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Accessing NeoEd

Enter the following link into your web 
browser:
https://login.neoed.com/signin?siteCode=IN

Sign in to NeoEd using your daily credentials.

Your username is your ALCORN username.

Your password is the password you created 
when setting up your account.

If you have forgotten your username or 
password, select “Forgot your username or 
password” located beneath the login fields.

https://login.neoed.com/signin?siteCode=IN


After you login to the system, you should see the Insight Dashboard.

If you don’t see the dashboard, select the 9 dots on the left side.

The following menu will appear. Select Recruiting (Insight) under Talent Acquisition. 



From the Recruiting (Insight) Dashboard, select Open Jobs



A list of your job postings will be displayed.
Select the posting for which you would like to print applications.



The next page will display the title of your job posting.
From there, select the number of active applications.



A list of applicants will appear. 
Select Recruitments.



A list of job postings will be displayed.
Locate the position you need and select the Print option next to that posting to print the associated applications.



The following screen will appear. 
First, select the option to 
Download Applications, Resumes, 
and Attachments as PDF. 

Next, select Download Now located 
at the top of the screen.



The next screen will be displayed.
To print the application and 
attachments you the option to: 
Select All 
or 
Select certain applicants.  
However, do not select more than 25 
applicants at one time when 
downloading attachments.
Next, Select Download Applications 
located at the top right of the page. 



You will receive a confirmation message outlining the batch details and next steps.
Once the batch has been processed, a notification email will be sent to you.
Next, select Go back to Print Apps



You will receive an email that looks like this notifying you that the batch has been created in the system. 



From the Recruitments Page, select the word Batch associated with the job posting. 



Select the action you would like to take: View, Save, or Send
View will download the applications for you to view and print

Save will save the PDF document in a file to print later or send.



If you select Send, the following screen will appear.
Enter the email address for each individual you would 
like to receive the applications with attachments.
To include multiple recipients, separate each email 
address with a comma.
Then select, Send Email below.



To close the position, select Open Jobs 

Then select the inactive tool 

Select, Yes, continue.



Congratulations!!!! You downloaded the 
applications and closed the position!
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