Welcome to myNEU COOL
The "new" COOL web site - myNEU COOL - is built on the PlacePro database developed by RoboTechnologies, Inc., of Cincinnati, Ohio. MyNEU COOL makes it easier than ever for you as an NU co-op student to connect with your assigned co-op faculty, upload your resume for use in the job referral process, and find the right co-op job.

This document provides a short primer on How to use myNEU COOL. A detailed Student Manual (available for downloading) can be found within myNEU COOL by clicking on the Help icon on the top navigation bar.

How to use myNEU COOL is a technical assistance guide only. Co-op students must contact their assigned co-op faculty for deadlines and required steps for their major’s referral process.
Please also contact your assigned co-op faculty if you have questions regarding referral procedures for co-op jobs outside your major.

By checking myNEU COOL on a regular basis, you can follow the job referral and placement progress in your Job Referrals list. You can also discover whether additional positions that meet your job search criteria have become available since your last Job Search.

We hope you enjoy myNEU COOL and that the enhancements provided will contribute positively to your overall co-op experience.

*************************************************************************************************************

How to use myNEU COOL

At the Welcome screen you will find a summary of your information to date (Note: You are at the General menu.)
Update your Personal Information & Job Preferences

1) Review/update your Personal Information and select a Primary Major:
a) Click on My Profile on the home page, or Profile on the navigator bar on the top of the page 

b) Review the read-only information, in blue, for accuracy (Note: The read-only information comes directly from the Registrar's office. If any of this information is incorrect, you should notify the Registrar’s office to have it changed.)
c) Provide as much information as possible (i.e., Email, Mobile Phone, etc.) so your co-op faculty can contact you

d) Scroll to the bottom of the screen and click the Save button (Note: this will bring you back to the home page)
e) On My Profile go to the tab called Academic Information
f) You must select a Primary Major. You may also select Other Majors of interest (Note: Please contact your assigned co-op faculty for policy/procedures regarding the selection of “Other Majors”.)
2) Choose your Job Preferences:

a) Click on My Job Search on the home page, or Job Search on the navigator bar on the top of the page (Note: you should be in the Job Preference tab)
b) You must select a Employment Type, Released, Year, Section & Full-time/Part-time option from the associated drop down lists for each Employment Type of interest (Note: Please select the N/A option under “Section”.)
c) Scroll down the page and make your selections for Keywords, Locations, Skills, Personal Qualities, and Preferred Industry.

d) Scroll to the bottom of the screen and click the Save button

3) Submit your Resume

Job referrals will only be executed when a co-op student has met with their assigned co-op faculty and their resume has been submitted and approved.

a) Click on My Documents/Portfolio on the home page, or Portfolio on the navigator bar on the top of the page 

b) Click on Browse under Upload a new document to upload your personalized resume or create a resume on-line by using the “Resume Builder”. (Note: Since some programs will not allow the use of resume templates, please contact your assigned co-op faculty for policy/procedures regarding the use of resume templates in the job referrals process.)
c) You must have a resume uploaded or created with the template wizard and be released by your co-op faculty member in order to proceed to step 4 and view jobs.
4) Conduct a Job Search:

Note: Your co-op faculty must Release (authorize) you to view the available co-op positions. Please remember that job referrals will only be executed when a co-op student has met with their assigned co-op faculty.
a) Click on My Job Search on the home page, or Job Search on the navigator bar on the top of the page 

b) Select from the various options on the Search Jobs screen and click the appropriate Search button (e.g., the Quick Search button). Jobs that match your job search criteria will appear in your Job Referrals list. The rating associated with each job reflects how closely your job search criteria – e.g., skills, personal qualities, etc. - matched the job requirements supplied by the employer.

c) Select a level of interest from the “Level of interest …” drop down for each job of interest in your Job Referrals list. This will provide your assigned co-op faculty with information on your jobs of interest and will assist in the job referral process. 

d) Select which resume/portfolio you wish to have sent to each job by selecting the resume/portfolio from the “Select a portfolio …” drop down for each job of interest in your Job Referrals list.

e) Once you have selected your levels of interest and portfolios, click the “Finished” button at the top to save your changes.

