Using Symplicity
The Fall OCIP is administered through a web-based program, Symplicity, found at
https://law-southwestern-csm.symplicity.com/students. These instructions will help you get
started on the system and use the features needed in Fall OCIP. Additional help menus are
available online as well.
1.
Getting Started: Visit https://law-southwestern-csm.symplicity.com/students to log in.
Your username is set as your Southwestern email address. Your initial password was emailed to
your Southwestern email. If you cannot find this password or you have lost it, use the “forgot my
password” feature on the login page. Once you have logged in, you will see important
announcements and alerts on the first page. To navigate in Symplicity, do NOT use your
browser’s “back” button. ALWAYS use the “back” or “return” link provided by
Symplicity within the webpage. The “back” or “return” link is generally located in the upper
left or upper right corner of the page, depending on the layout of the page you are viewing. If you
are “lost” in Symplicity, you can use the tabs across the top of the page to return to your
Symplicity home page or other areas of Symplicity.
To prepare for Fall OCIP, you must use the Profile, Documents, Employer, and OCI tabs
across the top of the page. More information on each of these tabs is given below.
2.
Setting Up Your Profile: Visit the “Profile” tab, which is located near the top of the
Symplicity page. Under the Profile tab, there are a series of sub-tabs for you to complete
including personal information, academic information, and change password. Please complete
the personal and academic information tabs completely. Click on the “save changes and
continue” button at the end of each screen before proceeding to the next tab. If you choose, you
may also change your initial password.
3.
Uploading Your Resume & Writing Sample: After you have completed your Profile,
visit the Documents tab to upload your resume and writing sample. The Documents tab is located
near the top of the Symplicity page. To upload your resume, click the “add new” button. Then,
at this next page, you will complete the resume upload process. Chose a label for your resume
such as JSmithFallResume, note the document type as “resume” using the check boxes, then
browse for the file location of your resume on your computer. Once you have completed these
fields, click “submit” and your resume will be uploaded. Both Microsoft Word and WordPerfect
formats are accepted. Repeat this same process to upload your writing sample (click “add new”,
label your document as a writing sample, note the document type, browse for the file location,
and click submit).
4.
Researching Employers: To learn more about the employers participating in the Fall
OCIP, visit the Employers tab located at the top of the Symplicity page. You can click on the
employer name and see information such as the employer’s office location, office size, and website
address.
5.
Bidding for Employers: To seek interviews by “bidding” on interview slots, visit the
“OCI” tab located near the top of the Symplicity page. Then, select the “employers/bidding” subtab. You will see three boxes, the first one is called “Search Filter.” In this box, select a Session
in the pull-down menu. There is a session for Resume Forward employers, Session I for
employers coming on campus in August, Session II for employers coming to campus in
September and those employers that have yet to choose a date, and a Session 3 for employers

coming on campus in October. (Other sessions may be added later in the season if required.) Be
sure to go through each of these pull-down menus to complete the bidding process. Under
each session, the applicable list of employers appears. Click on the “review” button next to an
employer’s name to see information about the employer including hiring criteria. Click on the
“apply” button to apply. This takes you to the bidding page. On this page, a “bid details” box is
located on the right. In this box, the label you chose for your uploaded resume should appear in
the box above the apply button. If the employer wants a writing sample, that box will be present,
and you must attach an uploaded writing sample. Finalize your bid by clicking “apply.”
6.
Scheduling an Interview Time: For on-campus employers, you will schedule interviews
using the Symplicity system. For all other employers, you will be notified by the employer
directly if you are selected for an interview. If an on-campus employer selects you for an
interview, you will be notified through the Symplicity system. Choose your interview time by
visiting the OCI tab and then the employers/bidding sub-tab. Click the “accept preselect” button
next to the employer name. This takes you to a page with the available interview time slots.
Choose a time slot and then click the “sign-up” button. When this step is complete, your
interview will show up under the “scheduled interviews” tab.
7.
Logging out: Each time you finish with Symplicity, remember to log out using the “log
out” link in the upper right.

