Employer Registry User Manual
for teachers
This manual is designed to help facilitate teachers in using the Employer Registry website which
will enrich their career resources.
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If at any time you have questions while using this manual, please contact your local Passport to
Prosperity coordinator:
Ryan Moore
North Superior Workforce Planning Board
(807) 346‐2947 | p2p@nswpb.ca

THIS RESOURCE WAS CREATED BY RYAN MOORE OF THE NORTH SUPERIOR WORKFORCE PLANNING BOARD.
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Registration
To register to access the site you must first navigate your web browser to www.EmployerRegistry.ca
(capitals are not necessary). IF YOU HAVE ALREADY REGISTERED, PLEASE SKIP THIS SECTION AND GO TO ‘LOGGING IN’.
You will be now at the front page of the site which will look like:

As this site is mainly meant for employers to register, the main page is for them. For teachers, you will

have to click on the Educators button near the button.
form available for you to enter your information.
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Once clicked, it will now have the

In the blank window, you can type in the name of your school. As you type, you’ll notice that lists of
possible schools will show up, when you see yours, click it to proceed.

Now you’ll be able to enter in your contact information:
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When you choose a password, it must be 6 letters with 1 number (i.e. “lakehead2009”). Clicking “Next”
will complete the registration. The local coordinator will receive notification a new registration and will
need to approve you before you can proceed.

As soon as you are approved by the coordinator, you can then proceed to login.
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Logging In
Once your registration is approved you can log in to the database by going to www.EmployerRegistry.ca
and this time you click on the red “login” button:

This will bring a popup script for you to enter your username and password.

Enter your information here, your username is your email address and use the password you setup
previously. Then choose Login.
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Forgotten Passwords
If you have forgotten your password, you can click the option “Forgot Password?”

This will bring you to a new screen where you can enter your email address.
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By clicking “send password” you will get a notice saying that an email will be sent
containing your password.

In your inbox shortly should be an email from <melliott@hiec.on.ca> that will send you
your password.
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Site Navigation
The site is now laid out for you with a navigation bar across the top (just under “hello”).

These are as follows:
• Dashboard – list of announcements for news and events
• Employers – list of employers within the region who have registered
• Association – list of associations within the province listing regional contacts
• Opportunities – list of registered coop placements, guest speakers, etc… available for the region
• News – listing of your own news that you can publish
• My Settings – your information should you wish to review / edit
Note: if for any reason you come back to the main screen and can’t see the navigation bar scroll to the bottom of
the page and look for ‘dashboard’ to bring you back.

Dashboard
Once logged in you will be brought into the ‘dashboard’.

This is a list of news and events populated by the local coordinator that is being shared
with you. Click on any to read the announcement and you can return by either clicking
‘back’ or by clicking on one of the navigation tabs.
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Employers
Clicking on the Employers tab brings you to a list of all the employers who have
registered with the site. By default they are sorted alphabetically by company name.
You will see the name of the company, the city they are located in, the key contact and
the phone number.

Each are ‘sortable’ by clicking on the column at the top, you’ll notice the column
becomes highlighted with i or j depending on if you’ve clicked it once or twice
(switch between ascending or descending).

Viewing Employers & Opportunities
By clicking on any of the employers you are brought to their profile page
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From this page you can see the information for the contact(s) for the employer as well
as any opportunities that they may have posted. Click on any of the opportunities to get
more information for that posting. It is important to note that if there is no opportunities
posted on their profile it means they haven’t formulated an official position, but are still open to
suggestions, call them to find out more!

Sorting, Filtering and Searching
By default the layout for the employer list is by the business name. You can change this
by clicking on “Contact” it will then sort the employers by the contact’s last names.
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You can also sort by any of the columns (as shown above).
If you want, you can filter the list by clicking on ‘filter’ which will bring up a pop up
option screen.

Here you can filter by the region, which is useful if you wanted to browse for eCoops in
other regions (i.e. is there a marketing eCoop in Etobicoke?, etc…). You can also filter
your results for specific cities within that region.

You can also filter by sectors (based on how the employer posted their profile). This is
very handy when searching for employers based on your specific SHSM needs.
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By selecting the right filtering conditions you can narrow down the list very specifically.
To search for a specific term in the employers you can type the search word into the
search bar and hit enter.

This will list the employers that match the search term. To resume viewing all
employers erase the search term in the box and hit enter again.

Exporting
The last button available in this tab is the ‘export’ button. This will initiate a download
for an XLS file (Microsoft Excel format). Opening this file will give you a spreadsheet
view of all the data from that list.
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You can use this button with a filtered employer list as well or even a full province wide
list. The ministry asks, however, that this list not be ‘distributed’ as to protect the
information of the registered employers.

Associations
The Associations list is similar to the Employers list, except this space is reserved for
organizations with offices located across the province (Transportation Council,
Insurance Associations, Human Resources Professionals Association, etc…). Aside from
this, this tab works the same as Employers.

Opportunities
By clicking on Opportunities you now have another list in front of you. Where the
Employers list showed the employers (even those who haven’t posted opportunities),
the Opportunities list lists only the opportunities that employers have registered.

The same filtering, exporting, sorting and searching work the same as described
previously, with some extra filtering options.

For a complete description of the types of opportunities, see the Glossary at the back.
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News
This is the section where you can interact with others on the Employer Registry website
by posting news stories or event notices. By clicking on it you will be brought to the list
of news stories (you’ll notice this one is blank). To add in a piece of news, click on the
‘add’ button.

This will bring up a new window.

Your first step will be to determine who the audience is, and this can be done by clicking
‘more options’, which will bring up a popup screen to choose who will see this news.
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From this window you can choose if the story will be shared with the general public
(aired on the Employer Registry Local Mini‐site), or just the dashboards of other
teachers, employers or Passport to Prosperity coordinators.
The ‘publishing date’ is also available to choose on this screen. This determines how
long a specific news story will be displayed on the site. Additionally, you can click the
“this is an event” checkbox notifying if the news is for a specific event (i.e. Skills Canada
competitions).

By clicking on the little calendar next to the date boxes, you can pick the dates by a
popup window (and saves the confusion of MM/DD/YYYY versus DD/MM/YYYY).

In writing up the description, this is similar to most types of word processors with basic
controls. If you have a write up already done, you can copy and paste into the window.
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You can add in links and pictures to your post as well. We’ll add in a link to make the
email address work. Start first by highlighting the text for the link, then click on the
“insert link” button

We’ll need to change the Link Type to an email by choosing it from the drop down box.
Now you’ll have to enter in the information.
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By clicking ‘ok’ you will now have the link appear in the body. You can also add in a
picture to the news story at a specific by first putting your cursor where you want the
picture to appear, then click on the “insert picture” button.

This will bring up another popup.

If you know the image resides on a website, you will have to get its URL. Go to the
website that contains the image, right+click on it and choose “Copy image URL” (or
“Copy Image Location”).

If you don’t have this option (you use internet explorer), you will have to choose
“properties”, then on the popup window, copy the URL shown.
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This can then be put into the URL option. You can also adjust other settings (height,
alignment, etc…). You will get a preview of how the image will fit in with the paragraph.
Click “ok” to place the image in.

If you have the image as a file saved on your computer, you will have to upload it to the
server. Do so by clicking “Upload” tab. You will have to locate the file on your computer
using the “Choose File”. Click on the “Send it to the Server”.
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The image should now appear in your story.

Click “save” and it will now appear in your News list as well as those of your audience.
You can return to this list and click on your story, now you will be given the chance to
edit or delete.

My Settings
By selecting this tab you are now open to several options for your own profile:

•
•
•
•
•
•

Change Password
Update contact information
Move school locations
Change notifications
Adding opportunities
Uploading online resources
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Change Password
As covered previously, often a password could be forgotten easily. If you have forgotten
your password, follow the above directions to have it sent to you. Once you’ve gotten
the reminder you can now change it to something more memorable by clicking on the
“Change Password” link. This will bring up a small section asking you for your old
password as well as what you’d want it to change it to.

Click on “save” to confirm the change, or “cancel” to discard any changes.

Update Contact Information
Sometimes your information may change, and you can reflect that change by clicking
“Edit this contact”, which will bring up a form where you can enter any of the changes
that are necessary.

It is important to note that if you change your email address this will change your login
information as your username is the email provided.

Move Contact
Besides changing your contact information, you may also change which school you are
at (or even boards). To reflect this change click on “Move this contact”. This will bring
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up an in‐screen drop down list to choose which location you are now at within the
region.

If your new school isn’t in the list, you may have travelled outside the bounds of the
Passport to Prosperity region (i.e. you moved from Windsor to Ottawa). Contact your
local coordinator and they can get the website to move you. Until then, your login will
keep you viewing the old region information; in order to view the new region’s data you
will have to do selective filtering.

Notifications
This is a great new feature of the site. By clicking on “Notifications” you will be shown a
list options for which conditions when the site will email you about changes in the
database.

By clicking on the checkbox and choosing the appropriate option from the pull down
menu you can get notifications from the website in your inbox.
For example, if you wanted emails about only French, OYAP opportunities:

Or, if you wanted a new construction employer registration in Terrace Bay:
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Notice how both these notifications can be “turned on” at the same time.

Adding Opportunities
Sometimes, you might even want to advertise being able to provide an opportunity
yourself. To do so, click on the drop down list box next to “add”.

Choose which type of opportunity you can provide (for a list of details of the
opportunities, see the glossary at the back of this manual) and choose “add”. This will
now bring up a panel on the right where you enter in information about this opportunity
(audience, frequency, etc…).

Once the opportunity is filled in and saved, you will now see it posted in your
‘opportunity panel’. This opportunity will not be viewable by other registered teachers
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until it has been ‘approved’ by the local coordinator. From here you will also be able to
delete the opportunity or edit it as necessary.

If you add more than one opportunity you can click on “show all” to list the different
opportunities. Click on any of them to bring up the details.

Uploading and Downloading Resources
The database also allows you to post files in the Resource area. These can be brochures,
posters or even videos and logos that feel might be needed later on (__who gets to see
these?__). Click on the “Resources” tab to open it up.

By choosing “Add new resource” then clicking “add” you will be given a panel of options
to browse for the file, and then give it a description.
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You will now see a screen with the listing of the resources you’ve uploaded. You can
now click on the item to download it, or click “delete” to remove it.

Click on the “organizational details” to go back to your settings screen.

Local MiniSite
The Employer Registry also has a 3rd side to it, the local mini‐site. This is the site intended for the
general public. This is populated by the local coordinator by the news stories, events, and other
pertinent information for the general public on the efforts of the Passport to Prosperity campaign. The
jump to the site can be found on any page (without having to login) near the bottom. Note: most local
sites have a ‘short address’ that
www.EmployerRegistry.ca/ThunderBay).
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Each local site will be populated differently, reflecting the activities and partners of that region. If you
have suggestions on what should be included, contact your local coordinator.
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Opportunities Glossary
For some more information on what each of the types of opportunities that are listed on the site, here is
a comprehensive glossary explaining each.

Career Fair
Participate in school or regional career fairs to inform students and public about career
paths within an industry.

Career Talk
Visit a classroom to discuss your career path and possible paths for students.

Co‐op
Provide students with an unpaid placement, which enables the student to earn
secondary school credits, while applying classroom learning and exploring career
interests. Work with a teacher to develop a personalized learning plan and evaluate
student’s progress.

eCo‐op
A co‐op program that can be delivered via the internet.

Job Fair
Similar to career fair, with more focus around employment opportunities for students
than career awareness.

Job Shadowing
Pair students, who do not yet have the skills for hands‐on experience, with employees
or co‐op student to observe the workplace (i.e. “Take Our Kids to Work Day”).

OYAP
Provide a cooperative education placement in an apprenticeable trade to enable a
student to complete a high school diploma while working towards an apprenticeship.
Work with a teacher to develop a personalized learning plan and evaluate student’s
progress.
Work with MTCU training consultant to document trade‐specific
competencies demonstrated by the student at the placement.

Speaker’s Bureau
A larger scale Career Talk experience that could be incorporated into a special event.

Work Experience
Provide students with short‐term work placement for hands‐on experience as part of
high school credit course. Help prepare a learning plan and evaluate student’s progress.

Workplace Tour
Provide tours of the workplace to students and teachers.
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