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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.  
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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. 

 
You can change the particular and click “Update Profile”  
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Change Account 

 
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  

 

 

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: 
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MASS EMAIL 
 

You can choose number of applications and mass email  

 

  



© PROJECT SKILLSEED SOCIAL ENTERPRISE, 2014  7 

 

Contact Individual Application: 
You also can email the applicant individually by clicking “ACTION”, then contact applicant 
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View Upload CV 
You can view each participant’s uploaded CV by clicking view upload CV as below: 

 

 

Tracking Application’s Status: 
Each of application has tracking status as below 

 

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Withdrawn: Applicant has withdrawed from the applied programme.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 

his registration details.   

 



© PROJECT SKILLSEED SOCIAL ENTERPRISE, 2014  9 

 

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 

 

 

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

 

 

 


