
 
 

 

 

The Citadel Career Center Employer User Guide 
On-Campus Interviews 

(For Employers Interviewing On-Campus Only) 
 
 

To Request an Interview Schedule: 
 

1. From your Gate home page, under Quick Links, either click Create New Schedule Request or click On-Campus Interviewing (OCI) on the 
top navigation bar.  If you click the navigation bar, you will need to click on the Schedules Request tab. 

  

 
 
 
 

2. Complete the Create New Schedule Request form, including position information (click copy/create a new position to add your job 
description). Required fields are noted with a red asterisk.   



 
 

 

 

 

Make sure there is 
availability on the day 
you request an  
On-Campus Interview 

schedule date. 

Copy/create a new 
position here. 



 
 

 

 

 
 
 
 

3. Click Submit to complete your request. 
 

4. Your request will be “pending” until approved from The Citadel Career Center’s Recruitment Coordinator.  
 

5. You will receive an email from our office once your schedule request has been approved.  Following approval, you will be able to make any 
changes or additions, click edit schedule 
details. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

 

 
 
 
 
To View/Select Candidates For Position: 
 
1. Under Alerts on your home page, you will see how many students have applied for your position.  You may click on the specific underlined 

alert or on On-Campus Interviewing (OCI) on the top navigation bar. 
 

 
 



 
 

 

 

2.  The Applicants tab lists all students who have applied for your position.  To view a student profile, click on the underlined last name.  To 
review documents submitted, click the appropriate icon under the documents column. 

 
3. Using the drop-down menu in the Status column, you may select any of the following for each student applicant: not invited, invited or 

alternate.  The status will be set at “pending” before you make any selections.   
 

 
 



 
 

 

 

To View Your Schedule and Generate Interview Packet(s): 
 
1. From your home page, click On-Campus Interviews (OCI) from the top navigation bar. 
 
2. Under the Schedules tab, any interviews scheduled (by the student) will appear.  You may also print out a report of the students scheduled 

by clicking Generate Interview Packet. 
 

 
 
3. To see each student name and interview time, click on the Interviews tab.  You may also view the submitted documents from this page. 
 



 
 

 

 

 
 
4. From the Generate Book tab, you may select a publication name and the documents to be included in your interview packet.  You will 

receive confirmation via email when this publication is ready for download. 
  



 
 

 

 

 
 
 
Logging Out: 
 
Click Logout in the top right hand side of the page when you are ready to end your session. 
 
 
When you need help: 
 
If you have any difficulty using the system, please contact Celeste Melvin, Recruitment Coordinator at Celeste.Melvin@Citadel.edu  
or 843-953-1615. 
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