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BENEFITS FOR STUDENTS/APPLICANTS

A Apply for multiple jobs with one online application

A JobMail enables student employees to be notified immediately
about jobs that match their job preferences

A Job search skills development

A Accelerated online hiring process
A Eliminated paper forms

A Web accessibility

A 24-hour service
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TRAINING AGENDA

A How to login to HireADore

A How to complete a JobMail subscription

A How to find a job

A How to apply for a job

A What is theHireADore6 My Dashboar dd f eaft
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First time visitingHireADor&

VANDERBILT UNIVERSITY®

a

=

Employees  Employers & Administrators

Vanderbilt Students On-Campus Employers  VUMC & Off-Campus

Search for a job or sign up for e-mail Post available job positions, review

notification about positions you're applications, and hire employees. Employers .

interested in. Report your hire directly to your HCM VUMC and Off-Campus Employers may post
Specialist for entry into VU Oracle job opportunities for Vanderbilt students.
Cloud. Employment guidelines and Off-Campus Employers will be verified
required documents are at your before the job posting is approved.
fingertips!
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http://www.hireadore.com/

HOW TO LOGINHTREADORE

VANDERBILT UNIVERSITY®

A  Employees  Employers & Administrators

Looking for a job? Here are some quick tips:
1) Search on HireADore for on campus & off campus opportunities
2) You will need your VUNet ID and Password to login
3) Complete the application within HireADore
4) if you are a new student worker please complete the onboarding requirements

5) Get Paid!

B student Information M Applicant & Employee Tools

Student Requirements @ User Dashboard

All student employees must have a social security number to Click here to review jobs you've recently applied for and to
work on campus. An I-2 must be completed before you can update your JobMail Subscription.

begin to work. A W-4 will be required in order to properly

process your take home pay. Please review the following: Q, Findajob
Conduct either quick or advanced searches for available
/ Getting Paid jobs. Submit an online job application.

Click here for Important Payroll Information

[¥]1 Mana

obMail
Watch our how-to video tutorials -_ J

Be the first to know when jobs matching your criteria
become available.

 Timekeeping

=5 Contact our Office
3 Frequently Asked Questions Please email us at StudentEmployment@Vanderbilt.edu
View FAQ's at our Student Employment website. with your questions or concerns.
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HOW TO LOGIN TO HIREADORE

VANDERBILT E; UNIVERSITY

Sign On

AStep 2: Log/UMetluDtdi | i zi ng V|
and O0Passwor dao
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HOW TO COMPLETE YOUR
JOBMAIL SUBSCRIPTION?




WHAT IS JOBMAIL?

JobMail is a system that notifies you automatically by
email when jobs of interest to YOU are posted.

To enable JobMail, you must complete a JobMalil
subscription defining what types of jobs interest you.
Once youodove updated your
attributes of a new job being listed match your
subscription attributes, you will receive email from
the system. This email will provide all the necessary
details about the job so you can proactively apply for
the job, if interested.

- @

subs



CONFIGURE YOOBMAISUBSCRIPTION

A You may create multiple SUDSCIPtIONS s @owesre.
and name them as desired for each J: =~ ~ —
Type (Federal Work Study, GIEAMPUS, = -r-srwmsmsmm s
Institutional Employment,VUMC) r——
A For each subscription, you may set —
criteria s

d Desired Departments (a.k.a.
E m p I Oye rS) yO u WlS h to WO rk (e . g . vanderbilt.studentemployment.ngwebsolutions.com says
Biology & English)

1
OdDesired Job Cat e \ KR - €
interested in (e.g.Tutoring, Clerical,

etc.)

Edit this subsc

OdDesired Time Frames youodr e
interested in working (e.g. Summer
Only, Academic Year, etc.)

|
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

VANDERBILT E’ UNIVERSITY @

Welcome, Roy a Rogers1 | Logout

#  Employees = Help

My JobMail Subscriptions

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive JobMail about.

Federal Work Study «2» [ Add New Subscription ]
Academic Year [ Delete Subscription ]
» Ernpleyer 0 selected [ View/Modify ]
» Category 0 selected z [ View/Modify ]
» Time Frame 0 selected [ View/Modify ]
Off-Campus  «?» [ Add New Subscription ]

There are no subscriptions for this job type.
Institutional Employment  «2» [ Add New Subscription ]
There are no subscriptions for this job type.

VUMC  «P» [ Add New Subscription ]

There are no subscriptions for this job type.

AClick 6View/ Modifyd to add prefle
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

VANDERBILT

E’ UNIVERSITY®

#  Employees Help

My JobMail Subscriptions

Federal Work Study «?»
Academic Year

= Ernplayer 0 selected

» Category 0 selected

» Time Frame 0 selected
Off-Campus  «»

There are no subscriptions for
Institutional Employment
There are no subscriptions for

VUMC  «?»

ons for

Cl

There are no subse

nextgen®

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to deter

Welcome, Roy a Rogers1 | Logout

Choose Employer(s) [x]
Sefected Items [Remove All]
None sefected

Available Ttems \ [add All]
Acad and Stratzqgic Affairs: Office of Vice Provost [add]

Academic Affairs: Office of the Prowvost [add]
Academic Programming [add]
Accounting and Tax [add]
Active Student Citizenship [add]
Administration: Office of the Vice Chancellor [add]
Administrative Solutions [add]
Advanced Computing Center for Research and Education [add]
Advancement Services: Business Affairs [add]
this job type. African American and Diaspora Studies [add]

: < Alumni Relations [add]
M American Econemic Association [add] =
this job type. [Done]

[ OO Ve JooSoTgooTry
this job type.

| ck 6addodo next to each 1 tem

JobMail subscription
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

VANDERBILT E; UNIVERSITY @

Welcome, Roy a Rogers1 | Logout

# ' Employees  Help

Choose Employer(s) [x]
My JobMail Subscriptions Selected ftems [Remove All]
Acad and Strategic Affairs: Office of Vice Provost [remove]

Accounting and Tax \ [remove]

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to deter

Federal Work Study «2»

Acadernic Year Available Ttems [Add All
. Academic Affairs: Office of the Provost [add
= Employer 0 selected Academic Programming [add
Cat 0 selected Active Student Citizenship [add
=» Lategory select Administration: Office of the Vice Chancellor [add
. . Administrative Solutions [add
» Time Frame 0 selected Advanced Computing Center for Research and Education [add
Advancement Services: Business Affairs [add
Off-Campus «?» African American and Diaspora Studies [add
Alumni Relations [add
There are no subscriptions for this job type. meﬁcaﬂ g;jg_ﬂmic Association %
erican ies [add
Institutional Employment «?» S g [add] ~
There are no subscriptions for this job type. [Done]
VUMC  «2» T =izimiug
There are no subscriptions for this job type.

Your selection(s) wil/l appear I
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CONFIGURE YOOBMAIRUBSCRIPTION

VANDERBILT E’ UNIVERSITY e

Welcome, Roy a Rogers1 | Logout

#  Employees Help

Choose Employer(s) [x]
My JobMail Subscriptions Selected Items [Remove All

Acad and Stratzgic Affairs: Office of Vice Provost [remave]

Accounting and Tax [remave]

The JobMail system sends email to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to deter

Federal Work Study «?»

Acadernic Year

Available Items [Aadd Al
. Academic Affairs: Office of the Provost [add]
= Ernployer 0 selected Academic Programming [add]
N . Active Student Citizenship [add]
» Category 0 selected Administration: Office of the Vice Chancellor [add]
. Administrative Solutions [add]
»Time Frame 0 selected Adwvanced Computing Center for Research and Education [add]
Advancement Services: Business Affairs [add]
Off-Campus  «?» African American and Diaspora Studies [add]
- Alumni Relations [add]
There are no subscriptions for this job tyr American Economic Association [add]
There are no subscriptions for this job type. oy [2dd]
Annual Giving [add] ~

Institutional Employment  «?»

There are no subscriptions for this job type. [Done]

VUMC «&f» | BEalTAT WA -y e ie s imneinie e —

There are no subscriptions for this job type.

When youodore finished adding

Repeat this step for each Job Type and Criterion
(Department/Employer, Category, and Time Frame).
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

VANDERBILT E’ UNIVERSITY e

Welcome, Roy a Rogers1 | Logout

#  Employees Help

My JobMail Subscriptions

The JobMail system sen il to you when jobs of interest are posted. Add and edit your JobMail subscriptions below to determine what jobs you will receive JobMail about.

Save Subscription(s) | Ghan e effect.

Federal Work Study «2» [ Add New Subscription ]
Acadernic Year [ Delete Subscription ]
» Employer 2selected modifisd [ View/Modify ]
» Category 0 zelected [ View/Modify ]
» Time Frame 0 selected [ View/Modify ]
Off-Campus  «?» [ Add New Subscription ]

There are no subscriptions for this job type.

Institutional Employment  «2» [ Add New Subscription ]

There are no subscriptions for this job type.

VUMC  «?» [ Add New Subscription ]

There are no subscriptions for this job type.

Save Subscription(s) | ¢

Click one of t he 6Save
subscription.
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HOW TO SEARCH FOR A JOB

—




Quick Search: A search containing joefined criteria

VANDERBILT E’ UNIVERSITYe

Welcome, Roy a Rogers1 | Logout
#  Employees Help

My Dashboard

Finc Findfjob o ——

My JobMail
1)n _
Contact Us

ch 1a e Yo (B ptions below or click on the "Advanced Search” butten for more options
Manage My Profile

4 Quick Search Z"_,JAd vvvvv d Search —
S R
Select a quick search. _

Federal Work Study Jobs Off-Campus Jobs
Institutional Ernployrment VUMC Jabs

Show All Active Jobs Most Hours per Week
25 Most Recently Posted Jobs Fewest Hours per Week

Jobs by Departrient

AClick the 6Find a Jobd function

A Selecta specificpe f i ned 6Qui ck Searchd |y
find a job.

AOt herwi se, to define your own cu
Searcho.
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Advanced Search: Define your own custom job criteria

AClick the 6Advanced Searchd butlt
define your own job criteria you wish
to search.

A Advanced Search enables you to | e @
search for jobs by the following:

d Keyword(s) Search E—

(Federal Work Study, Institutiona ”“
Employment, OfCampus,
VUMC)

d Job Category,
Employers/Department, Time
Frame,Wage, and Hours per
Week

nextgen® @
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VANDERBILT UNIVERSITY e

HOW TO APPLY FOR
A JOB



