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ACCOUNT ADMINSTRATION 

Logging onto your Employer account on Make a Future 

1. Go to www.makeafuture.ca and click on the ‘Log In’ link located at the top-right corner of the 
page. 

 

2. Under the For Employers heading, click on the link labeled ‘click here to login’ 

 

3. Type in your username and password 

 

1. 

2. 

mailto:andrewj@makeafuture.ca
http://www.makeafuture.ca/


Employer Reference Manual   

To book training, contact Andrew Jang at andrewj@makeafuture.ca / 604.730.4524. 3 | P a g e  

 

Setting Passwords 

How do I change my password? 

To change your password, log into your account and under the User Profile tab, click on the User 

Profile page. Type your new password and click save 

 

 

How do I reset my password/username? 

1. Go to the Employer Login page, 

https://makeafuture.applytoeducation.com/AttLoginMAFemployers.aspx 

2. Click on the Forget Username or Password link located underneath the grey-coloured Login 

button.  

3. Follow the instructions on the screen to reset your password/username. 

How do I add a new user account for HR and or principals? 

1. Log into your account and under the Administration tab, click on User Accounts 
2. To add a user: 

a. click the New button 
b. fill out all of the mandatory fields ( * ) and  
c. assign the user to a Privilege Group and click the Create button 

3. To delete a user: 
a. check the box to the left of their name 
b. click the deactivate button 

How do I add/edit a School? 

1. Log into your account and under the Administration tab click on Schools 
a. Add a school by scrolling down to the bottom of the page and click on New 

button 
b. Edit a school by clicking school name you would like to edit. Once the page 

opens, make your changes and click Save at the bottom of the page. 
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POSTING JOBS 
 
Jobs may be posted in three separate categories: “Teachers, Principals & Superintendents,” 
“Management & Professionals,” and “ECE, EA/TA...” 

 

Job Posting Instructions 

1. Login to your account, and under the Job Postings tab, click Post a Job 
 Note: Check-off Yes if you would like to use a previously saved Job Posting 

Template  

 
2. Fill out the job posting form 

 Fields denoted with an asterisk * are mandatory, and required to activate a job 
posting 

In the Positions/Subject field, type in the position title, and the name of your school 
surrounded by brackets, e.g. Kindergarten teacher (Chalo School) 

 
3. Cut and paste/insert the job posting details in the Job Description & Requirements text 

box 
4. See how your posting will appear on the site by clicking the Preview Job button 
5. Activate the job posting by clicking the Activate button 

 Note: If you wish to save the job posting to post later, click on the Save to Pending 
Folder button 

 The Save As Template button allows you to save the job posting to be reused in 
the future 
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Job Posting Templates 

Creating Job Posting Templates 

Job Postings Templates are an incredibly useful and time-saving tool. They allow you to reuse elements 
and descriptions common in all your job postings while ensuring consistency in the details of the 
posting. 
 

1. Log into your account and under the Job Postings tab, click Job Postings Templates 

 
2. Click the New button and give your template a name and then complete remaining fields  

 Note: Not all fields are mandatory when creating your template 
 

3. Click the Save Template button to save the template  
 

Sharing Job Posting Templates 

1. Under the Job Postings tab, click Job Postings Templates 
2. Check mark the box to the left of your template  
3. Click the Share button 

 
4. Select who you wish to share your template with and then click Save 

2 

3 

mailto:andrewj@makeafuture.ca


Employer Reference Manual   

To book training, contact Andrew Jang at andrewj@makeafuture.ca / 604.730.4524. 6 | P a g e  

 

Sample: Job Posting Template 
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