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1. Click ‘MANAGE USERS’ at the right of Employer’s homepage.

2. Click ‘ADD NEW ACCOUNT’ to invite your team member to join your 
    company account.

    If you have any questions, please contact us at: 603-20969631



If you allow the team member to post jobs behalf of the company, 
then please tick the check box for “This user is allowed to create new 
job posting under this company”.

3. Enter your the email address and full name then click “Send Invite”

    If you have any questions, please contact us at: 603-20969631



4. Your team member will receive an email for invitation.
   Click “Click here to sign up” to create their own account

5. Click ‘CONTINUE’ after fill in everything to create an account.



6. Users will see everything same as the account owner.

7.  If account owner DOESN’T want the user to post jobs, then the  
    “POST JOB” button will be invisable.



8. Manage Jobs:
   As a new user, they will not be able to view any jobs, even other 
   team members have already posted 2 jobs.

   In order for your new team members to view active jobs, you have 
   to give them the permission



POST NEW JOBS:

At the bottom of the posting page, under “ACCOUNT PERMISSION”, just 
select the users whom you want them to view the job and number of 
applications. And then click “Save” to post a new job.

EDIT JOBS:

If you want to add someone to view your job post after you post the 
job, just click “UPDATE” at the manage job page to edit the job.

At the bottom of the posting page, under “ACCOUNT PERMISSION”, click 
“EDIT” at the right hand side. And select the users from the drop down 
list whom you want them to view the job and number of applications. 
And then click “Save” to finish th job editing.

Manage Team Members’ Permission
(For more than 1 users in a single account)


