University of Houston OCI Symplicity Registration Steps 

Log onto Symplicity at https://law-uh-csm.symplicity.com
Employers registering a single office (instructions for multiple offices below) 
1.   Go to the “OCI Tab”

2.   Click on “Request Schedule”
      And then select the session you wish to attend. 

3.   Enter the number of days you are requesting in the “Days Required” field
4 Enter in your “Preferred Date(s)” to indicate your first choice

5.   Enter any “Alternate Date(s)” to indicate second and third choice dates

6. Select “Class Years” to be interviewed

7.   Select the “Interview Length”

8. Enter the number of rooms you wish to reserve

9. Select the “Time Slot” preference: morning, afternoon, or full day

10. Click additional student documents requested

11. Describe “Other Documents” requested or “Hiring Criteria” and/or additional “Scheduling Notes” pertaining to your schedule request (e.g., start and end times for your schedule)

12. Click Submit
Multiple Office Employers 
1.   Go to the “OCI Tab”
2.   Click on “Request Schedule”
3.   Select Office from drop down list
4.   If registering for more than one office location, select “Yes” for Multiple Offices 

5.   Enter in your “Preferred Date(s)” to indicate your first choice

6. Enter any “Alternate Date(s)” to indicate second and third choice dates

7. On the “Allow interviews with related offices” field

a. Click “no” if student are not allowed to interview with more than one of your firm’s offices, or 

b. Click “yes” if they can interview with offices in different cities

8. Select “Class Years” to be interviewed

9. Select the “Interview Length”

10. Enter the number of rooms you wish to reserve

11. Select the “Time Slot” preference: morning, afternoon, or full day
12. Select offices interviewing in The “Slot Matrix”  

13. Select Matrix or Percentage Mode – this lets you include all offices interviewing on our campus
a. The Matrix mode permits you to allocate specific interview time slots (and entire rooms) to particular offices 
b. The Percentage mode allows you to assign an exact percentage of interviews to specific offices.  If you do not wish to indicate exact percents or specific time slots, chose “Percentage.” Click the participating offices and leave the “slots” field blank with the default of 100% at the bottom.  

14. Click additional student documents requested

15. Describe “Other Documents” requested or “Hiring Criteria” and/or additional “Scheduling Notes” pertaining to your schedule request (e.g., start and end times for your schedule)
16. Click Submit
Please note:  If you are requesting interview schedules that will spread across two days, you will need to create a separate OCI schedule request for each day.
Maneuvering in Symplicity and Other Features 
You will see a few drop down list boxes on the “OCI Schedule Request” page. To make more than one selection in these boxes:

Click the down arrow on the drop down list box

Hold the Control key down and click on the list items you wish to select

Above the table listing the students, you will see:  Batch options:


Mail to checked - send an email

Save as Excel – this puts the student information in an excel spreadsheet

Generate Book – make a resume book (sorted by the students alphabetically) for the students you have selected. You will receive an email when they are ready for viewing. 
To retrieve the files go to the Resume/Schedule tool tab under the OCI toolbar

Change status to: (this is a drop down menu) – this can be used when making your selections
Interview Selection
Interview selections begin July 20 and are due in Symplicity by July 27, 2011
Reviewing Resumes
1. Log into Symplicity

2. Click “OCI Tab”
3. Click on the “Application/Waitlist” tool tab
4. Make sure the Session window is set to 2011 Fall OCI 
5. The Keywords search box will search the Student (name) column
6. You will see a table of students. From it you can see how many students submitted a resume to you
7. Each student resume may be viewed individually in the “Document” column by simply clicking the tiny icon that has an “R” within it
Making Selections
1. Keep in mind how many interviews you wish to conduct
2. There is no limit on how many alternates you may pick
3. As you review each resumes, you may apply one of four choices to each student, by using the drop down box in the “Invitation” column
Pre-select - student should be placed on the interview schedule

Alternate - student may be placed on the interview schedule if there is a cancellation
Not Selected - Student not chosen for interviews.

Pending - no action taken at this time (please make a final decision before July 27, 2011).
4. We will send you notice of your completed schedule on August 10, 2011.
