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1. Homepage

Enter URL https://careershorizon.mycareersfuture.gov.sg to open CareersHorizon by

MyCareersFuture’s Employers Portal homepage.

b <D
careersfiuture SearchJobs  Gain Insights  Explore Paths  Join Events  Apply Scheme

Government officials will NEVER ask you to transfer money or disclose bank log-in detail ver a phone call. For more information, visit https: v.scamshield.gov.sg/

careers Events  Resources. Workforce Development  About Sign In
e -

Welcome to CareersHorizon

Recruitment Opportunities

Explore our large recruitment opportunities from online to offline!

Career Fairs Virtual Job Interviews Walk-In Interviews
Showcase your company and connect Efficiently screen and interview Host on-site interviews to meet and
with a wide pool of talent online. candidates from anywhere. assess candidates in person.
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2. Login Credential and Responsibilities

Login

Credential

Task &

Responsibilities

Employers
Admin
(Corppass)

Create and manage company profile upon first sign in

Manage access for Employers Manager and Rep

Access dashboard metrics for company
Register for company events

Conduct interviews

Update candidate’s outcomes

Attend Event Talks (Employers Connect)

Employers
Manager
(Singpass)

Access dashboard metrics for company
Register for company events

Conduct interviews

Update candidate’s outcomes

Attend Event Talks (Employers Connect)

Employers
Representative
(Email)

Attend Event Talks (Employers Connect)

Employer

V1.1
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3. Login

Step1 At the CareersHorizon by MyCareersFuture homepage (www.careershorizon.gov.sg), click

on ‘For Employers’.

» owto dersdy

my o
careersiuture Searchlobs  Gainlnsights  Exploro Paths  Join Events  Apply Schem:
careershy [

Resources  Carver Guidance (7 Other Programmes  Carcer Tools  About

Step2 Click on ‘Sign In’.

Employer V1.1
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3.1 Signin as Employer Admin

Step1l Login with your Singpass as Corppass user.

« Back to CareersHorizon

careers
hqizon

Login as an Employer Admin
§Y Welcome Back!

Log in with Singpass
as Corppass users

Need help logging in

Invited by an administrator?

Login with Singpass/Email

Step2 You will be redirected to the Singpass login page. Log in by scanning the QR code using
your Singpass app.

singpass app

Scan with Singpass app
Logging in as Corppass user

2 Login with Singpass

‘B as corppass user

Register for Singpass

Alternatively, you can enter your Singpass ID & Password.

Password login

Login

singpass ID

Password

.w Log in with Singpass

‘B s corppass user

Employer V1.1 Page 6 of 50
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3.1.A Login for the First Time

Step 1 Register by completing your company profile.
Step 2 Click on ‘Submit’ once completed. You will be redirected to your dashboard.

careers

herizon

by MyCarsersFutura

events and access resources.

Complete Your Employer’s Profile

Register for your free account to participate in recruitment

Your full name as per
g i NRIC/FIN number
Please choose W / |
Enter your [ g |
contact details A Please enter your email o 455 A4 Please ente W,
. Enter your
y contact details
Job Title
Please enter your job title
By registering an account. | agree to these terms of use
3.1.B Existing User
Sign in using Singpass and you will be directed to your Dashboard.
Employer V1.1 Page 7 of 50
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3.2 Sign in as Employer Manager

Log in with your Singpass or enter with your Password.

+~— Back to CareersHorizon

careers
hiizon

Login as an Employer User

Log in with Singpass

OoR

Email

Enter your email addre:
Password

Enter password

Are you an administrator?

Login with CorpPass

Sign in for user with two or more employer equities

Click on the company that you are working for, for this session.

Choose a company for this session:

CHINA HARBOUR (SINGAPORE)
ENGINEERING COMPANY PTE. LTD.

Select

NANYANG TECHNOLOGICAL
UNIVERSITY

Employer V1.1 Page 8 of 50
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3.3 Sign in as Employer Representative

Log in with your Email Address and Password.

= Back to CareersHorizon

careers
1IZON
oy Py tre

Login as an Employer User

Log in with SINgPAss

OR

Email.

Forgot Password Login

Are you an administrator?

Login with CorpPass

3.4 Need help logging in

Step1 Click on the ‘Need help logging in” button if you need help for Singpass login.

Step2 You will be directed to MyCareersFuture website with comprehensive instructions to
follow.

— Back to CareersHorizon

careers
hizon

Login as an Employer Admin

£ Welcome Back!

Log in with Singpass

as Corppass users

Need help logging in ? A entifyv
™
careersfuture  Employer

B " (® Government officials will NEVER ask you to transfer money or disclose Call the 247

oR

Setting up access for MyCareersFuture Employer Portal

Invited by an administrator?

Make sure you have both Singpass and Corppass accounts

Singapare Corporate Access (ar Corppass) is a one-stop authentication and authorisation

Employer V1.1 Page 9 of 50
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4  Settings

4.1 Search Members by Names

Step1l Click ‘Setting’ menu to manage your members and organisation’s profile.
Step2 Input member’s name to search for their roles.
Step3  Press ‘Enter’ key.

careershzrizon
bt
Bettings [) O Uusers3zs50497C -~
3 Dashboard
Recruitment Opportunities.
Members Groups Profile

&Y Career Fairs

@ virtualJob Interviews
B} Walk-in Interviews Q. Search name Step -2 @ AllRoles Qo Invitations

4 e

Job Retated G Usersasoare
B Jobs List Administrator

Manage Employee  Manage Company
£ View Less

Manage Job  Manage Application

Manage Interview  Manage Permission

Attend Event Talk  Attend Employers Connect
£ Settings

Employer V1.1 Page 10 of 50
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4.2 Invite new company Member

Step 1 Click ‘Invitations’ button to invite new company members.

Step2 You will have to input name or email to search. Click on ‘Invite Member’.

Step3 You will be redirected to ‘Invite Member’ page to key in the invite member’s email
address, select login method and role.

Step4 Click on ‘Send Invite’ button.

Q Search name - A AllRoles ~/ Qs Invitations

Step 1

@ USER $3250497C

Administrator
Manage Employee Manage Company
Manage Job Manage Application
Manage Interview  Manage Permission

Attend Event Talk Attend Employers Connect

Invite Member <
tep 3
Email Address

Enter email address

Select a Login method
Invitations X
Login via Singpass

Search name or email Fill name or email

Login via Email and Password

Send Invite

Step 4

Role

Selectarole v

g.gov.sge ° Representative

@ Invite Member

Employer V1.1 Page 11 of 50
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4.3 Edit member’s role
Step1l Click on ‘3 dots button menu’ on the top right corner to edit the member’s role or
remove member.

Step2 Select and click on ‘Edit Roles’ tab.

Step3 A pop-up box for you to choose a role from the list. Tick on the new role.
Once you made a change, there is a pop-up message stated that the role for the user has
been successfully updated.

—

Edit Roles X
@ USER 53250498A Step 1
Administrator .

Q USER S3250498A
Manage Employee Manag @ Edit Roles Step 2 Administrator
Manage Application  Manz e Remove Member Step 3

Q Search a role Y
Manage Permission = Attend Event Talk

Admin Job
Attend Event Employers Connect
Admin Employee
Attend Empl C ct
end Employers Conne: Administrator
. v
° The role for USER $3250498A has been successfully x
updated.

Employer V1.1 Page 12 of 50
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4.4 Remove member

Step 1 Click on ‘3 dots button menu’ on the top right corner to edit the member’s role or
remove member.

Step 2 Select and click on ‘Remove’ tab.

Step 3 A warning pop-up box. Click ‘Continue’ button if you are confirmed or click ‘Cancel’.

@ WANG KAI XIN

Administrator

Manage Employee = Manag @ Edit Roles f E

Manage Application = Manz e Remove Member

Step 1:

This Action Cannot be Undone

Manage Permission Attend Hvent TallcStep 2

Attend Event Employers Connect

Attend Employers Connect

Employer V1.1 Page 13 of 50
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5. Dashboard

Once you have signed in, you will be directed to your company Dashboard. From here, you can
view the Key Metrics and Registered Events.

On the Dashboard, you can access:
1. Pending interview outcome

2. Jobs Expiring
3. Upcoming Events
4, Registered Events
5. Job List
6. Recruitment opportunities
careershrizon Dashboard 0 2 wanokaiw
, 3
Key Metrics Overview Ui ing Events
0 Dasgod | peoming
- 1 Jobs E&:mng 10:00- [DEMO] Career Fair ]
& Career Fairs 8 T R U {Virtual Career Fair) 23:59 [
Today
Virtual Job Interviews 32 40
B Walkin Interviews See Details See Details l:::- \Y:::\‘Jub
St Networkings Todz
Featured Events 10:00- VJI36
e Event Talks 23:00 Virtual Job Interview
Today
e Employers Connects
10:00- VJI42
Jnnnugl 22:00 Virtual Job Interview
E Jobs List Today
{ ViewLess
4
[ Registered Events
@ Settings
[© LogOut Approved Pending Approval Events History
Note:

All the jobs listed on CareersHorizon by MyCareersFuture are open jobs taken from
‘MyCareersFuture’ (MCF) job portal. In order to manage new job postings or to extend expiry date
of job, you have to login to this job portal.
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5.1 Pending interview outcome

Step 1

Step 2

Note:

Employer

Click on ‘See Details’ under pending interview outcome.

Click on “‘View Details’ to find out more about your pending interview outcomes from

the past inteviews.

Dashboard

Key Metrics Overview

52

% Pending Interview Outcome

Step 1
See Details

Pending Interview Outcome

Walk-In Interview for NTU Job Fair - Walk in interview it...

“| View Details

Step 2

Virtual Job Interview for Testing dev VJI 0923

‘Walk-In Interview for New Walk-In Interview Test (Physic...

Virtual Job Interview for Vji 49

Virtual Job Interview for VJI 36

If you do not change the interview outcome within 30 days, the system will
automatically set the interview outcome as ‘Reject’.

V11
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5.2 Jobs Expiring

Step 1

Step 2

Employer

Click on ‘See Details’ to view the details on jobs expiring for Virtual Career Fair (VCF).

Click on ‘Manage Jobs’ under the different events to view the list of jobs that have
already been added or can be added.

Jobs Expiri
2 piring

| 40

(Virtual Career Fair)

Step1
See Detalls

V11

Jobs Expiring

Research Fellow (Robotics and Al)
30 Sep 2025

Walk-In Interview 1
Walk-In Interview

New Walk-In Interview Test (Physical Only)

Walk-In Interview

test vji 2
Virtual Job Interview

(Object D

26 Sep 2025

Private Career Fair 01

Career Fair

Site Engineer Virtual Interview 2
Virtual Job Interview

N

5 a
Step 2
Manage Jobs
Manage Jobs

E

Page 16 of 50




Note:

Employer

expiry date.

1. For jobs that have expired, the job title will be shown in red along with the MCF job

! Notification

7 added job(s) have expired. Please extend the expiry date or remove them before participate.

Growse jobs Added Jobs ()
Job Posts Experience Level

Executive, Outreach, Publicity and Planning (Office of Graduate Studies
& Professional Learning) [NIE] Executive

Q

Nanyang Technological University

Assistant Manager, Research Administration ! .
7 . Senior Executive
Nanyang Technological University

Lecturer (Teaching Track) for Nanyang Centre for Public Administration .
7 ) . Professional
Nanyang Technological University

MCF Job ID

MCF-2025-1415466

MCF-2025-1415388

MCF-2025-1413496

MCF Job Expiry Date Approval Status

18 October 2025 Approved

18 October 2025 Approved
2 October 2025 () Approved

vallawng

2. For jobs that are expiring in 7days, job title will be shown in

Job Listings

Notification

2 added job(s) will expire within a week. Please extend the expiry date before participate

Browselobe Added Jobs ()

a Research Assistant (Ecology/ Geography/ Biology)
Nanyang Technological University

a Senior/ Research Engineer | (Solar panel)

Nanyang Technological University

Job Posts Experience Level MCF Job ID

Professional MCF-2025-1429987

Professional MCF-2025-1428963

Expiry Job Date

6 October 2025

6 October 2025

V11
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by MyCareersFuture

3. To extend the expiry date of jobs, the admin can do so through the MyCareersFuture
(MCF) job portal.

€« G % https//employer.mycareersfuture.gov.sg * 0

18 | B Dropbox il MCFEmployerlogin & Assessment Revisio.. @) hrmaventreecom/p... @ maventreesg/caree..  # PDPC | Guide to De.. [l Adobe Acrobat » [ All Bookm:

’ A Singapore Government Agency Website How to identify v

careefs Employer | switch to Jobseeker Employers Toolkit 3] LogIn

(D Government officials will NEVER ask you to transfer money or disclose bank log-in details over a phone call. Call the 24/7 Scamshield Helpline at 1799 if you are unsure if
something is a scam.

X

Screen applicants quickly

For Employers

Add screening questions to your job post to help you find the most
suitable candidates.

Need help logging in2

Repost Job X

MCF-2025-1203424

Full Stack Software Developer

Repost this job for the duration of:
30 days v

The auto-close date will be 04 Nov 2025.
After submitting this repost, you will have 1 repost left.

All communication emails about this job will be sent to:

il

You will be informed that there are some jobs that are near to expiry and if you wish
to add the jobs to the specific events, you will have to extend the expiry date on MCF
before participation.

If the job that is expiring in 7 days, you will not be allowed to add the job in the event.
However, if you add a job that is expiring on and after 8 days, the job posting will
automatically disappeared from the Career Fair event page on the day of expiry.

Employer V11 Page 18 of 50
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5.3 Upcoming Events

Step1 Click ‘Join’ button to be directed to room for virtual event when it is live.

‘Join’ will only be for virtual events with video conferencing needs, and ‘Details’ for
physical events.

Step 2 Click ‘Back to Event Details’.
You will be able to view the event summary, the jobs available, and the candidates’
applications for these two specific type events: Virtual Job Interview (Fig 1) and Walk-in
Interview (Fig 2).

Fig 1: Virtual Job Interview

Upcoming Events

Walkin final
Walk In Interview

Final Countdown
Virtual Job Interview

Walk-in Interview 0910
Walk In Interview

Step 2

Manage Interview Rooms

e SenionPrincigal Research Scentst(Quanium Sensing Technology)

2=
= B
kil

Customer Service and Operation Roles

(Note Event + Reg Dates Set for
Tegt'ng] Research Fellow [Transtion Metal Catalysks)  Research Assistant/fssociate

==
=]
o X

Virtual Job Interview

¢ Event Details 0 o usersasoaezc

Nanyang Technological University

Analyst Programmer | Systems Analyst (Digital Solutions Department) (R00021999) [Nie]

Nanyang Technological University

24 October 2025

Research Assistant/Associate (7

Nanyang Technological University

9 October 2025

Research Engineer | (Computer Science/Ai/Machine Learning) (7

Nanyang Technotogical University

10 October 2025

Employer V1.1 Page 19 of 50
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Step 1 Click ‘Details’ button on ‘Upcoming Events’ to view for walk-in interview (Fig 2).

You will be redirected to ‘Event Details’ page.

Figure 2: Walk-In Interview

‘Walkin final
23:59 Walk I Ints e

<« Event Details Q (A uwmamex -

B 10228 16002028

Walkin final

Walkin e
sobs @) cpptications 1

-

e pro—— R
Research Fellow [Nie-Ofr) (7 @t 27 October 2025
NaryangTchoget sy
Sanior (Machanical Scence) o @ o 27 October 2025
r—————
s e (Digital Solutions ] @0 13 November 2025

Employer V1.1 Page 20 of 50
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5.4 Registered Events

From the Dashboard, you will be able to view details of the registered events.

Step1 Click ‘View Details’ button and then on the ‘Approved’ tab, you will be able to view the
details of the jobs posted, the number of applications and the expiry date of the job
posting.

Step2 Click ‘Applications’ tab to view the details of the candidates, the job they have applied
for, interview status and outcome.

£ Registered Events

Events Event Date Applicants Actiogs

Customer Service and Operation Roles (Note Event + Reg Dates Set Step 1
for Testing) 28 Sep - 07 Oct 2025 T View Details
Virtual Job Interview

e o s
Career Fair

Step 2
sobs @ | rootications
>
lob Title Applicants Expiry Date C
Senior Principal Research Scientist (Quantum Sensing Technology)
<ipa @ " ¢ j+2 3 9 October 2025
Nanyang Technological University
Research Fellow (Transition Metal Catalysis) 7 P 1 9 October 2025
Nanyang Technological University
Research Assistant/Associate [ 3 o
jeri 9 October 2025
Nanyang Technological University -
Jobs 3 Applications °
- Reject Selected
Candidates Job Title & Interview Status Actions
HOWARD CHEN YU SHENG Senior Principal Research Scientist (Quantum Not. @ Res
5 somuelehih@maventreesg Sensing Technology) Interviewed ume
XIA YIN CHOW Senior Principal Research Scientist (Quantum Not
B thomasho@maventree.sq Sensing Technology) Intarviewad
PATRICIA TAN XIAO HUI
Research Fellow (Transition Metal Catalysis) e & Resume
2 200 interviewed
PATRICIA TAN XIAO HUI Senior Principal Research Scientist (Quantum Not. Breliminary Outcome
53 zephyrzyon Sensing Technology) (e £ Resume Preliminary Outcome

Employer V1.1 Page 21 of 50
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Note on Candidate Preliminary Outcome:

The preliminary outcome status can be changed by employers for up to 30 days following the
Virtual Job Interview and Walk-in interview session.

Candidate Preliminary Outcome %

() XIAYINCHOW B xychow@yshoacemsg
L +6598765432

Senior Principal Research Scientist (Quantum Sensing Technology)

Panding v
= Fill by employer within 30 days

after the VJI session
Wirite Notes *

Write your notes here.

@ MNote

The preliminary outcome status can be changed by employers for up to 30
days following the Virtual Job Interview session,

Employer V1.1 Page 22 of 50
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5.5 Jobs List

Step 1 Click on ‘Job List’ menu under Job related section on the dashboard. You will be able to
access the list of jobs that is currently available.

Step 2 Click on ‘number’ button on the events column for your selected event, you will be
redirected to Event Overview.

careersheiizon

O Dashboard

£ career Fairs

Virtual Job Interviews

B3 walk-in Interviews
Jobs

St Networkings

Walkc-bn Interview  Virualob Intoriow  Virtal Careor Fair
Featured Events

B Event Talks

B Employers Connects

_Step 1 Step 2
= Jobs List p " Senior Research Seientist (Mechanical Engineering/Electrical Engineering/Computer Science| I; 1 Profussional

NANYANG TECHNOLOGICAL UNIVERSITY

Step 3 Click on ‘View Details’ button and you will be redirected to ‘Event Details’ to view details

of the job.
=
Events Overview X
Step 3 FTOY . J———
Walkin final
WALK_IN_INTERVIEW

NOX s e o .
e T w— 9 20
: N
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5.6 Recruitment opportunities

From the Dashboard, you will be able to access any recruitment opportunities available from the
left side of the menu.

careershzrizon Dashboard
by MylareorsFutwe
0] Dashboard Key Metrics Ovel
D oar
Recruitment Opportunities
= Career Fairs % PendingInt
Virtual Job Interviews 32

e Walk-in Interviews

rQ"- Networkings

From here, you can access:
Career Fairs

Virtual Job Interviews
Walk-in Interviews
Networkings

Employer V1.1 Page 24 of 50
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6. Online and Offline Recruitment Opportunities
6.1 Career Fairs
6.1.1 Register to participate in Career Fairs

Step1l Select ‘Career Fairs’ on the Dashboard.

Step2 You will be directed to ‘Career Fairs menu’. Click ‘Participate’ button.

o Dashboard
careershzrizon
by MyCarsersFutare
Key Metrics Overview
iC] Dashboard |
Recruitment Opportunities
Step 1 % Pending Interview Outcome
&% CareerFairs [ anew |
TRl it eal ek lnbam e 33
Q  Search Career Fair
Event Event Date Participating Status Action
@ Career Fair 1

04 Aug - 01 Jan 2026 * Registered
@ virtual

5 30 Aug Dev Testing

® 30 Aug - 25 Oct 2025 * Registered
8) Physical

= Career Fair Sept
31 Aug - 28 Dec 2025 « Not Registered Step 2
@ virtual

Step3  Click ‘Continue’ to agree with the terms and conditions for employer participation in
career events.

Terms & Conditions

By participating/fregistering for this event, youlagree with the

terms and conditions. Step 3

=
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6.1.2 Select and Post jobs on Career Fair

Step 1 You will be directed to ‘Job Listings’ page. Select the jobs from the list that you want to
feature in the career fair.

Step 2 Then click on ‘Add Selected’ button. A pop out box will appear at the bottom stating that
the jobs are added.

Job Listings
Browse Jobs . Added Jobs
Step 2
Q Search jobs - 4, Import Jobs ® Add Selected

. Job Posts MCF Job ID Expiry Job Date
Research Fellow

7 St 1 MCF-2025-1501626 17 October 2025
Nanyang Technological University ep

Research Assistant
7 MCF-2025-1501578 17 October 2025

Nanyang Technological University o

@ 25005 Added x
10 Ucwoer cuzn

Alternatively, you also can import your jobs from by clicking ‘lmport Jobs’ button.

Job Listings

Browse Jobs (@ Addedione

Q Search jobs - o, Import Jobs (® Add Selected

. Job Posts MCF Job ID Expiry Job Date

Research Fellow
7 MCF-2025-1501626 17 October 2025

Nanyang Technological University

Research Assistant
2 MCF-2025-1501578 17 October 2025

Nanyang Technological University
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A pop-up screen will appear to request you to upload the file containing your jobs (in XLSX
format). Click ‘See Example’ to download the template to import jobs. Click ‘Add Jobs’ button to
finalise the uploading of your jobs.

Import Jobs b4
Import Jobs
My
J xXLs
L
mef_job_template.xlsx
Drop the file (.XLSX)
¥ Remove
[ SeeExample
Please ensure the participating companies
are included according to the added job.

Your file has been checked successfully. All job listings are valid and ready to
import.

Step3 Once the jobs are added from the jobs listing or uploaded from file, click on ‘Participate’
button on the top right of the screen.

Step 3
<« Career Fair Sept  Coreerfar Participate

Job Listings

Browse Jobs  Added lobs

Q Search jobs > &, Import Jobs (® Add Selected
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A pop-out message will appear at the bottom confirming your upload is successful.

€ IT Women VIl <o

Job Listings

I © timisns

Step 4

You will be directed to the Career Fairs page. Your participating status will be stated as

‘Pending Approval’. The WSG admins will then review the jobs submission before
confirming your participation in the Career Fair.

Once it is approved, the participating status will change to ‘Registered’.

Lareer Fairs

Koy Motrics Overviaw

B Cumest fvarts

3

= Carcor Fair 1
o 30 Auig Diew Testing
) Prryzical

o Career Fair Sept

B upsoming Events.

Lait 30 Do

@2
Cwents Participated

Lo |
] o

Gl Mg - O Jam 2026 = Regittered
30 Ausg - TH Ocl 2078 » Ragictersd
Step 4

31 Aug - 28 Dec 2028 & Pending Appdeval

& Caress Fair Sapt

AL Aug - 20 Doc 2026 = Registeored

Employer

V11
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6.1.3 Managing the jobs after initial posting

Step1l You can view the jobs and the expiry date by clicking ‘View Details’ button.
Step 1
ch"'""“‘ seet 31 Aug - 28 Dec 2025  Registered @E
< Event Details Q0 usersasoserc
Step2 You can add more job posts by clicking on ‘Manage Jobs’ button.

Step 3 Then click on ‘Browse Jobs’ tab.

Lareer rairs b R USSR S32Ms
Koy Metrics Overview Last 30 0oy
Cuont Events Upcorming Everts
] =] @2
3 0 Events Paticgated
a
-
o Camser o 1
oo 04 Aug - 01 an 2026 pre—
& 30 Aug Dev Testing
o 30.Aug - 25.0ct 2025  Registered
2 CareerFoi 5
. " Sept 31 Aug - 28 Dec 2025 * Registered
& Career Fair Sept <o m
Job Listings
Step 3
owselas |1 @
@ Sosh e 5 [\5 Impart b ] AddSelecied
e LR
(3 eaech Assitant MCF-2025-1501519 17 October 20
Naryang Techalogicl Univesiy
3 Poseorch el (ool Eiviog] MCF-3025-1501063 17 Octaber 0
Naryang Techalogiea University

Note:

For jobs that are expired, the words will be in red to inform the user to extend the expiry date.

Employer V1.1
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6.2  Virtual Job Interviews (VJIs)

To participate in the Virtual Job Interview (VJI) event, you must be Employer Admin (CorpPass
User) and Employer Manager (Singpass User).

6.2.1 Register to participate in the Vlis

Step 1 Click ‘Virtual Job Interview’ on the Dashboard.
You will be directed to Virtual Job Interview menu to view Current Events, Upcoming
Events, Average Registrants and Event Participated in Key Metrics Overview.

Step 2 Click on ‘Participate’ button on the selected event.

Employer

Sl Dashboard
careershizon
by MyCaresrsFutere
Key Metrics Overview
-] Dashboard |
Recruitment Opportunities
¥ Pending Interview Outcome
& creghis 1
° 33
@ Virtual Job Interviews
Con M
Virtual Job Interview [ o userssoaerc
Key Metrics Overview Last 30 Days
ﬂ Current Events G Upcaming Events X- Avg. Applicants @ 2
3 0 1 Events Participated
Q s Int
Evert Event Dute Participating Status Applicants ey
Step 2
o 1T Warmen VI
N l 20 Aug - 31 Dec 2025 o Not Registered 0m
3 Virtua
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Step 3

career events.

terms and conditions.

Terms & Conditions

By participating/registering for this event, you agree with the

Step 3

6.2.2 Select and Post jobs for the Virtual Job-Interview
Step 1 You will be directed to ‘Job Listings’ page. Select the jobs from the list that you want to

feature for this Virtual Job Interview.

Click ‘Continue’ to agree with the terms and conditions for employer participation in

Step 2 Then click on ‘Add Selected’ button. A pop-out box will appear at the bottom confirming
that the selected jobs have been added.

Alternatively, you also can import the jobs from the listing by clicking ‘import Jobs’

button.
< 1T Women VJI  vitwatios nterview Participate
Job Listings
BrowseJobs () fdded jons Step 2
Q. Search jobs =4 (*) Add Selected

@ ovrosts Step 1

Research Fellow (Mathematics)
Nanyang Technological University

Research Fellow (Physics)
Nanyang Technological University

MCF Job ID

MCF-2025-1484483

MCF-2025-1484233

Expiry Job Date

15 October 2025

15 October 2025

@ 2005 Added

X
10 UCIODEr £U£D

Employer

V11

Page 31 of 50




b~zizon

A pop-up screen, will indicate for you to upload the list of jobs (in XLSX format). Click ‘See
Example’ to download the template to import jobs. Click ‘Add Jobs’ button to finalise the
uploading of your jobs.

Import Jobs X
Import Jobs
rn
d XLS
— 4
mef_job_template.xlsx
Drop the file (.XLSX) [[] Remove
6 See Example
Please ensure the participating companies
are included according to the added job.
Your file has been checked successfully. All job listings are valid and ready to
import.
Add Job:
Lo |

NN

Once you click ‘Add Selection’, the ‘Participate’ button will be enabled to confirm your
participation.

< 1T Women VIl vitwatios interview

Job Listings

BrowseJobs  Added obs ()
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Click on ‘Added Jobs’ tab to review the job(s) that you would like to participate in and

post on the Virtual Job Interview.

Step 3

Step4 Click on ‘Participate’ button.

« IT Women VJI  virwaiiob interview
Step 4
Job Listings
Step 3
Browse Jobs Added Jobs
Job Posts Experience Level MCF Job ID Expiry Job Date
Research Fellow (Mathematics) R
7 Professional MCF-2025-1484483 15 October 2025 [al
Nanyang Technological University
Research Fellow (Physics) .
7 Professional MCF-2025-1484233 15 October 2025 @l
Nanyang Technological University

6.2.3 Pending for approval and approved by WSG
You will be redirected to the Virtual Job Interview menu. From here, you can view your
application status. For events ‘Pending Approval’, the WSG admins will review the job
submissions before confirming your participation in the Virtual Job Interview.

Virtual Job Interview [ O users3250497¢
Key Metrics Overview Last 30 Days

B Current Events B Upcoming Events & Avg. Applicants @1

2 O 1 Events Participated

Q Search Virtual Job Interview

Event Event Date Participating Status Applicants Action

@ IT Women VJI

20 Aug - 31 Dec 2025 * Pending Approval 0D Manage Jobs
® Virtual
Page 33 of 50
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Once your application for the event is approved, you will be able to view event details by
clicking ‘View Details’.

Virtual Job Interview ) O uUsers3250497

Event Event Date Participating Status Applicants Action

N
22 Aug - 22 Nov 2025 * Not Registered [ e2)

@ IT Women VJI
© Virtual

@ Virtual Job Interview August

@© virtual

6.2.4 Virtual Job Interview Pre-Live
Once you click ‘View Detail’ button, you will be directed to ‘Event Details’ page. You will be able

to view the events details, job title, applicants and expiry date.

Step 1 Click on ‘Applicants’ tab and you will be able to see candidates’ name and the role they
applied for.

< Event Details [ ©  usemsazsossrc -

1 22 Aug 2025 - 28 Nov 2025
/ Wi 49

P (EvnllS\.nm-w d][.g n.newlmmi.wnms]

@ | o 3

>
s T T—- Expiry O
Executive, Outraach, Publicity g (Off & Leaming) [Nie] 7 Mo 18 Octnber 2025
‘ hnciogical Uréversty
e © M 18 Octobor 2025
anrang Tachnsiagics Linbracsty
Jobs (8 Applications ()
= Reject Selected
Candidates b Title 2 interview Status Actions
Mot Preliminary Outcome
FELICIA LIN ‘Assistant Manager, Research Administration Intnrvievesd Preliminary Outcome
e S L
B ch@maventreesy
LABUBL AMAXE Research Fellow (Physics) R Preliminary Outcome
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6.2.5 Virtual Job Interview Live

Step1l Upon approval of your participation, you will be able to create interview rooms by

clicking on ‘Manage Interview Rooms’ button, which can be done prior to the start of

the event.

Step2 You will be directed to ‘Manage Interview Rooms’ page. From the 3 dots button menu,

click on ‘Manage Room’ to name the room(s), assign job role(s) and interviewer(s)

accordingly.

Step3 Click ‘Save’ button.

< Event Details

B 22 Aug 2025 - 28 Nov 2025
Vii 49

Wirtual Job Interview

[ Event Summary E’,'] o, Manage Interview Rooms ]

Lecturer (Teaching Track) for Nanyang Centre for Public Administration

5®
°B
o

Lecturer/Senior Lecturer in Public Policy [Ageing, Healthcare, Digital Government. Future Society)
Research Fellow (Physics)  Senior Research Fellow (Physics)
Executive, Outreach, Publicity and Planning (Office of Graduate Studies & Professional Learning] [NIE]

Assistant Manager, Research Administration

Jobs 9 Applications o
‘« Back to Event Details New Interview Room
Manage Interview Rooms
Live Research Engineer | [Computer Science/AlMachine Learning)
viji 49 Project Officer hemical
Virtual Job Interview Research Fellow (Thermal Nanophotanics (Theory])

Step 2

-

[Z SetRoomas Close
[ Manage Room

() Remave Room

Manage Interview Room

Interview Room Title

Assigned Jobs

Fill up the details

Assigned Interviewers

o | G

Step 3
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6.2.6
Step 1

Step 2

Employer

Join Interview Room

Click ‘Join Interview Room’. You will be directed to an interview room.

Click ‘End Interview’ button to end the interview session.

« Back to Event Details :| m
Manage Interview Rooms
Vji 49
Step 1
Put s Prof
v Roon careersi;
09:59
Current Candidate
Tan Ming Yao
Step 2
[
|
Queuve (0}
Room Chat
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6.2.6 Update Preliminary Outcome of the participants at the end of interview

Step 1

Step 2
Step 3

Employer

Click ‘Preliminary Outcome’ tab to update the status of the selected candidate after
the interview.

Retumn to Manage Interview Roor careers!

1 Women V1 ~ ® ora1

00:00

Reom Chat

You input the fills on the preliminary outcome.

Click ‘Save’ button once you have completed your input on the interview status.

Candidate Preliminary Outcome

& tanmy@yahoocom
TAN MING YAQ
+6598765432

Step 2

l Enter the fills
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Step 4 Click on ‘View Details’ to view the interview status and ‘preliminary outcome’ after you
have completed and saved the Candidate Preliminary Outcome.

Virtual Job Interview ) O users3zsoa
Key Metrics Overview Last 30 Days
Current Evants: B Upcoming Events & Avg. Applicants @ 2
Q. Search Virtual Job Interview
Event Date Appicants Action
Step 4
o ITWomen Vi
. 20 Aug - 31 Dec 2025 * Registered om wJaDm
@ Virtual
< Event Details 0 o usersasossrc -
Applications (B}
>
— L

You are allowed 30 days from the event end date to change the final outcome status of
the candidate. If you do not update the outcome within 30 days, the candidate will be

automatically treated as ‘Rejected’ by the system.
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Step 5

Employer

You will then be asked to give feedback on the event. Click on the 3 dots button menu

for ‘Feedback’ on ‘Event History’ section to complete the feedback.

[ Registered Events
s Str-;p 5
o Wi 49
@ Virtisl 01 Oct - 01 Nov 2025 o Aoproved om
£ View Dwtais
V1.1 Page 39 of 50
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6.3 Walk-In Interviews

To participate in the Walk-In Interviews event, you must be Employer Admin (CorpPass User)
and Employer Manager (Singpass User).

6.3.1 Register to participate in the Walk-in Interview

Step1 Click ‘Walk-In Interviews’ on the Dashboard.

You will be directed to ‘Walk-In Interview’ menu to view Current Events, Upcoming
Events, Average Registrants and Event Participated in Key Metrics Overview.

Step 2 Click on ‘Participate’ button on the selected event.

careershziizon
By MyCareersFuture.
0 Dashboard
Recruitment Opportunities
&3 Career Fairs

& virtualJob Interviews 3 New

B} Wwalk-in Interviews

Step 1

Walk-in Interview 0 O users3zsossve
Key Metrics Overview Last300ays v

B Current Events. B Upcoming Events & Avg. Applicants. ® 2

8 0 4 Events Participated

Q Search Walkcin Interview

.... Actr

Step 2

& Walk-In Interview 1

. 04 Aug - 01 Jan 2026 * Not Registered =23 Participate

®

Step3 Click ‘Continue’ to agree with the terms and conditions for employer participation in
career events.

Terms & Conditions X

By participating/registering for this event, you agree with the
terms and conditions.
Step 3
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6.3.2 Select and Post jobs on the ‘Walk-In Interview’ event
Step1l  You will be directed to ‘Job Listings’ page. Select the jobs from the list that you want

to feature in the Walk-In Interview.

Step2  Then click on ‘Add Selected’ button. A pop-out box will appear at the bottom
confirming that the selected jobs have been added.

Alternatively, you also can import the jobs from the listing by clicking ‘Import Jobs’
button.

« Wil testing  walkinintervien Participate

lob Listings

Browse Jobs @ Ao one

Q Search job: >
Job Posts MCF Job ID
Step 1
., Research Fellow
o MCF-2025-1501626 17 October 2025
Nanyang Technological University
Research Assistant
[y _ _ MCF-2025-1501578 17 October 2025
Nanyang Technological University

A pop-up screen will indicate for you to upload the list of jobs (in XLSX format). Click
‘See Example’ to download the template to import jobs. Click ‘Add Jobs’ button to
finalise the uploading of your jobs. Please ensure that you fill in the valid MCF ID in
the template. For example, MCF-2025-1114426.

Import Jobs Import Jobs x

! [
XLS
Drop the file [.XLSX) mcf_job_template.xlsx

] Remove

G SeeExample

Please ensure the participating companies
are included according to the added job.

Your file has been checked successfully. All job listings are valid and ready to

import,

Add Jobs e || ([ I

7
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Once you click ‘Add Selection’, the ‘Participate’ button turns colored.

« Wi testing Walk-ln Interview |

Job Listings

Browse Jobs Added Jabs ()

Step 3 Click on ‘Added Jobs’ tab to review the job(s) that you would like to participate in and
post on the Walk-In Interview.

Step 4 Click on ‘Participate’ button.

<« Wi msﬁng Walk-In Interview Participate
Step 4
Job Listings
Step 3
BrowseJobe | Added Jobs ()
Job Posts Experience Level MCF Job ID MCF Job Expiry Date Approval Status
Researeh Fellow .
[ o Professional MCF-2025-1501626 17 October 2025 a
Nanyang Technological University
Research Assistant ) .
[ Senior Executive MCF-2025-1501578 17 October 2025 @
Nanyang Technological University

6.3.3 Pending for approval and approved by WSG

You will be redirected to the Walk-In Interview menu. From here, you can view your application

status. For events ‘Pending Approval’, the WSG admins will review the job submissions before
confirming your participation in the Walk-In Interview.

careershzizon Walk-in Interview 0 n s

—— ot

[Ee) B curment Bvents B pcoming Events. A Avg Applcants. ®0

= 2 0 0 o

\
N

o sohn- et 1m =] - |

) — otma- o1z = 12 =3
Employer V1.1
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Once it is approved, the participating status will change to ‘Registered’. You can view the jobs and the
expiry date by clicking ‘View Details’ button.

it Walk-in Interview 0 O users3zso4e7C
careershzrizon
o=ty
B Dashboard Key Metrics Overview Last 30 Days ~
Recruitment Opportunities
B Current Events B Upcoming Events & Avg. Applicants
& Carcer Fairs @0

3
B virtualiob Interviews 2 0 0 Events Participated
& WalkinInterviews |

SR Networkings

Q. Search Walk-in Interview

Featured Events

Event EventDate Participating Status Applicants: Action
B3 EventTalks
@ WalkeIn Interview 1
3 Employers Connects [ inew ] 04 Aug - 01Jan 2026 7
© Physical
Job Related
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6.3.4 Update Preliminary Outcome of the participants

Step 1 Click on ‘View Details’ button on the ‘Walk-In Interview’ menu. You will be directed to
‘Event Details’ page to view the details of the event, job list and application of
applicants.

Step 2 Click Application’ tab. You will see the details of the candidates, the job they applied for,
interview status and the Preliminary Outcome status.

Step 3 Click ‘Preliminary Outcome’ tab to update the status of the selected candidate after the

Walk-in Interview Q0 user s3zs0407¢
Key Metries Overview Last 30 Days
B Current Events B9 upcoming Events & Avg. Applicants ® 2
10 0 3 Events Participated
Q Search Walk-in Interview
Event Date Participating Status Applicarts
o Walk In Interview 1
) 04 Aug - 01 Jan 2026 * Registered 1 Manage Jobs
@ Physical :
) Step 1
o WalkeIn Interview 1
. 04 Aug - 01 Jan 2026 + Registered 8 o Manage Jabs.
@ Physical

0 o useRsameerc -

b WANEY KLARL Ry Frtuaw [Remeres s )

LABUBU AMAXE P Py P i

LABURU AMAXE B it Bt balgoscd
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Step 4 You have to input the preliminary outcome of the candidate after the interview session.

Step 5 Click ‘Save’ button once you have completed your input on the interview status. The
interview status will be updated once there is an edit on the preliminary outcome.

You are allowed 30 days from the event end date to change the final outcome status of
the candidate. If you do not update the outcome within 30 days, the candidate will be
automatically treated as ‘Rejected’ by the system.

Candidate Preliminary Outcome X

= tenmy@yahoocom

(%) FELICIA LIN R
LS
Research Engineer |l [Computer Scienca/Electronics Engineering)
Preliminary Outcome Step 4
rendngHrReview  Fill up this section v
Reason
o
‘Write Motes *
rit ar not: g

Step 5

Cancel Save

Step 6 You will be asked to give feedback on the event. Click on the 3 dots button menu for ‘Feedback’
on ‘Event History’ section to complete the feedback.

Iﬂ Registered Evonts I
I—l_ | Step 6
= Wil testing
© Physical 01 Oct - 01 Nov 2025 * dgproved o
£2 Vi Dutals.
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7. Featured Events

7.1 Networkings

To participate in the Networkings event, you must be Employer Admin (CorpPass User) and
Employer Manager (Singpass User).

7.1.1 Register to participate and join in Networking

Step 1 Click ‘Networkings’ on the Dashboard.

You will be directed to ‘Networkings’ menu to view Current Events, Upcoming Events,
Average Registrants and Events Participated in Key Metrics Overview.

Step 2 Click on ‘Participate’ button on the selected networking.

careershzizon P— a2 00
st
Catrmnt Evats B Upcanig Swats F A Rgistrmnts @1
[0 Dashboard 8 0 1 Evoms Barticiostos
Recruitment Opportunities

&} Carcer Fairs [ —

@ virtual lob Interviews

R e — == . =

&f Networking 01 0ut - 30 O 2035 = Brenling Approvet o R

. .

0100 - 31 0 2025 » Regictorcs 'Y
o Event Tust 1013
B et 01 0ut- 31 O 2035 * Mot Registered Ly

A pop-out message to inform that WSG will inform you once they approved your participation.

& Networking 1 J
- 04 Aug - 01 Jan 2026 + Rejocted i@ =
@ Virtual

@ Moderators Event Test 0710

a 01 Oct - 31 Oct 2025 * Pending Approval oM Participate

@ Virtual

& Testing Networking 0810

&« 01 Oct - 31 Oct 2025 * Registered 0@

o Event Completed Test 1013

- 01 Oct - 31 Oct 2025 * Pending Approval 0@ Participate

@ Netwerking Virtual 0910

- 09 Oct - 19 Oct 2025 * Registered 3 m

@ Virtual

- Networking Virtual 0910 - Companies have not
participated yet 09 Oet - 19 Oet 2025 ¢ Panding Approval Thank you for your interest! We will inform you once
WSG approved your participation.
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Step3 You will be directed to a meeting room. You will see the Meeting Screen with
Event Title and a ‘Join Now’ button.

Testing Networking 0810

No one has joined the event yet

Step 3

Alternatively, you will be directed to an ‘Open Zoom Workplace’ link. You will see the
Meeting Screen with Event Title and a ‘Join from Zoom Workplace app’ button.

This site s trying to open Zoom Meetings.
zoom hitpsfustwelszo0rm.us wants o open tis pplication

=]

L] - |

Click Open Zoom Workplace app on the dialog shown by your browser
If you don't see a dialog, clic?in from Zoom Workplace app below

} Stepi; N Em

Don't have the: Zoom Workpiace app installed? Download Now

Having issues with the Zoom Werkplace app? Join from your browser

2025 Zaom Communications, Inc. All Rgnts resenved
Trust Center | Acceptable Use Guidelines | Legal & Compliance | Personal Information |

Step4 You will be asked to give feedback on the event. Click on the 3 dots button menu for
‘Feedback’ on ‘Event History’ section to complete the feedback.

IB Registered Events I
Appr F g A Events History
Step 4
Cr— Bep-Dsep 5 » dgpoed ¥ P
(2 View Detals
[} Fesdback
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7.2 Event Talks

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Employer

Click ‘Event Talks’ on the Dashboard.

You will be directed to ‘Event Talks’ menu to view Current Events, Upcoming Events and

Events Participated in Key Metrics Overview.

Click ‘Register’ button.

Click ‘Continue’ if you agree with the terms and conditions for employer participation in

career events.

A pop-up message box states that you have successfully participated.

Click ‘Join’ button

careersizrzon

i) Dashboard
o Event Talk Virtual 01

Recruitment Opportunities
o EVent Talks Virtual 02

kil o test event october

Featured Events o Entrepreneurship & Leadership Event

01 Sep - 30 Sep 2025

01 Sep - 30 Sep 2025

01 Oct - 13 Oct 2025

01 0Oct - 31 Oct 2025

o Evant Ended

2@ Event Ended

1| Step 4

You will be directed to the event. Click ‘Join Now’ to participate.

Entrepreneurship & Leadership Event

step 5 (EX2D

How would you like to join the audic?

You will be directed to the dashboard after leaving the event.

V1.1
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8 Edit User’s Profile and Log out

8.1 Edit User’s Profile

Step1 Click on drop-down arrow on the top right corner of your name and select ‘Edit Profile’.

Step 1
A O USER $3250497C

[4 EditProfile

[» LogOut

Step 2 Upload the profile photo and update the necessary details.

Step 3 Click ‘Save Changes’ button to save the updated field(s).

Step 2

Name Your full name as per NRIC/FIN
Salutation Choose most appropriate salutation

Email
- Enter your contact details
ress
shotd. @

Mabile

N Enter your contact details

Job Title Enter vour iob title.

Step 3

| |
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8.2 Logout

Step1l Click ‘Log out’ button to exit. You will be directed to the CareersHorizon by
MyCareersFuture Employer homepage.

careershsrizon

[0 Dashboard
Recruitment Opportunities
¥ Career Fairs 8 New

@ virtual Job Interviews 3N

g
z

B} Walk-in Interviews 5 New
2 Networkings 5 New

Job Related

6= Jobs List

& View Less

B careersHorizon
€3 Settings

Alternatively, you can click ‘Log Out’ from the drop-down button next to the User’s name [top
right corner].

[a) O USERS3250497C

[& Edit Profile
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