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How to Register as an 
Employer in Handshake



Registering as a 
Handshake user 

• Email careers@lasalle.edu if 
you need access to 
Handshake. Most 
departments will only need 
one administrator to have 
access to post jobs. 

• Registration Link: 
https://app.joinhandshake.c
om/employer_registrations/
new

• Clicking the registration link 
provided to you will bring 
you to this page. 

• Fill in the required 
information to create your 
account.

https://app.joinhandshake.com/employer_registrations/new


Registering as a 
Handshake user

• Choose the “types” of 
students you wish to hire. 
If you usually hire for work 
study general jobs, feel 
free to select all or most 
of the fields. If you hire for 
very specific jobs, feel free 
to select more specific 
“types.” 

• Enter information about 
your educational 
background – if you did 
not graduate from a post-
secondary program, write 
in none.



Registering as a 
Handshake user 

• Read and agree to the 
Handshake terms of 
service in order to make 
an account. 

• Select “No” when asked if 
you are a third party 
recruiter.



Registering as a 
Handshake user 

• Upon successfully 
inputting your 
information, you will 
come to this screen. 

• Check your lasalle.edu 
email address find an 
email from Handshake to 
complete registration.



Registering as a 
Handshake user 

• Once you have received 
the email sent by 
Handshake, click on the 
link to confirm your email 
address (must be your 
lasalle e-mail).



Registering as a 
Handshake user 

• Once you have registered 
as a user, you will need to 
join La Salle as your 
company

• Join a company: 
Handshake will recognize 
your “@lasalle.edu” email 
address and suggest you 
to request La Salle 
University automatically. 

1. Click “Request” next to 
La Salle. 

2. Click “Next: Connect to 
Schools” 
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Registering as a 
Handshake user 

• Search in the search box 
“La Salle University” to 
connect to our campus. 
Then click “Next: Finish”.



Registering as a 
Handshake user 

• Once you have 
successfully set up your 
account. You will be led to 
this screen for pending 
approval. 

• Once you have completed 
these steps, please email 
careers@lasalle.edu or 
Victoria at 
jonesv4@lasalle.edu to 
notify the office that you 
need to be accepted in 
the Handshake system as 
an employer. 

mailto:careers@lasalle.edu
mailto:jonesv4@lasalle.edu


Registering as a 
Handshake user 

• Upon approval, log into 
your account at this link: 
https://lasalle.joinhandsh
ake.com/login (You cannot 
access the system through 
the portal as an employer)

• You will see this message 
asking whether you’d like 
to set up automatic 
replies to your applicants.

• We recommend you 
initially opt out of sending 
status messages. In the 
future you can explore 
this feature through your 
user settings.

https://lasalle.joinhandshake.com/login


How to post a Job on 
Handshake



How to Post 
a Job on 
Handshake

• After setting up your 
account, log in to 
Handshake through using 
this link: 
https://lasalle.joinhandsh
ake.com/login

• Do not go through the 
my.lasalle.edu portal. It 
will block you from 
accessing Handshake as 
an EMPLOYER. 

• Once you are on this page 
click “Or log in using your 
Handshake Credentials”

https://lasalle.joinhandshake.com/login


How to Post a 
Job on 
Handshake
• Once you have been 

approved and have access 
to your account, this is 
what your home page will 
look like.

• To post a job you are able 
to click in either of these 
options:

“Jobs” in the left tab or 
“+Post a Job” 



How to Post a Job on Handshake

If you clicked “Jobs” on the left side, below, is what your 
screen will look like:

If you clicked on “Post a Job” this is what your screen will 
look like. It will direct you to fill out the job application 
form as shown below: 



How to Post 
a Job on 
Handshake

• When filling out the job 
criteria, please be sure to 
make sure everything on 
the “Basics” page is filled 
out accordingly. 
Handshake will prevent 
you from moving on if 
anything is left blank. 

• Format should be as 
follows: Office 
Department/Function + 
Work Study or Graduate 
Student Assistant 

• Example: Career Center 
Employer Relations Work 
Study 

Enter Job Title, Department and  “ - Work-Study”, “- Graduate Assistant” etc.. 



How to Post 
a Job on 
Handshake

…Continue the form by filling 
out the following information 
on the “Details” page…

Enter job description based on the Career 
Center’s suggestions/best practices here



How to Post 
a Job on 
Handshake

• ….Next, is the 
“Preferences” page. 

• You will be prompted to 
select school year 
information. 

• Feel free to skip over 
“Earliest Grad Date”,
“Minimum GPA” and 
“Major categories” if it 
does not apply to your 
needs, as is it not 
required….



How to Post 
a Job on 
Handshake

• …Lastly, the “Schools” page.

• If you have not added La Salle to 
your favorite schools this is what 
your school page will look like. It 
is not required that you select La 
Salle as one of your favorited 
schools to post a job.

• In the search bar begin typing 
“La Salle University” and select.



How to Post 
a Job on 
Handshake

• Do not click the interview on 
campus box - this would put in a 
request with the Career Center 
for them to manage your 
interview schedule. 

• Instead, you will be in touch 
directly with your applicants to 
schedule interviews. 



• Please choose when you would 
like your posting to be made 
visible to students, and when you 
would like it to expire (to be 
removed from active listings and 
to stop collecting applications). 

• Click save in the bottom right 
corner to finish your posting. 

• It will then be sent to us to 
approve. 

• After it is approved, it will be 
posted at the date and time you 
selected, and students will be 
able to view it and apply. 

How to Post 
a Job on 
Handshake



How to Post a 
Job on 
Handshake
• Once you have completed 

filling out the “Schools” 
page info, you will then be 
prompted to preview 
what your job posting will 
look like in the student 
view. 

• When you have 
completed your review of 
the posting. Click on the 
“Save” button 

• Now, your job posting 
has been successfully 
shared with the campus! 



Reviewing Your Job Posting



Reviewing 
Your Job Post 
In order to find your job, you 
will need to:

1. Choose “Jobs” on the left-
hand side of the page, 

2. Then choose “On Campus 
Student Employment” 
from the Divisions filter. 

3. Continue filtering by 
Active, Expired, or All jobs 
to refine your search. 

4. Please do not click jobs 
that were posted by other 
departments as this will 
interfere with their hiring 
process. 

To view your division’s post, use 
the “Divisions” Drop down to 
filter. 
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Reviewing 
Your Job Post 

On this page you 
will also be able 
to see your job 
postings’ status 
as “pending” 
“approved” or 
“rejected” 



Reviewing Applicants



Reviewing 
Applicants
To Access Applicants Through a Job 
Posting:

• Click Jobs in the left hand 
navigation bar

• Locate the job you'd like to view 
applicants for. Click on 
the Expired tab at the top of the 
page if you're trying to locate a job 
that has since expired.

• Click the number and person 
icon under the Applicants column, 
connected to the job you wish to 
view the applicants for

From here, you will be brought directly 
over to the Applicants page for this 
specific Job Posting.



Reviewing 
Applicants
• To review the applicants 

documents and information click 
on their name, then on 
“Documents”.  



Hiring Selection & Next Steps



Hiring Selection & Next Steps

You completed your interviews, you have selected your student worker. 
The next steps include: 

1. Communicating with Students who did not receive an offer
2. Select Student/s who were Hired 
3. Expire your Job Posting



Hiring Selections 
& Next Steps
Step 1: Communicating with Students 
who did not Receive an Offer

How to Mass Email: 

• Click Check marks after the names 
of students who  were not selected 

• Once of the students who were not 
selected were chosen click “Mark 
Applications as declined” located 
above the columns under the 
“more” drop down. 

• A message text box will pop up. 
Please review the next slide for the 
standard messaging to be sent to 
students. 



Hiring Selection & Next Steps

Step 1: Communicating with Students who did not Receive an Offer
Approved Messaging for Text Box: 
Subject: Thank you for Applying to the insert Department Office

Body:

Hello,
Thank you for applying for the Title of your Job Posting position at the Department Office at La Salle University. We appreciate 
your considering our office for your on-campus employment experience. Unfortunately, we have selected another student/s 
for this position. We encourage you to re-apply next semester if you are still interested in our particular office. 
To ensure that you have on-campus employment, please contact the Career Center at La Salle University via email at 
careers@lasalle.edu. 

Regards, 

mailto:careers@lasalle.edu


Hiring Selection 
& Next Steps 
Step 2: Select Student/s who were 
Hired

How to Change Applicant Status 
Individually: 

Open dropdown menu under 
Status on desired applicant and select 
either Hired or Reviewed.

An applicants status 
will automatically change 
to Reviewed once you download the 
documents they used to apply to the 
job posting.

Keep in mind: Unless you have set up applicant messaging, 
changing an applicant's status from pending to declined or 
hired will not send any notification to the applicant. However, 
the applicant will be able to check their status on their 
Handshake account and see that their status has changed.



Hiring Selections 
& Next Steps
Step 3: Expire Your Job Posting
Rather than deleting job postings, we strongly 
encourage employers to expire the job postings instead. 
Expiring a job posting will retain all helpful and 
important data, while still removing it from your 
immediate view.

• Click Jobs from the left hand menu, 
and then click directly on the name of 
the job title of the job you wish to 
expire.

• This will take you to that job's 
overview page. From 
here, click on Expire Job towards the 
tops of this page.

• You will then receive a warning 
message confirming that you wish to 
expire the posting, which will 
completely expire it across all 
schools. Click on Confirm to proceed 
with expiring your job posting.

• All the postings for this job will now 
show as Expired. Please note it can 
take a few minutes for this update to 
fully reflect.



Additional Help 

• Email careers@lasalle.edu or call Victoria ext. 1682 to confirm that 
these steps were followed or that extra assistance is required. 
• As you use Handshake, please utilize the tools Handshake has 

developed in the Help Center by clicking the Help button at the top of 
your page (next to your name). Most questions are answered with 
detailed information and helpful pictures that will meet your needs. 
• Please contact us if you would like to utilize the on-campus interview 

module. 

mailto:careers@lasalle.edu

