Employer Registry User Manual
for employers
This manual is designed to help facilitate employers in using the EmployerRegistry.ca website in
promoting their available opportunities to teachers.
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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 navigate to the website by typing in “www.EmployerRegistry.ca” (capitals are not necessary)
into your web‐browser. IF YOU HAVE ALREADY REGISTERED SKIP TO THE ‘LOGGING IN’ SECTION.
You will now be at the front page which will look like this:

Begin typing your contact information in the blanks above. REMEMBER WHICH EMAIL ADDRESS YOU PROVIDE AS
Click on Next> when ready.

THIS WILL BE USED WHEN YOU LOGIN LATER.

You will now be at a screen which will ask you some more information about your business. A password
will need to be a minimum of 6 letters with 1 number (i.e. “business1”). Clicking on Submit will send
your registration to the local coordinator for approval. Keep in mind that multiple people at a location
can register and provide opportunities (i.e. Tom at reception and Sally in shipping), provided they have
separate email addresses. This can alleviate one person being the ‘bottleneck’.
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This will now bring you to the ‘welcome page’ where you can start to select which opportunities you’d
like to add in. If you want to add more opportunities later on, you can do so by logging in and adding
(discussed later). Note: you are not officially logged in yet, as it has to be approved by the local
coordinator.
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TO ADD ANY OPPORTUNITY
CLICK ON THE APPROPRIATE
LINK AND YOU’LL BE TAKEN
TO THE ‘ADD’ SCREEN.
COVERED BELOW.
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Adding Opportunities
Deciding on what types of opportunities your business can provide depends on what
types of resources you have available (time, work, etc…). For a glossary of the types of
opportunities, see the end of this manual. The following will be a guide on how to fill
out these opportunities. This can be done from the ‘thank you’ screen after
registration, or done by ‘adding in’ when logged in.
Additionally, opportunities can now be ‘shared’ across regional boundaries.

Career Talk
Clicking on Career Talk will bring up the following screen for you to fill out the
information for your specific topic.

For a single high school class, a typical class is approximately 70 minutes.

Workplace Tour
The following is the screen for your information for allowing a tour in your business.
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Complete the form with the details of the type of tour you will have available and any
specific information that would be relevant to the teacher arranging it.

Career & Job Fair
The following options are available for participating in a career or job fair (options are
similar to each other, but may have different audiences).
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Speaker’s Bureau
Fill in the options for your availability in participating as a speaker at an event. The
information you provide will help event coordinators select events that would be
relevant to your interests.
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Work Experience
If you are willing to provide work experience to a student the information you will need
to provide are listed below:
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Job Shadowing
To provide information for the job shadowing experience fill in the form on the screen
below:
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Coop Placement
For the cooperative education experience teachers require a fair bit of information
when matching the appropriate student, hence this screen is more complex. For
example, the Position is what the teacher will see in the listing. The Job Title is a list of
possible employment titles that are compiled from the HRSDC job list (this doesn’t have
to be an exact title, but something close). If your coop available only at certain times of
the year you can indicate which dates you are available. In the details you can state that
students may be required to sign a confidentiality agreement upon placement.
Additionally, you can post multiple opportunities for coops within your business,
depending on your available resources (i.e. Shipping & Receiving Clerk, Pharmacist
Assistant, etc…).

By clicking on the option for Skilled Trades, you can indicate to the teachers the
possibility for the student to participate in the Ontario Youth Apprenticeship Program
(OYAP), if applicable. This will allow a student to register as an apprentice and log their
hours prior to graduation.

Virtual Coop (eCoop)
If you can provide a virtual coop (a coop position which can happen via the internet and
email), you will need to fill in the blanks of the following screen:
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Clicking on submit on any of the opportunities screens will send the request to the local
coordinator for approval before it can be viewed by the teachers.
Keep in mind that these lists of opportunities are retained within the database and are
not viewable by the general public and are kept secure.

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:
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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.

Navigation
Once logged into the site you will then see the navigation bar which provides you access to the 3
main areas of the site: Dashboard, Opportunities & My settings.
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You will also notice at the bottom of any of these screens a selection screen for the local mini‐
site.

This will take you to a site designed by the local coordinator. Select your region from the drop
down list and then click Go. This site will be discussed in further detail in the Local Site section.
If, at any time, you get ‘lost’ on the site and you no longer see the Navigation Bar (clicked on an
internal link, etc…) and want to get back, look to the bottom of the page and you should see a
link for ‘Dashboard’.

Click on this to be brought to the Dashboard, which will have your Navigation Bar back.

Dashboard
This is the first area you are brought to when you log in. Here you’ll see a list of events
and news stories populated by the coordinator and teachers of the region which you
may find relevant.

Click on any of the items to view the details. These can also be seen in the Local Site.

Opportunities
This screen shows the current list of your posted opportunities.
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Editing Current Opportunities
Clicking on any of the postings’ description will bring you to a screen where you can
choose to edit or delete the opportunity.

Clicking “Edit this opportunity” will bring up a similar screen like when you first entered
the opportunity.

Make the appropriate changes and click on “Save” to make the updates to the
opportunity.
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Adding New Opportunities
You can also add a new opportunity from this navigation tab. Simply choose the type of
opportunity you would like to add from the drop down menu.

Then choose to “add” and you will be given a screen similar to the one seen previously
(see “Adding Opportunities”).

Fill in the form and click “save” to send the opportunity to the local coordinator for
approval.

My Settings
From this tab you have access to all your contact information, business information and
can access your opportunities as well.
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Editing Organization Details
In the first box on the left you can click on Edit to change the organization’s information.

This is useful when the organization has a different main telephone number than your
own (direct) line.
You can also edit the address.
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Giving the address a descriptive name is useful if there are multiple locations within the
city, or multiple buildings (i.e. shipping warehouse versus administrative office). To add
another location select “Location” from the drop down menu above the information
and click “add”.

This will give you an option to enter in another address and give it a description as well.
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Clicking “Save” will update the information changes.

Editing Contact Information
From the My Settings tab you can click on “Edit this contact” in the middle pane to
adjust personal contact information.

Make your changes and click “Save” to update the information. KEEP IN MIND, IF YOU
CHANGE YOUR PASSWORD, YOU WILL BE CHANGING YOUR LOGIN INFORMATION.
You can also choose to change the password from this screen as well.

Opportunities
rd

The 3 panel (on the right) lists the current opportunities (similar to the Opportunities
navigation). Click on any listing will bring up the details. From here you can edit as
described previously.
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Resources
Additionally, if you want to provide to the site (and thus to the teachers) you can do so
by clicking on the Resource side tab. This will bring up a screen to be able to upload
pictures, documents, anything you think that would be of interest to the teachers
(recruitment brochures, etc…).

To add a file, choose “add new resource” from the drop down list and click “add”.

This will now bring up options in the panel to the right where you can browse to your
file to upload. Optionally you can give it a description.

Clicking on “Save” will begin to upload the file. Once completed, you will be shown the
list of resources.
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From this list you can click on the item to download it to your computer, or Delete it (i.e.
if it’s no longer relevant).

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
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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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