
Greenwich Employability Passport – Student Instructions 

 

 

 

 

Access the system 

The new Greenwich Employability Passport is hosted within the CareerHub system, to 
access the system navigate to URL: https://infohub.gre.ac.uk/. 

Click Current Student and this will take you to the familiar University Portal page where you 
can use your current University network login credentials to access the system, e.g. bp1234x 
and network password. 

    

Passport homepage 

Once you have logged on to the system you will land on the CareerHub homepage, select 
the link to the Employability Passport. 

Note: The homepage also displays information relating to events or appointments which 
you might be attending or interested in, these instructions only cover the Employability 
Passport only. 

 

Overview 

These instructions are for current students who are participating in the Greenwich 
Employability Passport. 

 

https://infohub.gre.ac.uk/


 

Complete the Participation process 

Important: When you first access the Employability Passport  you must agree to participate in the 
scheme. 

 

Click on the link Submit ‘Employability passport award participation’ and this will open up the 
Privacy Statement.  Please ensure you read the statement so you are clear how your data will be 
used. 

 

When you have read the statement, scroll down the page and click Your rights and participation and 
then Submit.  You are now able to participate in the scheme, the Participation box will now display a 
tick. 

 

 

 



How to use the Passport scheme 

To submit an activity and evidence click to open Passport Activites and Submit ‘Greenwich 
Eployability Passport Activity Submission’ 

  

There is help embedded in the system to guide you through the process and you can see a full list of 
Passport Activities and how many points are awarded. 

Click on the drop down list for Activity Type and then select from one of the options and the activity 
will now be populated.  Now select the associated sub-activity from the next drop down list. 

Note: Any field with an * must be completed. 

 

Once you have selected the sub-activity you must upload and submit evidence to substantiate it.  To 
do this select the Browse button and then navigate to the document you wish to upload and follow 
the prompts on the screen and then Submit. 

 

Note: The system accepts all file types but it is recommended that Word documents are converted 
to PDF. 

That’s it, from her you can continue to submit new activities by selecting New Submission from the 
pop up box or just log out of the system. 

How many points are needed? 

The maximum number of points required to complete the passport is 200 (over the three year study 
period).  

It is suggested that you aim to earn 80 points in Years 1 & 2 and then 40 points in the final year (Y3) 



There are also various awards as you progress through the scheme, as detailed below: 

Totals and Awards: 

•   10 points = USB Wristband 
•   30 points = Passport Portfolio 
•   80 points = Networking Event 
• 150 points = Professional Photograph 
• 200 points = Greenwich Employability Passport (GEP) Certificate and LinkedIn Recommendation 

 

How to check progress / points 

The number of points awarded can be seen on your Passport homepage and also when you are 
submitted activity. 

Note: Points are only awarded when the activity has been approved by the tutor. 

 

How to access more information 

Take a look in the Guidance section when you are submitting activities or click on Resources when 
you are on your homepage. 

 

 


