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How	
  to	
  Post	
  a	
  Work-­‐Study	
  Job	
  on	
  Cat	
  Connect	
  
	
  

1) Click	
  on:	
  https://linfield-­‐csm.symplicity.com/employers/	
  	
  
	
  

2) If	
  this	
  is	
  your	
  first	
  time	
  using	
  Cat	
  Connect,	
  please	
  select	
  “Register	
  And	
  Post	
  Local	
  Job”.	
  	
  Returning	
  
users	
  will	
  “Log	
  In”.	
  

	
  
	
  

3) Enter	
  information	
  about	
  your	
  specific	
  department	
  (aka	
  “organization”).	
  

	
  
	
  
	
  
	
  

First	
  time	
  users…	
  Returning	
  users…	
  

Always	
  select	
  “Education	
  as	
  your	
  
default	
  industry.	
  You	
  may	
  also	
  
choose	
  multiple	
  industries	
  by	
  holding	
  
down	
  the	
  control	
  key	
  (or	
  if	
  Mac,	
  the	
  
Apple	
  key).	
  

Please	
  follow	
  an	
  exact	
  format	
  when	
  creating	
  
your	
  department	
  name:	
  	
  
Linfield	
  College	
  –	
  Department	
  Name	
  	
  
	
  
*e.g.	
  Linfield	
  College	
  –	
  Human	
  Resources	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Linfield	
  College	
  –	
  Cleaning	
  Services	
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4) Be	
  sure	
  to	
  check	
  “Job	
  Postings”	
  and	
  any	
  other	
  boxes	
  that	
  apply.	
  

	
  
5) Important	
  –	
  Enter	
  the	
  information	
  of	
  the	
  person	
  who	
  will	
  regularly	
  post	
  and	
  manage	
  the	
  student	
  

work-­‐study	
  positions.	
  	
  The	
  password	
  entered	
  at	
  the	
  end	
  will	
  be	
  their	
  unique	
  login	
  password.	
  	
  
Additional	
  contacts	
  can	
  be	
  added	
  to	
  each	
  department	
  once	
  this	
  profile	
  is	
  completed.	
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6) Select	
  one	
  of	
  the	
  three	
  student	
  employment	
  work-­‐study	
  options.	
  	
  After	
  you’ve	
  made	
  your	
  selection,	
  
wait	
  a	
  few	
  seconds	
  while	
  the	
  form	
  updates.	
  

	
  
	
  
Wait	
  for	
  the	
  form	
  to	
  update,	
  then	
  complete	
  the	
  following	
  fields:	
  
	
  

	
  
	
  
	
  

	
  

	
  

	
  

Student	
  Employment	
  
work-­‐study	
  options…	
  
*Select	
  “off-­‐campus”	
  
if	
  the	
  worksite	
  is	
  off	
  
Linfield	
  campus	
  (e.g.	
  
Kids	
  on	
  the	
  Block,	
  
America	
  Reads).	
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Select	
  “Done”	
  and	
  you	
  
are	
  finished	
  posting!	
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7) You	
  will	
  receive	
  a	
  confirmation	
  email	
  with	
  your	
  password	
  when	
  your	
  registration	
  and	
  job	
  positing	
  are	
  
reviewed	
  approved	
  by	
  Human	
  Resources.	
  Applications	
  are	
  typically	
  approved	
  the	
  next	
  business	
  day.	
  	
  Your	
  
temporary	
  password	
  can	
  be	
  changed	
  once	
  you	
  log	
  into	
  the	
  system.	
  	
  To	
  change	
  your	
  password	
  in	
  Cat	
  Connect,	
  
go	
  to	
  “Account”	
  and	
  then	
  “Password/Preferences”.	
  	
  You	
  may	
  log	
  in	
  at	
  any	
  time	
  to	
  make	
  job	
  changes,	
  add	
  new	
  
jobs	
  or	
  department	
  contacts,	
  and	
  remove	
  postings.	
  

	
  

Contact	
  Cosette	
  McCracken	
  at	
  cmccracken@linfield.ed	
  or	
  503-­‐883-­‐2594	
  for	
  questions	
  about	
  posting	
  student	
  
employment	
  positions	
  on	
  Cat	
  Connect.	
  	
  	
  


