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About Ed Job Plus — An Online Job Search and Information System
Ed Job Plus is an online platform equipped with one-stop recruitment functions allowing
employers to post job vacancies (full-time, part-time, temporary and for summer internships),

receive job applications online and contact suitable candidates for further selection processes.
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Counselling & Career Development Services
Student Affairs Office
1.0 (+852) 2948 6245
ax: (+852) 2948 6771
mail career(@edubk hi
Website: https://www.eduhk hk/sa0/

1/F.Cho Kwai Chee Foundation Building, 10 Lo
Ping Road, Tal Po, New Territories, Hong Kong

©2017. Ed Job Plus, All rights reserved. No
part of Ed Job Plus and the information therein
may be reproduced in any forms or by any
means, without the written consent of Student
Affairs Office of EJUHK.

Website: https://edjobplus.eduhk.hk/EdJobPlus/eng/login/index



https://edjobplus.eduhk.hk/EdJobPlus/eng/login/index

g- EHH RS

The Education University

of Hong Kong

Table of Content

A

4w DOV OZZIrX=e -"TIO@MMOOW®

Employer portal access.

Employer portal login.

Employer portal registration.

Create a secure password.

Fill in company info for registration.
Administrator approval.

Employer Dashboard. Coe
Update Company info & change account password.
View Contact Info.

Delete Contact info.

Create a new job posting.

“Method of Application” box.

. “Online Application” via Ed Job Plus.

Duplicate & adjust job posting.
View the status of job posting.
View the list of “Online Applications” .

View the list of “Online Applications” for a certain job posting.

View candidates’ information.
Latest news for employers.
Additional Remarks.

r EdJOB PLUS

© 0O O N oo Oor o1 b A W W

e el = S
o 0~ W PR R o o



O re

-

N T Educaion vy a Ed JOB PLUS
M of Hong Kong

Instructions for use
A. Click the “Employer” button to enter the Employer portal.
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1. Button to change language to Cantonese

B. Create a new Employer Account (using supporting documents), or log into the system
using an existing username and password.
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Employer Portal
Sign in with your employer account

Password

T

Nev3ccount
Forget Password)| Forget Username

User Manual

1. “New Account” link to create a new Employer Account

2. “Forget password” link: if you have forgotten your password, please click this link and fill in the
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required information. The system administrator will reset your password and send you an email with
your new password.

3. “Forget username”: if you have forgotten your username, please click this link and fill in the required
information. The system administrator will contact you as soon as possible.

4.  User Manual.

C. Please read the terms and conditions carefully and click the “Accept” button to
continue creating your account.
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Employer Portal
This website ('Ed Job Plus’) is owned and operated by *
The Education University of Hong Kong (‘EUHK’) and the
services provided therein shall only be available to our
students and recent graduates of EJUHK (for a period of 12
months from the date of graduation from EJUHK) seeking
employment ("Jobseeker”) or registered users of Ed Job
Plus seeking employees (‘Employer’) and be subject to the

D. Seta username and a password with at least 6 digits using only the characters 0-9, A-Z
and a-z. Your password is case-sensitive; your username is not.
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E. Fill in your company information and click “Submit”. Contact information (Address,
Email, Telephone and Fax) will be shown in job postings according to the method of
application you select.
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Employer registration

Name of school / Organization ENG School / Company Address*

Name of school / Organization CHI School / Company Website

Email + Business Nature «

Accounting / Audit / Taxation v/

BR/ School Registration Number BR Expiry dates

Product / Services Parent Organization

Please Select v

g Country of origin Supporting document(e.g. br school registration certificate)
| oose File
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1. Button to upload supporting documents (business registration, school registration certificate, etc.) for

verification

F. Once the system administrator has approved your registration, you may log into the
system with your username and password.
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G. You may update company information whenever necessary in the Profile Management
section of the Employer Dashboard.
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22 Employer Dashboard

Latest News Employer Dashboard

= Job Management

My Job Ads Account Management

Create New Job Ads

Profile Management ~ —
1 |=| 2 D 3 [=
Company Profile |

Create New Job Ads View Draft Job Ads Company Profile
Company Contact Info
My Job Ads
Total Record : 589 1 E B
4 Ref. Job Title Candidates(Unread) @ Job Post Date Application
No. Views Deadline
000001 0 5 2016-10-19 | 2017-01-31

Create New Job Ads shortcut to create a new job advertisement

View Draft Job Ads shortcut to view draft job advertisements

Company Profile shortcut to view or edit the company profile page

My Job Ads section with a full list of jobs posted and the application status of each
Latest News link to view the latest news for employers from the EQUHK
Company Contact Info link to view or edit the company contact information

Your username

Button to change language to Chinese

© © N o g~ w D P

Button to log out of the system
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H. You may edit company information, upload supporting documents or change your
password on the Company Profile page in Profile Management.

EMPLOYER PORTAL
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2 Employer Dashboard

[ Latest News

& Job Management

|2 Profile Management

v

Company Profile

Company Status

Status : Activate

Company Information

Company Logo Name of School / Organization (ENG) *
The Hong Kong Education University
Name of School / Organization (CHI) *
FRETRE
Edit Delete

Supporting Document (e.g. BR, School Registration Certificate)
Supporting Document_Ordinance stated the formation of HKIEd pdf

Choose File | Mo file chasen

Business Nature *

Education (Sthools)

BR/ School Registration Number BR Expiry Dates

na i 0000-00-00

Product / Services

Please Select

Change Password

0ld Password
New Password

Re Enter New Password

Email *

carear@eduhk ik

Tel = Fax *

2948 6245 29486771

School / Company Address *

10 Lo PingRoad, Tai PoNT

School / Company Website

Country of Origin

Please Select

Parent Organization

Company Size

& hkedusao % B
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* Required Field
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I.  You may view company contact information on the Company Contact Info page in

Profile Management.

EMPLOYER PORTAL
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82 Employer Dashboard
Company Contact Info
[ Profile Management ~
Company Profile My Contact List

Company Contact Info

[ &)

Info page in Profile Management.

EMPLOYER PORTAL
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g2 Employer Dashboard

) Latest News Edit Contact Info
] Profile Management v

Contact Info

Title *

O Mr ) MS Prof ) Dr @ Other

Ms
First / Preferred Name « Last Name
N A
Chinese Name Position
Department

Contact Person Position Name

& empsupl ¥ B
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Email Phone Office Action

You may add, edit or delete company contact information on the Company Contact

& hkiedsao ® B

Email * (Company registered domain email is recommeded)

sacemail@ied.edu.hk

Phone Office * Phone Mobile

29486245

Fax

Address
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K. To create a new job posting, click on the Job Management link in the sidebar and then
click Create New Job Ads. Your job advertisement will be reviewed and approved

within two or three working days.
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Create New Job Ads Draft

My Job Ads Job Information
Create New Job Ads Job Title *

1 Profile Manag'
Application Closing Date *
[ ]

Type of Recruitment *

Full-ime

Employment Type *

Graduate Student

Number of Vacancy *

Salary Currency *

HKD

Salary Range
<To>

& hkedusae % B
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* Required Field

Salary Offered *

Per Month/Hour

Per Month v

Please tick this box if you do not want to disclose salary information to public

Job Nature *

Pleass Selsct

Minimum Education Level *

Please Select

Graduation Year *

<To>

Required Working Experiences *

0-2 Years v

Teaching Position

Yes @® No

Job Description
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L. Inthe “Method of Application” box, please select at least one method by which job-
applicants may contact the company, such as mail, fax or email. The corresponding
details for that method must be given in the “Application Remarks” box. For example,
please give the company email address if you select email.

M. If “Online via Ed Job Plus” is selected as the method of application, an email
notification will be sent to your email whenever an applicant applies online. You may
then log into Ed Job Plus and view the applicant’s details.

Job Description

Qualification

Other Requirements

Field of Study
Please Select £|

Working Location

No. of Working Days Working Hour Per week/day

Per week j

Commencement Date Duration of Employment

]
Email

Website

Address

Method of Application

[ Online via Ed Job Plus  [J Bymail [ Byfax [J Byemail [J Other(s)- Please see remark

Application Remark

Supplementary Information Attachment Storage Used : 0 B / 40.00 MB
Document File(s) Display Name Upload File File Size
Input Display Name Choose File
Input Display Name Choose File
Input Display Name Choose File

Create Draft

10
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N. You can quickly create a new job posting with details similar to that of an earlier
posting by clicking on “Copy Job”. Click “Submit” to submit the job posting for
approval.
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£ Employer Dashboard
[2 Latest News Job Details

& Job Management

GoBack fo Job List Edit
[# Profile Management v -

Job Status

Status : Pending

Job Information Ref. No. : F003991
Post Date : 2017-09-12
Job Title : Application Deadline : 2017-09-20

TEST
Name of School / Organization (ENG) :
The Heng Kong Education University
Name of School / Organization (CHI) :
TAEHE
Salary :
HKD 1 Per Month
Vacancy :

Vacancy

Type of Recruitment :
Full-time

Job Description

O.

You can view the status of your job postings (approved, pending or rejected) by
clicking on the Job Management link in the sidebar and then clicking “My Job Ads”.

o

On this page you can also see the list of applications for job postings for which “Online
via Ed Job Plus” was chosen as the method of application.
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£2 Employer Dashboard
[2 LatestNews My Job Ads

& Job Management

N Search
[# Profile Management ~
Ref. No. Job Title
All Records v

Post Date
L] <To> ™

Job List

Total Record : 590 ﬁa n B
Ref. Job Title Post Date Application Status | Application | View | Action
No. Deadline Unread;
000001 20161019 | 20170131 Expired | 0 View

Below is a detailed explanation of the “Status” column in the Job List on the My Job

1
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Ads page:
1. Anewly created draft of a job posting has the status “Pending”:
Job Details

Go ki o

Job Status

Statull: Suspended

2. You may submit the posting for approval or continue to edit it:

Application Deadline = Status Application (Unread) = View  Action

2017-01-15 Suspended | 0 V?e‘.-
Suspended | 0 View | Submit

2017-04-22 Suspended | 0 View | Submit

3. Once submitted, the status of the posting will change to “Pending”. Please wait for
approval by the system administrator:

Application Status Application View | Action
Deadline (Unread)

2017-03-23 0 View
2017-03-21 Pending | 0 View
2017-04-05 Pending | 0 View

4. If the posting is approved by the system administrator, its status will change to
“Approved”. The posting will then be able to be viewed by job seekers:
Job Details

2017-04-13

Application Deadline i Application (Unread] View | Action m Copy
o
0

View | Suspend Job Status
2017-02-28

View Suspend
2017-0417 Approved 0 View Suspend Statyg : Approved

5. You can click “Suspend” to temporarily hide a job posting that has been approved:

Application Deadline Status Application (Unread) View, .

2017-04-13 Approved | 0 viewll | sus
2017-02-28 Approved 0 View ispena
2017-04-17 Approved | 0 View | Suspend

6. You can click “Submit” to unhide a suspended job posting. If the details of the

posting have not changed, re-approval is not necessary. If you have updated the
details, you will need to wait for re-approval:

Application Status = Application View | Action
Application Deadline | Status = Application (Unread) @ View  Action Deadiine Unisad
Reject | 0 View 2017-01-31 Expired | 0 View
2017-0401 Reject | 0 View 2016-07-01 Expired | 0 View
2017-04-01 Reject | 0 View 2017-04-01 Expired | 0 View

12
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Q. Toview a list of the applications submitted in response to a particular job posting, click
on the number in the “Application” column in the Job List table on the My Job Ads

page.
EMPLOYER PORTAL
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£ Employer Dashboard
] Latest News My Job AdS

& Job Management

- Search
Profile Management v

Ref. No.

Post Date

m

Job List

Total Record : 590

Ref. Job Title

No.
000001 | —

& hkedusao % B

© EdJOB PLUS

Job Title

A1l Records v

gl =120 <] -]
Post Date | Application Status | Application  View | Action
Deadline Unread
2016-10-19 | 201701-31 Expired | 0 View

13
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R. You may view a candidates’ information and the attachments they have submitted as part
of their application by clicking on the name of the candidate in the “Name” column of
the Application List table, taking you to the Student Information page for that candidate.
Email addresses are listed directly in the “Email” column of the Application List table.
Buttons are provided at the end of each row of the table to allow you to indicate for your
own records which candidates are and are not to be considered for further selection

processes.

EMPLOYER PORTAL

S meamsa
BE R

EMPLOYER PORTAL

S meamsa
BE R

8 Employer Dashboard

Application List
Total Rec;

Apply Da¥8 Nama
20150505
20150505
2015-05-05
2015-05-05

20150605

Studept Information

Caption

r Ed]JOBPLUS

& hkedusao ¥ B

# EdJOBPLUS

Apply Date
- <To>  m

g

Not Consider

& hkedusao ¥ B

# EdJOBPLUS

First Name

Student No :

Attachment Storage Used : 0 B/ 5.00 M8
File File Size Create Date

14
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S. View a news article in detail by clicking on its title in the Result List table. You can
view the latest news for employers from the EDUHK by clicking on the “Latest
News” link in the sidebar.

EMPLOYER PORTAL & hkedusao ¥ B

‘.= el Ed JOB PLUS
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E Employer Dashboard

) Latest News Latest News

& Job Management

N Result List
| Profile Management v

Total Record: 0

Title Post Date
EMPLOYER PORTAL & hkedusac T B
o
- RIS ) )
.: The Educnion Univrsiy * EdJOBPLUS
ong Kong
Employer Dashboard
[ Latest News LateSt NeWS
& Job Management
B Prafile Managarment. v Recrui and Education Fair " #i#%812#2/8 1 (Date: Jan 18, 2017) 2016-12-23
Dear students,

Please find below information for your perusal

BRI

BE : 1518A(EH)

RS | BRI E T 43065

gk A EUEREEE T

HE  RERAEEEREE  RENERAL
B REANE

&2 : www.jobmarket com.hkfjan14
TIDRAER ¢ 31813322

ficli i)
© [RIRE BRI IERAFAAE R BR
o RERH REEEHZAHET
o TE - PEE - E5 - €80 hE - SRFIRTH
o REEEEEN

2HEE
° EFFHEsiEASS
o ERERRESNEER
* RTEHIESA
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T. Additional Remarks

The system will send the following emails to employers:

1. Account Registration email, confirming registration after the employer has completed
the registration process online;

2. Account Activation Status email, informing the employer that a particular job posting
has been approved or rejected (and why);

3. Job Post Notification email, notifying the employer that a job posting has been
submitted;

4. Job Application email, notifying the employer that an applications has been received
from an applicant;

5. Reminder of Business Registration Expiry email, reminding employers one month in
advance of the expiry date of the business registration certificate.

Thank you for using Ed Job Plus.

16



