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Procedure for Using Site

October 29, 2002

Access web page at http:/ /spi-

internal.lanl.gov/spi/mentor

Authenticate using your cryptocard.

If the information is being entered for a mentor other
than the person who has authenticated, please enter
the mentor Z number and hit Submit button. This is
to ensure that the position is related to the correct
mentor.

This page shows the mentor information and any
previously approved postings.

The index to the left allows quick access to the main
functions of this system. Home will bring you back to
the first screen allowing the submitter to switch
mentor information. The Submit Position allows you
to create a position posting from scratch. The Browse
Positions allows you to search and view other
positions that have been posted. Additionally, you
may copy one of the current positions to modify for
your own posting. The Review Applicants allows
you to review the students who have expressed an
interest in one of your postings. From here you may
see the details of a student’s application, select a
student for the position, and generate a work plan
once the student has accepted the position.

To post a new student position, select the Submit
Position function. The New Position posting
information page will appear. Enter the posting
information as indicated. Many of the fields are Pull
Down Menu for efficiency. Please complete all fields
before submitting the information. The following
image is a partial screen.

When you have completed the information entry,
select Submit. Your posting will now be processed
by reviewers for completeness and given approval
for posting to the external site.

Continue to page 2
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Submit Position

Welcome to the Student Position Initiative Website!

Browse Positions Please notice the status box (red letters) above and to the

right. You should see your ZNumber as a Submitter. To use the
Review Applicants

has been selected, you will s=2 the mentor's ZNumber in the
Approve Positions mentor field in the same status boy. If the system identifies you
35 3 mentor from positions that alraady axist, this will be
NOTICE: Information automatically populated with your ZHumber,

from this server
resides on a computer
system funded by the
U

The index on the left allows quick access to the main functions
of this system.
Home will bring you back to this screen, allowing you to switch

Energy. Anyone using | mentors
this system cansents to | gypmit position allows you to create a position posting from
monitoring of this use | 2TDI

by system or security
persannel. Far
Conditians of use see
Disclaimer/Privacy
policy

Browse Positions allows you to search and view other positions
within this system. Additionally, you may copy one of the current
positions to madify for your own posting,

Review Applicants allows you to review the students who have
expressed an interest in one of your postings. From here, you
may see the details of a students application, select a student
for the position, and generate a worl: plan once the student has
accepted the position
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Mentor ZNumber

functions on this site, you must select a mentor. Once a mentor

Labkome | Phone | Search

“DEH Student Position Initiative - Mentor Submitter: (116841
Home information Mentor: (116841
Submit Position ZNumber: 116841
Browse Positions Name: Alexander Richard 3.
“ onlioant Division/Group:  STB-EPO
Review Applicants

e — Mail Stop: - M706

Approve Positions

NOTICE: Information
from this server
resides on a computer
system funded by the
U.S, Department of
Energy. Anyons using
this system consents
to monitoring of this
use by system ot
security personnel, For
Conditions of use see
Disclaimer/Privacy,

policy.
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Phone Number:
E-Mail address:

505-665-4373
alexander_rick@lanl.gov

Postings Approved: 3

PositionID Title Created  Category Type
o Computer
16152 Desktop Support 3/5/2002 Science Technical Level
Test/Measurement
16153 iy 3/5/2002 Engineering Technical Level
16157 Budget Specialist 3/5/2002 Materials Administrative Level

Student

[Submitter: 116841
Mentor: (116841

n Initiative - New Position

Introduetion stuff goes here

Position
Title

onparuy
Hrne (€208 Program :

Education (ndzroraduate =
Level

[Ertial Evplorion Design nd Evalustion

Position T chnical Level
Type
e
Schouork (FulTime

Start Date

[ &
EnaDate [i57mecrez
Critical Skill Opening

Critical Skill
g ® Yes O No

Primary
skill (Phvsies 2

Secondary
skill [Tuclzar Design and Evaluation 3

Category [_Nuclear Materials =

Group [[P-23- NEUTRON SCIENGE & TEGHNOLOGY. B

[Enter the skills that ave requived for the position

here. Taperience in

Reguirad
Skills

A0 T

KD

[Enter skills that mowld be desirable for the
postition here. Cowse work in explosive iming...

Desired e,

Skills

D

D




STB/EPO

BUSINESS ADDRESS
PO Box 1663
MS M709

PHONE:
505.665.8899

FAX:
505.665.6871

We're on the Web!

See us at:
http:/ /stb.lanl.gov
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Browse Positions allows you to view all
postings. From here you can select individual
postings to view. When you select a posting,
Position ID, a description of the position will

appear.

At the bottom of this description page you
can select Copy as a Template for your
posting. When Copy as a Template is
selected, the Submit Posting page will
appear with pre-entered information. Modify
the information as needed for your posting
and then Submit.

When approved the position will appear on
the external web site for student perusal.
Students interested in the position will
submit their interest and resumes, which will
be available for mentors to view on the
internal web site under Browse Applicants.
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If you have any questions please contact Rick Alexander at 665.4373.



