
to Purple Briefcase, the software that powers CareerTrack, Tompkins Cortland Community 

College’s online platform for posting jobs, internships, connect with applicants and receive resumes. This guide 

will show you how to set up your new employer account. Go to www.tompkinscortland.edu/academics/employers  

Create a Purple Briefcase Account Login to Purple Briefcase 

Our TC3 Employer’s  

page, has the link to 

this guide as well as 

an account creation 

and login button. 

A FREE account is 

all you need to sign 

into our system. 

Many colleges and 

organizations also use 

purple briefcase and a 

paid account allows 

you to power connect 

with more of them at 

once. 

Fill in your company 

information and a 

contact person.  

http://www.tompkinscortland.edu/academics/employers
https://app.purplebriefcase.com/pb/account/requestAccess/
https://app.purplebriefcase.com/pb/account/login/


Fill in your business 

account information, 

phone number and 

website. Make sure to 

agree to the Terms of 

Service and EEO, 

Equal Employment 

Opportunity Standards. 

This is a transitional 

screen, choose 

connect first or X out 

of it into the next 

screen. 

Use our School Code 

to Connect, TC362. 

This will allow you to 

directly send us your 

job listings, however 

each job will still need 

approval to be listed 

online. After we 

research your business 

and or job opportunity 

we will approve jobs 

that are appropriate for 

our students. 

Set up your Company 

Profile and/or Add a 

Job. You can add a 

job without a company 

profile. 



Add a Job: Fill in as 

many areas of 

information as you can, 

this allows our 

students to more easily 

search for your job. 

PLEASE SET AN 

EXPIRATION DATE, 

this allows for easy 

editing and accuracy. 

Job Details: You can 

choose if you want 

students to apply via 

the Purple Briefcase 

platform, or you can 

direct them to your 

external website where 

they can apply, or if 

there other ways you’d 

like them to apply, 

such as via email. 

Job School Info:  

PLEASE read and 

agree to the Recruiting 

Policy and the EEO 

Equal Employment 

Opportunity standards. 

Purple Briefcase Help Center. At our Help Center, you can log in to see FAQs (Frequently 

Asked Questions) by user type, add community questions and ideas as well as manage the status of your 
own help desk support ticket requests! All you need is to create your help center account.  

https://purplebriefcase.zendesk.com/hc/en-us/signin   

https://purplebriefcase.zendesk.com/hc/en-us/signin

