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CareerOne Platform Overview 

 

① CareerOne Platform Scope 

 

 

② Key functions 
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③ Menu structure 
Menu-1 Menu-2 Menu-3 

Home Home  

Sign-in, My Page, Sign-out  

About us   

Job support Job vacancy management   

Trainee List  

OJT management  

Employment Employment Policy 

News Letter 

Information Content management Video 

Document 

Event  

Q&A  

Notice  
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User Manual (Company) 

 

① Home 

1-1. Home (Before log in) 
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Function Description  

 

1. “Home” 

 If you click the Home button, then you will be taken to the main page. 

 

2. “About Us” – More detailed information on the page  

 If you click on the “About us” button, you'll find a description of the career platform and details about the 

participating organizations. Clicking on an organization’s name, you’ll be taken to the organization’s 

homepage for information.  

 

3. “Career Guidance” – More detailed information on the page  

 If you click the “Career Guidance” button, you can access information about Employment, Job/Career 

Information, Employment support,  

Each menu includes sections on Employment policy, Newsletter / Job Outlook, Career Expert Interview / 

Career support, New career, Portfolio Writing Tips, and more. 

 

4. “Information” – More detailed information on the page  

 If you click the “Information” button, you can view the Event, Q&A, and Notice screens respectively. 

 

5. “Accessibility” – More detailed information on the page  

 The “Accessibility” button is designed to enhance user accessibility and includes features such as Dark 

mode, Increase Contrast, Invent colors, Zoom, and more. 

 

6. “Language” – More detailed information on the page  

By clicking the “English” button, you can change the platform’s language to English, Sinhala, or Tamil. 

 

7. “Sign-in” – More detailed information on the page  

 Click the “sign in” button to log in as a user. 

 

8. ”User Guide” – More detailed information on the page  

 Click the USER Button (“ Trainee”, “CGO”, “Company”) to view the available features for each user, You can 

also download the user manual by clicking “Download User Manual”.   

 

9. “Our Sector” - More detailed information on the page  

 Click on the Sector menu to explore industry trends, impact, and developments in key sectors. 

 

10. “Career Test” - More detailed information on the page  

 By clicking on the “Career test” button, you will be directed to a page where you can take the Career 

Interest Test, Career Key Test, Interest and Ability Test, and Interest, Ability, and Personality Test. 

 

11. “Recent Jobs” – More detailed information on the page  

 Recent Jobs shows you information about newly posted job listings, which you can click to view. By clicking 

‘View more’, you can see the detailed list 
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12. “Events” – More detailed information on the page 

  Click the “Event” button to view the information about the currently registered event. By clicking ‘View 

More’ at #13, you can see the details in a bulletin board list format. 

 

14. “Family Site” – More detailed information on the page 

 If you click the “Family Site” button to access links to the NVQ, Skill Passport, and TVEC sites. 

  

15. “Related Organizations” – More detailed information on the page 

 If you click the “Related Organizations” button, you can access institutions such as UNIVOTEC, NAITA, DTET, 

VTA, and Ocean University institutions. 

 

16. “Contact us” – More detailed information on the page 

 Click the “Contact Us” button to find TVEC's office address, contact phone number, and email address of 

the Career Platform representative. 

 

17. “Get the app” – More detailed information on the page 

 Clicking on the “Get the App” button will take you to the Google Play Store or Apple App Store, where you 

can download the app created for your trainee. 

 

18. “Follow us” – More detailed information on the page  

 If you click the “Follow us” button, you will be linked to our social media channels, where you can explore 

and stay updated. 
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1-2. Home > Sign-in 

(1-1) Sign-in (1-2) Sign-in 

 

 

(2-1) Sign-up for Company Recruiter (2-2) Check Company name  (2-3) Sign-up for Company 

 

 

 

(3-1) Forget password 

 

(3-2) Forget password verify email
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Function Description [Sign-up] / [Sign-in] 

 

(1) Sign-In 

1. Click the “Sign in” button on the Home page. 

  

2. Click the “Company” button. 

 

3. Enter your email address as your ID and provide your password, the click the “Sign In” button 

 

(2) Sign-Up 

1. Click the “Sign in” button on the Home page. 

  

2. Click the “Company” button 

 

3. Click the “Sign Up” button 

 

4. Enter your company name in the ‘Company name’ field and click ‘Check’.  

 

5. If your company is not registered, click ‘Register New Company Information’ button, 

 fill out the required information (fields marked with a red star are mandatory) and Click the “Sign 

Up” Button. 

 

6. If your company is registered, fill out the required information (fields marked with a red star are 

mandatory) and click the “Sign Up” button for Company Recruiter. 

 

(3) Forgot password 

  - If you entered your email address during registration, you will receive an email with 

instructions on how to reset your password. 
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1-3. Home (After Login) 
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Function Description [Homepage (After log in)] 

 

(1) Company Information  

Click ‘Company Information’ to open the dropdown menu.  

1.1. Click ‘My page’ to be redirected to the ‘My page’ landing page. 

Click ‘Sign Out’ to log out from your account 

 

(2) Job Support 

Click ‘Job Support’ to open the dropdown menu. 

2.1 There are 4 submenus. Click any submenu to be redirected to its respective landing page. 

 

(3) Information 

Click ‘Information’ to open the dropdown menu 

3.1. There are 4 submenus. Click any submenu to be redirected to be redirected to its respective 

page 
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1-4 Home > My page 
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Function Description  

 

[Screen for Viewing and Creating FAQ Management List] 

 

1. My Company information 

Shows the General information about the company. Click the ‘Edit’ icon to be redirected to the My Company 

Information details page. 

1.1. My Company information Details 

Update the company’s information. Click ‘Save’ to apply the changes.  

 

2. My Personal information 

Shows General information about the Company Recruiter. Click the ‘Edit’ icon to be redirected to the My 

Personal Information Details page. 

2.1. My Personal information detail 

Update personal information. Click ‘Save’ to apply the changes.  

 

3. Q&A 

Click ‘View more’ to be redirected to the Q&A landing page 

 

4. Event 

Click ‘View more’ to be redirected to the Event landing page 

 

5. Job information 

Click ‘View more’ to be redirected to the Job Post List landing page 

 

6. Retained Trainee 

Click ‘View more’ to be redirected to the Trainee List page 

 

7. OJT Information 

Click ‘View more’ to be redirected to the OJT list landing page 

 

8. Register a new Job 

Click ‘View more’ to be redirected to the Register New Job landing page 
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② About us 

2-1. About us 

 

 

Function Description 

 

1. Press the button to view the PDF file for the career platform. 

 

2. Press the button to navigate to the TVET head office's website. 
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③ Job support 

3-1. Job support > Job vacancy management 
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Function Description  

 

[Screen for Viewing Job Management Results for the Company] 

 

1. Job register: Click to be redirected to create a new job 

1.1. Register Job Details  

The company recruiter fills in all required fields and presses ‘Save’ to create a new job or click ‘Cancel’ to 

discard the new job  

 

2. Search Job Title 

The company recruiter enters the job title and clicks ‘Search’ to display the result  

 

3. Filter Conditions: Filter jobs by their Status. ‘In process’ or ‘Closed’  

 

4. Job title: Click to view detailed Job information  

 

5. ‘View’ Icon: Click to view the Candidate list  

5.1 Candidate list 

The company recruiter can view candidate resumes and information, click ‘Select’ button to choose a 

candidate, and click ‘Employed’ to add them to the shortlist. 

 

6. ‘Edit’ Icon: Click to Edit Job Information  

 

7. ‘Delete’ Icon: Click to Delete a Job  
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3-2. Job support > Trainee List 
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Function Description  

 

[Screen for Viewing the List of Trainees] 

 

1. Search Trainee name 

The company recruiter enters the trainee’s name and clicks ‘Search’ to display the results.  

 

2. Filter Conditions: Filter trainees by their Institute.  

 

3. Trainee Name: Click to view detailed information about the trainee.   

3.1 Resume  

Displays detailed information about the trainee. 

The company recruiter can click ‘Keep’ to save the Retained Trainee information in the ‘Retained Trainee’ 

table under My Page, or click ‘Unkeep’ to remove the trainee from the retained list.  
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3-3. Job support > OJT Management 
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Function Description  

 

[Screen for viewing the results of the OJT Job Management belonging to the company] 

 

1. OJT Registration: Click to be redirected to create a new OJT job 

1.1. OJT Registration detail  

The company recruiter fills in all required fields and presses ‘Save’ to create a new OJT, or click ‘Cancel’ to 

discard the new OJT  

 

2. Search OJT title 

The company recruiter enters the OJT title and clicks ‘Search’ to display the result  

 

3. Filter Conditions: Filter OJTs by their status: ‘In process’ or ‘Closed’  

 

4. Filter Date Conditions: Filter OJTs by registration time: ‘Recently’ or ‘Oldest’ 

 

5. ‘View’ Icon: Click to view the Candidate list  

5.1 Candidate list 

The company recruiter can view candidate resumes and information, click ‘Select’ to choose a candidate, 

and click ‘Employed’ to add them to the shortlist 

 

6. ‘Edit’ Icon: Click to Edit OJT Job Information  

 

7. ‘Delete’ Icon: Click to Delete an OJT Job 

 

8. OJT title: Click to view detailed OJT information  
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3-4-1. Job support > Employment > Employment Policy 

 

 

 

 

Function Description  

 

[Screen for viewing the results of the Employment Policy of the Company] 

 

1. Employment Policy title: Click to display the content 

 

2. When the Company recruiter clicks the file name, the file will be downloaded. 
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3-4-2. Job support > Employment > News Letter 

 

 
 

Function Description  

 

[Screen for viewing the results of the Company’s Newsletter] 

 

1. Newsletter Title: Click to display the content 

 

2. When the Company recruiter clicks the file name, the file will be downloaded. 

 

 

  

1 

2 



 

23 

 

CareerOne Platform [Company Manual]  

④ Information 

4-1-1. Information > Content management > Video 
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Function Description  

 

[Screen for viewing and creating the List of Content Management belonging to the company] 

 

1. Upload Video: Click to be redirected to create a new Video 

1.1. Video Upload detail  

The company recruiter fills in all required fields and clicks ‘Submit’ to upload a new video or click ‘Cancel’ to 

discard the upload.  

 

2. Search Content Name 

The company recruiter enters the Content Name and clicks ‘Search’ to display the result  

 

3. Filter Conditions: Filter uploaded videos by status: ‘Request’, ‘Approval’, and ‘Reject’  

 

4. Filter Date conditions: Filter videos by registration time: ‘Recently’, ‘Oldest’ 

 

5. ‘View’: Click to view the Video  
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4-1-2. Information > Content management > Document 

 

 

 
 

  

1 

2 

5 

6 

4 3 

7 8 

1.1 



 

26 

 

CareerOne Platform [Company Manual]  

Function Description  

 

[Screen for viewing and creating the List of the Content Management belonging to the company] 

 

1. Upload Document: Click to be redirected to create a new document 

1.1. Document Upload Details  

The company recruiter fills in all required fields and clicks ‘Submit’ to Upload a new document or click 

‘Cancel’ to discard the upload. 

 

2. Search Content Name 

The company recruiter enters the Content Name and clicks ‘Search’ to display the result  

 

3. Filter Conditions: Filter uploaded documents by status: ‘Request’, ‘Approval’, or ‘Reject’  

 

4. Inquiry order : View documents by registration time: ‘Recently’, ‘Oldest’ 

 

5. Document Title: Click to view the Document 

 

6. ‘Download’ Icon: Click to download the document  

 

7. ‘Edit’ Icon: Click to Edit document Information  

 

8. ‘Delete’ Icon: Click to Delete the document 
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4-2. Information > Event  
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Function Description  

 

[Screen for viewing and creating the List of Event Management belonging to the company] 

 

1. New Event: Click to be redirected to create a new Event 

1.1. New Event  

The company recruiter fills in all required fields and clicks ‘Create’ to Upload a new Event and clicks ‘Cancel’ 

to discard the Event 

 

2. Search Event Title 

The company recruiter enters the event title and clicks ‘Search’ to display the results.  

 

3. Filter type conditions: Filter events by type: ‘Competition, ‘Job Fair, or ‘Announcement’  

 

4. Filter Status Conditions: Filter event by status: ‘Request’, ‘Approval’, or ‘Reject’  

 

5. Filter Date Conditions: Filter events by registration time: ‘Recently’ or ‘Oldest’ 

 

6. Event Title: Click to view the Event details 

 

7. ‘Edit’ Icon: Click to Edit Event information 

 

8. ‘Delete’ Icon: Click to Delete the Event 
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4-3. Information > Q&A 
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Function Description  

 

[Screen for viewing and creating the List of Q&A management] 

 

1. New Question: Click to be redirected to create a new question 

1.1. New Q&A 

The company recruiter fills in all required fields and clicks ‘Save’ to Upload the new question, or click 

‘Cancel’ to discard the question. 

 

2. Search Title 

The company recruiter enters the Title and clicks ‘Search’ to display the results.  

 

3. Filter Date conditions: Filter by Registration time: ‘Recently’ or ‘Oldest’ 

 

4. Q&A Title: Click to view the Q&A details 

4.1. ‘Edit’ Icon: Click to Edit the document or Delete the Q&A 

4.2. ‘Reply’: The company recruiter fills in the response and clicks ‘Send’ icon to send the reply. 
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4-4-1. Information > Notice > Notice 
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Function Description  

 

[Screen for viewing and creating the List of the Notice Management] 

 

1. Search Title 

The company recruiter enters the Title and clicks ‘Search’ to display the results  

 

2. Filter Type conditions: Filter notice by type: ‘Career Guidance’ or ‘Career Platform’ 

 

3. ‘View more’: Press to be redirected to the detailed view of the notice. 
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4-4-2. Information > Notice > FAQ 
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Function Description  

 

[Screen for viewing and creating the List of FAQ management] 

 

1. FAQ 

Press to be redirected to the detailed ‘FAQ ‘ page.  

 

2. FAQ Detail: Displays all detailed information of the FAQ. 
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⑤ Editor 

1. Introduction 

- CKEditor is a rich text editor that allows you to create formatted text with ease. Below is an 

explanation of the toolbar options available in CKEditor. 

 

2. Function Description 

 
 Basic Formatting Options 

- Bold (B): Makes selected text bold. 

- Italic (I): Italicizes the selected text. 

- Underline (U): Underlines the selected text. 

 

 Paragraph and Text Styles 

- Paragraph: Allows you to change the format of the text to headings, paragraphs, and other 

predefined styles. 

- Font Family: Choose from various fonts for the selected text. 

- Font Size: Adjust the size of the selected text. 

 

 Alignment and Lists 

- Text Alignment: Option for Align text to the left, center, right, or justify. 

- Bulleted List: Create a bulleted list. 

- Numbered List: Create a numbered list. 

 

 Text Color and Background 

- Font Color: Change the color of the selected text. 

- Background Color: Change the background color behind the selected text. 

 

 Additional Tools 

- Table: Insert a table into your document. 

- Highlight: Highlight the selected text with a color. 

 Insert and Link 

- Insert Link: Add a hyperlink to the selected text or open the link dialog to paste a URL. 

- Insert Image: Insert an image into the document from a URL or by uploading. 
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 Quote, Code, and Block Formatting 

- Block Quote: Format the selected text as a block quote, which indents the text. 

- Code Block: Format the selected text as code for displaying programming or technical 

content. 

 

 Undo and Redo 

- Undo: Reverse the last action you took. 

- Redo: Reapply the last action you reversed. 

 

 Instructions for Use 

- Enter Text: Start typing in the editor to add text. You can use the formatting tools as you go. 

- Select Text to Format: Highlight the text you want to format, then click the relevant toolbar 

button (e.g., bold or italic). 

- Insert Elements: Use the insert options (link, image, table) to add interactive elements to 

your text. 

- Save and Preview: When you’re done, save your work or preview the content if those 

options are available in your setup. 

 


