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Introduction 
 

Dear participant, 

This document is aimed at helping you with the activities related to European Online Job Days platform (http://www.europeanjobdays.eu/) 

 

Please carefully read the following instructions in order to perform the activities related to the EJD platform. This document should be used as a reference for 

exercises and as a complementary document to EJD Manual, which you can download from extranet section of EURES portal. 

The document is divided in four sections, related to different activities carried out during EOJD workshop representing different roles: 

 

SESSION 1: JOBSEEKER  

SESSION 2: EMPLOYER 

SESSION 3: EURES ADVISER 

SESSION 4: EVENT ORGANISER  

 

All activities can be performed accessing the training environment of the EJD platform at the address: training.europeanjobdays.eu and entering the following 

credentials (please note that it is case sensitive): 

USERNAME: user 

PASSWORD: GcUser 

 

In the following pages, you will find different activities to perform during the simulation. Thank you for your collaboration. 

EY Team 
  

http://www.europeanjobdays.eu/
https://eur01.safelinks.protection.outlook.com/?url=http%3A%2F%2Ftraining.europeanjobdays.eu%2F&data=05%7C01%7CFrancesco.Castorina%40it.ey.com%7Cb76fb58cf2694ed28a6f08da4d1701fb%7C5b973f9977df4bebb27daa0c70b8482c%7C0%7C0%7C637907058456754709%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2FmUDW9wiSsU847k7tSCCru2FdR9EfE%2F3TEeZXzVPATA%3D&reserved=0
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a. Jobseeker  
 

a. Click on ‘login’  

b. Enter following credentials:  

Login: testing_jobseeker 

Password: Eures123_? 
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1.1 Account Management (matching information that will be seen by the employer) 

a. Click on ‘My Profile’ 

b. Scroll down and click ‘Edit Profile’ 

c. Choose your Language skills (the job matching will be done on this item) 

d. Choose your Education fields (the job matching will be done on this item) 

 

 

                

  

  



 

6 

1.2 Upload your CV  

a. Click on ‘Profile settings’ 

b. Scroll down the page 

c. Upload your CV 
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1.3 Change password 

a. Click on ‘Account settings’ 

b. Enter and confirm your password 

c. Click on save 
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1.4 Manage jobs I applied for (starting from recommended jobs) 
a. Click on ‘Recommended jobs’ 

b. Click on the job you want to apply for (example: Manager in marketing and communication) 

c. Click on ‘Apply for this jobs’ 
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1.5 Manage my events  

a. Click on ‘Dashboard’ to go back to your profile 

b. Click on ‘My events’  

c. Click on ‘Register for another event’ in order to subscribe to other available events 

d. Select the event you want and click on ‘Register for this event’ 
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1.6 Express interest for an employer 

a. Click on ‘EMPLOYERS’ 

b.  Select the Employer  

c. Click on the ‘EXPRESS INTEREST’ button 
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1.7 Manage interviews invitations and agenda 

a. Click on ‘Job applications’, then on ‘Invited’  

b. Click on ‘Accept’ and choose the timing for interviews with exhibitors who invited you 
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c. Click on ‘Scheduled’ to modify your timeslot, then ‘change time’ 

d. When the time of your scheduled meeting comes, the ‘Join Chat’ button will become available. Click on it to join the live chat with the 

exhibitor. 
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b. Employer 

2.1 Register and create a personal profile linked to an organisation 

a. Click on ‘Log In’  

b. Click on ‘Register’ and then ‘Create account’ in the ‘I am an exhibitor’ box 

c. Complete all information and connect your profile to the organisation you work for 

d. Click on ‘Create account’ at the bottom of the page 
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2.2 Login with existing credentials 

 

a. Click on ‘Login’  

b. Enter following credentials:  

Login: testing_employer 

Password: Eures123_? 
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2.3 Create jobs 

a. Click on ‘Manage my jobs’ to see all the vacancies you have created so far. Then on ‘Add new job’ to add a new vacancy. 

b. Import the vacancy from EURES portal or enter manually all the necessary information below. Go to the job vacancy page and copy the 

unique job reference from the web address (see the screenshot below). Subsequently, paste it into the field ‘EURES Job ID’ below. 

c. Edit the part which will be used for matching vacancies related to ‘Job title’, ‘Occupation field’, ‘Education level’, ‘Education field’, 

‘Language skills’ and ‘Required ESCO skills’ 

d. Click on ‘Save’ at the bottom of the page  
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2.4 Schedule Time for interviews 

a. Click on ‘Interview timeslots’ on the left column 

b. Click on ‘Edit timeslots’ under the event you want to schedule 
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c. Increase (or reduce) the number of exhibitors available on the specific online or onsite timeslot by using the right or left arrow. You 

can have maximum 5 exhibitors per slot. 
d. Click on ‘Save timeslots’ to save your schedule 
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g. Click on ‘Job applications’ 

h. Approve/decline jobseeker request for an interview by clicking on ‘Manage’ and then ‘Decline’ or ‘Invite’ 
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2.5 The online chat 

a. Click on ‘Scheduled’ 

b. Scroll down to the scheduled interviews 

c. (The following information can be found only on the scheduled day for the meeting with the Jobseeker) Click on ‘Join chat’ to access 

Jitsi and start the video call 
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c. EURES adviser 
 

a. Click on ‘Login’  

b. Enter following credentials:  

Login: testing_adviser 

Password: Eures123_? 
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3.1 Create jobs  

e. Click on ‘My jobs’ on the left column and then on ‘Add new job’ 

f. Enter all the necessary information 

g. Edit the part which will be used for matching vacancies related to ‘Job title’, 

‘Occupation field’, ‘Education level’, ‘Education field’, 

‘Language skills’ and ‘required ESCO skills’ 

h. Click on ‘Save’ at the bottom of the page 
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3.2 Search a vacancy from EURES portal 

a. Click on ‘Add a new job’  

b. go to the job vacancy page and copy the unique job reference from the web address (see the screenshot below). Subsequently, paste 

it into the field ‘EURES Job ID’ below 

c. Click on ‘Import’ 
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d. Event organiser  

a. In order to login as EOJD organiser click on ‘Login’  

b. enter following credentials:  

Login: testing_event_organiser 

Password: Eures123_? 

N.B: credentials for your event will be given you by the Communication Contractor/Campaign Manager 
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4.1 Employers’ validation 

a. Click on ‘Employers’ on the menu 

b. Click on ‘Pending’  

c. Click on ‘manage’ and then ‘Approve’ or ‘Discard’ exhibitor participation to your event 

  



 

26 

 

                      

4.2 Advisers’ Validation 

a. Click on ‘EURES advisers’ on the menu 

b. Click on ‘Pending’  

c. Click on ‘Manage’ and approve/deny EURES advisers participation of certain countries to certain events 
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4.3 Extract employers’ list 

a. Click on ‘Users’ on the left of the page 

b. Click on ‘Employers’  

c. Scroll down to see the list of users 

d. Click on ‘Export data’ at the bottom of the page to extract the full list 
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4.4 Manage contents I (search and add contents) 

a. Click on ‘Content’ on the left of the page 

b. Click ‘Add new content’ and add the content you want.  

c. Choose the event related to your modification and click on ‘Save’ 

N.B. Always share the programme with the campaign manager. 
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4.5 Manage contents II (search and edit contents) 

a. Click on ‘Content’ on the left of the page 

b. Choose contents to edit 

c. Click on ‘Manage’ and then ‘Edit’ 

d. Edit the content 

e. Click on ‘save’ 
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4.6 Moderating the live chat 

a. Go to eh section ‘Programme’ of your event 

b. Then click on ‘Sign in as a Moderator’ 

c. Enter moderator email address and password. Now you can moderate the live chat.  

 

 


