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INSTRUCTIONS FOR OCI

1. Log into Symplicity at https://law-memphis-csm.symplicity.com/students. Your username is your UUID (the first part of your University email address before the “@memphis.edu”. My email address is gwinsett@memphis.edu, and my UUID is gwinsett.) Your Symplicity password is your University email password.
2. Click on Profile and update your contact information.  Note: Under Privacy, be sure to select Yes to receive email job blasts from CSO if you want emails announcing various job opportunities.
3. Click on Documents and make sure that you have uploaded your current resume.  You will not be able to apply through Symplicity for OCI if you don’t have an uploaded resume.
4. Under Documents, you can have at least 20 documents.  You will probably want to go ahead and add a Sample Cover Letter, Writing Sample, List of References, and Unofficial Transcript as many OCI employers will request such documents.
5. Click on OCI to review the current participating employers. You will go to Employers/Bidding/Application.  To find employers, scroll down the Session Window which contains all the Fall OCI Sessions.  Fall OCI is divided into SESSIONS where each week of OCI is contained in its own session. Be sure to search all sessions individually to make sure that you have seen all the employers participating in OCI.  (Some sessions may be empty as not all employers have signed up for interview dates yet.  Also, only the employers that are interviewing your grade level will show up.)  After you have selected the Fall OCI Session that you want to search, click Search. If you have not uploaded a resume, you won’t see any of the participating employers.
6. You will see the bidding application dates on the far right of the screen under Important Dates. You may start bidding now until the end date listed.  You will also see when you will be able to sign up for interviews (if the employer selects you) under “Pre-Select Sign Up”. 
7. You will see a list of participating employers at the bottom of the screen. If there is an “i” sign to the left of the employer’s name, it means that there are specific hiring requirements or instructions provided by the employer. To view more information about the employer, click on the “Review” button to the left of the employer’s name.
8. You will then see information about the position and any hiring criteria that the employer has listed. To the right, you will see what documents are required under “Bid/Application Details.” By each required document, there is a drop down menu where you can select which of your documents you’d like to submit for the application. If the drop down menu is blank, it means you have not uploaded the particular document to your Symplicity account.  To do so, click on “Documents” and “Add New” to upload cover letters, writing samples, etc. Your Document Library can hold 20 documents at any given time.    
Note: If you have uploaded multiple resumes, you will see a box for “Default OCI Resume.” Make sure your default resume is correctly selected here.  This resume is the main resume which will automatically go to employers to whom you apply unless you specify a different resume for a particular employer.                                                                                                                                
9. If you would like to apply, select all the required documents under the drop down menus under Bid/Application Details and click on “Apply.”
10. If you have selected an employer and then change your mind, click the “Withdraw” button to the right of the employer before the deadline for applying.
11. Until the bidding period ends, you can make changes to your resume or other documents. However, once a Bidding Session ends, you can’t make changes to your resume or withdraw your application. Please be sure that all of your applications are correct by the end of bidding.
12. After bidding closes, an “Interviews” column will appear in your OCI interface.  Your status will remain at “Pending” until employer interview selections have been made.
13. After the employer makes its decision, you will either see “Pre-Select” or “Not Selected” under your Interviews Column.
14. If you are invited to an interview, you will see “Pre-Select.” You will then have the option to accept or deny the interview.
15. If you accept the interview, you will be routed to the Interview Scheduler and will be able to sign up for an available interview time. Interview times are available on a first-come, first-served basis.
16. By applying to OCI, you are agreeing to accept an interview if it is offered. Interviews can only be canceled in the case of an emergency or the acceptance of another job offer. In this emergency context, if you must cancel an interview, you must contact Dean Winsett IMMEDIATELY. 
FALL OCI 2014 SCHEDULE/DEADLINES:
	SESSION/INTERVIEW DATES
	DEADLINE TO APPLY
	INTERVIEW SIGN-UP
BEGINS
	SIGN-UP
ENDS

	I  
	Sept. 8 – 12
	Aug. 25
	Sept. 2
	Sept. 4

	II  
	Sept. 15 – 19 
	Sept. 1
	Sept. 9
	Sept. 11

	III  
	Sept. 22 – 26 
	Sept. 8
	Sept. 16
	Sept. 18

	IV
	Sept. 29 – Oct. 3
	Sept. 15
	Sept. 23
	Sept. 25

	V
	Oct. 6 – 10 
	Sept. 22
	Sept. 30
	Oct. 2

	VI
	Oct. 13 - 17
	Sept. 29
	Oct. 7
	Oct. 9

	VII
	Oct. 20 – 24
	Oct. 6
	Oct. 14
	Oct. 16

	VIII
	Oct. 27 - 31
	Oct. 13
	Oct. 21
	Oct. 23

	IX
	Nov. 3 – 7 
	Oct. 20
	Oct. 28
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