
 MSU MBA Career Services (CSC)- eRecruiting Guidelines 
 
Our on-line career management tool is called eRecruiting.  The site can be accessed via the 
following link: https://mba-msu-csm.symplicity.com/students/index.php?s=home&  
 
This is where you will be able to upload and publish your resume, search and apply to on- 
and off-campus job postings, find company contacts, learn about recruiting events, and gain 
access to other important job search resources. Please note that there is a “help” tab you 
can use if you have additional questions as you explore the website 
 
STEP 1: Login to the system  
You should have received your username and password via e mail to login. If not, please 
contact your career services advisor.  The first time you login, you will be prompted to 
complete your profile (which can always be revised as necessary).   
 
Please complete the profile as accurately as possible as this will be used by recruiters 
seeking candidates with specific interests/backgrounds 
 

 

 
 
Step 2: Create a Profile   

 
 Select the “Profile” tab 

 

 
 

https://mba-msu-csm.symplicity.com/students/index.php?s=home&


 
 

 Select each tab and enter the requested information  
 
Note: Please fill in the optional fields to the best of your ability in addition to the 
required fields. This information will help us to understand and serve you better. 
Please DO NOT change your student status! (This field is used for CSC placement 
reporting) 
 
 Be sure to “SAVE CHANGES” as you enter your profile information. 

 
STEP 3: Upload your resume and other required documents; such as, cover letters 
and transcripts, to apply for job postings on eRecruiting 

 
 Select the “Documents” Tab 

 
This is the tab that will allow you to manage the documents that you will 
upload and use to apply for positions on eRecruiting. 
 
 

 
 
 

  
 Select the “Career Documents” tab 

 Select “Add New” to upload documents 
 Select the type of document that you would like to upload. For your first 

document, please upload your resume.  This should be the approved resume 



reviewed by your career advisor. Note: Documents cannot be uploaded 
simultaneously 

 Select browse to locate your document 
 Click submit 
 

 

 
 
 

 Your documents will be contained in the “Career Documents” page 
 
 

 
 

 Select the “Opt-in Resume Book” tab to have your resume included in the resume 
book that is given to recruiters.  The resume books to which you may publish 
(determined by your program, student status, and the concentrations you have 
chosen in your profile) will have drop down menus next to them. Use the drop down 
menu to choose the resume you want published to each resume book. Please be 
advised that company representatives, who have access to eRecruiting, have the ability 
to view your resume on the system, when it is published in a resume book. 

 
STEP 4: Applying for jobs 
 

 Select the “MBA Jobs” tab 
 

 
 
Displayed in this section are the jobs that you may be able to apply. 



 
 There are three types of application to jobs posted in eRecruiting: 

1.  Jobs you can apply to- You see a posting for a position you are interested- 
click on the position- apply by clicking the “apply” button. The system bundles the 
resumes and sends them to the recruiters at the end of the application deadline. You 
will be notified of the employer’s interest in interviewing you.    
2. An employer has posted a position but has asked that all resumes/cover 
letters be emailed directly to their contact person- The company may still hold 
on-campus interviews, but the applications are not handled through eRecruiting and 
you would be contacted for an interview outside of eRecruiting. 
3. An employer has posted a position and has provided a link to their website 

where they have requested all applicants apply- Once again, you would be 
contacted outside of eRecruiting if the employer were interested in interviewing 
you. 

 
 
Withdrawing a job application  
 
 Select the “Applications” tab.  This shows all the jobs that you have applied to 
 

 
 
 

 If the deadline has not passed, the options column will contain a button that will 
allow you to withdraw your application.  If the deadline has passed, you will NOT 
be allowed to withdraw your application via the system.   
 

Video Tutorial 
 There is a video tutorial that can be accessed in the “MBA Jobs” tab that will 
also guide you through applying for jobs.   
 

 Click on the arrow highlighted below to access the tutorial. 
 

 
 
 

STEP 5: Checking the status of your application 
 Select the “Interviews” tab 

 



 
 

 The “Interview Requests” tab contains information on all of your active 
applications.  This page will show your application status for each job to which you 
have applied (that has on-campus interviews) as Accepted, Alternate, Undecided, or 
Decline.  Before the deadline has passed, all applicants will be labeled “Undecided.” 
If your status changes to “Accepted,” you will be instructed further about setting an 
interview time. 
 

 The “Scheduled Interview” tab will show your interview time for each company 
that has accepted to interview you 
 

STEP 6: Viewing upcoming career services events 
 Select the “Events” tab 

 

 
 
 

 This page allows you to view upcoming career fairs, information sessions, and 
workshops. 

 
Signing up for an event 

 Click on the tab (“Career Fairs”, “Information Sessions”, or  “Workshops”) containing 
the events you are interested in attending 

 Sign-up for an event by clicking the button “Will Attend Button” 
 
 

 
 
 
 
 



 
Viewing events on the calendar 

 Select the “Calendar” tab 
 

 
 
This will show you day by day, the application deadlines, interviews scheduled, company 
presentations, and other important events taking place.  You can view events in the future 
as well as in the past. To get an idea of what this year’s fall recruiting season might look 
like, go to last year’s calendar. 

Calendar Search – Here you can search for specific events by event type and company 
name. 

Personal Events – This page will show you all the events to which you have made 
a commitment through eRecruiting. 
 
Release of Information 
To effectively serve our recruiters, the eRecruiting system is designed to release certain 
information about you. Publishing your resume to a job/internship posting as an 
application or 
any resume book is the trigger that allows employers to see this information. 
 
Released Information 
Confidential Information 
*Employers cannot see or search by scholarship or citizenship information, but MBA Career 
Services may provide it upon request 
 


