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Adding Algonquin College as a Safe Sender

To ensure you receive all important information from the Algonquin College Cooperative
Education Department, please follow the below instructions:

1. On the Ribbon, from the Home tab, in the Delete group, select Junk, then Junk E-mail

Options.

File Home Send / Receive Falder View Adobe F
ljl ,._|':|j 5 Ignare x ﬁe @ [F Me
MNew :ew 155 Clean Up - Delete  Reply Reply Forward M
Email ltems~ 891“'"'"' All E-@MC

MNew ...-@ Block Sender
4 Favorites Mewver Block Sender

Inbox Mever Block Sender's Domain (@example.com)

Sent [tems Mever Block this Group or Mailing List

Deleted Itermns

2. Select the Safe Senders tab.

Optionsl} 5afe Senders Eafe Recipients Elocked Senders  International
[ ] -mail fram addresses or domain names on your Safe Senders List

...“ will never be treated as junk e-mail.

Add...

Edit...

Remove

Impaort from File..,
Export to File...

[+ Also trust e-mail from my Contacts
DAutomaticaIly add people | e-mail to the Safe Senders List
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Continued on next page

3. Click Add.

Options 5afe Senders  Safe Recipients Blocked Senders  International

@ E-mail from addresses or domain names on your 5afe Senders List

aa® will never be treated as junk e-mail.

Edit...

Remove

Import from File...
Export to File...

[ Also trust e-mail from my Contacts
DAutomaticaIIy add people | e-mail to the Safe Senders List

OK | | Cancel Apply

4. In the Add address or domain dialog box, type in ‘@algonquincollege.com’, and click OK.

X

Add address ar domain

Enter an e-mail address or Internet domain name to be
added to the list.

Examples: someone@example.com or @example.com

ok || cance |

Continued on next page
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5. In the Junk E-mail Options dialog box, click Apply to save your changes.

Options 5afe 5enders  Safe Recipients Blocked Senders  International

@ E-mail from addresses or domain names on your Safe Senders List
“‘ﬂ will never be treated as junk e-mail,

@algonquincollege.com Add...

Edit...

Remave

Import from File...
Expart to File..,

Also trust e-mail from my Contacts
DAutomatically add people | e-mail to the Safe Senders List

oK Cancel Apply

This step is complete! Emails from Algonquin College will now be prevented from
automatically going to your Junk E-mail folder.
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Getting Started: First AC Co-op Job Posting

1. If this is your first time posting a job with Algonquin College Co-op, go to HireAC and click
on EMPLOYERS then ACCOUNT REGISTRATION

ALGONQUIN
COLLEGE

HOME STUDENTS v  GRADUATES v  STAFF AND FACULTY v  EMPLOYERS v  (

EMPLOYER
LOGIN

ACCOUNT
REGISTRATION

FORGOT
PASSWORD

HireAC 3 VERIFY A

RECORD

Find or post employment opportunities, Co-op placements, and Co-
Curricular Record activities, all in one place!

2. Complete the Organization Information, Division information, and User information fields.

I The Employment Support Centre and Cooperative Education

Registration

Organization Information

Division Information

DIVISION HAME*
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User Information

Legin Information

EMAIL ADDRESS *

PASIWORD *

PAZIWORD CHECHK *

FIRET HAME *

LAST HAME *

3. Select the services your organization is interested in by clicking the toggle on the right,
confirm you are not a robot, and click ‘continue’.

SERVICES INTERESTED IN (SELECT ALL THAT APPLY)*

Full-ime, part-time, and/or summer Job Postings -

Co-op Job Posfings (year-round)

Career Fairs E

filter options Al IER
™
m ot a robot e
reCAPTCHA

Py - T

CONTIHUE |
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4. View your registration confirmation, and wait for your activation message that will be
emailed to you within 1-2 business days.

Registration Confirmation

Thank you for submitting your registration. A message will be forwarded fo your email address once your account

has been activated. Registrations are confirmed within 1-2 business days.

We look forward to working with you!
The Employment Support Centre and Cooperative Education Teams
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To Retrieve your Password

1. Go to HireAC and click on EMPLOYERS then EMPLOYER LOGIN

ALGTONQUIN G e pmsios sarespun e s
COLLEGE

HireAC

Find or post employment opportunities, Co-op placements, and Co-
Curricular Record activities, all in one place!

2. Click on the Forgot Password prompt

Employer Login

If you are an employer currently registered on the system proceed using your email address and
previously created password

To register as a new employer on the HireAC system complete the registration form accessible through
the ™ " link on the left

rorgot Password? Click l

EMAIL

PASSWORD:

3. This is a two step process:

A) Enter your Login ID to retrieve your email reset code. Please note the reset code
may take between 5 and 10 minutes to arrive in your email inbox.
B) Once you have your reset code, you may continue to step two of the password

retrieval.


https://hireac.algonquincollege.com/home.htm
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Post a New Job

1. Loginto HireAC.

COLLEGE

HireAC

Find or post employment opportunities, Co-op placements, and Co-
Curricular Record activities, all in one place!

2. Click 'Post a Job' from the dashboard.

Welcome Example Session

Career & Employment Post a Job

So:0n Dashboard Job Postings Intermews

e

Welcome to HireAC!

HireAC will give you access to qualified students and graduates who meet the needs of your current
full-time, part-time and summer employment opportunities

Log Out

Please note that we will not accept job postinas or on-campus recruitment bookinas that are

Continued on next page
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3. From there, click “Co-op Job Postings” in the pop-up

Posta Job

Ploase select where you would ke to post the job

Employment Support Centre Job Postings

' Co-0p Job Postings I

4, Select the “Post a New Job” option.

Dashboard

Intendiews

Appications

Log Out

ALGONQUIN
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Select a previous posting to repost

My Previous Postings

- Select-

OR

Post a New Job

Continued on next page
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5. Complete the ‘Job Posting Information’ fields. Your contact details will be brought forward
from the information we have on file. If you need to update this information, please email
coop@algonquincollege.com

Job Postng Informatson
Term Posted 2018 - Speing/Summer
Position Type * ® Co-op Employment
Job Tige *
ob Locakan National Capetal Region
Job g
paa |B @ A- B I % |k & #|™ o ™ EQ
MAX CHARS 10000 CHARS REMANSG 10000
Job R ements
S Rl[x © @ Ja-B Il # k== mEQo
MAX CHARS 10000  CHARS REMANNG 10000
Salary ® Hourty
Rate of Pay
All Degrees and Disciplines ® No

12
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Targeted Programs - _ “Wour Program Selections

Pembroke - Applied Nudear Science and Radiation “
Pambroki - Business

Pembroke - Compater System Technician
Pembroke - Environmental Technician

Pembroke - Motive Power Technician

Pembroke - Outdoor Adventure Naturalist
Architectural Technician (Fall Inlake)

Architectural Technician (Weekend Intake)
Architectural Technician (Winler Intake)

Architectural Technohogy (Fall intake)

Architectural Technology (Winber intake)

Bachelor of Building Science
Bachetor of Building Science (Enfry Level 03 - Bridgir
Bachesor of Building Sciance (Enfry Level 05 - Bridgir
Bachelor of Commerce

Bachesor of Hospitalty and Towrksm Managemen

« i — ;

nr

Select your targeted programs below. Please select what programs you would like to recruit
from, and we review all job postings to ensure the best programs are selected, if we have any
suggestions we will be in touch.

Targeled Programs. Your Program Selechons

Porbeoke - Appled Nucles SGaence m
Pembroke - Busness
Pommteoke - Cormguter System T
Permroke - Ervrormmenial Tochnecun
Pembroke - Motive Power Techncan
Porreoks - Outdooe Acventure Natue
Avcrstectural Techneoan (Fall Intake)
Avchwtectiral Techmoan (Weekend litak
Arctutectural Techmoan (Winles Intake)
Ascttechual Tochnology (Fall intaks)
— uctetectal Technology (Wieter Intake)
Bachelkx of Buldng Scence
Bachelor of Buldng Soence (Entry Leve
Bachedor of Buddng Soence (Entry Leve
Bachedor of Comenerce
dem?mmv

Continued on next page
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6. “Select the “Application Delivery” method* you prefer.

*We recommend the default setting of “through HireAC - Email all applications to the job
posting owner aft her applications are released”. This way you will get one email with a link to
all of the applications at once, and it also allows the AC co-op team to provide assistance
during the recruiting and interviewing stages.

Application Deliveny
® Theough HireAC

Additional Email Optons
il Email sl appheabions b th ok peatng swner aRer the Spplealons am rekiaded

Q Email ma sach application s Mudents spply

Enter amal S0NEEs [0 sand 1o

eliciaskirbiBgmail com

(8] Mora

Q Thaough Emgloyer Website

Enter URL for website you want sudents direcied to.

7. Complete the ‘Application Information’ fields and click ‘Submit Posting for Approval.’

Appcation Mnformation

Application Deadine:* 1111201 B 1s9pm

Applcation Documents Requirad * Cover Lefter [¥]
Resume

Adational Application Information -

Appi B @ A- B I A R 2 E - mEQ

MAK CHARS: 10000 CHARS REMUNNG 10000

Appication Form

Numbex of Positions * 1

1 wousd like to see applications from _Select—

8. After submitting the posting, you'll get a confirmation of receipt email. You will get an
additional email when your posting is reviewed and posted by the co-op department with
information about next steps.

14
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Reposting a Job

1. Go to HireAC and click on EMPLOYERS then EMPLOYER LOGIN

ALGTONQUIN e S S SR
COLLEGE

|

HireAC

Find or post employment opportunities, Co-op placements, and Co-
Curricular Record activities, all in one place!

Welcome Example Session
Dashboard

i

Co-op

Dashboard Job Postings Internews

My Account

Welcome to HireAC!

HireAC will give you access to qualified students and graduates who meet the needs of your current
full-time, part-time and summer employment opportunities

Please note that we will not accept iob postinas or on-campus recruitment bookinas that are

3. From there, click “Co-op Job Postings” in the pop-up.

Posta Job

Ploase seloct where you would ke to post the job

Empioyment Support Cantre Job Postings

Co-0p Job Postings

15
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4, Locate the job posting you would like to repost from the “My Previous Postings:” drop-
down menu.

Select a previous posting to repost

My Previous Postings
- Select- ¥

5. Select “Repost and Edit Posting”

STEP 1: Select a repost option

) Repost and Edit Posting

6. Complete the “Repost Details” fields, click Repost and you are done!

STEP 2: Repost Details

Term to postto : - -select-- R

App Deadline : 12/09/2013 B 11:59PM v

16
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Thank you for participating in the
Algonquin College Cooperative Education
program!
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