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1.​ Welcome to Mohave Pipeline! Always 
follow this link: 
https://mohave.pipelineaz.com/ ​
​
Select the red Employers button in the 
top right to get started!​

 
2.​ Once you have selected the Employers 

button, you are taken to the Employer 
Landing Page. If you are new here, search 
your company using the Search Bar first. If 
your company does not exist on Pipeline 
AZ, select Create a New Company. 

 
3.​ Creating your Company Page starts here!  

           You will need to add your: 
○​ Company Name 
○​ Industry 
○​ Size of Company 
○​ Street Address 
○​ State 
○​ City 
○​ Zip Code 
○​ How many people do you plan to 

hire in the next six months?  
○​ Select Next 

 
 

4.​ After inputting your Company 
Information, you will be asked to input 
your Personal Information. ​
You will need to include: 

○​ First Name 
○​ Last Name 
○​ Job Title 
○​ Work Phone Number 
○​ Email Address 
○​ Password 

Once complete, select Create an 
Account.  
 

5.​ Once you have created your account, you 
will receive an email that your account is 
pending approval. There are vetting 
requirements that each Company must 
go through, before approval.​  
 

6.​ Congratulations! Your Company has been 
approved, follow the link in the email to 
activate your account and start using the 
platform! 
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You are on the platform! Let’s explore your dashboard. 

 
1.​ Dashboard- Quickly access your Opportunity Postings and Candidate Searches here, you may 

create a New Job Post here also.  

2.​ New Job Post- Select this button on your Navigation when you would like to create a new 
opportunity. You will be taken to a landing page where you input all the information about this 
opportunity.  

3.​ Report a Hire- Have you posted a job opportunity and hired someone from the platform? Select 
this button and fill out the form to report any hires you have made.  

4.​ Company Page- This button allows you to build out your company profile, so Job Seekers can 
learn more about your company.  

5.​ Career Information- This section allows you to Search Jobs and Companies within the platform.  

6.​ Events- If there are any events happening at Mohave College (like hiring events), they will be listed 
here. Your own company events are not added to this, they only show on your company page, if 
you choose to add them. 

7.​ Inbox- Utilize the messaging function to communicate with Job Seekers. They will receive an 
email with the content that was sent also. 

8.​ Profile Image- This section breaks down into a Profile and Settings. Your profile allows you to 
include information about yourself. The Settings feature gives you the option to update your 
password, set notification settings, set profile settings, and edit your email. Always remember to 
select Update Settings or your changes will not be saved.  

9.​ New Job Post Button- Along with the New Job Post button on the Navigation Bar, you also have 
this quick access button here on your dashboard. This will take you to the same page as the 
button on the Navigation. 

10.​Candidate Search Tool- Utilize this tool to Search Candidates by Name, Location, or Date.  
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11.​Search Jobs- If you have multiple job opportunities posted on the platform, you may use the 

search function to quickly find a job you have posted. 

​
Posting a Job to your Company Page 

1.​ To create your New Job Post, select the New Job Post button from your Navigation or the Quick 
Access Button from the Dashboard.  

2.​ On the New Job Post Page, there are both Required and Optional Fields to create an opportunity 
in the platform. ​
Required Fields: 

○​ Title 
○​ Job Role (this populates Recommended Skills) 
○​ Type of Position (Part-Time, Full-Time, Contract, Apprenticeship, Internship, Volunteer) 
○​ Location - State, City, Zip (You may select if this position is able to be remote) 
○​ Description 
○​ How do you want the Job Seekers to Apply? (Email, Website, Phone Number) 
○​ Build an Ideal Candidate Profile (Add skills for this specific Role) 

​ Optional Fields: 
○​ Education Requirements 
○​ Career Level (Entry, Some Work Experience, Experienced, CEO, etc.) 
○​ Salary Type (Annually, Hourly, Negotiable, Unpaid) 
○​ Target Salary (The actual Salary)  

3.​ Once all Required Fields are filled out, you have the option to Preview your post before you 
actually submit it to the platform. After you have approved what you wish to see, select the yellow 
Post button.  

4.​ Congratulations! Your job has been posted! Start viewing your Job Matches immediately!  
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If you wish to post your job opportunity via an API, you may go to the New Job Post Page, scroll down to 

the bottom until you see this- Learn more about how to publish your job posts automatically.  

 
Viewing Candidate Matches and Searching Candidates 

1.​ Congrats! Your first Job Opportunity has 
been posted and you have immediately 
received matches to candidates! To review 
your Candidate Matches, select the 
Candidate Matches underneath your 
Opportunity post, there will be the 
number beside Candidate Matches to 
show you how many your job has 
matched with. 

 

2.​ Your candidate Matches will appear on 
this page, where you can view the Job 
Seeker’s Name, Location, Phone Number, 
Hiring Status, and the opportunity to 
Message them. The Hiring Status 
Drop-down allows you to report where 
you are in the process with that candidate. 
The Statuses are: New, Viewed, Contacted, 
Declined, Hired. 

3.​ To view a Candidate, select their name, 
which takes you to their profile. You will 

see their document library, Military 
Experience, Contact Information, 
Education History, Employment History, 
Security Clearance, and any other 
information they have provided. You may 
directly message them here if you are 
interested in chatting with them.  

4.​ You may find a candidate that interviewed 
very well, so you decided to hire them! 
Congrats! You have successfully hired a 
Candidate from the Platform. To report 
this hire, select the Report a Hire button 
on the Navigation bar. Fill out this form 
and click Post. This report allows the 
Platform to continuously measure 
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successes for each company! 

 

5.​ If you would like to continue your search 
of candidates, you may use the 
Candidate Search Tool from your 
Employer Dashboard. Simply type in any 
Job Seekers name, Job Title, Location, or 
activity date. ​

 
 
Creating your Company Page 

1.​ To create your Company Page, start by clicking Company Page on the Navigation Bar.  
2.​ This is where you really can showcase who your company is and allow Job Seekers the opportunity 

to learn more about the company. From this page, you may add a variety of information: 
○​ Company Details 
○​ Company Overviews (Values, Culture, Community Involvement, Ideal Candidates, and 

Hiring Process) 
○​ Benefits & Perks 
○​ People in the Company 
○​ Opportunity Postings 
○​ Contact Information 
○​ Company Events, and more. 
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3.​ To add a Logo or Header Photo, select the Pen and Paper Icon near each image to change the 

image.​
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