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Change Your Contact Info

To edit any field: 

After logging in, 
you will be directed 
to your profile 
page.

All fields can be 
changed except 
your email address.

(To change your email 
address, contact ReServe.)

① ② ③

Click on the field Edit the text Click     to save the change
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Change Your Password

After logging in, you will 
be directed to your 
profile page.

①Click                          on  
the left side of the page.

② On the next page, put in 
your old password, and your 
new password twice. Then, 
click                        to save the 
change.
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Add a Co-worker to the Portal (1/3)
After logging in, you will 
be directed to your 
profile page.

①Click              on  
the right side of 
the page.

② On the next page, 
click             on the left 
side of the page.

Continued 
in Part 2
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④ Click                               if you want 
to add your co-worker to our database 
without inviting them to create a 
password in the ReServe Portal.

You will need their name, title,  email 
address, work phone, and office 
address.

④ Click                if you want 
to invite your co-worker to 
create a password so they can 
log in to the ReServe Portal.

You will need their name and 
email address.

Add a Co-worker to the Portal (2/3)
③ You will see a list 
of all of the staff that 
ReServe has in our 
database for your 
organization.

At the bottom of the 
list are two buttons. 

OR

Continued 
in Part 3
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Add a Co-worker to the Portal (3/3)

⑤ If you clicked                 , fill 
out the form with your co-
worker’s name and email address 
and click          . They will receive 
an email from ReServe with a link 
they can use to set a password for 
the ReServe Portal. 

OR
⑤ If you clicked                              , fill out 
the form with your co-worker’s information 
as indicated, then click                                    to 
add them to ReServe’s database.
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List a Position with ReServe (1/3)
After logging in, you 
will be directed to 
your profile page.

①Click            on  
the right side of 
the page.

You will see a list of all of the 
positions that ReServe has in our 
database for your organization.

② Click                  on the right 
side of the page to start creating 
a new Position

Continued 
in Part 2
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List a Position with ReServe (2/3)

③ You will be taken to 
the “create new Position” 
form. Required fields are 
marked with *.

Some sections have the    
symbol. Clicking this 
allows you to create 
more space in the job for 
additional requirements. 
The      symbol allows you 
to remove the extra 
space you have added.

Continued 
in Part 3
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List a Position with ReServe (3/3)

④ The last step is to choose the Designated Staff Contacts for this position. 
You can choose from among the organization staff who are already in the 
ReServe database, or you can click                  to add a new person to the 
database. You will need their name, title,  email address, work phone, and 
office address.

⑤ Once all information about the Position has been 
completed, click                    at the bottom of the page.

When your position is submitted to ReServe, you will be taken to the position page and you 
will see this message:

ReServe will review your position; you will be alerted if we choose to open your position and 
begin searching for a placement.
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Edit a Position with ReServe (1/2)
After logging in, you 
will be directed to 
your profile page.

①Click            on  
the right side of 
the page.

You will see a list of all of the 
positions that ReServe has in our 
database for your organization.

② Locate the position you 
want to edit on the left of the 
page. Click the Title of the 
position to go to its page.

Continued 
in Part 2
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Edit a Position with ReServe (2/2)
③ From the Position 
page, click          to edit 
the position details.

④ Replace the existing 
information to edit the 
position. Once you are 
finished, click                    at 
the bottom of the page.

ReServe will review your position; 
you will be alerted if we choose to 
open your position and begin 
searching for a placement.
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Review Reservists (Resumes) (1/4)

① Click                 
on  the right side 
of the page.  

Continued 
in Part 2

After logging in, you will 
be directed to your 
profile page.

② On the next page, 
click                     on the 
left side of the page
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Review Reservists (Resumes) (2/4)

Continued 
in Part 3

③ Next, select your 
position from the list 
that appears.

④ You will see a list 
of candidates. To 
start, click                  
for the first candidate. 14



Review Reservists (Resumes) (3/4)
⑤ Review the credentials of 
the ReServist candidate here

You can download 
the resume here

Continued 
in Part 4
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Review Reservists (Resumes) (4/4)
⑥ After you have reviewed the 
ReServist, provide your response:

❶ (Optional) Indicate times you 
are available for an interview ❷ Leave a comment

❸ Mark if you are Not Interested or Interested

⑦ Once you have responded to all of the ReServists, click                         
to send your results back to ReServe. ReServe 

will contact you about the next step in the process.
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Provide Interview Feedback (1/3)

① Click                 
on  the right side 
of the page.  

Continued 
in Part 2

After logging in, you will 
be directed to your 
profile page.

② On the next page, 
click                     on the 
left side of the page
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Provide Interview Feedback (2/3)

③ To view a list of 
interviews that were 
scheduled in the past, 
click             on the right 
side of the page.

Continued 
in Part 3

④ Locate the Interview you wish to 
provide feedback for, and click 
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Provide Interview Feedback (3/3)
⑤ In the pop-up window, use the drop-down options to 
indicate your rating of the ReServist in each of these areas.

ReServe will consider 
your feedback. If you 
indicated              , we 
will reach out to set a 
Start Date.

Then, indicate if you would 
like to hire the ReServist by 
clicking               or              . 
Then, click                           to 
send your feedback.

OR
⑤ If the interview did not 
happen, click                               , 
type a reason into the comment 
box, and click             to tell 
ReServe.
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