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Getting Started  
The Bauer College of Business Career Gateway system allows employers to create an organization profile; 
request on campus recruiting schedules; create resume books; and list job postings.  
 
Logging on 
Go to the Bauer College of Business Bauer Career Gateway system, by accessing our website at 
www.bauer.uh.edu/career and selecting the ‘Recruit Bauer Students’ link.  Enter your Username (email 
address) and Password. If you forgot your password, you may click the “Forgot Password” button under 
the Password box. If you have never used the system, please click on the “Employer Registration” button 
under “Register”. Fill out the form and click the “Submit” button. Once your registration is approved you 
will receive an email containing your password. 

 
 
Request an On Campus Interview Schedule 
To request an On Campus Interview schedule, click on “Create New Schedule Request” on the homepage 
under “shortcuts”, then click the “Request A Schedule” button. 

http://www.bauer.uh.edu/career


Rockwell Career Center  10-24-11 

 
 

 
 
Fill out the New Interview Schedule Request form.  Select a Recruiting Session, preferred date from the 
date drop-down box, choose the time of day for the schedule, the number of rooms needed, location, 
requested interview length and attach a position.  Click “Submit”. 
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Attaching a Position to the OCR Schedule Request 
You must attach the position(s) for which you are recruiting to schedule requests. Click on the “Add Item” 
button at the bottom of the schedule request form next to Positions Recruited.  After clicking “Add Item” 
you will be presented with two options. You may copy an old position or create a new one.  If you choose 
to copy an old position, the system will autopopulate common fields. If you choose to create a new 
position, enter all screening criteria and position description, then click “Submit”. You will receive an email 
once your schedule request has been approved. 
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Managing an OCR Schedule 
Once your schedule request is approved, you may view your schedule by clicking the “View OCR 
Schedules” link under shortcuts on the homepage or by clicking on “On-campus Interviews” in the top 
navigation bar and then click the “Schedules” tab.  Click on the appropriate schedule date to view 
schedule details.  
 

 
 
Managing OCR Applicants  
Students will begin applying on the Resume Drop start date. You will be able to see the student resumes 
when the Employer Select period begins. To view student resumes, you may click on the “View OCR 
Applicants” link under shortcuts on the homepage or “On-campus Interviews” in the top navigation bar 
and then click the “Applicants” tab. The “Applicants” tab gives you the ability to perform many batch 
operations, including batch inviting students “Change Status To”. The other batch operations available are 
“Mail to Checked”, “Save as Excel”, and “Generate Book”. Packets generated from this list will be emailed 
as an attachment directly to you and will also be available for download under the “Publication Requests” 
tab. You may change the invitation of a student individually by selecting them from the drop-down menu 
in the “Status” column. You can view application materials by clicking a document icon in the “Documents” 
column. You may also add students who did not apply to your schedule (before the student interview 
signup period starts). Click the “Add New” button under the Applicants List. After clicking the “Add New” 
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button you may select the student from a dropdown menu, select the job that the student will interview 
for, and then set the invitation status (the student must sign up for the interview). 
 

 
 
Creating OCR Resume Packets 
Once the Student Resume Drop period has ended, the completed resume packet will be emailed to you.  
You may also create a resume packet. From the Bauer Career Gateway homepage, click on “View OCR 
Applicants” under shortcuts. You may individually select students for the packet, or use the + symbol in 
the left column next to the student’s name to select all students at once.  Click the “Generate Book” 
button.  Enter a name for the resume book (publication), select which documents you wish to include in 
the packet, a Table of Contents option and then click the “Submit Request” button. You will receive an 
email when the packet is ready to be viewed. The packet will be located in the “Publication Requests” tab. 
You may view the packet or choose to download it to your computer.  
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OCR Interviews  
Once interview selections are complete, students may sign up for interviews. Once they sign up, you will 
be able to see confirmed students in the “Interviews” tab.  
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In the “Schedule” column, clicking the date of the interview will display interview details. 

 
 
Questions or concerns?  Please contact the Rockwell Career Center at 832-842-6120 or 
via email at hirebauer@uh.edu. 

 

mailto:hirebauer@uh.edu

