
CareerLink Student Instructions 
 
Logging In – Enrolled within the last three semesters and successfully 
completed at least one course at Ivy Tech 
When logging into CareerLink, your username and password will be the same as your MyCP 
username and password.  If you already know your MyCP username and password, go to 
http://careerlink.ivytech.edu. 

1. Fill in your username and password.  They will be case sensitive. 
2. Click ‘I am a student’ 
3. Click ‘login’ 

 
If you don’t know your MyCP username and password, log into MyCP https://mycp.ivytech.edu.  Click 
on ‘What is my username?’  Fill in all of the information and click ‘Find.’  MyCP will provide you with 
your username.  Your default password for your first login will be your birth date (mmddyy).  When 
you have obtained your username and password, go to http://careerlink.ivytech.edu. 

1. Fill in your username and password.  They will be case sensitive. 
2. Click ‘I am a student’ 
3. Click ‘login’ 

 
Logging In – Enrolled prior to the last three semesters and 
successfully completed (at least 2.0 GPA) one course at Ivy Tech 
You will need to contact your local Career Services office at https://careerlink.ivytech.edu/cgi-
bin/help/share_cscontacts.cgi.  Inform them that you need a username and password to enter 
CareerLink and give them your name, last four-digits of your social security number, birth date, term 
or year enrolled at Ivy Tech, and degree campus.  They will then enter you into the system and let you 
know your username and password.  When you have obtained your username and password, go to 
http://careerlink.ivytech.edu. 

1. Fill in your username and password.  They will be case sensitive. 
2. Click ‘I am a student’ 
3. Click ‘login’ 

 
You are now ready to begin personalizing your CareerLink desktop. 
 
Set Preferences 
Setting your preferences will allow you to receive announcements from any Ivy Tech State College 
region.  Within your preferences, you will also be able to receive e-mail notifications of Career 
Services correspondence. 
 

1. Click ‘Preferences’ 
2. Select ‘News Viewing’ 
3. Select the region(s) from which you would like to see announcements on your front page 
4. Click ‘Save Preferences’ 
5. Click ‘E-mail notifications’ 
6. Choose the types of notifications you would like to receive (examples below) 
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Creating A Profile 
Creating a Career Profile is your first step in using CareerLink.  Your profile must only be created 
once, however, you can add or update information at any time.  After you have created your profile, 
you can use your profile information to build resumes online and use them to apply for jobs posted 
online by employers. 
 
Personal Information 

1. Click ‘Personal Information.’ 
2. The information automatically shown is what the College currently has on record for you.  If 

it is not correct, please change it here and within Web 4 students at 
https://web4.ivytech.edu. 

3. Make sure all information is correct.  Change and add information as necessary.  This 
information will appear on all resumes you build.   

4. Click ‘Update Personal Information.’ 
5. Click ‘Back to Profile Manager.’ 

 
Education 

1. Select ‘Education.’ 
2. Add the education you have obtained.  You may add all education even though you may 

not use it on every resume.  You will be able to choose which educational experiences you 
would like to include on each resume and in what order they will appear. 

3. Select ‘Type of Education’: High School, College (undergraduate), College (graduate), 
Certification, Seminar or Class. 

4. Input the rest of the information about experience that is appropriate.  If information is not 
available or necessary, you may leave those spaces blank. 

5. When you finish an entry, click ‘Add Entry.’ 
6. Continue steps 3-5 until you have added all educational experiences. 
7. When finished, click ‘Back to Profile Manager.’ 

 
Skills 

1. Select your major from the list. 
2. Click ‘View Skills’ for this major. 
3. Select the skills you possess by clicking the box in front of those skills and selecting your 

level of experience. You must select both items for each skill in order for it to be recorded. 
4. When you are finished with that list, click ‘Update Skillset.’ 
5. You may then go back to the top of the page and add other majors that might include skills 

that you possess that you would like to highlight on one or all of your online resumes.  
Follow steps 1-4 for each major you would like to select skills from. 

6. When you are finished adding skills from the available list of majors, you may add any 
additional skills you could not find or were not listed.  This may be done by going to the 
bottom of the page and adding new skills. 

- Type new skill in box 
- Select level of experience 
- Select ‘Update Skillset’ 
- Continue until all skills are added 

7. When finished inputting skills, click ‘Back to Profile Manager.’ 
 
Job History 

1. Click ‘Job History.’ 
2. Fill in all information for each position. 
3. When filling in the Describe Your Role In This Position box, the way you type it will be how 

it appears on your online resume.  You may separate the roles by bullet points or by 
commas. 

4. Click ‘Add Entry’ 
5. Continue steps 2-4 until all positions are entered. 
6. Click ‘Back to Profile Manager.’ 
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References 
1. Click ‘References.’ 
2. Fill in information and click ‘Add Entry.’ 
3. Continue until all references are added. 
4. Click ‘Back to Profile Manager.’ 

 
Job Preferences 

1. Click ‘Job Preferences.’ 
2. Fill out all information. 
3. Click ‘Update Profile With These Preferences.’ 
4. Click ‘Back to Profile Manager.’ 

 
Click ‘Return to Main Menu.’  You have now completed your Career Profile.  You may now begin 
building resumes and searching for jobs online.   
 
Managing Your Resumes 
When you have finished creating your profile, you may then begin creating resumes to use to apply to 
positions using CareerLink.  You may have a variety of resumes to use when applying for different 
types of jobs.  The ‘Managing Resumes’ section on CareerLink gives you the freedom and flexibility to 
highlight skills and experience relevant to each position.  Remember, you MUST create a profile in 
order to create a resume.  Your online resume will not take the place of developing a resume to be 
used in paper format. 
 
1. Click ‘Manage Resume’ tab from Main Menu. 
2. Click ‘Create A New Resume.’ 
3. Name your resume by placing a title in the box. 
4. Fill in the objective.  There are notes and helpful hints in this section to assist you in developing an 

effective objective. 
5. Click the skills that you would like to have included on this resume. 
6. Under education, choose the educational experiences that you would like to have listed and in 

which order.  To choose an experience, click in the box to the left of the experience and choose a 
number in the pull down menu to the right of the experience. 

7. Choose the work experiences you would like to have displayed.   These will be displayed in 
chronological order, descending by the employment date. 

8. Choose your presentation order by clicking the one you prefer.  
9. Choose the references you would like to have displayed.  If you do not select any references, your 

applications will indicate “References Available Upon Request.” 
10. Click ‘Save Resume.’  Note:  If you have not filled out your entire profile, you will not have a 

‘Save Resume’ Button on your screen. 
11. System will automatically take you to spell check for the objective.  Misspelled words will be 

highlighted in red.  Make any changes or corrections, and click ‘Proceed.’ 
12. You will then have a choice to ‘Submit to Career Services for Approval,’ or to ‘Send Later.’  NOTE:  

All resumes must be submitted to and approved by Career Services before they can be used to 
apply for positions online. 

 
If you are ready to have Career Services review your resume: 

- Click ‘Submit to Career Services for Approval.’ 
- Resumes can be edited until approved by Career Services.  When they have been 

approved, they can no longer be edited. 
- Allow 24 hours for resumes to be approved. 
- To check for resume approval, choose ‘Manage Resumes’ and then ‘My Resumes.’ 
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If you choose to send later, you will be given four options for that resume: 
a. Edit by clicking on the title of the resume. 
b. View PDF to see your resume in Microsoft Word format. 
c. ‘Submit to Career Services.’ 
d. Delete. 

 
Searching CareerLink and Applying Online 
CareerLink allows you to search and apply for positions online.  You will be able to choose from a 
variety of search criteria and will have the flexibility to utilize a variety of applications you have 
prepared using ‘Manage Resumes.’ 
 
To Search for Careers and Apply for Positions 

1. Click on ‘Career Search.’ 
2. Select Search ‘Criteria.’ 
3. Click ‘Search.’ 
4. Positions fitting your criteria will be displayed.   
5. Click on position titles that are of interest to you. 
6. If you are interested in applying for the position, click ‘Apply for this position.’ 
7. Choose the resume you would like to submit 
8. Click ‘Submit.’ 

 
To Manage Your Applications 

1. Click ‘Manage Applications.’ 
2. Click ‘View Applications’ to see information the employer will receive. 
3. Click ‘Request a Career Services Referral’ to request a referral. 

Note: Employers receive applications online in three different categories.   
a. Computer matching: An employer will receive your name if your skills match 65% with 

what they have entered are required for the positions. 
b. Applications: As a student you can submit your application using the steps above and 

an employer will receive your credentials. 
c. Referrals: You can request a referral from Career Services.  Career Services then has 

the option to refer your resume to the employer.   
4. From this screen, you may also delete an application. 

 
Manage Events 
Career Services offers a variety of events each semester: Career Fairs, Transfer Fairs, Workshops, 
Seminars, etc.  You will be able to find out about these events and register for them online. 
 
You will have the following options: 
 
Events for My Region 
This allows you to see upcoming events happening in your area.  In order to register for these events, 
choose ‘I will attend.’  This will notify Career Services that you are planning on attending.  To cancel 
your events, go to ‘My Events.’ 
 
My Events 
This option will allow you to see events that you have registered for and events that you have 
attended.  It will also allow you to cancel your registration for events by selecting ‘Remove.’ 
 
All Events 
You can view every Career Services event at Ivy Tech State College across the state.  This will allow 
you to see Career Fairs and Transfer Fairs available hosted by regions to which you might be willing 
to re-locate or visit depending upon the event. 
 
Click ‘Back to Main Menu.’ 
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Message Center 
 
Your Message Center allows you to communicate with Career Services staff members regarding your 
career search.  On your front page, next to the Message Center option, you will be notified of unread 
messages you have waiting. 
 
To Access a Message 

1. Click ‘Message Center.’  All messages in your message center will appear.  The flag in the first 
column will indicate the status of the message (N-new, R-already replied, BLANK-read).  

2. Access the message by clicking on the subject. 
3. You may choose to reply to the message by clicking ‘Reply.’ 

 
To Send a Message 

1. Click ‘Message Center.’ 
2. Click ‘Contact Career Services.’ 
3. Select the region to which you would like to send the message.  Your home region will 

automatically appear as the first choice. 
4. Type in your message. 
5. Click ‘Send Message.’ 
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