Making a Europass profile and creating a CV

OMNIA

EUROPASS CV

You can:
Update an existing CV
Create a new CV

How to get started:
Go to page https://europa.eu/europass/

Cookies

Find out more on how w

Bulgarian Maltese
Czech Dutch
Danish Polish

Portugy

German

Estonian Romanian

Greek Slovak
English Slovenian
Spanish Finnish
French Swedish
Irish Serbian
Croatian Icelandic

Register to the system.

europass
. English
- European Union @

europass Leam inEurope Wiork in Europe AboutEuropass Contact Us Login to Enropass

© Create CV

© Create Cover Letter

europass

Take the next step

Your free, personal tool for leaming and working in
Europe

Create your free Europass

Accept cookies

Choose language

Click to register
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https://europa.eu/europass/

EPORTFOLIO requires you to authenticate
Sign in to continue

Use your e-mail address
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Create an account //

Or

Click the Create an account
option

Or use the elD of your country

Create an account

Help for external users

Write the required information

First name //

Last name

E-mail

Confirm e-mail

E-mail language

‘ English (en)

Enter the code

Write the code shown in the
picture

Click the box: accept privacy
settings

I:I By checking this box, you acknowledge that
you have read and understood the privacy statement

Save the information and
create an account: click the
Create an account button

Create an account

Thank you for registering, you will receive an e-mail allowing you to complete
the registration process.

OMNIA
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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.

Dear I

You have been registered in EU Login.

Youremail accress i S

To create your password, follow the link below:
this link

‘You have a maximum of 24 hr, starting from the time that this message was sent, to create your password, but you are encouraged to do so
immediately if possible. After this time, you can make another request by following the same link: you will then need to re-enter your username and
confirm your request.

If the above link does not work, you can copy the following address (make sure the complete address is copied!) and paste it into your browser's
address bar:

https://ecas.ec.europa.eu/cas/init/m/126463-THLUy1R9pXj0vaA67 TRIrO6z T9mKL PIQOR4Dv6MP2IdZWhMeFg2vezU3dol tUc-8.1.1-dn2p/casfinit/
initialisePasswordLogin.cgi?wayf.domain=external&wayf.remember=checked&wayf.submit=Select&uid=n00523yt&resetCode=
XRMd0s86zw4zyhzXovu3flY GN8OrC53bWXoAiXt4bP8&service=https%3A%2F %2Feuropa.eu%2Feuropass%2Feportfolio%2Fapi%2Fauth%
2Flogin%2Foauth2%2Fcode%2Feul ogin

Create a password.

New password

Please choose your new password.

n00523yt

(External) Write the password you have

New password / chosen twice (take note of
| instructions)

Confirm new password

e
the Submit button

Passwords cannot include your username and must contain at least 10
characters chosen from at least three of the following four character groups
(white space permitted):

« Upper Case: Ato Z

s Lower Caserato z

* Numeric: 0to 9

« Special Characters:I"#$%&'()*+ -/, ===2@[\"_"{|}~

Examples: pDHROn zFt GIGSWIE-J* KQhfOLvIFG

[Generate other sample passwords]
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New password

I B Your EU Login password was successfully changed.

Click Proceed below to continue to EPORTFOLIO

Click on the Proceed button once

you have saved the password

Choose the language again

Bulgarian Maltese
Czech Dutch
Danish Pelish

German rtuguese
Estonian Romanian
Greek Slovak
English Slovenian
Spanish Finnish
French Swedish
Irish Serbian
Croatian Icelandic

europass
. English
“ European Union o G

europass LearninEurope Workin Europe About Europass Contact Us

Click to create the CV

O Create CV

O Create Cover Letter

europass

Take the next step

Your free, personal tool for learning and working in
Europe

Create your free Europass

OMNIA




The system asks you to first create a Europass profile.

5(12)

Before you continue

Without a Europass profile, you will not be able to access some of the features. Create a profile o gain access to these features or continue to create your CV/cover
letter.

Click to create a
Europass profile

Continue Create Europass Profile

Read the instructions and create a profile to the system.

Welcome to Europass

You are about to create your new Europass profile. You will be invited to describe basic information about yourself, your skills, qualifications and experiences

You decide what to complete - you can ‘skip', edit and delete all there are no
are- this is your personal profile to describe all your life, leaming and work experiences.

y fields except for your name! Build a profile that best describes who you

Click to create a
Europass profile

By registering, you agree to Europass using your profile information in line with the Europass Privacy, Statement.

Upload my Europass CV/ ’

& Create my profile

Personal information

Befare you start, select the lanpuape you want to use in your prafile

*
Select youwant your profile:

| English .

Add the required
information

Select date forma

23/04/2019 &

First name(s) Last name(s)

Date of birth Gender

oo & MM ] YYY & Select from list &

Natianality

Select #

Contact

Email address

Phane number

Select ¢

Gelect @

Address

Typ= @
Select #

Address ine 1

Select #

Exit W Skip all steps @

OMNIA

Finally click on
the Next
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Add your work experience. ) ] ) i
Write your job, e.g. Waiter/Waitress,

Work experience €@ Construction worker, Salesperson...

Describe all your work experiences. You can include paid work, volunteering, inter Teships, freelancing and other activities.

New work experience

m,»’nw/—’// Write the name of the employer (company)
Employer @

Write the city and country of the employer

city

Select . (company)
From €

Do

MM MM vy s Ongoing

Choose the starting and ending dates of the

Main activities and responsibilities €.

employment. If the employment is still

D|e| (BII|V = E

going on, choose Ongoing

Write a short description of the content of

the employment if the job name doesn’t

More details

describe it enough

© Add new work experience

o Mdpoleis @ | < Previoss R Add another work experience by clicking on
the +Add new work experience.

Otherwise click on the Next button

Add your education and training.

Write the name of the qualification or
Education and training @

Describe all your leaming experiences here. Include any type of learning experience (university, vocational training, online courses, profession
development)

training, e.g. Vocational Qualification in

Tourism industry

New education and training experience

Tithe of qualification awarded &

Crganisston poviding education and ining. € Write the name of the school NB! Omnia in
rese et English is Omnia, the Joint Authority of
Education in Espoo Region
‘Address line 2
postal code oy counry Write the address of the school
Select ]
Website €& . B :
Write the school’s website address
fom @ To

(1]

Ongoing

Choose the starting and ending dates of the

More details

education. If the education is still going on,

© Add new education and training experience

choose Ongoing

Exit P Skip all steps € < PR

-

Add another education or training by

clicking on the +Add new education and
training experience. Otherwise click on

the Next button

OMNIA
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Add your language and digital skills.

Personal skills
Describe your language skills and your digital skills.

Language skills
Present your language skills here

— Write your mother tongue
ferlanerag Write the first foreign

language you can speak
Digital skills

List your digital skills here and group them.

Digital skills Add to your digital skills from the list below. Click on the skill and
drag it 1o the left
Add
Qa | Microsoft Word e © H Microsaft Excel e ®

| Microsoft Officesp @ || Outlockepr @

| Facebook«s @ H Social Mediaspe ® ‘

Language skills

Present your language skills here.

Assess your skills from five perspectives

W Delete

Mother tongue

using the drop-down menu instructions

Finnish

(click the small arrow in the right-hand

© Add another mother tongue

side of the box to reveal the options). The

W Delete

Other I: [i] . .
: e: :nuuase assessment is done in a scale of A1-C2 by
ngls

choosing the correct option from the list

Understanding

Listening Reading

Select s Select 2

Speaking
Spoken interaction Spoken production

Add another language by clicking on the

Select : Select s

+ Add another language

Writing

Witing

Select

© Add anather 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

Digital skills
List your digital skills here and group them. search word (eg MiCI‘OSOft, Adobe etc.)
Digital skills AL W Ciiok on the skl and in the box. From the appearing menu
Q " . . .
[ o @ | [ st @ | choose the desired skill and click on the
I Microsoft Officesfe @ Outlockepe @ ‘

Add button. Repeat as many times as it

' Facebookeds @ H Social Mediads @

takes to add all relevant skills
= Group your skills @

Customise your skills and group them in categones

You can also group the chosen skills. Click

on the Group your skills option and

give an appropriate name for the group

OMNIA




Save the information and create your profile.

Personal skills

Describe your language skills and your digital skils.

Language skills
Fresent your language skills here.

Mather wongue.

‘ Finnish

© 284 ancther mother mngue

Other language €

‘ Englsh

Uncerstanding

Listening Reading

1 - Proficien user

7] [t

Speaking

Spokenimeraction Spoben production

1 - Proficien user . | ‘ 1 - Proficient user

Writing
Wiiting

1 - Proficien user . |

© 2ed ancther language

Digital skills
List your digital skills here and group them.

W Delee

W ol

Digicai skils

a]

| Micrasoft fific= @ || Gutloak & | | Social Media @ ‘I Instagram @

| Goagle Drive @ || Facebook @ || Skype @ || Linkedin @ \

£=Group your skills €

Customice your ckills and graug them in categaries.

Exit

Add a photo to your profile.

Wy personal information

# Edit

Work experience @

A0 ta your digital skills from the fist below. Click on the skill and

drag itto the left.

Microsch Weordsde @ |I Microsaft Powerpoimt e @

) Y

Zoomeps ® I Powes Boint e @

< Previous

# Edt

Edit profile picture

Select from:

oL 3se

My device Google Drive  Dropbox OneDrive

@ Accepted formats: PNG, JPG. Size limit: 20MB.

Delete profile picture

Cancel Save

OMNIA
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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.

Edit profile picture

Select from:

oL s e

My device Google Drive Dropbox OneDrive

You can make the right part of the

photo visible in the CV by using the

drawers shown in the blue frame (at

@ Accepted formats: PNG, JPG. Size limit: 20MB . .
the corners and in the middle of

each edge)

Save the photo by clicking on the
Save button

Delete profile picture Cancel

Create a CV from your profile.

% Me v MyLibrary My Skills My Interests

*Did you know that you can create professional CVs based on your Eurapass profile? Create your CV now o watch the tutorial video to see how”

@ Add profile in a new language | ®& Share | #¥ Settings | &) Date for

Profile @

Create a CV by clicking on
Create your CV now

0¥ # Edit
2 m
m My personal information v
W/

# Edit

Work experience €

Use the created profile as a base for the CV.

Create your CV Choose Start from your

profile

You can start from your profile, choose to update a CV stored in your library, import a Europass CV of cieate-e-rrew One. Your choice!

& Start from your profile & Select from My Library l [ X Import Europass CV | [ & Create new CV l

OMNIA




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

Select

S@kect Yo SRfre profic or parts of It by clicking on the crerkeaes placsd ned to sech section bakw

L) Salsct pmesorel informetion

ﬂ_

- "-"\'3 Faraonal Information
= A L) Cwts = birsk: pamsnees
m L) Garder Mals
‘ Ij Metionelty:
0 L Rtk
Contect otalls

- I
—

‘Wark experience

L) Eummer job In construction
Ezan rakannus

CSATES2ITE - T1DR/ATNE | Sapos, Arkend

L) Select sducetion srd sneining

Education and training

Ly Wocatlonal Qualification i Tourksm Indusiry
Omede, the Joind Authorfty of Education In Esgod Reghon

01BN e - Curet | AQW@s 7T7EI, Lekslenisty 1, 00070, Ty o Bapsa, Fiskn

wnw.omrinf

L Comprefsnsive sefood cerificate
PdEntadliin peraakouks

0102008 - DRI

L) Selnzt lerguepe skl

Language skills

Other language(s)
L1 English

Liatmsing
LL AL L I
1 - Prafichent usar
Rawding

LA AL L Ie

£1 - Profichent ussr

Spokan imeraction
Ll AL L Ie
1 - Froficiem unsr
Spolkan production
LA AL L L I
£1 - Proficlent unar
ritirg

LL AL L I

L) Sulect digemlakila

Digital skills
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Choose either Select
entire profile or choose
individual parts from the
list

Continue by clicking on the Next
button

D | Wizrzacht offce || Detiock | | [— || [P— || [ || [——— |IE“ Linksdin |

Choose if you want to edit the information.

Edit

Do you want to edit the information before creating your CV?

OMNIA




Choose the CV form (template).

Select template

Choose the template you want to use for your CV from the available Europass te
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ORK EX

017081996 - C
EXPERT -1

Choose the template you like best from
the given alternatives

Lorem ipsum d
enim ad minim
in reprehenden
sunt in culpa qu

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

» EDUCATIC
S 01/09/2016 - 3
. wwwhazga-hel
Add Europass logo: wwwhaaga-hel
Every page » LANGUAC
First page only
Maother tongue
® No
Add page numbers:
Yes ENGLISH
@ No Levels: Al arn
» DIGITALS
Irternzt Search
(Adobe Photos

Click the Next button at the bottom of the page.

X Exit

Give your CV a name and choose the correct format and place to save it. | Name your Cv with your own

Select format, save and share

Choose a name for your CV

name and letter CV (e.g. John
Doe CV)

Name ™ ’ / Save your CV in PDF format
Select format

.PDF

Save your CV

Save your CV in the Europass
library (Save in my Europass
Library), where it will remain in

| L Download ‘ ‘ (= savein My Europass Library Mbllsh on EURES ‘

OMNIA

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
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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.

X Exit

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

europass
European Union

E-‘- Me ~ My Library My skills My Interests

ities for you

Learn in Europe

oo D

WorkinEurope | Findajob  Finda course

£ Settings | | <2 See My Favourites

Jobs

Coming soon: Job suggestions by EURES, tailored to your profile

=

Courses

Update your profile or add new skills and interests to receive more suggestions of courses opportunities

© Add new skills

Create a CV/ computer technology
Create a cover letter

My Library

My Interests
Set your interests

© Add new interests

You can open previously
made and saved CV’s from
the My Library option

Me menu lets you log out

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

attachment to your application.

OMNIA




