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HOW TO PARTICIPATE IN AN  
ON-CAMPUS RECRUITMENT 

(With Interview Date Information) 

Document Description 
 This document will give you a step by step 

procedure on how to post positions for graduating 
students and schedule interviews when the 
interview date is known m
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Requesting an Interview Date 
 

 From your Quick Link on your homepage click on Request a New OCR Interview Date 
Schedules to set up an OCR campaign 

 

 
 

- OR - 
 

o Go to the On-Campus Recruiting (OCR) section 
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 Click on the “Request A Schedule” button under the Interview Date 
Schedule tab 

 

 
 
 
 To post a job opportunity for an OCR campaign you will be required to request a 

schedule 
o Request an Interview date 

 Select the current term as the Recruiting Session 

 Select appropriate OCR model (ex. preselect to alternate) 
 Fill in all the required fields 

o Click Submit when done. You will receive an email from the career centre staff 
when your schedule has been assigned. 
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Posting the OCR Position(s) 
 
 Once the Career Services have assigned your schedule you will be able to attach a 

position to schedule 

o NOTE: If you have already posted the position you do not need to repost. 
o Click on Attach Position.  

 

 
 

 
 Click on either copy/create a new position or link a position from another schedule 

 

 
 
 

 Fill in all of the required fields for the position. You can repost an old position by 
selecting it from the Copy Position drop-down menu. 

 Should you wish to receive all of the applications as a bundle at the end of the deadline 
date, click Accumulate Online in the “How would you like candidates to apply?” field 
followed by clicking “YES” to Automatic Application Package Generation 

 Click Save & Finish when done or Save & Attach Another if you want to post another 
position with this schedule i.e. attach all the positions you are going to interview for on 

the selected interview date. 
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 You will receive an email from the Career Centre staff once your job posting has been 

approved 
 Click on Done to see the list of Schedules that you have posted 
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Selecting students for the interview 
 
 To select the students you want to invite for interviews click on On-Campus 

Recruiting (OCR) on your homepage and then the Applicants tab. Click on the 
Applicants button next to the schedule. 

 

 
 

 
 You can invite students for the interview by choosing invite from the drop-down 

menu in the status column next to the name of the student. 
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 To view the list of students who have signed up for the interview click on the 
Interviews tab  

 Select the Position you are interviewing for and click the Apply Search button. 
 

 


