Nova Scotia Works
Career
Digital
Channel
Planning
STEVENSON / NSCDA IMAGE

Session Agenda
• What is the Nova Scotia Works Digital Channel?
• Is the Nova Scotia Works Digital Channel right for you?
• How will the Nova Scotia Works Digital Channel help you as a job
seeker?
• How to get started using the Digital Channel.

What is the Nova Scotia
Works Digital Channel?
Nova Scotia Works Digital Channel is a way to enhance employment
service delivery to individuals by providing access to services in a
digital environment, allowing greater flexibility, and access to tools
and resources to help job seekers find employment.
Nova Scotia Works Digital Channel has been designed to complement
the in-person services currently provided by NSW centres across the
province.

The Digital Channel is
Right for You When…
• you have access to a computer, tablet or smartphone and the internet
on a consistent basis;
• you are comfortable completing tasks using web browsers and use
technology consistently in your life;
• job search is your primary need.

1.

It provides access to all job postings from NSW centres in
the province.

2.

How Will the Digital
Channel Help You
as a Job Seeker?

It’s one convenient website that pulls job information from
multiple job search sites.

3.

You have the ability to record, save and share your job
searches in one place.

4.

You have the ability to share documents with your Case
Manager.

5.

You will have access to the cover letter and resume builder
to get you started on your application process.

6.

It can make the in-person meetings more efficient because
your Case Manager can track your progress in job searches
and review your documents before meeting with you.

Getting Started Using
the Digital Channel
When you and your Career Practitioner have determined that the Digital
Channel is right for you, you will receive an email with the following
information:
• a notice that you have been invited to access digital services through
Nova Scotia Works;
• digital tools you will have access to through the Digital Channel; and
• information on how to log in (NS Login System).

The Nova Scotia
Login System (NSLS)

What is the NS
Login System?

Currently, the Nova Scotia Login System (NSLS) is the
provincial government’s secure login system developed to
keep your personal information safe. It is used to create
accounts for the Nova Scotia online service for businesses.
Business owners can renew their licenses, apply for permits
and register their business.
Moving forward, the goal is for more Nova Scotia
Government and government-funded services to use the
Nova Scotia Login System, allowing clients to only need one
login for all digital services offered in Nova Scotia.

Your Login Account

How to Log In
At the end of the email sent to you by your Career
Practitioner, you will be presented with two options
to access the Digital Channel:
1.

If you have an existing Nova Scotia Login
System account, click on the link provided to
log into the Nova Scotia Works site.

2.

If you don’t have a Nova Scotia Login System
account, click on the link provided to create an
account and then log into the Nova Scotia
Works site.

Your Login Account

• If you already have a Nova Scotia Login System
account for other digital services, you can use
your login credentials to access the Digital
Channel.
• In the email, you will be able to click on the link
in the statement, If you have an existing Nova
Scotia Login account, click here.
• When you click the link, your browser will open
to the Digital Channel login page. You will be
able to enter your NSLS information and access
your account.

Your Login Account

Creating an
NSLS Account

What if You Need to
Create an Account?
The first step is to navigate to the Login/Create an
Account page. You can get to this page by clicking the
link in the top right-hand corner of the Digital
Channel home page, or by clicking the link to create
an account in the invitation email.

Create An Account

The next step is to click on the Create
Account button on the login page of the
Digital Channel.

Create An Account

The next page you land on will be a privacy notice
about the personal information being collected under
the authority of the Freedom of Information and
Protection of Privacy Act. This page is meant to inform
the individual of what information is collected and why.
Once you have read the statement, you can click
Continue to move to the next step.

Create An Account

At this step, you must enter an email address
that has not previously been used to create an NSLS
account. You will need to access your email inbox to
verify your account in later steps, making it essential
that you can access the email account.

Create An Account

• The next step is to create a unique username
that you will use to access your account. Your
username must be 8 characters or more, using
only letters and numbers.

• During this step, you will also be required to
provide your first and last name to create your
profile.

Create An Account

Once you have created your username and provided
your first and last name, you will need to create a
password that must:
• be a minimum of 8 characters;
• contain at least one digit;
• contain at least one lowercase letter;
• contain at least one uppercase letter;
• not contain your username;
• match the Confirm Password.
Once you have created a password that meets all the
criteria, you will need to confirm the password before
moving on to the next step.

Create An Account

• The next step covers account recovery in case
you forget your username or password. You will
be required to choose three questions that you
will be able to answer about yourself. There are
many options in the drop-down menu for you to
choose from.
• The best practice is to choose three questions
that other people would not know the answer
to. The questions and answers should be
personal so your account is protected against
others trying to access it.

Create An Account

• The last step to complete the account creation is
to confirm the email address that was used to
create the account.
• When you click Continue, a code will be sent to
the email address that was provided.

Create An Account

A verification code will be emailed to you, with a
24-hour time limit to verify their account.
After the 24 hour period, the code will be
deactivated and the verification process will
need to be restarted.

Create An Account

• The final step to creating a new account is to
input the emailed code and select
the Confirm button. Once the account has been
verified, you will be redirected to the Digital
Channel home page and they can begin to use
the website.
• If you don't receive a verification code, there is a
resend code button on the same page that will
send a new code to the same address.

Create An Account

Cancel or Change
Your Account
If there is a mistake made at any step, or there are
changes that need to be made, the client can cancel
the process or go back to change information that
has been provided.
• The Cancel button is located beside the Continue
button.
• The Back button is located in the top right-hand
corner of the account creation window.

Create An Account

The Dashboard
and Portal

Overview of the
Client Portal

When you register and log into the Digital Channel you will
land on the Dashboard. On this page, you will be able to:
•
•
•
•

conduct a job search
access resume builder
view saved jobs
access cover letter builder

•
•
•
•

manage your job search
upload documents
view and track saved jobs
launch your profile

Overview of Client Portal

Dashboard Overview (from previous page)
 The NSW logo is on every page of the digital
channel and by clicking it you will be redirected to
your Homepage.

 When you click on My NSW you will get a drop
down menu that allows you to create and edit
your personal information.

 Your Dashboard link will be in the right hand
corner of every page of the client portal and by
clicking you will be redirected to the original
Dashboard view you get when you log in.

 Job search can be conducted in 2 ways:
• by using the search bar on the top of the
page or;
• by clicking on Job Search.

Overview of Client Portal

Dashboard Overview (from previous page)
 If you need to build a resume or cover letter
you can link to the tools from here.
 Your job search parameters will
automatically be saved here. You can click
on one of the saved searches and it will
perform a new search based on the
parameters you chose. You can also delete
at any time.

 You can take a look at your most recently
saved resume and cover letter documents
here. You must click on Access to view the
documents or click on Resumes and
Documents link which is located just under
the NSW logo on the page (far left corner).
 When you save a job it will appear on the My
Saved Jobs widget and you can access the
posting by clicking on the job title. To edit or
update you must click on the View and Track
link.

Overview of Client Portal

Your Job Search

Searching for Jobs
• Job seekers can perform a job search on the
Digital Channel whether or not they are signed
into the site.

• To perform a job search, click on the Job Search
tab or begin typing in the text box on the front
page.
• If you want to save any of the jobs you have
found you will be prompted to login to your
account or create an account if you do not have
one.

Job Search Tools

Saving Jobs

• Logged-in users will be able to save a posting by clicking Save or
see whether a posting is already saved from the search screen.
• Saved jobs will be marked with a filled in star, and the text will
change to Saved. Users who are not currently logged in will be
prompted to log in or create an account when trying to save a job.

Job Search Tools

Job Tracker
• The Saved Jobs tracker can be accessed both from the
Dashboard and the navigation pane at the top of the
screen. To access My Saved Jobs from the Dashboard,
click on View and Track on the Saved Jobs widget.
• It is intended to be a tool to help you manage your job
search and stay organized.

Job Search Tools

Sharing Saved
Jobs with Your
Career Practitioner
To enable sharing, toggle the Share with Nova Scotia
Works button at the top of the My Shared Jobs screen.
The toggle icon will change to dark blue when
information is being shared with Nova Scotia Works.
This will allow you to share your job search progress
with your Career Practitioner in real time.

Job Search Tools

Resumes and
Cover Letters
• You have the choice to upload your resumes and cover
letters or you can create a new resume by using one of the
three Resume Builder templates as well as the Cover Letter
Builder template the Digital Channel offers.
• You can access the Resume Builder link through your
Dashboard.
• You have the ability to save/edit/download and share your
documents with your Career Practitioner.

Job Search Tools

Using the Digital Channel
Now that you have been introduced to the NSW Digital Channel we
encourage you to get started. The Digital Channel will continue to grow
and evolve but for now it will focus on helping you with your job search
including:
• dashboard access;
• job search assistance;
• tracking your job search;
• building and storing resumes, cover letters and other documents;
• document management.
You can access the Digital Channel User Guide for more information

