
Requesting a “Staff-Employer” Account –
Emporia State University Handshake



Contact Career 
Services to 
request the ESU 
Staff-Employer 
Link. Use the link 
sent to you to 
create your 
Handshake 
account



Complete your profile information.  
Use the email address used to 
receive your invitation link. You can 
use your ESU password or make up a 
new password.  The password that 
you use must be at least 12 
characters.
Select  “Sign up”



Check all types of students.  There 
is no “all” selection so you must 
manually check each box.

Handshake promotes networking between alum 
and their schools.  If you attended a 4-year 
higher education institution you can make that 
part of your profile information.  Find your alma 
mater from the pull down list.

If your alma mater is not listed, you can 
manually enter the name.

This field is OPTIONAL and you may leave it 
blank.



Once you have selected types of students and 
completed the information about your alma 
mater(s), click on the “New Employer 
Guidelines” button



Review the Employer Guidelines, and click on 
“No” to answer the question about 3rd party 
recruiters.



After you have selected “No”, click on the “Next 
Confirm Email” button 



The next screen will show this message.  Be sure 
to look for an e-mail from Handshake.  The e-
mail will not come from ESU.  

If you don’t receive an email from Handshake 
within 10 minutes, begin by checking your spam 
and junk folders.  If you find the Handshake 
email in your spam or junk folder you will need 
to release the message to your In Box and 
approve Handshake as a trusted sender.

Additional trouble shooting 
guidelines are provided.



Once you have received 
the e-mail from 
Handshake, click on the 
“Confirm Email” 
button.



After confirming the e-mail, a new browser page will open and prompt you to 
search for your “company”.  Type in Emporia State University and select 
Emporia State University as your employer by clicking on the “+”.  Be sure to 
select Emporia State University, and not Emporia State University Graduate 
School.

*Note: Handshake has modified the look of some pages, and this page may 
not look exactly like the example shown.  However, the instructions are 
correct.

+



The next prompt will be to “Edit and Activate Status 
Messages”.  You do not have to complete this step at this 
time.  You may close out of Handshake without 
completing this step.

Training on posting/managing jobs will be offered to you 
this summer.  That training will include how to activate 
and edit automated messages that you may want to send 
to student applicants. 

If you have any questions about your Handshake account, 
please contact Career Services at extension 5407. 


