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Step 1: Accepting Invitation and Creating an 
Account

1. Open your email and find an 
email from Skilllab Support. 
Click to open the invitation and 
then click Accept Invitation to 
access the matching tool and 
the educators portal
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2. Create a password for 
your account.

3. Click Sign in
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Educators’ Access

As the educator, 
you will have 
access to your 
institution’s 
educators portal, 
where you can 
invite your 
students to use 
the tool.
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Step 2: Inviting Learners to the Learners App

1. Click on the 
Invitations tab.

2. Click on Invite users.

3. Select Invite multiple 
users by email.
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4. Enter an invitation name to 
help you monitor your invitation 
better. 

5. Select the language of your 
invitation.

6. Click Next.

7. Enter the email address and 
the name of the learner you 
want to invite. Click Add more if 
you want to invite multiple 
learners.

8. Click Personalize message.
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9. Select Learners’ Invitation as the 
message template. You can also keep the 
default template and compose your own 
message.

10. Click Send invite.
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Step 3: Monitoring a Learner’s Progress and Checking their 
Profile

1. Click on the learner’s name to open 
their profile.

2. Click on the tab you want to view in 
the learner’s profile. You can view their 
personal info, career matches, 
experiences, and skills.
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Step 4: Generating Learners’ CV, career match and 
skills match documents

Below are some documents you can download to understand your learners’ 
better:

1. CV
Shows all the learner’s professional, educational and other life experiences and 
all the skills they learn from these experiences.

2. Career match
Shows the top 50 career that match the learners’ skillset.

3. Skills match
Shows how well a learners’ skillset matches a specific career.
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To generate a specific 
learner’s skills-based 
documents, click on 
the name of the 
learner on the 
educator portal main 
pane.
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1. To generate learners CV, click 
on the View CV button on the 
learner’s profile summary.

2. To generate a career match 
document, click on the Career 
Matches tab and then click on 
the Download button on the 
top right corner.
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3. To generate a skills match 
document, click on an 
occupation/career, then 
click on the Download 
button under the skills 
summary.



Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do not necessarily reflect those of the European 
Union or the European Education and Culture Executive Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.

Step 5: Move Learners Between Stages

a) Moving From In Progress to Profile Completed

1. Navigate to the learner 
profile that you want to 
move and click on the 
three dots button.

2. Choose Mark Completed 
from the drop down menu.

3. Click Mark Completed.
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Note: 
Learners can only be moved between “In 
Progress” to “Profile Completed” and “Profile 
Completed” to “Outcome”. 

b) Moving From Profile Completed to Outcome

1. Navigate to the learner profile that you want 
to move and click on the three dots button.

2. Choose Add outcome from the drop down 
menu.

3. Select the outcome from the dropdown 
menu.

4. Click Add outcome.
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Logging In to the Educators’ Portal

1. Enter the URL in your browser: 
skilllab.app/admin/[your-organization- 
name]. See example below.

2.  Enter your e-mail and password.

3.  Click Sign in.
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For step by step guide for the matching tool, please refer 
to the user/student guide


