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1. Registration 

 Select "Register" on the company sign in page, as shown in Picture 1. 

 

 

 

 

 

 

 

 

 

 

Picture 1 

 

 For the first-time user, please select “Company Reg” to register your 

company/organization account with the Business Registration Number (format: 

12345CO or 12345SO)/Organization Name(applicable to non-profit organizations 

and government departments) and fill in the information on the page, then click the 

[Register] button, as  shown in Picture 2. (We strongly recommend employers to use 

company/organization email address for the registration and avoid using personal 

email address.) 

 
Picture 2 
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 Users who have an existing company account and need to add a new contact person, 

please select "User Reg" and register with your Business Registration Number 

(format: 12345CO or 12345SO)/Organization Name(applicable to non-profit 

organizations and government departments)  and fill in the information on the page, 

and click the [Register] button, as shown in Picture 3.(We strongly recommend 

employers to use company/organization email address for the registration and 

avoid using personal email address.) 

 

Picture 3 

 An email will be sent to the registered email after registration, as shown in Picture 4.

 

Picture 4 
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 Click the [Activate] button in the email to successfully register the account, as shown 

in Picture 5. 

 
Picture 5 

2. Reset Password 

 Click "Forget Password" on the company login page, enter the email address, and click 

the [Submit] button, as shown in Picture 6 and Picture 7. 

 

Picture 6 
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Picture 7 

 Click the [Reset Password] button in the email, enter the new password, and click the 

[Submit] button, as shown in Picture 8。 

 
Picture 8 
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3. Sign in 

 Enter the email address and password, and click the [Sign in] button, as shown in 

Picture 9. 

 

Picture 9 

4. Homepage 

 The filling instructions specifies how to fill in company information and recruitment 

advertisements, as shown in Picture 10. 

 

Picture10 
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 Click [My Company/Organization] to view/modify company/organization 

information or download the file of company/organization certificate, as shown in 

Picture 11. 

 

 

 

Picture 11 
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 Click [Change Password] and enter the new password to change it, as shown in Picture 12. 

 

Picture 12 

 

5. Advertisement 

 Click the [Advertisement] link in the main menu to view the list of advertisements, or 

search for corresponding information through the specific criteria, as shown in Picture 13. 

 
Picture 13 

 

 

 

 

 

 

 

 

 



UM Student Job Vacancy System Company User Guide 

8 

 

 Click the [Add] or [Edit] buttons to add or edit advertisements. After completing the 

information, press [Submit] and wait for the system administrator to review and approve 

your advertisements, as shown in Picture 14 and Picture 15. 

 

Picture 14 
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Picture 15 
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 After submitting the advertisement, you will receive an email. Please click the link in the 

email to confirm the advertisement, as shown in Picture 16 and Picture 17. 

 

Picture 16 

 

 

Picture 17 
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 After the advertisement is confirmed, the system administrator will process your 
advertisement within 3 working days, and the user will receive an email notification after 
the advertisement is approved, as shown in Picture 18. 

 

Picture 18 

 

 If you need to extend the posting date of the advertisement, please click the [Add] button 
in the [Posting Date Extension], enter the relevant information, and click [Submit], as 
shown in Picture 19 and Picture 20. The system administrator will process your request. 

 

Picture 19 

 

Picture 20 
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6. User 

 Click the [User] link in the main menu to view all the user information in the same 

company/organization, and click the [Add] button to add or click [disable] button to 

disable users (your colleagues), as shown in Picture 21 and Picture 22. 

  

Picture 21 

 

Picture 22 

 


