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Welcome to biipmi.com!

biipmi aims to promote perennial documentation, personal branding as well as
lifelong learning. A cause to enhance every individual’s employability, biipmi has
integrated social networking, documenting, job searching, career enhancing
courses and personal branding all in one multi-purpose platform at
www.biipmi.com.

Biipmi.com offers exclusive services and features no other professional networking
platform in the world provides by providing users with a Cloud Service to Gain,
Retain, Regain their Career through a structured and innovative way of
documenting your lifelong learning outcomes and work experiences right from
learning institutions through retirement. This is to facilitate formal, informal and
non-formal learning, thereafter empowering users with the tools to brand
themselves through multimedia innovations. You will have access to any of your
vital details and information anytime anywhere. No more thumb drives and HDDs.

In a nutshell, biipmi.com allows individuals to customize:
o Profiles for employers to find you
Career, freelance and learning plans for latest offerings
Specific filters to pin-point job & course opportunities
Specific resumes and portfolios for career progression and advancement
Specific professional networks for social employability

o O O O

This guide serves to give you a comprehensive walkthrough, on every functions’
uses and how-to.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 5
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Getting Started

Register your FREE account at biipmi.com. Just key in your First
Name, Last Name and Email address, we will send a verification
message to your email. Click on the verification URL and you
are ready to start!

@ biipmicom ' \

You biipmi profile will be the landing
page. Take some time to complete

Your profile allows us to know you better so that we can serve you better!
Enter the individual headers correctly. Take your time!

this page. This will allow us to know
you better so that we can serve you
better and provide you with the
most relevant information.

Once you are done, click “SUBMIT”
and you be brought to Screen.

Post something, complete your

Password

New Password:*

Re-enter Password:*

Personal Details

First Name:*

Last Name:*

marketing

Me

. Display Name:*
resume, create a portfolio and many
Username:*
more!
Display Title:
We believe that everyone has the Bithday:
same or equal Opportunity tO Gender: | Choose not to reveal v
enhance their employability and we Nationaity: [ Singaporean .

hope to inspire people to care about
their lifelong employability.

To do this, we focused on providing
the best user experience. We take
great care and pride to ensure that
the features and tools we build
aligns with our idea of Employabiliy.
We strive to keep everything clear
and simple while offering relevant
content. We make sure that we are
constantly ahead by anticipating
needs not yet articulated by our
stakeholders, and offer innovative
solutions that set the highest
possible standards.

Country of Residence:

Residency Status:

State / Province:

City:

Street Name:

Apartment No:

Unit no:

Postal Code:

Contact No:

Account Recovery

Secret Question:*

Singapore

Citizen

What was your childhood nickname?

Secret Answer:*

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved.
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User Interface (Ul) Navigation

Biipmi offers a minimalistic and easy to grasp user interface for users to navigate
through the many functions with ease.

99¢l Liew Soon Long Vincent
i- Student (Singapore Polytechnic)

100 Points

Notifications
Password
Deactivation

5 Logout

1 - Home: Leads you back to biipmi homepage

2 - Menu Button: Click on this icon to acces the different features, Profile, Screen,
Portfolio etc. Number top left to this icon indicates the total number of new events
and notifications in the different menus.

3 - Notifications: Number of new events and notifications on the specific function.

4 - View all notifications: Leads you to the notification page to have an overview of
all new events.

5 - Search Bar: Enter keywords to search the system for relevant results.

6 - Account Settings: Where you cutomise your privacy settings, notifications and
change your password.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 7
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Profile

Your profile particulars are indispensable information to ensure the best utilisation
of this platform. Access this feature by clicking on the Menu icon, then Profile.

Personal Details

Personal details serve as a point of contact for people who wish to contact you as
well as vital information, like address, for job optimal job matches.

Display name:* ‘

Display name is an alias you would for yourself, it will appear on your profile.

Username (URL):* ‘ Boss ‘

Usernames allow you to easily promote your brand on biipmi with a short page
address. Your user URL can be used in your marketing communications, website
and business cards.

An example of a Username (URL) is http://www.biipmi.com/John.Tan

Employment .
availability:* |

Al

Red bt

This feature shows your availability with regards to recruitment offers.
- I am unemployed and ready to accept job offers

- | am employed but open to job offers
Red - I am employed and do not wish to receive any job offer

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 8
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Country of residence: | abc [ ]
Residency status: | citizen [ ]
State / Province: [ abc |
City: | abc |
Street name: | 123 |
Apartment no: [ |
Unit no: | abc |
Postal code: | abc |

You address will serve as an important information as it will be used as a reference
for your employability plans on your preferred working location using our Location-
based System.

Profile Picture

Your profile pictures reveals to others a great deal about what kind of personality or
character you might be. Hence, always use well-taken, suitable and presentable
pictures for your profile picture as well as for your resume pictures.

You can have up to a total of 5 pictures uploaded in the system and you can pick an
active display picture. Profile pictures are always used to attached to your Specific
Resumes.

Profile picture

Browse @eo—]

SUBMIT

Telele I

PROFILE PROFILE PROFILE PROFILE

Personal Details
Profile Picture
Email Address

Employability Plans

Career(s) Resume title Resume title Resume title Resume title Resume title

Services

Learning Plans 6
Courses 5

1 - browse for your picture on your PC directory

2 - once selected, click on submit to upload your photo into the system

3 - drop down option to set picture as display picture

4 - drop down option to delete selected picture

5 - picture with orange border indicates that it is your current display picture

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 9
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6 - resume titles below each picture indicates that the picture is being used in the
resume

E-mail Address

E-mail serves as a medium of contact between users and biipmi system via e-mail
notifications.

We recommend you add at least one personal address and one work address. After
adding the new address, go to that account and click the link in the confirmation
email to proceed.

Secondary E-mail

To add secondary email, click on ‘Add’ beside your primary email and a new field
will appear. Type in your secondary E-mail address, click on Verify - Go to that E-
mail account and click the link in the confirmation email to proceed

Secondary email: |E anderson@biipmi.com Set Delete Add

After successful verification, you can choose to set the address you want to use as
your primary email.

Your secondary email address will not receive any notifications or be used in any
form until it is being set as your Primary e-mail.
Employability Plans

Employability plans are plans that you make consciously to enhance your chances of
being employed, retain employment, or move up in the employment scale.

The essence of Employability Plans is a search for career and services that you
aspire to be instead of looking only in the present, your current employment. A
unique feature that biipmi provides to promote lifelong employability.

Your Employability Plans information will be used as search parameters for optimal
job matches that will be ‘pushed’ to your screen.

Employability Plans: Career(s)/Service(s)

Your career generally refers to a long term job. Services are what you can offer
(generally as a freelancer, part-timers.)

Al

Preferred Distance: [l  SHIFU

Preferred distance from home to work in km. Using location-based technology, the
distance will be taken using your home address as the reference when our system
helps you select the type of job

posting to recommend to you.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 10
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Skills Type: Details

Biipmi has provided a comprehensive databse of skills type which you can select
from, skills available will vary depending on your current industry. Click on details
to pick your skills type.

Skills Type Skills Description ||
Skills Type Skills Description |
Skills Type Skills Description |
Skills Type Skills Description ||
Skills Type Skills Description |

Check the boxes to pick the skills that you posses. Once done, click on hide to
collapse this field.

Remuneration range: SGD $ Per Assignment B
This is your expected salary range per selected period. Currency is in SGD.

Pull Parameters:: abc

Pull parameters are keywords you deploy for this Employability Plans whereby when
matched, job postings that contains the keywords in this field will be ‘pulled’ to you.

Employability plans: Career(s)
_ Career Delete Edit Add

Career Delete Edit Add

Employability plans: Services

__ Services Delete Edit

Services Delete Edit Add

This page is the list of your Employability Plans, you can choose to delete, edit or
add a new employability plan.

Learning Plans: Courses

Courses that you wish to take up, to enhance your career and employability can be
stated here. There are many institutional users on biipmi that offer a wide variety of

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 11
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courses, once a course matches your Learning Plans description, it will be
recommended to you via your screen.

Note that only the Field of Study is required field. Other fields serves as ‘filters’ to
help narrow down the courses you are looking for.

Field of Study:* abc

Input your intended field of study. E.g Business

Industry: abc

Enter the desired industry relative to your Field of Study.
Level: Free text

The level of the course. E.g Basic, Intermediate, Advanced

A

Course Type: Full Time

<

Full Time
Part Time
Short Courses
Select your preferred course type from the drop down menu.
Course Duration: abc
Your preferred course duration, if any. E.g 1month.

Course Fee: abc

Maximum course fee. Results will show courses less than or equals to the entered
amount in SGD.

Courses
Graphics design Delete Edit
ABC Delete Edit Add

This page is the list of courses that you wish to enrol in, you can choose to delete,
edit or add a new course learning plan.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 12
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Mai

Biipmi mail is a feature for contact between users, get to know other people,
introduce yourself using this feature. Access this feature by clicking on the Menu
icon, then Mail.

New message

New Message

Inbox

New Message

Click New Message on the side bar and you will be directed to this page.

Enter the e-mail address or display name of the recipients, write your message and
click SEND.

vincent@biipmi.com anderson@biipmi.com  anderson@biipmi.com andersosdasdsadasn@biipmi.com
andersosdasdsadasn@biipmi.com andersosdasdsadasn@biipmi.com  anderson@biipmi.com
vincent@biipmi.com vincent@biipmi.com  vincent@biipmi.com vincent@biipmi.com  vincent@biipmi.com

vincent@biipmi.com anderson@biipmi.com  anderson@biipmi.com andersosdasdsadasn@biipmi.com

andersosdasdsadasn@biipmi.com andersosdasdsadasn@biipmi.com anderson@biipmi.com

You are able to send to multiple recipients at once.

Inbox

Inbox is where all your mail are stored, including sent mails. Mails are stored in
thread form between the recipient and you.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 13
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Inbox

Q
? Anderson A
Peter
Inbox
New Message
. oo :
. Kelvin v

Your inbox is sorted by usernames and all your mail, incoming and outgoing, are
stored in their respective thread. Click anywhere on the bar or Show More in the
drop-down menu to access the conversation.

Incoming Messages

% Anderson

Peter

You will be notified of unread mails by the notification on top left the sender’s
profile picture, as well as the Menu icon. The number indicates the number of new
messages. Click on the thread to read the messages.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 14
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Inbox: Anderson

REPLY

Anderson 3 9:24 A
P Is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry
' A dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it Forward
a type speamen book. It has survived not only five centuries, but also the leap into electronic typt pejete
remaining essentially unchanged. It was popularised in the 1960s with the release of Letraset sheets containing
Lorem Ipsum passages, and more recently with desktop publishing software like Aldus PageMaker induding
versions of Lorem Ipsum.

Is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry

dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it Forward
a type speamen book. It has survived not only five centuries, but also the leap into electronic type gjock
remaining essentially unchanged. It was popularised in the 1960s with the release of Letraset shes
Lorem Ipsum passages, and more recently with desktop publishing software like Aldus PageMaker
versions of Lorem Ipsum.

4 J Liew Soon Long Vincent 31/09/12 18:11 N
|

Delete

Anderson 3 A
P Is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry
' A dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it Forward
a type speamen book. It has survived not only five centuries, but also the leap into electronic typé pejete
remaining essentially unchanged. It was popularised in the 1960s with the release of Letraset sheets containing
Lorem Ipsum passages, and more recently with desktop publishing software like Aldus PageMaker induding
versions of Lorem Ipsum.

Latest reply from either party will be shown on the top. Reply to the same recepient
by typing in the reply bar and pressing enter or clicking on REPLY.

Forwarding
You can forward mails to other people like you can in E-mails.

Anderson 31/09/12 19:24 A

Is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry

dummy text ever since the 1500s, when an unknown printer took a galley of type and scrambled it Forward

a type speamen book. It has survived not only five centuries, but also the leap into electronic typt pejete
remaining essentially unchanged. It was popularised in the 1960s with the release of Letraset sheets containing
Lorem Ipsum passages, and more recently with desktop publishing software like Aldus PageMaker induding
versions of Lorem Ipsum.

Simply select Forward from the drop-down menu

Inbox: Anderson: Forward

Is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the industry's standard dummy text
ever since the 1500s, when an unknown printer took a galley of type and scrambled it to make a type speamen book.

It has survived not only five centuries, but also the leap into electronic typesetting, remaining essentially unchanged.

It was popularised in the 1960s with the release of Letraset sheets containing Lorem Ipsum passages, and more recently
with desktop publishing software like Aldus PageMaker induding versions of Lorem Ipsum.

SEND

Enter the recipient(s) E-mail address or display name and click SEND.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 15
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Resume

Biipmi has devoted much time and resources to bring you the most advanced
resume builder, as we deem this as your most important investment tool. It is a
common mistake to just have one resume for all the various jobs you are applying
for. Access this feature by clicking on the Menu icon, then Resume.

Comprehensive resume

This is an exhaustive compilation of your achievements, awards, job experiences,
qualifications and skills. Record anything and everything that you have
accomplished.

Comprehensive resume
Introduction

Personal Achievements

Awards

Green boxes beside each category indicates that there is at least one entry, whereas
red boxes indicates that there are no entries.

A comprehensive resume allows you to establish an elaborate personal database of
yourself. This resume is only viewable by you and is an essential aid to creating
your specific resumes. Writing this helps build a strong core and enhances your
employability. This will be an extremely handy tool in pursuit of your ideal career.

You will be able to select from the list in this comprehensive resume, your relevant

achievements, awards, job experiences, qualifications and skills that you want to
show in your public and specific resumes

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 16
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Click proceed to start building your Comprehensive Resume.

Personal Statement

SUBMIT

Write about yourself here, describe yourself in relation to your career goal. Start
with your most attractive attributes and end with final statement(s) of soft skills or
other tangible traits. This section serves to capture interests of recruiters to look
further; therefore incorporate attractive features such as qualifications, professional
affiliations, figures, bottom line results, awards, clients etc. plus all those
characteristics that will distinguish you as a unique and ideal professional. This
introduction will serve as a template for your entire specific resume in which you
will be free to edit to make it more relevant.

Personal Achievements

Achievement: Manhunt Winner

Year:

SUBMIT CANCEL

Achievements are what differentiate one candidate from another. No achievement is
too trivial. You will never know what might come in handy when writing your
specific resume. Quantify and date your achievements.

Awards
Award:

Year:

SUBMIT CANCEL

Awards are your recognized achievements. Be specific; quantify and date them.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 17
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Job Experience

Company:

Date From:

Date To:

Job Position:

Salary: SGD$ Assignment 3
Job Description:

Job Achievement: Secured $1,000,000 worth of pre-fabrication project in 2011

Reason For Leaving:

SUBMIT CANCEL

This is an important part of your resume. It is recommended that you fill in all the
fields provided as these are common information required while filling up a resume.

Education

Institution: National University of Singapore
Qualification: Master in Engineering

Date From: Dec 2010

Date To: Oct 2012

Results: Distinction

cmca

State your education details in reverse chronological order. Start with your most
recent education, degree or postgraduate qualification. Ensure that you include
dates field, and If you have a high academic score you can include as well.

Certifications

Certifying Body: Institute for Adult Leaming
Certification: Diploma in Adult Continuing Education
Year: 2010

cca

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 18



Q bl ] pml-com User Manual for Individuals

amplify your career

State all the certifications (non-academic related) that you have attained over the
years. Although these are non-academic certifications, as long as you can show
certificate(s) to prove your attainment, they deserve a mention here.

Professional Qualifications

Qualifying Body: Professional Engineers Board (Singapore)
Qualification: Professional Engineer
Year: 2012

SUBMIT CANCEL

State all the professional qualifications that you have attained. Professional
qualifications are state-recognised qualifications that is a mark of your distinguised
achievement in your specialised field of practice.

Employability Skills

Skill Description Delete
Basic P
Skill Description Delete
Basic A

These sets of skills are imported from your Employability Plans. They will tell
potential employers what you are capable of doing and achieving.

1 d

Basic
Intermediate

Advanced
Under each skill, you have the option to select your proficiency of the skill.

Skills

Skill Description:

<

Level: Basic

SUBMIT CANCEL

Any other peripheral skills that you possess but not listed under the employability
skills section can be listed here.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 19
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Language proficiency

Language: Japanese

Writing: Nil ¢

Speaking: Nil ¢
o

Reading: Nil 3
A

Listening: Nil s

SUBMIT CANCEL

Being multi-lingual is a major advantage in our globalised workplace. People who
can speak more than one language will usually be preferred over those who don't.
List down any languages you can manage, even if they are very basic.

Nil

<

Basic
Intermediate

Advanced

Under each language, you have the option to select the proficiency of writing,
speaking, reading and listening in the respective language.

Ambitions

I aspire to own my own design house supporting the F&B sector within the next 15 years

SUBMIT

When your interviewer brings you in for an interview, they are very interested in
what you aspire to be in life, what your future ambitions are. Employers look for
someone who have foresight, has a plan for the future, not just the present.

Interests and Hobbies
Triathalon

SUBMIT

You can show your personality through your interests and hobbies, and yet still
remain professional. Employers want to know about your interests because they
also give them an insight into your skills. They also want to see that you are a well
rounded individual.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 20
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Civic Participation

Organization: Singapore Environment Council

Date From:

Date To:

Appointment Held: Project Manager

Work Description: Spearheading environmental awareness and action; actively facilitating

and co-ordinating green activities and programmes, thereby forging
links and working with the private sector, government, schools and
academic institutions and community to inspire and change mindsets.

Work Achievement: Secured $1,000,000 worth of pre-fabrication project in 2011

SUBMIT CANCEL

Civic Participation is community and voluntary activities you have participated in.
Civic affiliations are important because they showcase what you have given back to
the community. These could be places where you do business.

References

Character Reference:

Job Reference:

SUBMIT

Your references are one of your most valuable tools in your job search. Treat them
with great respect, and keep their contact information confidential.

Try to include at least two work-related references and one character reference
(preferably an academic reference), and if you can, include your current employer.

If you have limited work experience, list teachers/academics as references. Most
importantly, always remember to ask your referees for permission first. It is a great
idea to give them a courtesy call if you know they will be contacted. Finally, ensure
that referee contact details are correct - if you’re a recruiter, there’s nothing more
frustrating than chasing referee.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 21
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Adding new entry

dit Add

rI
1.
m
m
o

Tan Delet

For all the categories above, after submitting the first, subsequent visits will lead
you to a screen that lists out your entries for the category. Click on Add to add a
new entry.

Specific Resume

Many job-seekers use a one-size-fits-all resume to cast a wide net in an attempt to
snag the attention of employers as it saves time. How effective is this method?

Are your actual skills and possible contributions to these potential employers
clearly spelt out? Submitting a standard resume is becoming obsolete and it's going
to get harder to make yourself stand-out from the other hundred and one job-
seekers applying for the same job.

The purpose of creating your Comprehensive Resume is to aid in the creation of
this tailor-made resume to meet the specific employment goal in a job search.

A specific resume shows the potential employer your attention to details, your
interest and commitment to the job opportunity, and convinces the reader your
work will benefit a specific employer and that you should be among the candidates
invited in for a closer look.

With your Comprehensive Resume established, you are free to create any number of
specific resumes with ease. Your specific resumes can be attached and sent out to
your potential employers.

On the side bar at the bottom, click Specific Resume to access your specific
resumes.

CREATE SPECIFIC RESUME
UPLOAD SPECIFIC RESUME

On landing, you can choose to create or upload a specific resume.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 22
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Create

Your Comprehensive Resume serves as a database for you to expedite your process
in creating your Specific resume by simply checking on relevant information you
want to include.

The title of your Specific Resume is meant for your own reference only and will not
be seen by others.

Cover letter Details Hide

An effective cover letter should describe why you are interested in the position and
what qualifications or experience make you a good fit. It should outline your
relevant experience or education and also reflect your enthusiasm and willingness
to learn. You can also take the opportunity to highlight a special skill or quality you
possess that would be an asset for a candidate in that position.

A cover letter is also where you can sometimes make up for lack of experience or
education, by explaining how you would still be a good choice because of other
strengths. If the employer requires you to provide a suitable date for an interview,

or your salary expectations, a cover letter gives you the opportunity to mention
those details.

Objectives [E Details Hide

In this section of the specific resume, you should state clearly how you can
contribute to the organisation.

Picture Details Hide

You are able to attach a profile picture you have uploaded to this Specific Resume.

Hide

www.something.com

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 23
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In order to provide more space for quintessential functions, biipmi has decided not
to physically host videos. This is where you enter the link to your hosted videos and
media. A popular video host we recommend is www.youtube.com

Personal achievements

Awards

Job experiences

Education

Certifications

Professional Qualifications

Skills

Languages proficiency

. Ambitions

10.Interests and hobies

11.Civic Participation

12.References

©ONDUIAWN

Personal Achievements |
Year
Personal Achievements _
Year

All categories mentioned above uses the ‘cherry pick’ feature. Select entries from
your comprehensive resume that you want to include that are relevant to this
resume’s target audience. You are able to select multiple entries from the same
category.

Resume template Details Hide

1 2 3 4 5 6 7 8 9 10

SUBMIT CANCEL

You can select different template for your resume.

IMPORTANT: You will not be able to re-pick from the list once you click SUBMIT.
Once everything is done, click SUBMIT.

Specific Resume

Final year Project v

somethin
b Somethlnn%

. Vincent Liew v

’i Student
Singapore Polytechnic

Anderson Tan CK. v Anfernee T A

Boss Director

biipmi Pte Ltd b biipmi Pte L et

Anderson Tan CK. v Anfernee . Fonvard

Boss Director Do vieww

biipmi Pte Ltd b biipmi Pte L .
CREATE SPECIFIC RESUME
UPLOAD SPECIFIC RESUME

Ll 0

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 24
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After submission, your specific resume will be shown on the landing page. You can
choose to edit, forward, preview or delete the resume, or choose to create or
upload a new one.

Edit

Editing specific resume allows you to edit minor details to make it even more

targeted and specific to the target audience. This is an optional process if you feel
that the current one is adequate.

Public Resume

Specific resume is only specific for job search and submission, Public Resume is
available for public viewing. So plan what you want to include for public scrutiny.

The process of creating your Public Resume is identical to that of creating a Specific
Resume.

Unlike Specific Resume however, you are free to reselect and choose again from
your Comprehensive Resume what you wish to include.

© 2013 biipmi Pte Ltd (Singapore). All Rights Reserved. 25
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Portfolio

A portfolio is your personal branding tool to capture experiences, achievements and
learning outcomes. It demonstrates what is important at particular points in time -
your achievements, reflections on learning and, potentially, a rich and rounded
picture of abilities, aspirations and ambitions which might be useful for your
personal branding, development, career advancement/transition.

Imagine the Category as your folder(s). In this folder(s) you have many pages which

are your means of indicating significant projects/phases of your life that you want
to document. . Access this feature by clicking on the Menu icon, then Portfolio.

Click proceed to start creating your first Portfolio.

Your portfolio has categories and pages. You can have many categories and many
pages in a Category.

Create Category

Category

You do not have any category.
Please create one by dicking on Create Category. ¢

Category

Create Category @
Start by creating a Category by clicking on Create cetegory
Category Name:
Category Name is the name of this portfolio.
Link to resume: vetais

Link to resume allows you to link your relevant portfolio work or certifications to
selected entries from your Comprehensive Resume. This will link people who read
the entries to this Portfolio.

Doing so allows a more substantial prove of the qualities and achievements you
have listed in your Comprehensive Resume.
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Click on Details to expand the field.

Personal Achievements |
Year
Personal Achievements |
Year

Check and select from the list of your comprehensive resume, skills and
ahicevements that you wish to link this portfolio to.

Template:
1

SUBMIT

You can select different template for your Portfolio.

Once everything is done, click SUBMIT.

Category
Category r A Category name v Category name v
(01) (01) (01)
Edit
Category romerd Category name v Category name v
(01) Preview (01) (01)

Category
Create Category

Once submitted, you will be led to the category page where all your different
portfolio categories will be displayed.

The next step is to add content to your portfolio category.
Proceed by clicking on the category that you wish to add content to.

Create Page

Category: Polytechnic

To create new page, click CREATE PAGE
Add media: Images Videos
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The important part of your portfolio. Where you upload your work, certificates or
videos.

NOTE: Videos will not be physically uploaded into the system. The videos need to
be linked to a host, e.g www.youtube.com.

Reflection:

An integral part of a portfolio is reflection. Without it, your portfolio will just be a

scrapbook. Reflection enables you to understand yourself and plan better for your
future.

Tag: vincentbiipmicom vincentbiipmicom vincentbiipmicom

SUBMIT CANCEL

Tags are keywords you deploy for this Portfolio when other users searched for
similar keywords, your portfolio will appear in their search results.

Once done, click on SUBMIT

Category: Polytechnic

Page title A Page title v Page title v
Page title Page title v Page title v
CREATE PAGE

To add more pages in your portfolio category, click CREATE PAGE.
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Network
Welcome to the social aspect of biipmi.com. Stay connected and keep in touch with

people you know and expand your network with people of common interests by
joining cliques. Access this feature by clicking on the Menu icon, then click Network.

Friends

Friends are people you know that you wish to connect and befriend with.
Befriending allows you to post and comment on their walls and vice versa.

Friend Request

There are plenty of ways to go about sending a friend request. Most often, the
friend request option are available where there are user profiles.

You will see the option Add as Friend from the drop-down menu. Click on it and the
request will be sent.

Friends List

3
Friend /

Q
Liew Soon A Display name v Display name v
Display titl Display title Display title
Gender Gender | _Power | Gender
Display na e e Display name v ' Display name v
Friend rlSLJ\d'y‘ title ?Sp\ay title ?Splav title
GET— Gender Gender

1 - Users that are your friends
2 - Employment availability
- I am unemployed and ready to accept job offers
- | am employed but open to job offers
Red - I am employed and do not wish to receive any job offers
3 - Search bar within your friends list
4 - User’s current subscription status

Invite friend (non-user)

Introduce your friends to biipmi.com and put social employability into play. You
invite your friends directly through the system.
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Invite Friend

I would like to add you to my professional network to enhance our social employability.

Enter the E-mail address of your friend(s) that you wish to invite, You are able to
send multiple invitations at once, write your personal message to them and click
INVITE.

An E-mail invitation will be sent to the recipients and they will be able to sign up
directly.

Clique

Invite people from different areas of your life who share a common interest. Form a
clique and enjoy the group discussion features.

Befriend people who are not already your friends in a clique to expand your network.
Create

Anyone can create clique. The creator of the clique will by default be the
administrator of the clique.

Create Clique

Brm

SUBMIT

Enter clique name

Upload a picture for the clique

Write a short description about the purpose of this clique
Click SUBMIT

As the creator of the clique, you posses admin control over other members:
* Approve of invitations to clique
* Remove members

* Delete clique wall posts
» Delete the whole clique altogether
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NOTE: deleting a clique will cause the clique to be archived in the system instead of
completely being removed from the system.

Join

Look for cliques that you might be interested in by searching for keywords using
the search bar. Once you find a clique of your interest, click on the Clique.

Clique: Clique name
Clique Name
Clique Description
Total Membership (200) “

Click JOIN and a request will be sent to the clique administrator. Once approved,
you will be notified through notifications.

Clique Hompage

Clique: Clique name View Clique Members (199)

Clique name
Description

. Display name Jate/time v
message message message message message message messagaaaamessage message message message message
message messagaaaa message message message message message message messagaaas message message
message message message message messa

. Display name Date/time A
message message message message message message messagaaaamessage message message mess:
message messagaaaa message message message message message message messagaaas message m Reply
message message message message messa

. Display name Date/time v
message message message message message message messagaaaamessage message message message message
message messagaaaa message message message message message message messagaaas message message
message message message message messa

Display name Date/time A

message message message message message message messagaaaamessage message mess:
message message messagaaaa message message message message message message mess Reply
message message message message message message messa

Delete Post
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This is the general layout of a cliqgue homepage. Enjoy the group discussion feature
using the clique wall. All clique members can post on the clique wall and the poster
can delete his/her own post.

To view all members in the Clique, click View Cliqgue Members to the top right.

View Cligue Members

Clique: Clique name: Clique Members

Q
Friends
Liew Soon Long Vinc.. ~ Display name Display name v
Display title Display title Display title
Gender Gender Gender
F Display name v ¢ Display name Display name v
Display title Display title Display title
Gender Gender Gender
Members
Display name (3rd) v Display name (2nd) v Display name v
Display title Display title Display title
Gender Gender Gender
Liew Soon Long Vince. Display name v Display name v
Display title Display title Display title
N.A Female [ Power | Gender 2nd

1

This is an overview of Clique Members in a clique, they are categorized into your
friends and non-friends.

1 - indicates that the user is either your 2" or 31 degree friend.
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Screen

Apart from clique, your screen will be a place where you will interact with friends
and indirectly, with companies and institutions. Access this feature by clicking on
the Menu icon, then click Screen.

Screen posts

My Posts

WRITE

Enhance your post with images or videos

Liew Soon Long Vincent A

It is a long established fact that a reader will be distracted by the readable content of a page wk
its layout. The point of using Lorem Ipsum is that it has a more-or-less normal distribution of let
opposed to using "Content here, content here’, making it look like readable English. Many deskt0 Report
packages and web page editors now use Lorem Ipsum as their default model text, and a search
ipsum" will uncover many web sites still in their infancy. Various versions have evolved over the \
sometimes by accident,

Your screen serves as a place to write down your thoughts and opinions, similar to
a microblog. Your friends can view and comment on your posts and similarly
otherwise.

Job Postings

Job posting matches from your employability plans will be ‘pushed’ to your screen
for consideration.

Job Posting

Job title A
Company / agency
Date from - date to

Job title Favourite
Company / agency
Date from - date to

Job title S
Company / agency Delete
Date from - date to

You can click on the posting to go to the job post directly for more information.

Apply - Interested in a Job Posting? Select “Apply' to submit your Specific Resume
and Portfolio. Remember to create your Specific Resume to meet the specific
employment goal in a job posting. We recommend you to Favourite this Job Posting,
spend some time to create the ideal Specific Resume before applying.
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Forward - Have a friend whom you think will want to take up this job? Forward it to
him/her here, and have the posting pushed onto his/hers screen.

Report - There could be spamming Advertisements and Job Postings in the system
which you might have detected. Do us a favour by reporting these spams to our
cyber-guards..

Block - Do not wish to receive any further Job Posting from this particular company?
Block them here. You can always Unblock them if you change your mind later by
going to your Privacy Settings and remove the name from the Unblock List.

Delete - Do not want to see a particular Job Posting again? Delete it.

Courses

Courses that matches with your learning plans will be ‘pushed’ to your screen for
consideration.

Courses H

Course title A
Institution name
Address

Course title
Institution name
Address

Course title

Institution name

Address

Course title v
Institution name

Address

You can click on the course to go to the course listing directly for more information.
Apply - Interested in a Course? Apply here.

Forward - Have a friend whom you think will be interested in the course? Forward it
to him/her here, and have the course posting pushed onto his/her screen.

Report - There could be spamming Advertisements and Courses in the system, so
do us a favour by reporting these spams to our cyber-guards.

Block - Do not wish to receive any further Courses recommendation from this
particular institution or company? Block them here. You can always Unblock them if
you change your mind later by going to your Privacy Settings and remove the name
from the Unblock List.

Delete - Do not want to see a particular Courses recommendation again? Delete it.
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Search

Search function is an indispensable tool to search for friends, companies,
institutions or even job postings.

To search, click on the search bar

Enter keywords that you are looking for and press enter or click on the magnifying
glass.

Global (55)

Job Posting (05)
Career (05)
Services (05)
Courses (05)
Portfolio (05)

Resume (05)

Clique (05)
Company (05)
Agency (05)

Institution (05)

All relevant results will be shown and you will be able to filter through the search
results by clicking on the categories on the side bar.

Advanced Search

Advanced search is a PAID feature designed to help subscribers to take their search
to the next level by introducing enhanced filters. With these enhanced filters, users
can really pin-point the search efficiently. Here are the filters available for PAID
subscribers:

- Job Postings (has Advanced Filters)
- Services (has Advanced Filters)

- Courses (has Advanced Filters)

- Resume (has Advanced Filters)

- People (has Advanced Filters)
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Favourites

A collections of your favourite searches. When you favourite an item like a job
posting or a resume in the system, the items will be added here for future
references and actions. Access this feature by clicking on Menu icon, then click
Favourites.

Favouriting

Every results shown from your search will have the Favourite option available from
the drop-down menu

Click on favourite to add it to your favourite page.

Your favourite page is similar to your search result page with category filters by the
side bar.

Deleteing

You can delete a favourite using the drop-down menu and clicking on Delete
Favourite.
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Notifications

Notifications are updates and new events that are relevant to you. Access
notifications by clicking on the Menu icon and click VIEW ALL NOTIFICATIONS.

Notification: Who Viewed

)
wun
o
vy]
N
w
.

Anderson Tan CK posted on your screen posted on your screen

)
ul
o
h

N

L
o

Anderson Tan CK posted on your screen posted on your screen

Notifications are formatted so that you can respond to the notification, if needed,
with just a click. Blue text indicates that it is clickable and will lead you to its
respective directory.

Who Viewed
ofile
Screen
Application
ortfolio
Resume

Notifications are sorted into different categories, access them by clicking on the
side bar options.

Who Viewed - users who have viewed your profile

Profile - users that requested to view your profile and your profile changes
Screen - friends, job postings and courses that have been posted or ‘pushed’ to
your screen.

Application - status update on your job and course applications

Portfolio - users that requested to view your Portfolio, users that commented and
liked your portfolio

Resume - users that requested to view your Resume

Network - friends and cliques activity, joining, leaving, adding

Point - your points updates, expenditure, and subscription package

Mail - incoming unread messages.
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Status

Status is where you go to respond to requests, unlike Notifications where you are
only being notified, Status page is where you take actions on your pending requests.

Permission Requests - Pending
Friend / Company / Agency / Institution / People A
Screen / Profile Picture / Address / Contact Number / Careers [ Services / Courses

. Date and Time

Friend / Company / Agency / Institution / People Reject .
Portfolio / Public Resume / Friend List / Clique List / Favourite List
Date and Time

Accept or Reject requests by using the drop-down menu.

Permission Requests

Permission Requests H

Pending

Pending - list of Individuals or companies that have requested to view your contact
information

Accepted - individuals or companies you have allowed to view your information that
have been set to non-viewable under your privacy setting

Rejected - list of individuals or companies that you have declined the request to
view your contact information

To stop receiving requests, go to Employment Availability under Personal Details
and set to RED.

Job Application

Pending - Once you applied for a Job Posting, the item will be kept in the Pending
list. You can Report for spam, Delete the Job Application or Block the company
within the list.
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Considering - Once the job you applied for is acknowledged by the recruiting
company, the item will be ported over to this list. You can Report for spam, Delete
the Job Application or Block the company within the list.

Job Application - Considering

Job title ~
Company / agency
Date from - date to Report

Anderson Tar
It is a long established fact that a reader will be distracted by the readable content

Anderson Tar
It is a long established fact that a reader will be distracted by the readable content

REPLY

While under consideration, the recuruiting company can speak to you and vice versa
with regards to any queries and elucidations.

Accepted - Once the recruiting company accepts your job application, the item will
be ported over to this list. You can Reject the offer, Report for spam or Block the
company within the list

Rejected - This is the list that contains all the rejected Job Applications. You can
Report for spam, Delete the Job Application or Block the company within the list.

Job Offers
Job Offer |H

Pending

Accepted

CCEPRCE

Pending - If there is a job offer from companies or agencies, the offers will be kept
in the Pending list.

Accepted - Once you accepted your job offer, it will be ported over to this list.

Rejected - This is the list that contains all the rejected Job Offers. You can Report
for spam, Delete the Job Application or Block the company within the list.
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Network

Network
Invites Pending
Request Pending

Clique Invites

Invites Pending - This is where you can view all the Invites you have sent which are
awaiting action from the recipients. Choose Drop to remove the invitation.

Request Pending - This is where you can find all the invitations sent to you. Accept
or Reject the request accordingly, Report for spam or Block them within the list.
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Account Settings

Account settings includes your privacy and notifications settings. Changing of
account password, deactivating your account and logging out is done from this
menu too.

—

Notifications
Password
Deactivation

Logout

Access your account settings by clicking on the gear beside the Search bar and
selecting from the drop-down menu.

Privacy Settings
Privacy settings determines who can and cannot see your information

NOTE: There will be no submit button in your account settings as all settings will be
saved as you update them.

Details Hide

Companies Agencies Institutions Friends  Public Individual Custom

J | L - | L
_l u L - | L
_l u L - | L

Boxes that you check are the users that you wish to show your Profile, Screen,
Portfolio, Public Resume, Friends List, Clique and Favourites to.
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Hide List

List of friends that you wish to hide your information from, prohibiting them from
seeing the checklist items.

Block List

These are the list of people you have blocked. You will not receive further notices,
messages or notifications from them until they are removed from this list

Duration Setting

This determines the number of days; resumes and portfolios you have sent out are
available for viewing by the companies. The duration begins the instance you send
the documents.

E-mail notifications

You may choose to have various Notifications sent to your Primary email address by
selecting from the respective drop-down menus.

System notifications

You may choose to have the system to notify you, which will be shown on the
counter.

Change Password

Change password

Current password: | #orkooiorokon

NEw PasSWOrd:  sesomssosososonoson oo Password strenatt
Re-enter password: — #osomsiomoromomiononionon ok

Minimum 8-characters, at least one alpha character
and one numeric character. Password is case sensitive.

SUBMIT

Changing password regularly ensures your account security. Keep in mind that your
password has to be alphanumeric.
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