘Advanced 
Search.’ 

• In addition to selecting your search criteria, check the ‘Save as’ box at 
the top of the page. Next, enter in a name for this search (e.g., 
‘Government Internships’). Click ‘Submit’ to save and view your results.  

• In order to receive e-mail notifications about jobs/internships, 
you must next click on the ‘Search Agents’ tab. 

• To set up a reoccurring e-mail, click on the ‘Schedule’ button under the 
‘Options’ section.  Change the ‘Enable’ button to ‘yes’ and click ‘Submit’. 
Next, select the intervals at which you wish to receive e-mails. NOTE: 
Selecting ‘Week’ and ‘2’ for the Period and Multiple categories will result 
in an e-mail every 2 weeks, not 2 e-mails a week. 
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• It is suggested that you receive an e-mail at least once a week 
(Period=week, Multiple=1) as jobs are updated on a daily basis.  

• It is suggested you select ‘yes’ to include only new results. 

• If you wish to change the intervals at which you receive e-mails, click on 
the name of the search under the ‘Label’ section. 

• You may also edit/delete the search, set up multiple searches, and run a 
saved search under the ‘Options’ section. To edit the search criteria, click 
on ‘Schedule’ under the ‘Options’ section. 

NOTE:  If during your advanced search no jobs are appearing, check 
your search agent’s criteria and make sure your job search is not 
too narrow. 

Employers: 

• Information supplied by the employer.  This information may be used to 
help you determine for which positions you want to interview and also 
assist you in beginning to research employers prior to your interviews. 

Interviews:  

• Allows you to view employers requesting an interview for which you have 
submitted a resume, sign up for an interview, and see your scheduled 
interviews. 

• If the submission deadline has NOT passed, you may change your resume 
by clicking the “Withdraw Application” button and reapply with a new 
version of your resume.  If you edit the version that was submitted, the 
system will automatically update the document in ALL active applications.  
However, if the submission deadline has passed, a resume will not 
automatically be updated.   

Events: 

• Provides a listing of Career Services’ workshops, events, and Employer 
Information Sessions or Pre-nights. A Pre-night is a presentation the 
employer expects you to attend if you will be interviewing with them the 
next day. 
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Calendar: 

• Tracks your scheduled interviews, information sessions, and pre-nights to 
which you have submitted an online RSVP. 

Tips for Operating Miami CAREERlink Effectively: 

• Utilize the following browsers for optimal use: Firefox 2+, Internet 
Explorer 6+, Safari 2+. 

• If you have a question or encounter a challenge while using the system, 
please type your question or challenge into the comments and questions 
box in the right-hand column of Miami CAREERlink’s homepage (i.e., this is 
the first page after log in).   
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Miami University 
CAREER SERVICES 

www.muohio.edu/careers/ 

On-Campus Interviewing FAQs 
How do I upload my resume in Miami CAREERlink? 
- Log into Miami CAREERlink 
- Click on “Documents” at the top of the page 
- Click on “Add New” 
- Complete “Label Field” for the Resume  
- Choose a “Document Type” 
- Click on “Browse” to select your resume file to upload 
- Click “Submit” 
 
How do I submit my resume to employers interviewing on campus? 
- Log into Miami CAREERlink 
- Click on “Jobs” 
- Next to the “Show Me” choice, select “Interviews I Qualify For” 
- Click “search” to locate campus interviews 
- Click on the job title 
- Under “Application Status,” select a resume 
- Click “Submit” 
 
Alternatively, at your home screen under Quick Links select “Campus Interviews I Qualify For.” Next, click on the 
job title, select a resume, and click the submit button.  
 
For all job postings, not just on-campus interviews, choose “All Jobs & Interviews” and follow the directions above. 
 
How do I sign up for an interview? 
If you have received an e-mail stating that you have been either “invited” or “preselected,” you can sign up for an 
interview by following these steps: 
- Log into Miami CAREERlink 
- At the home screen, look under the Alerts heading to find the link to sign up for a time 
- Click the link that states “you may sign up for X interviews” 
- Sign-up for a time 
If you are unable to sign-up for a time, please check the sign-up dates in the employer job posting. During the “Sign-
Up Start Date” and “Sign-Up End Date” you will be able to select an interview time. If you still have difficulty; 
please send an e-mail to careerservices@muohio.edu 
 
How do I change my interview time? 
To reschedule your interview time: 
- Log into Miami CAREERlink  
- Click on “Interviews” 
- Click on “Scheduled Interviews” tab 
- Find the date of the interview (under the interview date column) 
- Click on “Reschedule” (to the far right) 
- Choose a different time 
- Click “Submit” 
Be warned: Additional time slots may not be available.  
 
How do I cancel an interview? 
To cancel your interview time: 
- Log into Miami CAREERlink 
- Click on “Interviews” 
- Click on “Scheduled Interviews” tab 
- Find the date of the interview (under the interview date column) 
- Click on “Cancel” (to the far right) 
NOTE: You can cancel your interview online up until 11:59 p.m. two business days prior to the interview.  
Canceling after that will be considered a late cancellation.  Please review our OCR No Show/Late Cancellation 
Penalty Policy for details. 
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