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Side Nav Menu

2

The menu bar on the left side of the

screen allows you to access the

different features in the app.

1

The Dashboard gives you an

overview of your overall progress.

2

The Marketplace is where you can

browse different services available

and spend your tokens how you

want.

3

Job Management lets you search,

track, and plan for jobs.

4

Networking helps you discover

interesting events, manage your

contacts, and grow your network.

5

6

Career Path Explorer helps you 

find relevant roles for your

existing skill set and see which in-

demand skills you are missing.



Side Nav Menu

3

The Learning tab is an online

center and teaches you what you

need to know to get a job, from

resume building to interview prep.

7

The Resume Builder will take you

through a step-by-step process to

help you create a new resume,

which you can then export.

8

9

Support takes you to a help center

where you may look for solutions in

the knowledge base, submit help

tickets, or request features.
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Companies keeps track of

relevant companies and aids in

research.



At the top left of the screen, there is a purple button (     ) used to minimize the side

nav. This may be useful if you have limited screen space or a small monitor.

Top Menu

Under your name on the top right, you can access your account settings or log out.

Once you click on your name, you will see additional options.

4

Clicking the My Services button on the top right, will take you to a page with a list of

all your services and the option to access them.



Dashboard
Chapter 2
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Overview

The Dashboard contains several cards that show you meaningful data, reminders and

actions. From this screen, you can see your job applications, your marketplace

services, your to-do list, recommended job postings and more. This section will

highlight each of the card's features and purposes.
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Job Applications Card

See your weekly job application

progress, meet your goals and compare

your performance to how others are

doing. 

Marketplace Card

The marketplace card displays the

number of tokens you have, and it

displays a list of services that you have

purchased already. You can access

your services from here and view the

details of your order.

To-Do Card Contacts Card

The To-Do List is a user-created list of

reminders to keep you on task

throughout the job search journey. 

View, manage, and reach out to your

contacts once you have added or

imported them into the app.
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Online Learning Card Other Cards

Start learning with the online video

courses, or continue where you left

off, straight from the dashboard. The

card contains a brief summary of the

video's content for your

convenience.

There are several smaller cards that

contain suggestions or personalized

data for your review. There are job

recommendations, follow-up

suggestions, and a weekly usage

summary.



Marketplace
Chapter 3
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The Marketplace is where you can spend your tokens on career transition services. It
is categorized into different types of services making it easy for you to find and sort
through our many offered services.

What is the Marketplace?

You can find world-class coaching services from our industry partners, services that
can upskill and reskill your professional toolkit, and there is a wide suite of
contemporary services that can suit your needs.
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Select a service from the marketplace
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How to Make A Purchase
Making a purchase on the Thrive Marketplace is simple.

Click "Buy Now" on the services details page

Click "Confirm Purchase" in the popup window



Job Management
Chapter 4
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The job management tab will be the central location for managing your job search and

opportunities on Thrive.

Job Management

Under the job search tab,

you can search millions of

opportunities hosted on

company websites and a

significant number of job

boards across the world. You

never need to leave Thrive

to find opportunities.

Job Search

In the job tracker, you will be

able to monitor each

opportunity that you have

engaged with through

Thrive. By installing our

Chrome Extension (more

information available on

page 14), you can save

opportunities from any hiring

resource directly to Thrive. 

Job Tracker
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How to Use Job Tracker
Opportunities can be added by using our Chrome Extension

or manually by selecting the  + Add a Job button. After

opportunities have been added, they are easy to manage.

All you have to do is drag and drop prospects as you

progress through the job application process. By clicking on

an opportunity, you will be taken to the Opportunity Details

page (view page 13 for more details).

Opportunity Details
Clicking a saved opportunity from the job tracker will bring you to a more detailed

view of the job posting. Here you'll find the job description as well as company and

contact information. You can also leave yourself notes about the application process

and save interview times on this page. 
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With the Thrive Chrome Extension,

you can save opportunities to your

account from any hiring resource.

Now with our SmartTracker, you
can also get immediate feedback on

how your qualifications match up

with the posting requirements.

Chrome Extension
T

Downloading and using the Thrive Chrome Extension is

easy! A bar will appear on the job seeker portal dashboard,

prompting you to add the extension. Simply click "Install for

Chrome" and it's ready to go. Once the extension is

downloaded, navigate to your favourite hiring resource and
select an opportunity. The extension will pop up

automatically encouraging you to save it to your account.

How to Download & Use 
The Chrome Extension



SmartTracker

An exciting new feature

of the Thrive Chrome

Extension is

SmartTracker - the

world's first-ever real-

time resume analysis

chrome extension. To

use this feature you

must have a resume

written and saved In

your Thrive account. 
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How to Use

SmartTracker

Once you have a Resume saved to your

account, you can begin comparing your

resume with job postings. 

Start by navigating to your favourite

hiring resource and finding a posting

you are interested in. Once you’ve

selected an opportunity, the Extension

should pop up with the prompts

“Compare with your Resume” and

“Save This Job!” 

After selecting “Compare with your

Resume” you will be prompted to

choose one of the documents saved to

your account. Once you’ve selected a

Resume to compare SmartTracker will

read the job posting and compare it’s

requirements to your qualifications.

SmartTracker will then give you
feedback on how well your Resume

matches the job description. 
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Edit & Reanalyze

Use SmartTracker’s feedback to improve your results. Click “Edit Your Resume”

to return to the Resume Builder and make suggested changes. 

After revisiting your resume to make changes, SmartTracker will prompt you to

Reanalyze your compatibility with the posting. 

If you have made recommended changes to your resume you will see updated

results after reanalyzing. 

How Does It
Work?

SmartTracker uses the same technology as

Applicant Tracking Systems to compare

your resume with the requirements in a job

posting. 

The feedback generated by the

SmartTracker should act as a guideline to

help you tailor your application. Getting a

Good Match is not a guarantee that you will

receive an interview. 



Networking
Chapter 5
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Overview

From the Networking Dashboard, you will see a highlight of the activities you can

accomplish on Thrive, including browsing events, syncing contacts, and managing a

to-do list of networking activities. 

19

In networking, you will be able to manage relationships, track contacts, search for

events, and use email templates to engage your professional network.

Networking Dashboard



Under Event Search you will be able to browse events listed on public social event

pages such as EventBrite. You will be able to update your Interests (the types of

events you want to go to) and the location of where you would like to search for

events. Once you find an event you can RSVP and share the invite and invite friends. 

Event Search

20

Email Builder
In networking, you will be able to manage relationships, track contacts, search for

events, and use email templates to engage your professional network.

You can upload your contacts by importing a CSV document. You can also manually

add contacts by selecting + Add Contact. 

Contacts



Companies
Chapter 6
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Under the Companies tab you will see all the companies that you have interacted with

in your job search. This information is automatically saved from your activity in the

Job Management section of the app. 

If you want to focus on a company that you have yet to engage with, you can click the

+ Add Company button to add their information. 

Features in this section work in a similar fashion to Job Management. You can store

information, track progress, and do company research. 

The companies page works just like the job tracker and contacts page.

22

Overview



Learning Centre
Chapter 7
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Overview

In the Learning Centre, you will get access to content designed to walk you through

the job search journey. The learning centre contains courses and lessons on specific

job search topics. 

Your progress is automatically saved as you watch each video, so it is easy to

continue where you left off. On the right-hand side, you can also download course

content and get access to third-party content. 

When you start a lesson, you will be able to watch the video, read the summary and

the transcript, and access various lesson resources. 
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Resume Builder
Chapter 8

25



Overview

The Resume Builder helps walk you through the steps to creating a great resume that

focuses on your accomplishments. It’ll then save all of your resumes in the Resume

Builder Dashboard. 
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On the dashboard, you can view all of the resumes you have created in the app. You

can duplicate a resume to make minor changes, as customization is encouraged for

different job applications. Re-naming your resumes will help you differentiate them. 

To create new resumes, click on + New Resume, where you will then be able to select

a resume template and begin filling in your content. 

The Resume Builder dashboard lists all of your resumes.

Resume Dashboard



After selecting a template, you are prompted to fill in the required resume sections –

Header, Profile, Experience, and Education – while receiving tips and examples along

the way. You can preview your resume as you build it, and once you are all finished,

download the resume to Word or PDF to submit to an employer.
 
Remember to double-check your resume once you have exported it, and don’t forget,

you can always play around with the formatting in Microsoft Word to suit your needs! 

The Resume Builder walks you through a step-by-step process.

Resume Builder
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Career Path
Explorer

Chapter 9

28



The Career Path Explorer leverages real-world job posting data and a continuously

evolving skills database to help guide your career advancement decisions. With it, you

can discover new career opportunities, whether employment demand for your desired

career path is growing and view which in-demand skills you should focus on

developing. 

After uploading your resume, the Career Path Explorer will create your SkillsID and

recommend jobs that use your existing skillsets. You can browse the types of roles

your skills are a great match for and learn more about the job prospects within that

field. 

If you're interested in an entirely new role, this tool will show you what skills you

already possess for the position and the top skills to acquire to become a competitive

job applicant.

Career Path Explorer

29



30

How to Use The 
Career Path Explorer 

You can browse and learn more about career paths you're interested in

right away by entering a keyword in the search bar. However, we

recommend uploading your resume to get started! You can do this by

clicking the "Select Resume" button at the bottom of the main Career Path

Explorer page and uploading a resume from your computer or selecting a

resume from the Thrive Resume Builder. Any new resume upload will

automatically save to the Resume Builder.

 Now that you have your list of skills, you can click "Explore Careers".
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How to Use The 
Career Path Explorer 

You will be taken to a list of recommended career paths, based on your
SkillsID profile. You can also search for careers that you’re interested in
by entering job titles or keywords into the top search bar.

Your SkillsID shows your skills versus the skills employers are often
interested in for this role. The Key Skills list is a good indication of
which skills are most valuable for you to learn.

You can click "Learn More" on any of the job titles for more information
about the role, related job titles in that field, job demand and the median
salary for this kind of role. You can compare these statistics with other
geographic regions across Canada to watch trends in your career path
and see what jobs are in demand based on your Key Skills, and where. 
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How to Use The 
Career Path Explorer 

If you see a job you're interested in, you can either click to view more

details, or save it to your Job Tracker. 
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How to Use The 
Career Path Explorer 

Once you've clicked "Learn More" on a career, you can scroll down to

the Recommended Courses. You'll find course recommendations from

Linkedin Learning for skills related to this career. You can click "Access

Course" to be taken to the page to redeem tokens for a Linkedin

Learning subscription or 'Learn More' to view the course if you already

have Linkedin Learning. 



Support & Account
Settings

Chapter 9
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By clicking on support you will be redirected to

our support solution center where you can

browse general questions about our platform,

submit a support tickets, or request features. 

Support

You can edit your account settings by clicking

on your name on the top right hand corner and

selecting Account Settings. 

You can update your email address or change

your password from this screen. Please note
that changing your email will require you to log

in again. 

Account Settings
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Thrive is here to support you in your career transition at

every step of the way.

If you need any assistance or additional support, our client

services team is ready to answer your questions. Simply

send us an email at support@thrivemycareer.com and one

of our team members will reach out.

We are thrilled to embark on this career journey with you!

Thrive Team

Thank You
For Choosing

Thrive


