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What is Elon Law Pathways?
Elon Law Pathways or Pathways for short uses the platform 12Twenty, an online recruiting system that students and
alumni can use to:

*  Apply to job postings

* Bid for on-campus interviews and resume collect

* Upload job search documents

* Request appointments with a counselor, RSVP to OCSD event invitations, and more.

This user guide will help you navigate some of the most utilized functions Pathways has to offer. If you have any
guestions about Pathways, please contact the Office of Career & Student Development office for further assistance.

Frequently Asked Questions

How often should | check Pathways?
*  Check the system several times a week so you do not miss deadlines for job postings, on campus interviews and
OCSD event registrations.
* These postings change daily so it is important to check Pathways often.

How do I log in as a student user?
* Elon Law Pathways Student login page: https://law-elon.12twenty.com/Login
* New Student?
o Click “Sign up for an account” & complete the registration page.
*  Returning Student?
o Signin using your @elon.edu email and Pathways registered password OR Click “Login with your
Pathways SSO” using your @elon.edu email and associated password (the same one used for signing
in to your @elon.edu email)

I forgot my password, now what?
*  Click the “Reset your Password” button on the login page and follow the instructions to retrieve your password.

* If you need further assistance recovering your password, please contact Meghann Lail, Assistant ant Director of
Data & Recruiting Operations, mlail@elon.edu.

How do | change my password?
* After logging into Pathways, select your name in the bottom left corner, then “Account Settings”. From
“Account Settings”, select “Edit” next to “Password, follow the instructions and
* After entering your old and new password, click submit to finalize your password changes.
*  PROTIP: Do NOT share your password!
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Navigating the Landing Page
On the landing page, you can view announcements, events, and various employer postings. The tabs in the left-hand
menu are your shortcut links to access information such as Appointments, Profile, Resource Library and Employers &

? ELON |5choo
Announcements My Calendar Recommended Job Listings
fat Home
2 e Welcome to Elon Law
L profile
I3 You have no upcoming calendar events No recommended job postings ensure your
preferences are u receive the best
reco
B Conacs
§= Tasks
oh!  Activity Stream
& 00 and job Listings -The Office of Career & Student Development
Melissa Duncan, |.0., Assistant Dean for Career & Student
22 Appeintments
[ Evenss
[E  Resume Books #iza Turman, Communications Coardinator
£ Experiential Learning
B Rescurce Library

@

Help & Support > ALL]OB LISTINGS

Recommended Events Jobs and Job Offers

LLP Mandatory Session: The Importance of
Pro Bono Service

v

Surveys are currently clo

E Elon Law Student

Setting Up/Editing Your Profile

Setting Up and Editing Your Profile.
*  Pro Tip: Keeping your profile up to date allows OCSD to stay updated on your preferences!
* On the landing page, click the “Profile” tab from the left menu.
* Click the “Background” tab and the pencil icon next to each section for Personal, Preferences, and Education
details.

@ ELON|Schoo Elon Law Student

i
=) = = : :
[ TargesEmployers
Application Materials ~ Background
B Contmes Personal
= Tasks Name Elon Law Student
B s Gender Identity:
Sexual Orientation
=]
. lidentify as
= Lesbian/Gay/Bisexual/Transg...
- and/or Queer (LGETQ)
Years of Experience
0 Resource Library
Work Authorization - Detailed:
Date of Birth:
Help & Support >
® F Disability

Race/Ethnicity
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Managing Your Account
Click your name in the lower left corner, then “Account Settings” to manage your account.

Change Your Password

* Click “Edit” next to Password and follow instructions. Be sure to keep your password in a safe place and do not
give to anyone.

Add/Update Alternate Email Address & Phone Number(s)
*  Click “Edit” next to “Account Info” and make needed updates.

Pro Tip: An alternate email address allows OCSD to stay in contact with you post-graduation on employment
opportunities and events.

Calendar Sync
*  You may elect to synchronize your personal Office365 calendar to Elon Law Pathway to keep up with events, OCI
interviews and appointments.
- With 1-way calendar sync, you will be able to automatically sync registered events, booked advising
appointments and scheduled OCl interviews.
- With 2-way calendar sync, you will be able to sync events from your personal calendar to your "Interview
Availability" calendar, which is used for scheduling OCl interviews.

Your 12Twenty Passport™
*  Your 12Twenty PassportTM, QR code uniquely identifies you. You can use your 12Twenty PassportTM to check
in to events or appointments. You may also add your 12Twenty PassportTM to your Apple Pay or Google Pay
wallet by sending yourself an email. Alternatively, you can print your 12Twenty PassportTM and use it to check
in to events and appointments.

? ELON|School of Account Settings
& Home Account Infl
Alternate Email Address
& Profile
Cell Phone Mumber
Target Employers Heme Phone Mumber
Employer Telephone 3
E — Telephone 4
= TEEs Calendar Sy
«hS  Activity Stream Calendar Access AutitTLZation
B 00 andob Listings Sync from 12Twenty to my personal calendar Mo
28 Appointments Sync from my personal calendar to 12Twenty Mo
E Events ™
Your 12Twenty Passport
ol TeleTits T E A
P
S, Experiential Learning e
P
Bl Resource Library e e
= : P
P
P
(@ Help&Support » P
P
P
P
P
e e

> E Elon Law Student
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Uploading Application Materials

The Application Materials section serves as a storage bin for all your job application materials organized by file type,
such as “Resume”, “Cover Letter”, and “Writing Samples”. There is no limit to how many documents uploaded to your
profile; however, there is a 5MB limit on individual documents.

Pro Tip: All files uploaded to the Application Materials module must be in PDF format.

e Click “Profile” in the left menu
e C(Click “Application Materials” tab and “+ Add New Resume” or any of the other options corresponding to the
document type for upload.

Pro Tip: Use the file naming convention to keep up with documents easily: LastName, FirstName_DocumentType

e C(Click on “Choose File” and select the .pdf for upload
e Click “Submit” for review!

Pro Tip: All students must have an approved resume uploaded to their profile prior to applying for an opportunity or
participating in the OCl application process. OCSD reviews resumes within two business days of receipt in Pathways.
Resumes needing edits may require a meeting, which will extend the review/approval process depending on scheduling
and your prompt action.

J ELON |School of E Elon Law Student

{at Home
Jobs and Job Offers 4 Application Materials \ackground
_
B (i) Prease uplood all application documents in POF format If nesdes] plesse see instructions for comverting ward files to PDF
3= Tasks
A Resumes
& 0 i ob Lisiings + Add New Resume You currently have no resumes in the system.
&2  Appointments
8 Even:s
Cover Letters
[E Resume Books = Add New Cover Letter You currently have no cover letters in the system.
£, Evperiential Learning
R  Rescurce Library )
Transcripts
@) 1205 + Add New Transcript You currently have no transcripts in the system.
elp & Support >
Recommendation Letters
+ Add New Recommendation You currently have no recommendation letters in the system.
Letter
Writing Samples
E Elon Law Student =+ Add New Writing Sample You currently have ne writing samples in the system.

6|Page



OCl & Job Listings

Throughout the academic year this section will display OCls (On Campus Interviews) and job postings for Elon
Law students. Both OCls and Job Listings in Elon Law Pathways have rapidly approaching application deadlines,
so make sure to check the system several times a week.

Some job postings will instruct you to apply directly to the employer, while others allow you to submit your
application through the system. Pay special attention to the requested job application materials and
submission requirements as they may vary depending on the employer.

12Twenty, the company behind Pathways, regularly curates job listings for Elon to include alongside vetted
opportunities. While these listings are “approved” for posting, the employer may not have yet given assurance
of nondiscrimination and we encourage students to investigate all opportunities and reach out to OCSD with
any questions. All 12Twenty Job Listings will direct students to the employer’s website to apply.

Locating OCls & Job Postings

* View available jobs by clicking on the “OCI and Job Listings” tab in the left menu.

e Listings may be viewed by clicking each tab (All, OCI, Job Listings, or 12Twenty Job Listings) and
scrolling through or by searching by key word, and/or applying filters to locate specific opportunities.
Keep in mind the more searches and filters used — the narrower the results produced.

* To review the position details, click on the Job Title in maroon.

ob Listings ~ 12Twenty Job Listings ~ Applied My Interview Availability

Y
g

Employer, Job Title, or Keyword Q

Job Status : Approved, Application Open =  Employer: Allw  JobTie:All»  Ciy:Any= Typeofjob:Alle  + Addfiler %) Reser < |

B B B

If PostingDate

U.5. Army Judge Advocate General's Corps Screening Interview

orps [Fort Stewart, v During|D Job - - Mot Applied

ton, MA - - Mot Applied

B po e koA

b Fair (Atlanta, GA) < During D Jeb - - Not Applied

®
H

sistant- Service Desk

Campus Technology Support... o Buring | Job _ - Mot Applied

Summer Associate (Diversity Scholarship)
Shumaker, Loop & Kendrick, LLP (Charlotte, NC F—— = = [—

E Hopl SCes A Turn on email alerts for this search
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Creating Email Alerts for OCI and Job Listings

Students may set up email alerts for OCI & Job Listings filters.
Select the desired search and/or filters

Click on “Turn on email alerts for this search”

Click on “my Saved Searched & Alerts” to name the saved search and set the email frequency.
Applying to a Job Posting

Pro Tip: Students must have an approved resume uploaded to their Application Materials to apply for an

opportunity listed in Pathways.

After clicking on the desired opportunity and reading the posting thoroughly, click on the “Apply”
button in the top right corner of the posting and follow the instructions to apply.

J ELON |5

B ED LG DE B WD

2 e

=)

Target Employers

Emplayers

Tasks
Activity Stream

00! and Job Listings
Appointments

Events

Resume Books
Experiential Learning

Resource Library

Help & Support

E Elon Law Student

1L Summer Law Clerk - Patent Law in Durham, NC ©
Mea IP {Durham, NC)

© Durham - NC{United States)

S Summer Job

uzl property space.
our Durham-based

position this upcoming summer
During your summer with Nea IP, you will:
+ Wark directly with our |P professionals and be assigned an experienced mentar for the surmmer

= Betrained in the sub: and prof ural = of gur pra and patent prosecution
e becoming familiar with numercus emerging technologies

& patent bar (USPTO Requirements)
+  Be able to wark on-site in cur Durham office
y being cansidered for the summer. This position is based in our Durham, NC office with a 40 hours per week
summer performance could lead te hiring for throughaut the school year, and our summer program is
%o full-time sttorney positions.

Applying to On Campus Interviews & Resume Collects
Applying for opportunities listed through an OCl or Resume Collect is like applying to one of the Job Listings
or 12Twenty Job Listings. OCls & Resume Collects differ since OCSD batch collects all the applications and

sends them to the employer all at once. Once the employer has reviewed the applications, selected

applicants will receive an invitation to sign up for an interview time slot through Pathways.

System Lingo:

OCI- On-Campus Interviews

Apphy

Resume Collects- Resume collections sent to employers who do not intend to visit the campus.
Bid/Apply- An application that has been submitted for consideration for an on-campus interview.
Session- A common application deadline assigned to employers who are requesting applications.
Pre-Select- An employer pre-selected applicant chosen for an interview. If chosen, a preselected
applicant still needs to accept the interview invitation and choose an interview time.
Alternate- An applicant on the employer’s waiting list that will move onto the interview schedule
should a pre-selected applicant have to cancel.
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Not-Selected- An applicant the employer did not choose to interview.

Interview Invitations

If you have been selected for an on-campus interview you will see an “Accept PreSelect” button in the
column next to the firm’s name in which you applied.

Click the “Accept Pre-Select” button to accept the invitation.

Select the circle next to your preferred interview time and click sign up.

Changes to Bids

You can only make changes to your application and document(s) BEFORE the job posting deadline

date.

If you need to make a change to your application or document(s) after submission you will need to
withdraw your entire application, make the necessary changes, and resubmit your application and
document(s) again.

Register for Events

When OCSD holds events, employer panels and workshops we ask students who are interested in attending
to respond to the event invitation through Pathways. Your registration allows for an accurate count of
supplies and food required to make each event a success. Students will also be able to check in using their
unique 12Twenty Passport.

Select “Events” from the left menu.

Search, Filter, or scroll to find the desired event you wish to review or attend. This will provide you with the
programs scheduled date, time, location, along with a program description and guest speaker(s) who will be in
attendance.

Click “Register” to add your name to the event roster.

Following your submission, you will receive an email confirmation that your response was received and
if you have synced your calendar with Pathways, the event will reflect on your schedule.

? ELON School of Events

All Events My Events

Emplayer Mame: 4ll»  End Date:All Future+  EventType:&llw  + AddFiler ) Resst

LLP Mandatory Session: The Importance of Pro Bono Service

2020 Southeastern Minority Job Fair - Virtual Networking Opportunities

] Resume Books Job Fair: Southeastern Minority Job Fair (Atlanta, GA)

E Elon Law Student arm on ermail o see A My Saved Searches & Alerts
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Appointments
Students may schedule a 1:1 appointment with any member of the OCSD team. We are here to help you with

Career Coaching, Personal Support, Resume/Cover Letter Review, Mock Interviews, Student Organizational
Assistance, Pathways Tech Support and more!

Pro Tip: At least 24-hour advance scheduling is required for all appointments.

e Click on “Appointments” in the left menu
Optional- filter by “Career Advisor”, “Appointment Type”, etc.
e Use the <> buttons to move through the list and select the block that works for you

Pro Tip: Appointments are generally no longer than 30 minutes.

o Select the preferred appointment type & time and include some additional information so we know
specifically how to help!

Pro Tip: If you are scheduling a Resume/Cover Letter Review appointment, we require students to upload
their drafts to the scheduler so we may review in advance and provide the best feedback!

* Once all fields are completed and any needed files have been uploaded to the scheduler, click “Book
Appointment” to confirm your request.

* You will automatically receive an email confirming your appointment request has been scheduled and
the the event will reflect on your schedule and if you have synced your calendar with Pathways. You
will also receive a reminder email 24 hours before your scheduled appointment.

JELON 5

fal Home

O profie Add Filter %) Reset

2020 (EST) 2 Mermh -
Appointment Block - General —
MON TUE WED THU FRI i List
2 3 &/ [ Month
L & B Week
o : L # Day
Appointment Block - Eligibility Ji B M e
Student Groups e fiew
+ Appointments |
+ Appaintment Blocks
g 10 1 12 13 14
L e e
a = a
L e e
@ Helpa 3 =
1 16 1 1 19
A v A v A e
A Ak S 2
A A a
re
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Explore the Resource Library

Unsure of where to begin... feeling stagnant in your search, looking for something specific?! The Pathways Resource
Library is a great start for researching Law Profession “How-To’s” — How to... write a cover letter or resume, network,
start your own law practice, negotiate a salary, find a job/internship, Bar Exam —the list goes on! OCSD regularly curates

resources to keep you in the know.

e Click on “Resource Library” in the left menu

e Resources are filed by topic — search for one or Pro Tip: read them all!
Elon University School of Law | Office of Career & Student Development

? ELONSchoo

B B B o

B & i

S o @ &

@

Home
Prafile
Targe: Employers

Emplayers

Contacts

Tasks

Activity Stream

00l and Job Listings
Appointments

Events

Rezume Books
Experiential Learning

Resource Library

Help & Support

E Elon Law Student

Resource Library

Home

Name

Alternative Carsers/).D. Advantage Jobs

Bar Exam

Coronavirus/COVID-18

Cowver Letters

Culural Competence

Drezsing Profezsionally in the Workplace

FirstiGeneration Law Studen=/Lawyers

Government Employment

nformational Interiews

nreryiews

Job Fairs

Job Offers, Negotiation & Salary Informarion

Job Search Datsbaszes
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Contact Us!
Elon Law School | Office of Career & Student Development
201 North Green Street | Suite 110 |Greensboro, NC 27401
https://www.elon.edu/u/law/careers/
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