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NACElink Connect Student User 

Section 1: Introduction 
 
The NACElink Connect system offers students an online job-search resource.   

Creating your account 
Creating a NACElink Connect account is free, and offers you access to thousands of jobs 

online.  Begin by selecting [Create New Account]. 
 
Enter all fields on the Student Registration form, making note that fields with a red 

asterisk (*) are required.  
 
Once you have completed the registration, you will see a registration confirmation, 
directing you to your e-mail account. 

 

  
 

Logging in 
 
To log in to NACElink Connect, simply enter your username and password in the area 
provided on your school’s site.   

 

Student home page 
 
The Home page displays the current date and time along with announcements and 
helpful links. 
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Navigating NACElink Connect 
  
There are two tools to help you navigate the Connect system: the navigation bar and 

the breadcrumb links. 
 

Navigation bar: 

 
Use the Navigation bar to easily see where you are and where you want go. The section 
that you are currently in will be highlighted in yellow.  Click on a section title: Home, 
Profile, Documents, Jobs, and Applications to go to that section. 

 
The Profile displays personal and academic information for you to view/edit, and 
displays a Change Password tab where you can change your password at any time. 

 
The Documents section displays all documents you have uploaded. You may download 

them here by clicking the PDF or native icon ( ) in the View column. 

 
The Jobs tab links to the Jobs List. Click the Job Title to review the job, find out if you 

qualify, apply, and see your application status. In this section you may also add jobs to 
the Favorites tab and create and save search agents.  
 
The Applications tab will list all jobs that you have applied to until those jobs expire. 
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Breadcrumbs 

 
 
NACElink Connect remembers where you have been within the system, helping you 

streamline your workflow. Each piece of the breadcrumb is a link back to that section. 
Select one to return to that page. 
 

Common features 
 
Throughout the system there are common features. 
 

Multi-Select  

This field type may be displayed two 

different ways. The first is a 
list. Users must use the 

CTRL key to make multiple 
selections. The second type 
allows the user to pick 

individual items in the list, 
which are then displayed in 
the box below. 
 

 

Calendar 

 If a date is needed, [select] and [clear] buttons will display next to the text box. Click 
[select] to display the calendar, use the arrows to 

navigate or change the months or years 
individually, and choose the desired day. Today’s 
date will always appear in red. 

 
 
 
 

 
 

Common icons 

Icons are used throughout the site to offer a quick link to perform certain tasks: 

•  View item: Click this icon for a preview. 

•  Edit item: Click this icon to edit. 

•  Native document: View a document in the format in which it was originally 

uploaded. 
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•  View/download PDF file. 
 

Section 2: Student Profile 
The Profile area is where you will enter and 

edit information about you and the degree 
you are earning. Selecting a tab displays the 
current information. To make a change, 

select the [edit] button under the tab. 
 
The profile section displays the Personal and 
Academic Information tabs.  

 
My Profile displays your basic information. 
The e-mail address, which is also your 

username, is located here as well.  
 
The Academic Information tab displays 
details about the student’s academic 

background (major, GPA, year in school).  
 
The Password tab allows you to change 

your current password.  
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Section 3: Documents 
 

 
 
Use the Documents section to upload resumes, cover letters, transcripts, writing 

samples, and other documents.  Note that while you can upload as many as 20 different 
documents, there is a maximum file size of 200kb for any single document.    
Once uploaded, documents are converted to PDF in real-time.  

 
From the Documents page, you can view the current document by clicking on the Native 
or PDF document icons, delete unneeded documents, change your default resume, or, 
by clicking on the document title or the edit icon, you can upload a revised copy of a 

document and give it the same name.  
 
Note:  Once a resume has been submitted for a job, uploading a revised copy will not 

revise the one you applied with.  If you find a mistake on your document, you must 
withdraw your document from the application, upload a revised copy to your documents 
and then re-apply for the job.   
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To upload a document, click [Add New] and browse for a file.   
 

Name the document 
(use one that sounds 
professional: employers 
will see it) and select a 

type (Resume, Cover 
Letter, etc.).  Select 
[Save]. 

 
Documents must first be 
uploaded here before 
being submitted to a job 

posting. The maximum 
file size is 200Kb. The 
document will be ready 

to use as soon as it 
converts to PDF. If you 
are uploading a PDF file, 
it will be ready 

immediately. 
 
Once the document 

displays 'ready' in the 
Status column, it may be 
used to apply to jobs. If 

the document returns 
with an error 
designation, you will need to modify and re-upload the document.   
 

To revise an existing document, select the Edit icon from the Document list.  The 
current label will be displayed in the label box. Browse to your updated document and 
[Save] the file. 

 
A default resume should be selected. Default resumes become the first choice when 
applying to jobs.  
 

Deleting a document: If the maximum number of allowed documents has been 
reached, students may delete documents by clicking the [Delete]. 
 

 
To view the PDF version of the document, click the PDF icon in the view column. To 
view the original format, click the native document icon.  
 

 

Section 4: Jobs 
The Jobs section is where you will go to search for and apply to job postings. 
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You can easily filter through the jobs by using the work type, job function, industry, and 
keywords filters at the top of the page.   Click the job title or the view icon to view the 

job details.  Click the Add Favorite image to add a job to your Favorites list.  
 

Favorites 
The Favorites list will help you sort through the job postings and help you easily locate 
the jobs you are interested in without needing to do a search or remembering the job 
details.  You can skim through jobs, and mark as favorites those that you wish to review 

further or that you want to apply for.   
 

Advanced search 
The Advanced Search option provides you with the ability to search by multiple criteria: 
location, major, position type, work authorization, etc. From Advanced Search, you may 
create and save search agents. Search agents may be scheduled to run and send an 

automatic e-mail (using the address listed in your account) listing the positions that 
meet your criteria. 
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Search agents 

 
To set up a search agent  
Perform an advanced search in the Jobs section, selecting the criteria the search agent 
will be based on.  Enter a search agent title into the Save As field and click the checkbox 

to save it. 
 
To edit a previously created search agent 

Go to the Advanced Search tab in the Job section and select the agent to be edited from 
the [select existing] drop-down menu at the top.  Make any appropriate changes to the 
criteria.  Click the box next to the Save As field and select the [Submit] button. 

 
All search agents will be saved in the Search Agents tab (next to Advanced Search).   
Select the appropriate buttons to [Schedule], [Edit], [Run], or [Delete] your search 
agent.   

 
To schedule a search agent, select [Schedule] from the options and select “yes” to 
enable your agent. Select a time period (day, week, and month) and then a multiple (1, 

2, and 3). Your agent will then run according to this schedule. (Example: Period=day; 
multiple=3; your agent will run every 3 days.) 
 
Select [Submit] to save your agent’s schedule. 

 

To view/apply for a job 
To review/apply to a job, click the name of the position from the job list or search 
results page.   This will bring you to a job summary page where you will see information 
about the position, important dates, and contact information.   You may add this job to 
your Favorites list by clicking [Add to Favorites]. 
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Application status 
The column to the right of the job description holds your 

application status. 
 
The status window will display either instructions on how to 
apply or dropdown boxes for attaching resumes through 

the system.   
 
To apply through the system, select the desired documents 

(resume, cover letter, and writing sample) and attach them 
to your application.  Use the Notes section to write a brief 
introduction or cover letter if you are not otherwise able to 
attach one.   

 
When you have attached all documents and written any 
notes, select [Submit] to complete your application. 
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If you have already applied for this position, the status will show the documents you 
submitted.  Once you have applied, your application will show in the Applications tab. 

 

Section 5: Applications 
 
The Applications tab displays all jobs for which you have applied through the system.  
On this screen, you can view the document(s) submitted to the employer.  If you should 

need to correct a submitted document, you will need to withdraw your submission, 
upload the revised document, then re-apply for the job.  
 
 

 
 


