COORDINATOR ISIP SYMPLICITY INSTRUCTIONS
*Please note all screen shots used have dates and deadlines that do not correlate with 2013 ISIP’s actual dates and deadlines.

Abbreviated List of Important Dates and Deadlines (put these on your calendar):
1)
2)
3)
4)

th

Student bidding period opens: October 15 (Monday)
th
Student bidding deadline: November 5 (Monday)
th
Preliminary interview results available: December 12 (Wednesday)
th
Interview/Alternate Accept or Decline Deadline: January 9 (Wednesday)

Register School & Submit Payment
DEADLINE: September 28, 2012
To register to participate in the International Student Interview Program, consortium member program coordinators must submit a
registration form by email no later than the registration deadline. The registration form will be sent with the invitation email in June and
can also be found in the Document Library on the ISIP Symplicity system.
NYU School of Law has begun processing consortium school payment online, and can now accept consortium school payment via
credit card. In our initial email, you will be given instructions to access a new online account to submit payment online; this account will
require you to log in through the Employer Login site. You will only use this log-in for the purpose of invoices and payments. Continue
with your consortium manager account for all student-related ISIP matters.
An email will be sent when your invoice is ready. Please use the new Payment Account to log in and access your invoice through the
Account tab. From there, click on the Invoices tab to view your invoice. NYU School of Law can accept checks and all major credit
cards. To pay by credit card, click on the invoice number and click
. If you submit a check for payment, this
system will allow you to view when your check has been received. Once you have paid you may go back to your invoice,
whether by credit or check, and it will have coverted to a receipt that shows you have paid. Please be aware due to the manual
processing of credit cards the receipt will reflect the submission of payment, and not the immediate charge to your card.

Please refer to the Coordinator FAQs for more information on registration fees.

Uploading Students
DEADLINE: September 28, 2012
NYU will upload your students into the ISIP system to ensure consistency in student accounts. Coordinators must send a list of their
students, using the template spreadsheet ISIP_Student_List.xls sent with the invitation email, by September 28, 2012 to Samantha
Chalal (samantha.chalal@nyu.edu). This document is also located in the Resources Tab. Please follow the Excel template exactly. If
you have questions about the template, please send us an email.
You must enter the student's Last name, First name, Middle Initial, Email, Profile Year in School, and Password. In the Profile
Year in School column, select the student's country of law degree from the drop-down menu. IMPORTANT: Students will only be able

to bid on interview schedules and resume collections that specify the country of law degree provided here. Provide a generic password
for the initial login in the [password only] column.
NOTE: If a student holds two countries of law degree, or is otherwise qualified to bid on an interview schedule that has not specified
their country of law degree, (s)he may submit a bid by sending his or her cover letter and resume in a single document to you (their
school’s coordinator). (S)he must name the file as the employer name and location (e.g. “Allen & Overy London.doc”). The student must
submit a separate document for each additional bid to be submitted manually. Note that students should not take advantage of this, and
may only submit additional bids for employers for whom they are truly qualified. Please send all additional bids to Samantha Chalal at
nd
samantha.chalal@nyu.edu before the student bidding deadline on November 2 . A booklet of these submissions will be presented to
the employers for review. NOTE: Students will not be able to view these submissions as bids on the Symplicity system.

Distribute Student Registration Materials
BIDDING OPENS: October 15, 2012
The ISIP Symplicity system opens for student bidding on October 15, 2012. Students should be provided with registration information
and materials prior to this date. In addition to a link to the ISIP consortium website (note the location of the site has been moved),
which contains links to the ISIP Symplicity Student Login, Student Instructions, and Student FAQs, please forward the student's
username (email address) and the generic password. Emails can be sent through the ISIP Symplicity System to auto-populate the
individual user name and password.
Example template email:
Dear [fname],
This message is being sent to all international LL.M. students eligible to participate in the 2013 International Student Interview Program
(ISIP). In order to participate in this event, we have created an account for you in the ISIP Symplicity system. Bookmark the following
location as 'ISIP Symplicity' for future use:
ISIP Symplicity: https://law-isip-csm.symplicity.com/students
Username: [email]
Password: [password]
Instructions for using the ISIP Symplicity are located here: http://www.law.nyu.edu/isip/index.htm

Review Student Bids
AVAILABLE: October 15, 2012
Students must upload their resumes to the ISIP Symplicity system before they can begin bidding. Students will only be able to bid on
interview schedules and resume collections that have requested their country of law degree; however they will have access to the full
list of interview schedules and resume collections in the Resources Tab, and may follow the instructions for submitting additional bids, if
they feel they are qualified for additional employers.
To view student bids from your school, click ISIP Setup in the right-hand menu and select Bids. Sort by your school with the pull-down
menu next to Law School to view all students, or you may Search for a student name. You can sort by country of law degree with the
Year pull-down menu. Click on the
icon to view the details of the submitted bid. You can gather further information, such as who
received an interview, by using the filters provided.

Interview/Alternate Accept or Decline
DEADLINE: January 9, 2013
th

* New for 2013 * Students will be able to log in to the ISIP Symplicity System beginning on December 12 to review their bid status,
and will be required to accept or decline the interview or alternate status before we schedule interviews in the system.
To view bid status, students will log in and click on the Employer/Bidding/Application tab. Under the Invitations tab, each bid should
indicate one of the following: Accept Pre-Select, Accept Alternate, and not invited.
NOTE: Acceptance of a pre-select or alternate status does not guarantee that a student will be scheduled for an interview, but if a
student accepts either pre-select or alternate status, they must attend the interview, if scheduled. When the system schedules
interviews, priority will be given to pre-selected candidates, and an interview is guaranteed for those candidates, as long as the student
has space in his/her schedule. If a student is selected for more than 18 interviews, they should consult with your office regarding how to
prioritize choices, as we may not be able to fit more than 18 interviews into one day. The system will schedule alternates after all preselected candidates have been scheduled, if there are additional spaces in the employer’s schedule.
The students who have been selected as Pre-select and/or Alternate candidates will see three types of buttons.
Pre-select Accept: To accept an interview with an employer who pre-selected a student, they should click
. There is
no prompt asking them if they would like to proceed, so we caution them to be careful with clicking. This is not reversible, so only
accept if you are certain that you can attend the interview.
Alternate Accept: To accept an alternate status, the student should click
. Note that this does not guarantee an
interview, but if the system is able to schedule an interview, the student must attend. There is no prompt asking them if they would like
to proceed, so we caution them to be careful with clicking.
Decline: If a student wishes to decline pre-select or alternate status, they should click
they are certain they want to proceed with declining the invitation.

. A prompt will appear asking them if
th

Cancellation: Students who do not wish to accept an interview should decline the interview invitation before January 9 . We will be
unable to accept cancellations after this date, except for emergencies.

Preliminary Interview Schedules Available
AVAILABLE: January 11, 2013
The ISIP Symplicity system will automatically schedule interviews for students who have accepted their pre-select status, and those
alternate selections where the employer has space. Preliminary schedules will be published to the Symplicity system on January 11,
2013 by noon (EST). Students will receive an email notification containing instructions on how to access their preliminary interview
schedule. Note that schedules are subject to change based on employer needs, and will not be finalized until the week of the event.
Students can view their ISIP interview schedule by clicking on the ISIP tab at the top of their page and clicking the Scheduled
Interviews tab.
NOTE: Students should not only look at their schedule in the ‘bidding tab’ because they may have been scheduled for an employer who
required last minute student additions to their schedules.
When

is displayed in the Scheduled Interviews tab, the student was not selected for ISIP interviews.

Students who were selected for interviews will see their interview schedule in this tab, and can sort by “Interview Time” to
organize interview schedules.

Students may review the details of their interview, including interviewer names (if available) by clicking the date in the Invitation Date
column. The information displayed includes information such as Employer, Interview Date, and Interview Time. The Interview
Location, Interview Room, and Interviewer(s) information will not be published on the site until the week of January 21, 2013.

Contact Information:
Samantha Chalal
ISIP Coordinator
Office of Career Services
New York University School of Law
245 Sullivan Street, Suite 430
New York, NY 10012
samantha.chalal@nyu.edu

