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This guide covers:	

Section 1  —  Logging In & Setting Up Your Profile	

Section 2  —  Managing Your CV	

Section 3  —  Searching & Applying for Jobs	
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Section 1: Logging In & Setting Up Your Profile 

Step 1 — Log In to the Platform 
Open a web browser and navigate to your institution's Student	Portal	link. You will be prompted to sign in.	

• Username: Your university email address or username	
• Password: your university password	

Press the Student/Alumni Sign In button to continue.	

	

Step 2 — Getting started 
On your first login you will be asked for some information to Get Started.	

	

	

Step 3 — Set Your Interests 
The platform will ask you a series of short questions to personalise your experience. Work through each screen and press Next to move forward:	

1. Opportunity type (select one) — e.g. graduate role, internship, placement.	

	

	

	

2. Preferred work locations (multiple selections allowed) — type the first few letters of a city to search.	

	

	

3. Industries of interest (multiple selections allowed).	
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4. Job functions (optional, multiple selections allowed).	

	

	

5. Previous employer (optional) — leave blank if you have not worked before.	

	

	

Once finished, press OK to reach your homepage.	
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Step 4 — Navigate the Homepage 
The homepage has six main areas:	

• Navigation Menu — links to all sections of the portal	
• Search Box — quickly find jobs, events, and resources	
• Account & Settings Menu — update your personal details	
• Notifications — alerts about applications and approvals	
• Announcements — news from your careers service	
• Upcoming Events — workshops, fairs, and employer presentations	
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Step 5 — Update Your profile Information 
6. Open Account from the top-right menu.	
7. Update profile.	
8. Edit the relevant fields and press Save to confirm.	

	

	

💡 Tip: You can always come back and change your interests later via Account > Personal Information.	

Step 6 — Build Your Public Profile 
Your Public Profile is visible to recruiters and employers. Select Public Profile from the right-hand navigation menu to start adding your education, 
experience, skills, and more.	

	

	

	

	



	

Regent's University London - Internal 

Section 2: Managing Your CV 
Your CV is central to every job application on the platform. Every CV you add — regardless of how you create it — must be reviewed and 
approved by a Career Advisor before it can be used.	

There are three ways to add a CV:	

• Upload an existing document	
• Generate a CV from your profile	
• Build a new CV from scratch using the CV Builder	

Option 1 — Upload an Existing CV 
9. Click My Documents in the navigation menu.	

	

	

10. Click the Add New button.	

	

	

11. Complete the form: Label (display name) and Document Type (keep as "CV").	
12. Click Choose File to select a file from your device.	

	

	

13. Optionally add a note to the Career Advisor, then click Submit.	
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The platform converts your file to PDF automatically. Your document will appear in the list with a Pending tag until a Career Advisor reviews it.	

	

	

💡 Tip: You can also upload a CV from your Profile page. Under the Résumé area on the right, click Upload Resume.	

	

	

Option 2 — Generate a CV from Your Profile 
14. Click Profile in the navigation menu.	
15. In the Résumé area on the right, click Generate Resume.	

	

	

16. The CV Builder tool will open, pre-populated with your profile information.	

Note: If you already have a CV set as default, hover over the document name in the Résumé area until you see the pen icon, then click it to 
reveal the Upload Resume and Generate Resume options.	

	

CV Review & Approval 
All newly submitted CVs go through a review process. To view your CVs and their status, click My Documents.	
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• Pending — CV submitted, awaiting review by a Career Advisor.	
• Approved — CV is available to attach to job applications.	
• Not Approved — Career Advisor has left feedback. Click the CV title to read the comment, make edits, and resubmit.	

💡 Tip: Visit the Document Library (Resources > Document Library) for additional CV guides, articles, and video tutorials.	
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Section 3: Searching & Applying for Jobs 

Searching for Jobs 
17. Click Jobs in the top navigation menu.	
18. Click All Jobs.	

	

	

19. Use the Filtering Options on the left to narrow results by industry, location, job type, and more.	
20. Click any job listing on the left to view the full details on the right.	

	

	

Applying for a Job 
21. Open the job you want to apply for and click Apply.	

	

	

22. Select the CV you want to attach. Only approved CVs will be available.	
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23. If you do not yet have an approved CV, click Add a New Resume. You can submit the application once your CV has been approved.	
24. Complete any additional fields and submit your application.	

	

	

Tracking Your Applications 
To view all your submitted applications, click My Job Applications in the Jobs menu. From here you can monitor the status of each application.	

	

Need Help?	

Contact your Careers Service team or visit the Help section for further guidance.	


