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Handshake: Resources

Providing Students With Essential Information

Handshake is the ideal platform for sharing resources
with students. Within the system, you can post
valuable career-related information, such as
interviewing tips, resume samples, informative articles
and videos, and links to helpful websites.

In this job aid, you’ll learn how students view and
access resources. You’'ll also learn how to create a
resource in Handshake and how to “pin it” (if you want
to feature it more prominently).

It covers the following topics:
e Accessing Resources
e Creating a New Resource
e Pinning a Resource
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Accessing Resources

Before you start creating resources, it’s helpful to know how they appear to students and how students
can access them.

When students log onto Handshake, they’ll arrive at their homepage (also known as the “For You”
page). They can navigate to their resources by clicking Career Center and then selecting Resources.

-= Normal View

handshake @ ForYou Jobs Events Students Career Center | @Ted -
My School ——
@.—“\ © You are required by your school to take a survey. Click here to take it now. Appointments
Il!,' Resources
Jobs & Events For You Surveys

@ Ted Shaprow

Profile Strength

+ Update job title

They’ll arrive at their Resource Library, where resources that are targeted to their specific needs will be
displayed. Each resource will appear on a separate, clickable tile. The name of the resource will be
displayed, along with a short description.

handshake @ &Ed -

Resource Library

Type to search

Homewood: Get Started: Careers 101

For You Jobs Events Students Career Center ~

Homewood: Resumes, Cover Letters and
Interviewing

Homewood: Explore Your Career Interests

Homewood: Explore Your
Career Interests by Career
Coaches

Homewood: Get Started:
Careers 101 by Career Coaches
All students should watch these four short

Homewood: Resumes, Cover
Letters and Interviewing by

videos to get a quick introduction on the
Career Center, and find out how we can help
your ideal internships, shadowing
experience, job or post-graduate oppo...

‘Your career journey begins with exploring
your personal interests, figuring out how
those line up with a major and career
academies, and considering different jobs.
Each of these tools will help throu...

Career Coaches

Your resume, cover letter, interview
techniques and personal brand help you
stand out when applying for internships and
positions. Follow these guides, or attend
one of our beginner workshops, to make.
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If students click one of these tiles, they will be presented with the resource content. It may contain text,
graphics, videos, and/or links to other websites.

handshake @

——  Attachments ———

Mo files have been attached

—— More Resources ———

-> Normal View

For You Jobs Events Students  Career Center - @Ted -

Career Coaches

Your career journey begins with exploring your perscnal interests, figuring out how those
line up with a major and career academies, and considering different jobs. Each of these
tools will help through that process.

Focus 2

Explore your personal interests, skills, personality and values to see what majors, career academies and career
paths are the best fit for you. Get personalized results and career recommendations that match to your major,
skills, and more.

Candid Career

Gain access to career advice from industry professionals, and see it all on video! CandidCareer.com features
informational interviews to help you discover and explore your many career options
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If a resource has been “pinned,” it will still show up in the students’ Resource Library. But it will also be
displayed prominently on the students’ homepage in the “Suggested by Your School” section.

You are currently viewing the site as Ted Shaprow
handshake @ For You Jobs Events Students Career Center ~ @Ted -

© You are required by your school to take a survey. Click here to take it now.

E—"_;—'B
ehy
Jobs & Events For You

@ Ted Shaprow

Profile Strength

+ Update job title

Mo Favorite Collections
Mo Favorite Jobs

T No Favorite Jobs
Expiring This Week

Suggested by Your
School

3 Homewood: Career
Academies
Posted by Career Coaches
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Creating a New Resource

To create a new resource, click Resources on the side menu and then click New Article.

Il. handshake Q Search... m ) ‘ o Help~ Sasha Grutzeck ~
Home i
€ | Resource Library Resource Library || New Article
Profile
Johns Hopkins Ca... ‘ 2 Saved Searches | +
¥ STATUS =
Manage Published (28)
View All AAP: Resume Self-marketing strategies Roni White Published =
Experiences
Carey - Select a Carey Network Carrie Prescott Published =
Applications
- Homewood: Career Academies Career Coaches Published =
First Destination ¥ AUTHOR =
Career Coaches (11) Homewood: Drop-in Appointments Career Coaches Published =
Janet Burrowes (9) Homewood: Explore Your Career Interests ~ Career Coaches Published =
Mass Emails
Laura Arthur (2
@ Homewood: Find Jobs and Internships Career Coaches Published =
Resources Carrie Prescott (1)
View All Homewood: Get Started: Careers 101 Career Coaches Published =
Homewood: Graduate and PhD resources Career Coaches Published =
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Fill out the information on the Basics screen and then click the Next button to continue.

iihqndshqke Q Search... H ] ‘ Q Help~ Sasha Grutzeck~

4 Home \ i
¢ New Article Resource Library

New Article

[ ]

Click Add a photo to
add a picture to your

resource page. >
_ Add a photo

Photo '

Enter the author’s

name. Generally, you
would enter your
name here. But you
could enter the
name of any
Handshake user.

Enter the title of the resource.
Start with your school name
followed by a colon and a

—>| Author short description (for example,
“SAIS: Effective Resumes”).

A

*Title
I
Status Drafting Enter a number in the Pinned
(5] Events order field. This will dictate
N Faas #Pinned order |4~ where your resource appears

H ’
. Items will be ordered by their weight on the student view. To add a v in the students’ Resource
nipdoninens Weighted items are ordered in descending order with the highestwq  Libra ry (in relation to the other
resources that your school
Extra Information  When you click ‘Create’the article will ba created initially in anunpul -~ offers). The resource with the
until you click Publish on the article details page . .
. = highest number will appear at

the top.

Jobs

b Interviews

[T Employers

Cancel < Previous Content  Qualifications Next >
\/e Contacts
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Enter your resource information on the Content screen and then click the Next button to continue.

i handshake Q search.. B ® & Q@ ‘tebr  SashaGutzecks

Home ¢ | New Article

Resource Library | New Article
Profile

Johns Hopkins Ca.. Body ANormaltext~ | Black= | Bold  ftalic | Underline = &6 @ i

1]
liil
]
o

5]
m
[[1]]
[
Im

You can copy and paste
text into this field or
type directly into it.
You can also use the
buttons above this field
to insert an image or a
link.

\ 4

Resources

Cancel Basics Qualifications
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Enter the qualifications that must be met in order for students to see your resource in their Resource
Library. For instance, you might want only sophomores at Peabody to see it. (If you don’t enter anything
on this page, then every student in Handshake will see it!)

When you're done, click the Create button to continue.

iihqndshake Q search.. ﬁ ® & @ Hep- Sasha Grutzeck ~

4 Home \ i
€ New Article Resource Library | Mew Article

& Profile

E Johns Hopkins Ca... Only students who meet the article’s qualifications will be able to find this article in the resource library. Students will still be able to
access the article regardless of qualifications if you send them a direct link to this article.

Manage atudent Drilldown
School Freshman SUEERIDAEER
Experiences years Sophomore S o Honkins
= Applications Junior i|!,r Campus W C:e-
— L Tt (69252)
4= First Destination 69252 students matched
Masters
Doctorate
Mass Emails Postdoctoral Studies
= Resources Alumni
Department As you narrow it down,
- GPA
L Required? you can keep track of
Fairs the number of
Department
= Appointments GPA students who will see
Cumulative your resource here.
Jobs g
Required?
Interviews
Cumulative
GPA
FE Employers Major Not selecting any major groups will allow all majors to apply.
(1> Contacts Cup= i
Colleges
Institution
labels
Career
Clusters

Cancel Basics MG Qualifications m
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Review your resource. Click Edit if you’d like to make changes. Click New Attachment if you'd like to add
an attachment to the resource.

If you’re happy with how it looks, roll your mouse over the Not Published button. The name of the
button will change to “Publish Article.” Click this button to publish your resource.

i1 handshake Q Search.. B » & @ Hep- Sasha Grutzeck~

A ¢ Homewood: Effective Resumes —

Profile

/ Johns Hopkins Ca...

Sasha Grutzeck

—— Actions ——
Manage
Tt Learn how to write a good resume by watching this brief video.
Applications - https://www.youtube.com/watch?v=jLAhGzhdzk
Pin ftem
First Destination
——  Attachments ——

] Mass Emails

Resources New Attachment

Qualification Requirements

ALLOWED SCHOOL YEARS
Freshman

The students that meet your qualifications will now see your resource in their Resource Library.
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Pinning a Resource

Once you've published your resource, you may also want to “pin it.” When you pin a resource, it will
appear on the students’ homepage in the “Suggested by Your School” section.

Immediately after creating your resource, you’ll see a screen like the one pictured below. (You can also
navigate to this screen by clicking Resources on the side-menu and then clicking the resource that you
want to pin.)

Click the Pin Item button.

i handshake Q Search.. B & & @ Hep- Sasha Grutzeck ~

o ¢ Homewood: Effective Resumes
Profile

Details | Edit

Johns Hopkins Ca...

Sasha Grutzeck

—— Actions ——
Manage
e Learn how to write a good resume by watching this brief video.
Published
Applications https://www.youtube.com/watch?v=jLAhGJzhdzk
First Destination
——  Attachments —

Mass Emails

Resources New Attachment

Qualification Requirements

ALLOWED SCHOOL YEARS
Postdoctoral Studies
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Then select “Active” and click the Create Pin button.

New Pin

Pinning this itern will show it on student dashboards.

1 Inactive

Cancel
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Enter the qualifications that must be met in order for students to see your resource on their Handshake
homepage. (If you don’t enter anything on this page, then every student in Handshake will see it!) When
you’re done, click the Update Qualifications button to continue.

1 handshake

¢ Home

Profile

Johns Hopkins Ca...

Manage
Experiences
Applications

First Destination

Mass Emails

Resources

Events
Fairs

Appointments

Jobs

Interviews

Employers

Contacts

Fairs

Appointments

Q Search...

::: Y

Homewood: Effective Resumes Pin

This item has been successfully pinned. Please select the criteria for the students who you would like to see this pin.

School
years

Department
GPA
Required?

Department
GPA

Cumulative
GPA
Required?

Cumulative
GPA

Major
Groups

Colleges

Required
Labels

Career
Clusters

Freshman
Sophomore

Junior

Senior

Masters

Doctorate
Postdoctoral Studies

Alumni

& O

Help~ Sasha Grutzeck~

Student

=3

i.!.'

Johns Hopkins
Campus Wide
(69252)

69252 students matched

As you narrow it down,
you can keep track of
the number of
students who will see
your resource here.

Not selecting any major groups will allow all majors to apply.

Select Major Groups

Cancel

Update Qualifications

And that’s it! You have successfully pinned your resource!
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Later, if you’d like to remove the pin from your resource, click your name (in the upper-right corner) and
select School Settings.

i1 handshake Q Search.. B = & @ Hep- Sasha Grutzeck ~

Home N Vour Profe

S A C _ User Settings
Fronie Student Activity Snapshot X3
. 0 pen Scheol Settings
Johns Hopkins Ca... P Flag Employers
0 ape
happenit Product Announcements &
0% 0% 26% 43% ¥
Manage (o] 0 0 0 0 remr _
Sign Out =
Experiences Web Logins Mobile Logins Profile Completion ~ Campus Profiles today.
Applications
First Destination - Job Postin gs 2
Click the Pins tab.
= -
11 handshake Q Search... E ® & @ Hep- Sasha Grutzeck -
S Mass Emails b
Profile Miners
History The university takes its name from 19th-century Maryland philanthropist
Johns Hopkins Ca... Office Locations Johns Hopkins, an entrepreneur and abolitionist with Quaker roots who

believed in improving public health and education in Baltimore and beyond.

Payment Preferences . P i
= Mr. Hopkins, one of 11 children, made his fortune in the wholesale business

Manage - and by investing in emerging industries, notably the Baltimore and Chio P
Experiences "~ o oo T
Applications Facms LOgO

First Destination Staff Management

To edit your logo or branding image, check out our in-place editor on your

school page.
Terms

Mass Emails

Resources Cancel Update School

-
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Locate your resource on the list. Click the button on the far-right of your resource, and then select
Deactivate from the drop-down menu.

LX) o e
1 handshake Q Search... B o & @ tHep Sasha Grutzeck
Home i
Pins Overview Edit  Resource Library
Profile
Johns Hopkins Ca... Details To add a new pin, view the item you wish to pin (jobs, events, career fairs, and more} and click on
the 'Pin’ button.
Appointment Categories
Mana
= Appointment Mediums ne to m
Experiences
Appointment n ] »
Applications Blefirenaen Status - Type ~ School Year Required Labels « Colleges ~
First Destination Major Groups ~ Majors Ranges -
Appointment Types
Buildings
Mass Emails ) . 0
Homewood: Effective Resumes Article Active —
Bulk Invites
Resources
MNew Test Job (Used for Pinning) | View Pinned Item
Campuses

Test Job (To be Pinned)

Career Centers
test

The status will change to “Inactive,” and the resource will no longer appear on the students’ Handshake
homepage.
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