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Login into Skillseed with default Admin Account

Log into PROJECT SKILLSEED homepage. You will be asked to enter a default password and supply
a valid e-mail address.

Display Name

ur dis

Email

Password
TVDe

Password must be at least 3 characters.

SIGN UP

Have an account? Sign In Here
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FORGOTTEN PASSWORDS:

To retrieve your password, please click “"Forgot Your Password?”under the login prompt. You will
be asked to enter your email address associated with Project Skillseed.

Change Personal Details
Click on Account on the left panel to access account setting.

Hi, Admin_Skillseed

& ACGCOUNT & SIGN OUT

You can change the particular and click "Update Profile”

Blood Group
School/Organization
Nationality
Country of Residence Saint Helena, Ascension and Tristan da Cunha
Contact Number (Mobile)
Contact Number
Email Address admin@projectskillseed.com

Expertise Expert in testing stuffs

UPDATE PROFILE
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Change Account

= Account Setting

Personal Details Account

Display Name Admin_Skillseed

Email admin@projectskillseed.com

Current Password Last update: a month ago

New Password

Cofirm New Password

UPDATE PASSWORD

You can change the display name, passwords and other details and click “save changes” or
“Update Password”
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Programme Homepage:
Once you login, you will land to program home page

For each programme listed on the homepage, you can click on #Applicants to show all the
applications of that particular program. Or you can click on the red

Hi, Teachers

& ACCOUNT ® SIGN OUT
i€ Programmes Q
[ Applications
Programme Title Application Start Date Application End Date # Applicants
? FAQ
Environmental Stewardship 01 Nev 2014 21 Nov 2014 2
Program (Bali)

"‘ §kmillgeed

Application Management
You can access the list of applications by access the left navigation and click on “applications”.

You can view all applications for all programs or view all applications for a specific program by
choose the sorting list shown below:

& ACCOUNT @ SIGN OUT

iE Programmes
£ Y‘Env\mnmer\ta\Stewardshimegram{Ba\i} :| Alstaws ¢ or Q

@ Applications
Found 2 Application(s)

? FAQ

MASS EMAIL

TJAIl Programme Title Applicant's Date Status (7 Has Paid? (7
Name Applied
. Environmental Stewardship Program  Huijia Phua 13-Nov- NO ACTION -
(Bal) 2014
0 Environmental Stewardship Program  Boon Pei Ya 15-Nov- NO ACTION -
(Bal) 2014
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MASS EMAIL

You can choose number of applications and mass email

Applications

Hi, Teacher5

& ACCOUNT @ SIGN OUT

Programmes N ) B
Y Environmental Stewardship Program (Bali) ¢+ = All Status ¢ OR Q

Found 2 Application(s)

MASS EMAIL EXPORT APPLICATIONS

Al Programme Title Applicant's Date
Name Applied
Environmental Stewardship Program  Huijia Phua 13-Nev-
(Bali) 2014
Environmental Stewardship Program Boon Pei Ya 15-Nov-
(Bali) 2014

"‘ ;kmillgeed

Status (7

Has Paid? (7"

NO

NO

ACTION

ACTION
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Contact Individual Application:
You also can email the applicant individually by clicking “ACTION", then contact applicant

= Applications

Y Environmental Stewardship Program (Bali) 4 All Status 4 OR Q

Found 2 Application(s)

MASS EMAIL EXPORT APPLICATIONS

All  Programme Title Applicant's Date Status lf? Has Paid? f"?
Name Applied
Environmental Stewardship Program Huijia Phua 13-Nov- m NO ACTION -
(Bali) 2014
View Uploaded CV
-] Environmental Stewardship Program  Boon Pei Ya 15-Nov- NO Contact Applicant
(Bali) 2014
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View Upload CV

You can view each participant’s uploaded CV by clicking view upload CV as below:

= Applications

Y Environmental Stewardship Program (Bali) 4

Found 2 Application(s)
MASS EMAIL EXPORT APPLICATIONS.

@ Al Programme Title Applicant's

Name

Environmental Stewardship Program

(Bali)

Huijia Phua

Environmental Stewardship Program  Boon Pei Ya

(Bali)

Tracking Application’s Status:

All Status 4

on Q
Date Status (7 Has Paid? (7
Applied
it NO ACTION -
2014

View Uploaded CV
15-Nov- NO Contact Applicant

2014

Each of application has tracking status as below

his registration details.

Submitted: Applicant has submitted their CV.

Registered: Applicant has completed their registration details.
Offered: Administrator offered the programme to the applicant.
Rejected: Administrator rejected the applicant.

Withdrawn: Applicant has withdrawed from the applied programme.

Completed: Applicant has uploaded the required documents and completed
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View Applicant Details

You can click on “ACTION", then view “"APPLICATION DETAILS". The Application Details available
only after applicant uploaded documents and completed fill up application form.

In Application Details, you can view application’s signature and on what applicants have filled

up. You can also view the confidential documents

Ben Tre trip cm=m

Personal Passport Details Guardian Details

Guardian Details Here
First Name:

da

Last Name:

Chan

Given Name:

Steven
Relationship:

Father

Contact (Work):

93393223

Contact (Pesonal):

93393223

BACK AGREEMENT & SIGNATURE CONFIDENTIAL DOCUMENTS

Indicate Applicant Has Paid
You can indicate applicant has paid by slide the button “has Paid” to "YES".

All  Programme Title Applicant's Date Status (7 Has Paid? (7
Name Applied
Environmental Stewardship Program  Huijia Phua 13-Nov- NO ACTION .
(Bali) 2014
Environmental Stewardship Program  Boon Pei Ya 15-Nov- NO ACTION .
(Bali) 2014
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Export Application Details
Before exporting application details, you need to choose a particular program. For example,
“Film for Good".

Select "All" if you want to choose all applications, or you can select one particular application

Then you can click the button “EXPORT APPLICATIONS". Upon clicking, there will be a pop up to
ask which field you want to select to export:

Export Applications

Selected 1 Application(s) to Export

Please Choose the Fields that you want to Export below:

Select All
DEFAULT
"1 Lastly, How did you learn about Project Skillseed? {52 #{7 #li& Project Skillseed E7

[C] If others is selected, please state where. ./ 12" EE", iHHHE.

[] Skillseed Programme Participation

GUARDIAN
[Tl Last Name/1%

[ Given Name/ 3

[C| Relationship/#% &

] Contact (Personal)/EEE28 (4 A)
[T Contact (Work)/E RS/ (I

() Email Address/LF &} {41t 1f

HEALTH CONDITION

[T Current Conditions

[T Medical Allergies:

[ Other Allergies

[ Dietary Restrictions
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You can either select "All” or just select particular fields.

After that, you can click "EXPORT" to receive a csv file.

FAQ

Click on FAQ on the left panel for any further questions:

Hi, Teachers

& ACCOUNT = SIGN OUT

iE Programmes
2 Applications

? FAQ
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