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QuickStart Guide for Candidates

It’s that easy!

	 gradleaders.com	 614.791.9000	 @GradLeaders

Report a Co-Op Job

Sign in to your school’s career services website. 
If this is your first visit, click Create Account.

Select Search  Co-Op / Internship. Click 
Add Co-Op Record at the top of the page 

then Select Semester 
in the prompt that 
appears.

Choose a job from the list and click Select/
Continue or click Add New Job to create a 
new one. 

Follow the 
prompts 
on the next 
page(s) 
to report 
your job.


