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Login Details 

Navigating the Site 
Upon logging in, users will have access to gated content. Company specific pages and 
functions are described in the following sections: 

   



 
 

My Company 
The user may edit their Company’s page by clicking on the “My Company” button under 
the dropdown menu: 

 

 

 

 

This will take the user to a page where they may customize their company’s page. There 
are three main sections to customize; About Us, Jobs and Resources 

 

  



 
 
Customizing the About Us Section 

 

 

For the About Us section, users may edit the following: 

• Company Profile Picture 
• About Us description 
• Website link 
• Insert social media links (Linkedin, Facebook, X, Instagram) 
• Featured Video (if any) 
• Company Image (if any) 

 

Once done, users may click Save to keep changes. 

 

  



 
 
Adding Job Listings 

On the user’s company page, click on the “Jobs” tab 

 

 

From here users may edit or remove their created job listings 

 

 

New job listings can be created by clicking the “Add New Job” button 



 
 

 

This will prompt users to complete the add job form. Users may input the following: 

• Job Title 
• Degree Discipline 
• Job Type 
• Country 
• City 
• Job link (such as Linkedin or other related job platforms) 
• ReadTalent link (if applicable)

 

  



 
 
Creating Online Resources 

On the user’s company page, click on the Resources tab 

 

 

From here, the user may view, edit or remove their created resources 

 

New resources may be added by clicking on the “Add New Resources” button 

 

This will prompt users to fill in the Add New Resources form. Users will have the option 
to select between two resources type; External Document/Image or Video Embed 

 

 

 



 
 
 

If External Document/Image 

• The user must add a title and provide an external link (such as a pdf 

 

If Video Embed, 

• The user must add a title and provide a YouTube link in the correct format (shown 
below) 

 

Once done click Save and the resource is created 

 

  



 
 

My Attendees 
On this page, the user can indicate the company representative attending Career 
Nexus. Users may indicate up to five members who are attending. 

 

  



 
 

My Account 
On this page, users may change their account settings. This includes details such as 
name, email and designation. 

 

  



 
 

Change Password 
This page allows users to change their password should they feel the need to change it. 

 


