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1. Introduction 

This document provides a guide for employer’s functionalities in eaststop.com . 

2. Business Rules and Features 

The following are the business rules and features provided in eaststop.com. 

i. Language 

Eaststop.com portal currently caters for viewing in English, Simplified Chinese, Bahasa 
Indonesian and Vietnamese. 

ii. Registration Approval 

Upon registration as an employer with eaststop.com, eaststop staff will set the approval 
flag before the employer proceeds with setting up their profiles, job postings and other 
features. 

iii. Payment 

Employers may purchase job / resume credits and made online payment via PayPal (a 
secure online payment mechanism). 

iv. Resume Search and Request 

Employers are able to search resumes from the resume bank and request for full 
candidate details with resume credits. 

v. Job Postings 

Employers with valid job credits are able to post jobs online. 

vi. Job Criteria Setup 

Employers may setup job criteria whereby candidates’ attributes will be matched to the job 
criteria before the application is being sent to the employer. 
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3. Registration 

To register for an eaststop.com  employer account, visit our website http://www.eaststop.com 
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From the top navigation bar, click ‘Employer’  link. 

 

An employer login screen is displayed. Click on ‘Join NOW!’  link to launch the employer 
registration page. 
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The registration page is displayed as follows: 

 

Enter the mandatory fields: 

·  First Name 

·  Last Name 

·  Business Name 

·  Member ID 

·  E-mail 

·  Contact Number 

You may also choose your 
preferred language (English, 
Simplified Chinese, Bahasa 
Indonesian or Vietnamese). 

 

Upon submission, the following screen will be displayed notifying you that confirmation will be sent 
upon successful registration. 

 
Note: 

Approval of the registration is required from eaststop before you can proceed further with creation 
of company’s profile, purchase of job posting credits, purchase of resume credits, submission of 
job postings, viewing of resumes, request for resumes etc. 
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4. Login 

After your account has been approved, you can login to eaststop portal and proceed with setting 
up company profile, purchasing job post credits and postings jobs etc. 

From the top navigation bar, click ‘Employer’  link. 

 

An employer login screen will be displayed. Enter the login details and click ‘LOGIN’ . 
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5. Employer Account 

Upon successful login, you will be directed to the employer menu page. 

This page displays a status summary and lists the main functions available for you as an 
employer. 
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The functions available are: 

Menu Group Menu Item Description 

·  Account Details Maintain account details such as 
name, contact details and preferred 
language. 

·  Change Password Change login password 

Account 

·  Language Select preferred language 

·  View Profile View profile details  Profile 

·  Edit Profile Maintain profile details such as 
company information, logo, contact 
information, etc. 

·  Browse Resumes Browse all resumes in the resume 
bank without contact details 

·  Bookmark resumes Bookmark resumes for future actions 

·  View Credit Status View number of resume credits 
purchased, utilized, balance, etc. 

·  Request to view 
anonymous resume 

Request to release anonymous 
resume’s contact details 

·  View non-anonymous 
resumes 

Opt to view non-anonymous resumes’ 
contact details 

Resumes 

·  Subscription Purchase resume credits to view 
resumes or subscribe to view 
resumes 

·  Job Post Manager List online and offline jobs posted 

·  Post a New Job Post new jobs 

·  View credit Status View number of job credits purchased, 
utilized, balance, etc. 

Posts 

·  Posting Credits Purchase job credits to post jobs 

Application Manager ·  Application Manager List job applications 
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5.1 Account Details 

 

This page allows you to edit 
account details and select 
options for language 
preference. 

5.2 Change Password 

 

This page allows you to 
change password. 

 

5.3 Language 

 

This page allows you to 
select language preference. 
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6. Profile 

An employer profile is like a business card. Job Seeker will look at the profile to learn more 
information about the company’s business, including contact details, and other important 
information.  Hence, it is highly advised that you setup an employer profile. 

6.1 View Profile 

Click on ‘View Profile’ to display the profile. 

If this is the first time you are accessing your account, upon clicking ‘View Profile’ , you will 
see this page. 

 

Click on ‘Click here’  to 
proceed to edit your 
employer profile. 

Alternatively, you may click 
on ‘Edit Profile’  on 
the left navigation to 
proceed. 
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6.2 Edit Profile 

This page allows you edit your company profile and upload company’s logo. 

 

 

The mandatory fields for 
profile are: 

·  Business Name 

·  Contact Name 

·  Email 

·  City / Town 

·  Country 

It is advisable for you to 
upload your company logo 
as this will be displayed on 
the home page of eaststop 
portal for recent employers. 

The logo will be displayed in 
the website’s Employer 
Directory  as well. 

Note for logo upload: 

The acceptable file 
dimension and file type are: 

·  Dimension:127px by 
41px 

·  File type: gif, jpeg, 
bitmap 
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7. Posts 

7.1 Job Post Manager 

From the left navigation, click ‘Job Post Manager’ .  
This page displays a status summary of the employer’s job postings. 

 

The jobs are listing in 2 tables, ‘Online’ and ‘Offline’. 

- online  table displays jobs which are approved and posted within 100 days 

- Offline  table displays jobs which are pending approval, not approved or posted 
more than 100 days ago. 
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7.2 Job Post – Actions 

Based on the status of each post, different set of actions (‘edit’, ‘repost’, ‘set  
online’, ‘set offline’, ‘refresh’ and ‘delete’ ) are available. 

The table below describes the actions available: 

Action Description Condition 

Edit Edit the details of a posted job. This action is allowed for jobs which are 
posted within 30 days. 

Repost Post a new job using an existing 
job post as template. 

A job credit is used for the repost. 

No restrictions for this action. 

Set 
Offline 

Setting a job to offline is to remove 
the post from the website’s job 
listing, i.e. job will not be searchable 
by the public. 

You may set it back to ‘online’ 
later if it’s within 30 days from the 
date posted. 

This action is allowed for jobs which are 
approved and posted within 100 days. 

Set 
Online 

Setting a job to online is to set an 
‘offline’ post back to ‘online’ status, 
making it searchable in the website 
by the public again. 

This action is allowed for jobs which are 
previously set to ‘offline’ and posted within 
30 days. 

Refresh Refreshing a job is to bring the job 
to the top of the job search list. 

This action is allowed once for jobs which 
are posted within 30 days. 

Delete Delete a posted job. 

Upon deletion, the job post will be 
removed from the listing. 

No job credits will be refunded 
when posts are deleted. 

This action is allowed for jobs without 
applications.  
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7.3 Post a New Job 

To post a new job, on the left navigation, click ‘Post a New Job’ . 

If you have available job posting credit with eaststop, this form will be displayed for you to post a 
job advertisement. 

 

 

The mandatory fields to 
be filled for a job post 
are : 

·  Job Title 

·  Posted By 

·  Industry 

·  Email (where 
applications will be 
routed to) 

·  Closing Date 

·  Job Type 

·  Location 

·  Education Level 

·  Field of Study 

·  Discipline 

·  Responsibilities 

After entering the details 
of the job post, click on 
‘SAVE’  to submit the 
posting. 
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If you intend to route your application to your company’s recruitment portal inside of receiving 
email applications via your mailbox, then enter your company’s recruitment portal in the field 
‘Application URL’ . 

After saving the post, you may choose to return to the ‘Job Manager’  or proceed to setup 
‘Job Criteria’. 
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7.4 Setup Job Criteria 

Setting job criteria is to set conditions for receiving job applications.  

The criteria are based on candidates’ attributes such as: 

·  Country (currently in) 

·  Discipline 

·  Specialization 

·  Working Industry 

More than one attribute may be chosen for each criterion. To select multiple, press ‘ctrl’  
key and click the desired attribute. 

After selecting the criteria, you may choose to receive applications from candidates who 
satisfy more than 50% of the criteria, or to receive all applications. 

Upon submission of a job application, the candidate’s attributes will be matched against the 
job criteria set. The application will be forwarded to the employer based on the action set. 
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7.5 My Job Credits 

To view the job credit status, click on ‘My Job Credits’  on the left menu. 
A status summary of the number of job credits purchased, utilized, expired will be shown. 
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7.6 Posting Orders 

If you do not have available posting credits and attempts to post a new job, the system will display 
the following page for you to proceed to purchase job credits. 

 

To proceed with job credits 
purchase, click on the 
‘Order Ads!’ , or 
alternatively, click on ‘My 
Posting Orders’  on the 
left navigation. 

 

The following screen will be displayed: 

 
You may select to purchase a package from the option listed. 

After selecting the package, click ‘Place Order’  to proceed with the ordering. 
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The following screen will be displayed after clicking ‘Place Order’  from the previous page. 

 

This page shows the type of order you have placed and the payment option available for you. 

You may proceed to pay for your job credits now or later by choosing: 
·  ‘Confirm & Pay >>  
·  ‘Confirm & Pay Later >>  

If you select ‘CONFIRM & PAY’ , this screen will be shown: 

 

The online payment method 
eaststop currently provides is 
PayPal , a secured credit card 
online payment mechanism. 

To proceed, click on the ‘Pay 
with PayPal’  button. The page 
will be re-directed to PayPal’s 
website. 

If you select ‘CONFIRM ORDER’, this screen will be shown: 

 

An email is sent to eaststop 
whereby our staff will contact 
you for payment advice. 
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8. Resumes 

8.1 Browse Resume 

Click on ‘Browse Resumes’  on the left navigation to search for resumes in our resume bank. 

 

This is a basic search page which allows you to search using the basic criteria. 

After setting the search criteria, click ‘SEARCH’  to view the search results. 

Based on the search criteria set, a list of resumes will be displayed. 
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Advanced Search: 

To refine your search, click on ‘Advanced Search’  on the top right corner of the Basic Search 
page. 

This page allows you to refine your search with more selection criteria. 
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8.2 Resume Details 

From the list of resume, click on the resume to view the detailed resume. 

The resume’s contact details are blocked by default. 

Following are the actions available for you at the resume detail page. 

Action Description Condition 
Bookmark resume Bookmark resume for future action No restrictions 
Unmark resume Remove previously set bookmark No restrictions 
Display Candidate’s 
contacts 

Opt to view non-anonymous 
resume 

Need to have valid resume 
credits 

Request contact Details Request release of anonymous 
resume 

Need to have valid resume 
credits 

8.3 Bookmark Resume 

To bookmark the resume for future action, click ‘Bookmark this resume’ . You may retrieve 
this resume from the ‘My Bookmark’  list. 
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8.4 Request non-anonymous Resume 

If the candidate has set his/her resume as non-anonymous, you’ll see a red button ‘DISPLAY 
CANDIDATE’S CONTACTS’ for you to opt to view the resume. 
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Upon clicking the button, this page is displayed. To proceed to view the resume, 1 resume credit 
will be deducted from your account. 

 

Upon clicking ‘SUBMIT’ , the resume’s contact details will be displayed. 
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8.5 Request anonymous resume 

If the candidate has set his/her resume as anonymous, you’ll see a red button ‘REQUEST 
CONTACT DETAILS’ for you to request to view the resume. 

 

To proceed to request, click on the button. 
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This page is displayed for you to enter your request details: 

 

Enter your name and message, if any, and click ‘SEND REQUEST’ to send the request. 

Upon sending, 1 resume credit from your account will be deducted. 

 

The candidate will receive an email notification of your request whereby he / she has to login to 
their eaststop candidate account to grant / refuse your request. 

If the candidate refuses your request, the resume credit previously deducted from your account 
will be refunded to you. 

If the request has lapsed for 10 days without any response from the candidate, the resume credit 
will also be refunded to you. 
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8.6 Resume Credit 

To view the resume credit status, click on ‘My Resume Credits’ on the left menu. 
A status summary of the number of resume credits purchased, utilized, refunded expired will be 
shown. 
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8.7 Subscription 

On the left menu, under ‘Resumes’  section, click ‘My Subscriptions’ . This page displays 
your subscriptions transacted as well as the option to subscribe for more resume credits. 

Based on your resume search requirements, you may choose a subscription plan to suit your 
needs. 
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Resume subscription plan is categorized into 2 types: 

i. Monthly Subscription Plan: 

Resume credits quota is allotted on a monthly basis up till the number of months of the 
subscription plan. 

ii. Resume Credit Purchase 

Purchase resume credits to be utilized within a period. 

Choose a plan and click ‘PLACE ORDER’ . 

A confirmation page is displayed as follows: 

 

You may confirm your order and make online payment by clicking ‘CONFIRM & PAY’ . 

Alternatively, if you do not wish to make online payment, you may click on ‘CONFIRM ORDER’ 
whereby our staff will contact you for payment advice. 

Resume credits will be allotted into your account once order is completed. 



 

EASTSTOP USER GUIDE  – EMPLOYER ACCOUNT 

 
 
 

July 2009 – v 1.2 page 32 

All proprietary rights in and associated with the information notified by eaststop  shall at all times rest with eaststop . You shall 
do all that is necessary to protect these rights, including but not limited to, taking all measures necessary to keep confidential 
the information notified by eaststop . In addition you shall not directly or indirectly use or divulge, or allow to be used or divulged 
such information to or by any third party. You shall immediately notify eaststop  of anything which may adversely affect such 
information or eaststop’s  rights thereunder.   Copyright eaststop  

 

8.8 Resume List 

There 3 lists under the ‘Resumes’ section which allows to view your resumes according to 
different purposes. 

i. My Resume List - List of resumes which you have been granted full contact 
details by the candidates. 

ii. My Resume Request - List of anonymous resumes which you have requested to view. 
iii. My Bookmarks - List of resumes which you have bookmarked. 

My Resume List: 

 

The last column of the list shows the source of the resume, explanation as follows: 

·  A = this resume belongs to candidate who has applied to your job posting 

·  R = this resume belongs to candidate who has granted you access to view his / her 
resume in response to your resume request 

·  Blank = this is an non-anonymous resume which you have opted to view 
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My Resume Request: 

This list shows your resume request with break downs into resumes requested, granted and 
requested. 

 



 

EASTSTOP USER GUIDE  – EMPLOYER ACCOUNT 

 
 
 

July 2009 – v 1.2 page 34 

All proprietary rights in and associated with the information notified by eaststop  shall at all times rest with eaststop . You shall 
do all that is necessary to protect these rights, including but not limited to, taking all measures necessary to keep confidential 
the information notified by eaststop . In addition you shall not directly or indirectly use or divulge, or allow to be used or divulged 
such information to or by any third party. You shall immediately notify eaststop  of anything which may adversely affect such 
information or eaststop’s  rights thereunder.   Copyright eaststop  

 

My Bookmarks 

This list displays the list of resumes which you have bookmarked. 
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9. Application Manager 

Click on ‘Application Manger’  from the left navigation. This page displays a list of applicants 
who have applied to your job postings. 

 
To view the applicant’s resume, click on the applicant’s name. 

To view the cover letter of the application, click on the cover letter link. 

%Fit: 

The last column of the list shows the ‘%Fit’  of the applicant to the position.  

This figure is calculated only if the job criteria is set for the position (refer to 0) 


