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Guide Index and Overview



Follow this link to create your account: https://app.joinhandshake.com/register

*** If you were a student at CMU during, or any time after, October 2017, you will already have a 
Student account on Handshake (even if you never logged in to it).  In that case, please follow the steps 
in this article on How to Create an Employer Account Linked to Your Student Account, and then skip to 
page 14 for how to post a job.

Creating Your Handshake Account

Select to create 

an “Employer” 

account.
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https://app.joinhandshake.com/register
https://support.joinhandshake.com/hc/en-us/articles/115011549548


Use your 

CMU 

work email 

address.

Password 

must be 12 

characters 

long and 

contain 

letters, 

numbers, 

and 

symbols (!, 

@, $...). 
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May select all 

academic fields that 

apply.

Select or type in your 

own Alma Mater.
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Select “No” 

and then 

“Next: 

Confirm 

Email.”



The next screen will prompt you to check your email 

and confirm it. You must confirm your email to 

complete the registration process.

Once you receive the email, click the Confirm Email 

button to verify your request.
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Upon confirming your email, you will be brought back to Handshake to join a company.

Type in “Colorado 

Mesa University” as 

your company and 

click “Search.”

Scroll down to “Colorado Mesa University On-Campus Employment 

(Student Jobs),” and click “Request.”
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Scroll back up to the top of the page and click “Next: Connect to Schools.”

Use the filters to search for and select Colorado Mesa University and then click “Next: Finish.”  Your 

account will be in a “Pending” status until Career Services approves it (accounts are typically approved 

within one business day).  You will receive an email once your account has been approved.
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Logging in to Your Handshake Account
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Be use to use the following link to log in to your Handshake account: https://app.joinhandshake.com/login

Enter your 

email and then 

select “Next.”

https://app.joinhandshake.com/login
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Because your email address has a “.edu” domain, you may be prompted to set up Single Sign On 

(SSO).  As an employer, you cannot set up SSO – this function is only available to those who have a 

student account.  If your screen projects the options below, select to “Cancel SSO Configuration.”

Select “Cancel SSO

Configuration.”
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Select to log in using 

your Handshake 

credentials.  Do not 

attempt to use the 

“CMU Login” button.
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Enter your 12 character password and click “Sign In.”

Tip: Check the “Keep me logged in” option to save your 

password and make logging in quicker and easier.



Posting a Job 

For now, CMU is not using 

Handshake to schedule interviews.
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Please note, you cannot start a job posting, and then save and return to 

it later.  You must complete the job posting in one session.
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Easily view and track applicants by having them apply in Handshake.

Job title should be formatted as “Job Title – Department.”

If you don’t see your Division, contact Career Services to add it.

Be sure to select “On Campus Student Employment.”

Select “Yes” if Work Study or MAVworks is required.  Please note, this 

will not prevent students without such awards from applying.  You must 

contact Financial Aid to verify student applicant awards.

https://www.coloradomesa.edu/financial-aid/contact.html
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You can copy and paste the 

job description from another 

document or type it in here.

Insert the address of the job location.  Once you start 

typing, you must select the correct address from the 

drop-down menu (the system will not allow you to 

manually type in the full address).

Select required application documents.  You may later add an attachment to 

the job posting (e.g. an application) for students to complete when they apply.
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Preferences are optional, and 

they will not prevent students 

who do not meet them from 

applying; however, Handshake 

will highlight the student 

applicants who do not meet your 

preferences and will allow you to 

filter them out.

You may add users to receive email 

summaries of applicants.
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Search for and add “Colorado 

Mesa University” as the school 

you want to post the position to.

Insert the date you 

want students to be 

able to apply to the job.

Insert the date that 

applications will close.  

The job will auto-expire 

from the system on 

this date.
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You will see a preview of your job post.  You may edit sections by clicking on the pencil icons or using the back 

button at the bottom of the screen.  This is how the job post will look from the student’s point of view in the 

Handshake system.  If everything looks good, select the “Save” button at the bottom of the page.

Please do not 

edit the 

company 

banner, as 

doing so will 

cause it to 

change for all 

jobs posted in 

this account.



Once the position has been saved, you may add an attachment (e.g. an application) by scrolling 

to the bottom of your job post and clicking the “New Attachment” button.
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Name your attachment so it’s easy for 

students to determine what it is.

Then…

Make sure your attachment 

downloaded properly. If you need to 

re-download, click “Edit.”

Helpful Hint: Make your attachments fillable PDFs so 

students can easily download, type in, and submit for 

application!
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To manage your job, log 

in and click on “Jobs” in 

the navigation pane to 

the left.

Use the options to 

edit or expire the 

job, or to review 

your applicants.
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Filter jobs by your “Division” to 

easily find your job posting(s).

You can view “Active,” 

“Expired,” or “All” jobs.
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You may change applicant statuses to “Reviewed,” “Declined,” or 

“Hired.”  If you decline an applicant, they will receive a system-

generated email indicating that they were not selected for the position.



When your job is close to expiring, you are notified via email.
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Set Your Notification Preferences

We recommend setting email 

notifications in the “Jobs,” 

“Messages,” and “Schools” 

sections.  You should automatically 

be notified via email of 

applications to your job.



For help creating your account or posting a job, visit Handshake’s 

Employer Support Website.

https://support.joinhandshake.com/hc/en-us/categories/202707307-Employer
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https://support.joinhandshake.com/hc/en-us/categories/202707307-Employer
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Still Have Questions?

Contact Career Services

970-248-1404 | career@coloradomesa.edu | University Center 107

mailto:career@coloradomesa.edu

