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Getting Started H'reGrad
with HireGrad!

Employer Toolkit
Sign Up + Login

Login with your 12twenty account to start

connecting with qualified candidates from Bentley

University Graduate and Alumni Career
Development

G Continue with Google If you have previously used 12twenty with
another college or university, use your existing
E-mail Address and Password login
combination. If needed, you can use the Reset
Your Password option to receive instructions
to reset your password via the e-mail
associated with your account.

n Continue with Microsoft

OR

Email Address
Email Address

Password

Password

If you have never used 12twenty previously, click

Reset your Password | _Sian up for an account the Sign up for an account button and complete
the Account Creation form.

Employer Sign Up

Notanemployer? Log in as 5 Student/Alumni | Log In 25 an Admin

When typing your organization name in the -
Employer field, suggestions may appear. If your = (=
company already exists in our system, select it St @

from the options; otherwise, enter your
organization’s name.

After you enter the required information on e
the form, check the box agreeing to terms of o o .
service and click Create Account button. e

Your Job Tite™ Your Job Title
Phone Number® Phone Number

(0)18gree to the Terms of Service and Privacy Policy. *




At this point, a verification code will be sent to the e-mail address provided in the
Account Creation form. Note: This code is active for one hour from the time it arrives

in your inbox. If you do not see the e-mail after 10 minutes, check your spam folder.

Input the verification code in the E-mail Address Verification pop-up that appears
to finalize the account creation process.

User Profile Setup + Updates

Account Settings

General Security Integrations Motifications

Account Info Edit
Email Address
Profile Photo

Name
Employer Name
Job Tite

Security settings include your password. Phone Number
Integrations settings allow you to add a virtual Strect Address

. City
meeting room.

Country
Postal Code

Time Zone Edit

Time Zone

Post a Job
@



Complete the job posting form with all required information. You will be prompted
to identify your preferred Application Methods for candidates. They include:

Apply via This Site: Candidates will submit their applications through the
platform. This allows you to login into the platform after the application
deadline to export a PDF packet of all application documents collected in the

site.

Apply via External Link: Candidates will be prompted to apply via an external
URL you provide.

Apply via E-mail: Candidates will be prompted to send their application

materials directly to the e-mail address you provide.

Application Method(s)* @

Which appl

Apply via This Site*

Apply via External Link @

Apply via Email @

lication method(s) would you like to require? At least one applicatic

OYes ONo
OYes ONo
OYes ONo

ethod must be selected as "Yes"

You also will be prompted to define your Application Document Requirements for
candidates. Click on the checkbox to require a document and use the X to remove
a document from the requirements.

Application Document Requirements

Reguest or require students to submit below do

Document Type

Document Display Name

cuments when applying to th

ob:

Is Required?

Resume

Cover Letter

Recommendation Letter

Writing Sample

URL

Recommendation Letter

= Add Document Type

Resume

Cover Letter

Recommendation Letter

Writing Sample

URL

Recommendation Letter

x



In the Eligibility section, you can use Student Groups and other filters to target the
job opportunity to subsets of the overall candidate population.

Eligibility

| relow determines who can view and apply.
Student Group* - Select a Value ==
Program -- Select a Value --

Once you Submit the job posting, it will be sent to site administrators for review
and approval. When the posting is approved or rejected, you’ll be notified via e-

mail.

The position will be stored in the site database, so you can easily edit the posting
or repost the position once it expires by clicking the Action button (three dots to
right of the promote button) and then the Duplicate button.

Marketing Analyst
David Inc. (Test)

@ Remote/Telecommute

& Job

® Justnow T3 Apply Immediately @

JOB POSTING - APPROVED

Job Posting Applicants (0) Analytics

Job Posting Status: Approved. Any edits will take effect immediately.

Job Posting  Applicants (0)  Analytics

;=)

Job Posting Actions
@ _Delote
8 Duplicate

© Deactivate

Shareable Links @
@ Copy Student URL

@ Copy Employer URL

B View Audit Log

If you selected the Apply via This Site option, you can login to the system to
review application materials from candidates by clicking on the Applicants tab of

the job posting.

You can click on materials applicant by applicant or use the Download All
Application Packages option via the ellipses action menu on the right.
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Tip
The more information, the better! Candidates set up email Alerts based on
industry, function, practice area, and location
preferences. If your event matches their preferences, it will be featured and
promoted in their email alert.

Complete the required fields on the form and use the Eligibility fields, including
Student Groups and other filters, to target specific subsets of the candidate
population.

If you are hosting this event remotely (or hybrid), select Virtual as the event format,
you will be able to add your Virtual Meeting URL on the following page once the
event is submitted. Navigate to the right side of the blue banner and click the
ellipse action menu to the right of the “Please select a virtual meeting platform”
prompt to add your URL.

SENTLEY Student Workshop [ W

&) Career Center Workshop

Monday 01/26/2026, 12:00pm EST - 1:00pm EST

T8 Registration Period: 01/20/2026, 9:30am - 01/26/2026, 12:00pm EST
@ Virual

VIRTUAL MEETING URL MISSING.

& Event starts in 10 days 13 hours 49 minutes 22 seconds Please select a virtual meeting platform  §

1 Add My Own Meeting URL

Event Details  Registered Students ()  Analytics

Once you Submit the event request for approval, you will be notified via e-mail
when it has been approved by site administrators.



Attend a Career Fair

Et!‘.’sﬁ'ﬁ‘!_ -
e Events + Host a Job Fair
Home
@ Q  Employer, Event Name, or Keyword
388 Students & Alumni
B Employers (endate: At Future ) (Event Type: Job Fair v ) | |imployer Nama v |+ More Filtors D Reset Fiters: = et
@ Contsots o
= Tasks
O Event Event Status Employer Event Status Registrants (Watlist)
8 Activity Stream
R ‘Graduate/Undergrad GCD: Just In Time Job Fair with
b Roports Staffing Agencies
£ Research Tools > o Job Fair 5
& 041372026, 3:30pm - 5:30pm EDT | Ragistration Bgins On:
& HieGrad > 01/20/2026, 1:00am EST
© LaCava 325 ABC
28 Appointments >
| Events.

Fill out the Employer Registration form, keeping in mind that students will be
viewing employers in attendance through various filters, including the optional and
required fields on the registration form.

Once you have submitted the form, your registration will have a Pending Approval
status. You will be notified via e-mail once your registration is approved.

Once approved, you can log into the system, navigate to the event, and view a
dynamic list of RSVPs via the Registered Students tab. Here you can use the ellipses
action menu to Download All Document Packets or Export List of all attending
candidates.

Fall 2026 Career Fair i

() Job Fair

@ Wednesday 10/15/2025, 6:00am PDT - 2:00pm PDT

1 Student Registration Period: 06/10/2025, 6:45am - 8:00am PDT

14 Employer Registration Period: 9:00pm - 09/15/2025, 8:45pm PDT

@ 12twenty.com

Registration: Your company registered for this event on 02/27/2025, 12:49pm PST. View Registration

W Event starts in 229 days 16 hours 8 minutes 5 seconds

Event Details  Registered Students (1) Analytics
Registered Students H
O  swdent * el & Download All Application Packages
Export All
g TestMystery test@mystery.com B+ Expo

FTMBA - Spring 2019




If you are attending the event virtually, you can add a Virtual Meeting URL by navigating
to the Event Details page.

Click View Registration. On your Registration page, click the ellipses action menu inside
the blue banner to the right of the Please add your virtual meeting platform prompt on

the Event Details page of the event.

Fall 2026 Career Fair ;

(& Job Fair

E) Wednesday 10/15/2025, 6:00am PDT - 2:00pm PDT

i Student Registration Period: 06/10/2025, 6:45am - 8:00am PDT

T4 Employer Registration Period: 02/23/2025, 8:00pm - 09/15/2025, 8:45pm PDT
@ 12twenty.com

R Your i d for this event on 02/27/2025, 12:49pm PST. View Registration

™ Event starts in 228 days 16 hours 6 minutes 54 seconds Pled & seret o vinwsn nissung pauonn ¢
@ 12twenty

v Add My Own Meeting URL
JO + bmerinee

Registration Details areroven

Utilize Candidate Search

His
@ Request for Candidate Search Access

To access Candidate Search, you must receive approval from the Bentley University MeCallum Graduate School of Business.
G} Homs Would you like to submit a raquest for accass?

| B Candidates




Once your access has been granted, you can:

Use the drop-down filters at the top of the Candidate Search tool to define
your target candidate pool.

Utilize the Keyword Search to pull all resumes that feature whatever language
you use in the search bar.

Review individual resumes by clicking the ellipses action menu to the right of
each individual candidate and selecting View Resume or Download Resume.

Click the Action button on the right side of the screen to Download Resumes
and Export Students into an excel file.

Candidate Search Search by name, email or student ID

Keyword Searchs Student Group: Job Phase: Program:

-, il e Al - - v Al -
MBA Graduation Year: Graduation Term: Desired Industry: Desired Function:

All - Al - Al v Al v
Desired City: Work Experience: Industry (Pre Enrollment): Function (Pre Enroliment):

Enter a city name here All v Al v All A
Language Spoken: Language Written: Work Authorization: Assigned Adviser:

Al v All - All v All N
Include opted out students:

No v

X Clear Filte s Q Get Results

Results: 1 Action =
& Download Selected Resume(s) to PDF (1)

B Export Selected Students to Excel (1)

B Export All Students to Excel (1)

Resume Books




From here, you can search for a book of resumes by Name, Student Group,
Academic Year of candidates, or Status of the resume book.

Resume Books

Name Search: ‘Student Group: Academic Year: Status:
Search resume book title All v All - Al

You’ll see a list of Resume Books, a description of their contents, and a publication
status when you click the Get Results button. When you select a Resume Book to
review, you can:

Read more about the specifications of the Book under Resume Book Details.

View individual student resumes by clicking the Resumes button.

Download all resumes in the book by clicking the Download Full Book button
on the top right side of the screen.

MBA 2026 I |

UNPUBLISHED

Resuma Book Details Resumas

Questions? Contact Us

David Yeo

Rachel White




