PlacePro Quickstart

1. Login: Internet Explorer 4.0 or higher is the required browser ( Resume Wizard spell check does not work with Netscape )   Click Get Acrobat Reader button to download and install Adobe Acrobat Reader to your PC, if you have not already done so (on all college PC's). 

2. Log in to Mocomotion, Click the JOBS tab, In the Co-operative Education channel, click PlacePro.  
3. The first time you login to PlacePro you will be prompted to read and accept the Co-op Agreement.  NOTE:  If for any reason you do not wish to accept the Co-op Enrolment Form please see your Job Centre Consultant as soon as possible. The Enrolment Form will be discussed in detail in the Co-op Preparation Class.  You cannot apply for jobs or be approved for a Co-op Work Experience without first accepting the Agreement.

In PlacePro
My Profile 

Personal information (Personal Data is uploaded weekly from Mohawk College Student Records into PlacePro.  Corrections to your name, address, date of birth, email, fax number, cell phone, pager, and Residence status need to be made with the Registrar’s Office.)
Permanent Address and School Address – use the address that you can be reached at during the semester.
My Documents/Portfolio

Resume

In Word create a resume; spell check, save to your PC and to a disk or memory stick.  Create a back up!  Upload to My Documents in PlacePro.  This will become your “master” resume.  You may create & save several “targeted” resumes. 

Cover Letters

Create cover letter in Word.  Spell check!   Save to your PC and a disk.

Upload to My Documents in PlacePro.

Transcripts 

Login to Mocomotion, click:  Student Tab / Self Service / Student Information / Student Records / Final Grades to view transcript grades.  Copy and paste transcript  into the Unofficial Transcript template located in PlacePro under Online Forms and Information.  Save your Unofficial Transcript in Word.    Save to your PC and a disk.  Upload to My Documents in PlacePro.

Portfolios 

The majority of Co-op employers request the resume only.  Do not send anything other than your resume unless requested by the employer in the Job Posting or you have discussed the situation with Co-op staff. 

Portfolios allow you to submit Cover Letters and/or Transcripts together with your Resume, when requested by an employer in the Job Posting.  You may also use Portfolios to have more than one version of your resume. 

( You simply build Portfolios from the documents contained in your “My Documents” section.
Go to My Documents.  Go to Build a New Portfolio and enter a name in New Portfolio Name your document.  Click Save.  Click Modify for new portfolio.  Check boxes to select documents to be included in the Portfolio.  Enter order number for documents, i.e. the order they will appear to the employer.  Save Portfolio 

Recommended Portfolios 

Portfolio 1: Cover Letter, Resume 

Portfolio 2: Resume, Transcript 

Portfolio 3: Cover Letter, Resume, Transcript 

You can Replace or Delete documents, Modify or Delete Portfolios. 

If you have only one Resume or Portfolio, it will be the default sent to the employer when you apply for a job. If you have more than one Resume or Portfolio, you choose the default. You always have the option of selecting any Resume or Portfolio at the time of application. 

PlacePro will send the Resume or Portfolio that is in the system on the job closing date/time, i.e. you apply on Monday, but change your resume twice before the job closes on Friday. PlacePro will take the newest version. 

NOTE:  Do not give a Document and Portfolio the same name!!!  If you do, PlacePro will get confused and not send anything at all.

My Job Search

Select “My Job Search” to search for jobs currently posted.  Select Co-op in the field entitled “Jobs listed for Employment Type.”  You will see posting for your program.


Job Postings 

Read job postings carefully to make sure that you meet the criteria (i.e.: car required, willing to relocate)   Click on “Apply.”  The resume saved on the date the posting is closed is the resume that will be forwarded to the employer.  

NOTE:  Do not use the Geographic options under the Job Preferences tab in the Job Search section.  It does not work!

My Interviews


This feature is not used at this time.

My Placements/Evaluations


This feature is not used at this time.

Online Forms
Co-op Policies and Procedures

Unofficial Transcript Template

Work Term Package

Audit Package

Own Job Form

Application to Withdraw from Co-operative Education

PlacePro User/Co-op Agreement  
Email & Communication
Co-op staff will send all Co-op messages to your Mohawk email.  These messages will include Notification of Interviews and Job Offers!  If you do not check your email account, you will not receive important Co-op messages.  Your Mohawk College email address is automatically downloaded to PlacePro every weekend.  It is reliable, professional, and free to you for your lifetime.   Keep in mind that many employers will not accept mail from Hotmail or Yahoo email addresses any more.  

Regardless of the email client, enter the email addresses of your Co-op staff in your email address book. This will prevent our messages being blocked by junk mail filters. 
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