.
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Partner’s Guide: How to publicize and formalize PIPP/PIIC internship
agreements in CareerOS

Practical tips on how to create, manage and sign PIPP/PIIC internship agreements.



N

Click in the following link: https://employer.thecareeros.com/

Click in “Create new account”
Choose the email which you like to use to register, create a

password and click in “Continue”

Cva reeros for Employers
CareerOS

the place to find university talent

=. Continue with Azure

‘ G Continue with Google
:!_1 Active Sourcing { 7 Student Analytics
“ Easily filter for students that fit exactly your requirements and / Gain unique insights into students’ skills, preferences and
wishes backgrounds
Or continue with email: : i
%@ Integrated Networking Employer Branding

Show students why your company is a great place to work and

Engage with students within our app using Al to sharpen your E@
why they should join

l Log in Create new account ] communication

Are you a student or care8r aavIEo T COME this way

FACULDADE DE

CIENCIAS E TECNOLOGIA

c

Creala Your Account

Sign Lig fo CoaessnCel wi your prafeasionol B-mad

= ol e e
[ ke | el coem ]

ey Fadeof s e '

53 Conbrs with Googin

I- Limbfus wilh yis Meoioaof
el


https://employer.thecareeros.com/
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4. Search for your Institution* and click in “Continue” s eenotoon

Select Your Company

Company*

l Q_ earch for companies on Career0S

| can't find the company I'm looking for —
—

Continue =

~@\r @

c"
Engage with top university talent

First name * Last name *

Jodo Franja

5. Fill in all details, choose the option “Yes |
. . ” . . “ ” What is your job title Which regions do you represent? *
am an university partner” and click in “Next P

Have you been instructed by a university to create an account on CareerOS? *

No, | am not a university partner I @ Yes, | am a university partner I




6. Choose NOVA FCT, respond “Yes” to the question “l want to manage internship
agreements with students from NOVA FCT and click in “Create account”

< &) 25 employer.thecareeros.com/onboarding e B & o :

c
Engage with top university talent

Please select the university that referred you

NOVA FCT

| want to manage internship agreements with students from NOVA FCT

[@ Yes ] No

By proceeding, you agree to our and our

- Create account

< C % employer.thecareeros.com/partner-welcome?flow=university._partner B r @
N&VA N&VA N&VA N&VA
NS&VA NSVA NSVA N®VA

Engage with talent from

NBVA NSVA NSVA NOVA
7. Start your onboarding by clicking in “Continue”
N&VA N&VA N&VA N&VA

NSVA NSVA NOVA N#VA

NS&VA NSVA NSVA NS&VA



*If you cannot find your institution, please click in “I can’t find
the company | am looking for” and copy your institution’s
Linkedin URL and click in “Add company”

Add a new company

Company LinkedIn URL

Ie g. https://www linkedin.com/company/company-name I

-

After, select again your company (writing down its
name in the blank field) and click in “Continue”

Select Your Company

I\» i

In case your company does not have a Linkedin URL, please email us at careers@fct.unl.pt

VA C”
FACULDADE DE
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' o
8. Click in “Let’s Go” and start navigating through the onboarding by clicking on the greenish circles. gggg:f;,;x‘o @
Then click in “Get Started With CareerOS”.

€ > C % ! h pas lcome?fl iversity_partner B % ¢ > C % employerthecareeros.com/partner-welcome?flow=university_partner g x O

- =) © @

iversity P Pl .
@ Universiy Partner Plan Campus Champions [ anoge cf

You are using CareerOS as a partner of ESADE

Total champions

: ; 2
My oo @ &= ot T8
py Total campuses
Engage With Top Talent at Your Product Management Intern Universities covered (-]
€ C

Partner University

? Barcelona, Spain ' Internship

Discover how you can work with your partner
university on CareerOS in this interactive tour "

N®e PR B D O

ike job

alentOS -Search o

nagement

My Company - o (E5000) (meme ®

08 Aug 2025

7
Career0S o (EAOA Busnes Schao ) (EAE Barcelons ) £85 Business Schoot | ESADE

Career0S: A whole new way for university students to
land their dream job.

om/partner-welcome?fl jversi &g & i Analytics

Collaborate With Your Partner University
<

Features will be assigned to you directly by your university

& Get Started With CareerOS



Welcome to your Partner’s Dashboard.

c 25 employer.thecareeros.com/?flow=university_partner

Home

)

@ NevA - University Partner Plan
You are using CareerOS as a partner of NOVA FCT
=)
'
& My Jobs
Q
:i E‘
.
A ‘
'
@
'
Unlock this feature
z To get access to My Jobs reach out to us her
My Company
=

Unlock this feature

Campus Champions

Unlock this feature

To get access to Campus Champions re

TalentOS

Unlock this feature

To get access to TalentOS reach out t

To start with, click on the Agreements
icon to start posting PIPP/PIIC
internship offers/positions.

B x O

Q Help | @

< c 25 employer.thecareeros.com/agreements/lookup

-

c My Agreements

@

V4 My Agreements.

[

https://employer.thecareeros.com/agreements/lookup

What do you want to do today?

Manage my internship positions Manage my internship agreements

N®VA

FACULD;
CIENCIAS E TECNOLOGIA

w7~ O

(o] ©



To submit a PIPP/PIIC internship position/offer, select “Manage my internship positions” and then click in “Post a Position”.

<« c 25 employer.thecareeros.com/agreements/lockup B * °
C My Agreements @
@
en What do you want to do today?

t
@ Manage my internship positions Manage my internship agreements
N
L}
) go to
L3

View my existing positions [ Post a position ]
@
S
(1}
c 25 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751
C My Agreements
= N VA
= R,
https://emplover.thecareeros.com/aareements/post-position?university id=75741491-6690-4a%9f-aalc-dc91e7510751 [;}Cl,
_ Posting an internship position
I
ﬁ}l Select a language
LF}
@k |
LF}
Vi 6B English

pT Portugués

Select the language in which you want to
submit your internship position.

i ]
FACULDADE DE R 4
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N®VA C

c s employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aac-dc91e7510751 g ° f . h f. . .
If is the first time you are posting na mumoree
c7 My Agreements @

internship offer/position, select “No, start
from scratch”.

>

®

If you have already posted na internship
position, select “Yes, use position as a
template” to use a previous submitted
position as a template.

Do you want to use a previous position as template?
Yes, use position as template @ No, start from scratch

Posting an internship position

£

Rte

Select a language *

@

N

-> + Page 10f3
The mai &
"Program’) i
field of studh r i i
of 80 hours, conducted over approximately five weeks during the Intercalary Period. During this
internship, students will learn about the functioning of work in a business environment in their field of
study, adhering to basic rules such as company schedules and task completion according to received
orders. They will alse get acquainted with the professional activities of graduates in their field and
develop transversal skills, particularly in written and oral communication, and autonomous learning.
= At the same time. the Program allows companies to olav an active role in the universitv education of ' Y

C % employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9%-aa1c-dc91e7510751 B % °
C/ My Agreements [ Q Help @

O yOU Want (o Use a previous position as templates

Yes, use position as template [@ No, start from scratch ]

»
¥
=

B l
k.t
Please read the Terms & Conditions, tick the checkbox and é, G S e o '

click on “Next”.




Fill in all the internship position/offer’s details.
Note: If the Department where the position you are creating is allocated to does not exist, please choose “other”.

c 2% employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751

My Agreements

In the “Internship type” field, please select the

option PIPP.

Posting an internship position

Internship position

Software Developer Internship

Team/Department

Internship Information

B 0

Q Help @

Trading & Investing

Legal & Compliance

people, HR & Recruiting
Management & Administration
IT Administration

Other

c 25 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751

C My Agreements
A Internship Information
Internship position
=M
L Software Developer Internship
B
L} Team/Department
Eél Software Development
)
1/}7'\‘ Internship application deadline Internship type
12/10/2025 =] |
@rl
LF}
Internship start date PIPP (Bachelor/Licenciatura)
=] PIIC (Bachelor/Licenciatura)
PIMSc (Master/Mestrado)
Internship week start Internship week end *
Internship day start Internship day end
(g City of internship Street & number of internship

N®VA

FACULD;
CIENCIAS E TECNOLOGIA

B x O
(] @




FAC!

ULD;}J : /
Keep filling in all the internship position/offer’s details. B acan
Note: When posting an internship position/offer, you can only select one target degree at a time. If your position targets several degrees,
you should create as many offers as your targeted degrees.

Eg: Internship A targets Electrical and Computer Engineering (2 spots) and Mechanical Engineering (2 spots), so you should create two
separate offers having 2 spots each.

c 2% employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751 B * °
C My Agreements Q Help
-
' -
) Software Development
(=% Internship application deadline Internship type
Lh]
- 12/10/2025 8 PIPP (Bachelor/Licenciatura)
By
= Select the Specializations, that should be able to apply for your position.
HiE )
'
Electrical and Computer Engineering
i =
Chemical and Biological Engineering
] L . .
E‘rl Civil Engineering
i Communication and Information Engineering I
Computer Science and Engineering
Conservation and Restoration
Electrical and Computer Engineering
v
City of internship Street & number of internship
|-



NBVA ¢~

Keep filling in all the internship position/offer’s details and in the end click on “Next”. i omoon

c %5 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751

c7 My Agreements
a
@ 3000-245 Portugal
F;’r‘z Internship details
E}f Number of spots
) Ma n number of stude
PN 3
1
{}r‘. Internship tasks
J
Eh
7|
i £
Compensation/Stipend Compensation/Stipend currency
0
Other benefits c 25 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a%f-aa1c-dc91e7510751 Gy & °
c7 My Agreements
a
4
- @ 4
(= Compensation/Stipend Compensation/Stipend currency
1
o]
E}n
1)
Other benefits
b optiona
1)

Other information




Fill in all the company information » this info is needed to feed the Internship Agreement that will be automatically
generated for each student who is allocated to your internship position/offer. Then click on “Next”.

c 25 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751

C My Agreements
I Posting an internship position
@'r.ﬂ Company information
E}ﬂ Trade name of your company Legal entity of your company
t)
XYzed XYzed
Short description of business model
A
L3} IT company
g‘r; .
o) VAT of your company City of your company
i 456768777 Lisbon
Street & number of your company Postcode of your company
Rua Amadeu Pereira, 45 4000-256
Country of your company Email of GDPR (Data Privacy) officer
Portugal == employer2.careeros@gmail.com
-

Note: the signee is the person who will sign

the Internship Agreement on your side.

®*x O

(o] @

c 23 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aalc-dc91e7510751

My Agreements

Posting an internship position

Company representative information

Full name of signee Position in company

Antonio silva Diretor
Email signee Phone signee
== antonio.silva@xyzed.com =

The agreement will be sent to this email address.
Please ensure that it is correct.

-]

]
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(€]

25 employer.thecareeros.com/agreements/post-positionZuniversity_id=75741491-6690-4a9f-aa1c-dc91e7510751

My Agreements

®x O

@- Keep filling in all information.

FACULDADE DE
CIENCIAS E TEC

Posting an internship position

Tutor information

A tutor is an employee who oversees the activities of the student during the
internship.
Will it be the same as the person signing?

Full name of tutor Position in company
Andreia Sousa Software Manager
Email of tutor Phone of tutor
= asilva@xyzed.com =

Have you already found a student for this internship?

[@ No, we need to find a student. ] Yes, we have found a student.

o

In the end, review all the info and click in “Submit”.

Note: the tutor is the person from your company/host

student) during their internship at your company/host
entity.
Then, click on “Next”.

c 25 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9f-aa1c-dc91e7510751

C My Agreements

@.r,‘ Edit

Andreia Sousa
Software Manager

a.silva@xyzed.com

(2 No, we need to find a student

If you have any questions, get in touch with the NOVA FCT Coordinator

o

NOLOGIA

entity who will be responsible for the intern (NOVA FCT

®x O

] @

4



Your position was submitted and will now be validated by NOVA FCT before turning visible for our targeted students.

c 25 employer.thecareeros.com/agreements/post-position?university_id=75741491-6690-4a9%f-aa1c-dc91e7510751 Bg ° 3

C My Agreements Q Help @
-
=5

! N VA
B
&2 v

Thank you

Eh

L

here FAQ

FACULDADI
CIENCIAS E TECNOLOGIA




=N
]
By

P
]

[

c 25 employer.thecareeros.com/agreements/lookup

My Agreements

What do you want to do today?

@ Manage my internship positions

View my existing positions

go to

Manage my internship agreements

Post a position

https://employer.thecareeros.com/agreements/lookup-pasitions

Select the position you want to look into.

B x O : N ........ A 67

FACULDADE DE
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Q Help @

S o H PP D

S

In case you want to review your internship position/offer,
go to CareerQS, go to the tab “My agreements”, choose
“Manage my internship positions and click on “View my
existing positions”.

C % employer.thecareeros.com/agreements/lockup-positions W O :

My Agreements | © Help @

moalactyauenasition to look up the status and next steps

)

Software Developer Internship

Internship end

Internship start: January 21




It G i R 1 B )

N

C 25 employer.thecareeros.com/agreements/lookup-positions

My Agreements

Select your position to look up the status and next steps

Software Developer Internship

£ Change

University

NOVA FCT

Internship start:
2026-01-21

Internship type
PIPP

Number of total spots:
3

Status:
Published

Position:
Software Developer Internship

Internship end
2026-02-20

Internship deadline:
2025-12-10

Number of open spots:
3

Next steps:
Students express interest in positions, then

the university assigns positions to students.

If you have any questions, get in touch with the NOVA FCT Coordinator
- asilva@xyzed.com

FACULDADE DE / '

CIENCIAS E TECNOLOGIA

You can change any detail of the position by
clicking in “Change”.

You can cancel the position by clicking in “Cancel
the position”.

Once the created position/offer is validated by NOVA FCT, it will become visible for our students and students from the targeted
degrees will be able to express their interest.
Once they express their interest, the NOVA FCT PIPP/PIIC Coordinator will allocate the students to the position/offer.

Once they are allocated and the assignment s closed by the NOVA FCT Coordinator, the internship agreement process starts
(formalization of the internship between the three parties: Company/Host Entity, Student and NOVA FCT).

Once the internship agreement is generated, the company/host entity’s signee will be notified to sign it in the platform.



The company/host entity can consult which students are allocated to their internship offers/positions and can also check the

automatically generated agreements to formalize each of those students’ PIPP internships.

« > c

c

()
&
&

%

]

[=

https://employerthecareeros.co

2% employer.thecareeros.com/agreements/lookup

My Agreements

m/agreements/lookup-agreements

What do you want to do today?

Manage my internship positions

My agreements

[ @ Manage my internship agreements

)

go to

Select the Agreement you want to look into.

® 5 80 P B D

N

c

g x O

Go to CareerQS, go to the tab “My Agreements”
and choose the option “Manage my internship
agreements”. Then click on “My Agreements”.

25 employer.thecareeros.com/agreements/lookup-agreements

My Agreements

Select your agreement to look up the status and next steps

+ Select

A2511-Z90-187

Company: XYzed
Name student: Ph

Name universi

Status: Approved

A2511-1H7-188

Company: XYzed

Name student: Mentorias
Status: Approved

A2511-OWE-189

Company: XYzed

NOVA

Name university: NOVA FCT

FCT




FACULD;}J /
Once an Internship Agreement is generated, the company/host entity’s signee will be notified via email to go to CareerOS in

order to sign the Internship Agreement.

The company/host entity (using the email that was initially used to register the company/institution in CareerQOS) can go to

CareerOS and can also access the signature process here:

- After selecting the agreement you want to look into (previous slide)

- Click on “Sign Agreement”

- Click on “Add Signature” » Note: it has to be signed by the person who was nominated as the company/host entity’s signee

c 23 employer.thecareeros.com/agreements/lookup-agreements

My Agreements
C L]
Select your agreement to look up the status and next steps
A2511-OWE-189
@r,— £ Change
By
Agreement ID Name:
A2511-OWE-189 Agente 1
Eh g
i
University: Company:
$~ NOVA FCT XYzed
L3]
Next step: Status:
g‘r{ Employer, then student, then university sign Approved
: the agreement
See all possible actions for this agreement at this moment ~
I
=

BT S B B 1 T~

Sy

B Ax O :

Q Help

c % employer.thecareeros.com/agreements/sign?id=recOWe3CtEUFZOwMX&university_id=75741491-6690-4a9f-aa1c-dc91e7510751 B e g

My Agreements

Signing an internship agreement

Agreement 1D: A2511-OWE-189 Status: Approved
Student: Agente 1 Signee: Anténio Silva
Dlaasanrovidasourcianature below
“
Date of signature Place of signature
8

The agreement file will be updated with your signature after you submit

"
N®VA
e L
lntemship Agreement (PIPP)
T draft Final version will be shared once




The company/institution (entering with the email that was initially used to register the company/host entity in CareerOS) can ~ &#ecce
also access the signature process here:

- After selecting the agreement you want to look into (previous slide)

- Click on “Sign Agreement”

- Click on “Add Signature” » Note: it has to be signed by the person who was nominated as the company/host entity’s signee

- Sign in the blank space and click in “Done”

- Fill in the “date of signature” and “place of signature”

» € % employer.thecareeros.com/agreements/signZid=recOWe3CtEUFZOwMX&university_id=75741491-6690-4a9f-aalc-dc91e7510751 B ° 4

cv My Agreements @

®
&
/" Daw Add Signature
&
T 1ype
' 2 Upload [ clique para retroceder, mantenha pressionado para ver o hsterico | FENECIEZE AL e e AT 1075) L
ﬁ";} c’ My Agreements Q Help @
-
Eh
* I~
z & N VA
A =
4 Signing an internship agreement
o
Agreement ID: A2511-OWE-189 Status: Approved
ﬁ?a Student: Agente 1 Signee: Anténio Silva

Please provide your signature below *

z & o

Date of signatire - Rlaceofsignatuce -
01/14/2026 =] Lisbon

The agreement file will be updated with your signature after you submit.

-



(¢]

Click on Submit

The signatures process will now proceed: the student will sign it and, finally, NOVA FCT will sign it.
Once the agreement is fully signed (by all three parties), all parties will receive it signed on their email.

o

My Agreements

25 employer.thecareeros.com/agreements/sign?id=recOWe3CtEUFZOwMX8wniversity_id=75741491-6690-4a9%-aa1c-dc91e7510751

Practice Introduction Program (PIPP), v
4o promote student cont:
short-term curricular int

h, in collaboration with NOVA FCT's

partner entities, sims

expected to develop high-level tec!
(3] (The Intem is 3 student at NOVA FCT, enrolled in the Bachelor in Electrical and Computer

Engineering, and intends to undertake 2 « internship within th
in the area of Software Development, with the

ope of the Professional
Practice Introduction Program (PIPP), specific
aim of obtaining 3 ECTS;

(4] The Host Entity unreservedly subscribed to the General Terms and Conditions for Short-Term
Internships within the scope of the Professional # Introduction Erogram (FIFF), hereinafter
erest in providing the Intern with the

referred to as "Terms and Conditions,” and expres:
‘opportunity to undertake the Internship:

The following ciauses are established

Clause 1

A2511.0WE183

Our signature process meets the strict Advanced Electronic Signature (AES) standard

Q for full legal compliance and security.

(¢} 25 employer.thecareeros.com/agreements/sign?id=recOWe3CtEUFZOwMX8&university_id=75741491-6690-4a9f-aa1c-dc91e7510751

cC My Agreements

B D

[}

o
N

Thank you

B

A
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Any questions or difficulties, please contact us in careers@fct.unl.pt

Thank you!


mailto:careers@fct.unl.pt

