
Job Ready Employer Portal 

1. Go to the Energy Skills Solutions website. 

www.energyskillssolutions.edu.au 

2. Select JOB READY from the menu. 

 

 

3. Select EMPLOYER PORTAL in the drop-down list. 
 

4. Log in to the Employer Portal  

Enter your Username and Password and select ‘Sign In’ 

 

Note: After logging in you will be prompted to enter a new password. Follow the instructions 
in relation to the structure of the password. 

  

http://energyskillssolutions.com.au/


Dashboard 

This is the homepage that displays information about your company. 

 

Employees 

This shows course and enrolment information for your employees. 

Employees who have completed or are still active in training will appear along with their 
course, their enrolment status and the start and end date of the course. 

Note: Employee names are not shown in this instruction. 

1. Select Employees in the side menu to view a list of your employees, their courses, the 
enrolment status and start and end date. 
 

2. Click on the employee’s name to view details of their course enrolment. 

 

Note: If you only want to view an individual employee’s courses, type in the employee’s 
name in the Search box and click Search.  



 

3. Select Unit Status to view the status of units in the course. 

 

4. Select Timetable to view the scheduled courses for the employee. 

Note: Weekly timetable is the default timetable.  



 

Courses 

Select ‘Courses’ in the menu to view courses. 

Note: This shows those courses where only your employees attended the course. It does not 
show courses where your employees attended courses with employees from other 
companies (mixed client courses). 

 

Note: If you only want to view an individual course, type in the course name in the Search 
box and click Search.  

If there are no courses listed, it means that you have no ’Open’ courses. To view your closed 
courses: 

1. Click in the ‘Include closed courses’ box and then  

2. Select    to view your closed courses. 



 

A list of your closed will appear. 

 

 

Documents 

This shows any documents that ESS has uploaded to you portal. 

1. Click on ‘Documents’ to show documents received from ESS. You will need to select 
each of the tabs across the top to find the documents. 

 

 

  



Messages 

1. Click on ‘Messages’ and then ‘Inbox’ to see previous messages received from ESS.  

 

To send a message to ESS 

1. Click on ‘Send a Message’ to compose a message.   
2. Type in a title for the message  
3. Compose the message in the Note text box. 
4. Click on ‘Create’ to send the message to ESS. 

 

 

 

 



Other Functions 

The other functions are not used. 

 


