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EUROPASS CV  

You can: 

Update an existing CV 

Create a new CV 

 

How to get started: 

Go to page https://europa.eu/europass/  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Register to the system. 

 

Accept cookies 

Choose language 

Click to register 

https://europa.eu/europass/
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Click the Create an account 

option 

Write the required information 

Write the code shown in the 

picture 

Click the box: accept privacy 

settings 

Save the information and 

create an account: click the 

Create an account button 
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Go to your email and search for the message sent by the Europass system. It can take more 

than an hour for the message to arrive.  

 

Click on the link in the message. 

 

Create a password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write the password you have 

chosen twice (take note of 

instructions) 

 

Save the password by clicking on 

the Submit button 
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Click on the Proceed button once 

you have saved the password 

 

Choose the language again 

Click to create the CV 
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The system asks you to first create a Europass profile. 

 

 

 

 

 

 

Read the instructions and create a profile to the system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to create a 

Europass profile 

Click to create a 

Europass profile 

Add the required 

information 

Finally click on 

the Next 

button 
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Add your work experience. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add your education and training. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write your job, e.g. Waiter/Waitress, 

Construction worker, Salesperson… 

Write the name of the employer (company) 

Write the city and country of the employer 

(company) 

Choose the starting and ending dates of the 

employment. If the employment is still 

going on, choose Ongoing 

Write a short description of the content of 

the employment if the job name doesn’t 

describe it enough 

Add another work experience by clicking on 

the +Add new work experience. 

Otherwise click on the Next button 

Write the name of the qualification or 

training, e.g. Vocational Qualification in 

Tourism industry 

Write the name of the school NB! Omnia in 

English is Omnia, the Joint Authority of 

Education in Espoo Region 

Write the address of the school 

Choose the starting and ending dates of the 

education. If the education is still going on, 

choose Ongoing 

Add another education or training by 

clicking on the +Add new education and 

training experience. Otherwise click on 

the Next button 

. 

Write the school’s website address 
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Add your language and digital skills. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write your mother tongue 

 

Write the first foreign 

language you can speak 

 

Assess your skills from five perspectives 

using the drop-down menu instructions 

(click the small arrow in the right-hand 

side of the box to reveal the options). The 

assessment is done in a scale of A1-C2 by 

choosing the correct option from the list 

 

Add another language by clicking on the 

+ Add another language 

 

Add your digital skills by dragging any of 

the given alternatives on the right-hand 

side to the left or by writing an English 

search word (e.g. Microsoft, Adobe etc.) 

in the box. From the appearing menu 

choose the desired skill and click on the 

Add button. Repeat as many times as it 

takes to add all relevant skills 

You can also group the chosen skills. Click 

on the Group your skills option and 

give an appropriate name for the group 
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Save the information and create your profile. 

 

Add a photo to your profile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Save the information by 

clicking on the Create button 

Add your photo with the Edit 

function 

Choose a previously saved 

photo either from your 

computer (My device) or 

from any of the accepted 

cloud services (Google Drive, 

Dropbox or OneDrive) 
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Determine the part of the photo that will be visible on your profil. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create a CV from your profile. 

 

 

Use the created profile as a base for the CV. 

 

 

 

 

 

 

 

 

 

 

You can make the right part of the 

photo visible in the CV by using the 

drawers shown in the blue frame (at 

the corners and in the middle of 

each edge) 

Save the photo by clicking on the 

Save button 

Create a CV by clicking on 

Create your CV now 

Choose Start from your 

profile 
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Determine which parts of the profile you want to include in the CV.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Choose if you want to edit the information. 

 

 

 

 

 

Choose either Select 

entire profile or choose 

individual parts from the 

list 

Continue by clicking on the Next 

button 
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Choose the CV form (template). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the Next button at the bottom of the page. 

 

Give your CV a name and choose the correct format and place to save it. 

 

 

 

 

 

 

 

 

 

 

Choose the template you like best from 

the given alternatives 

 

Make the Europass logo visible either on 

all pages or on the first page. The logo 

must be visible at least on the first page 

 

If your CV is longer than one page, add 

page numbers 

 

Save your CV in PDF format 

 Save your CV in the Europass 

library (Save in my Europass 

Library), where it will remain in 

editable format for future need 

 Download CV (Download), and 

save it also to your own computer 

or cloud service and send it as an 

attachment via email 

Name your Cv with your own 

name and letter CV (e.g. John 

Doe CV) 
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Once you have saved and downloaded your CV, you can close the close the editing application 

by clicking on the Finish button at the bottom of the page. 

 

 

Now you are redirected back to the opening page of your Europass page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Log out from the system and send the created CV to the International services as an 

attachment to your application. 

 

 

 

Me menu lets you log out 

 

You can open previously 

made and saved CV’s from 

the My Library option 

 


