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Introduction

Welcome to the Alumni & Employer Connect Portal, an initiative by the Tertiary Scholarship
and Loans Service (TSLS) developed to strengthen connections between TSLS-sponsored
graduates and employers across various industries. This platform aims to support
professional networking, enhance visibility for potential employment, and contribute to
building a robust and skilled national workforce.

This User Manual is specifically designed to guide all users for effective use of the portal’s
features. It provides instructions on how to register, update profiles, browse job opportunities,
connect with employers, and manage communications. It will also show how the users can
view informative blogs and advises from Alumni’s.

All in all, the User Manual will help all the users to make the most of the portal’s features
with clear, step-by-step instructions.
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Registration

Users must first register an account to get started with the Alumni & Employer Connect
Portal.

g EMPLOYER,
=

IBOE) ONNECT

ALUMNI & EMPLOYER
CONNECT PORTAL
Login

Where Connactions Spark Careers!

B4 alifc4446@gmail.com

(0]

' Forgot password?

' I DONT HAVE AN ACCOUNT? SIGN UP I

Click on this is SIGN UP for an account.

Once clicked the user needs to select the Account Type.

Select Account Type

@

Sign up as Student

The user will need to select
Sign up as Alumni i the appl‘opliate role by
clicking on the provided
options.

Sign up as Organization

CANCEL
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If the user selects “Sign up as Student” they’ll need to CONFIRM GRADUATION
STATUS.

CONFIRM GRADUATION STATUS

Have you graduated? If you have graduated, you should register as
an Alumni. If you are still a student, you can proceed with Student

registration.

YES, | HAVE GRADUATED NO, | AM A STUDENT

If the user clicks on “YES, Il HAVE GRADUATED” the user will be directed to the login
page and is required to register as an Alumni.

However, if the user clicks on “NO, I AM A STUDENT” the student is then required to fill
in all the details required to sign up for an account.

8

0]
A

Student Sign Up

find your dream job today. Join in now!

(
nust be 8 or 10 digits, numbers only (=g, 173456789)
First Name * Other Nome ~., Lost Name *
[ e [ e Ve
- - -
Bender* " Title *
(4 il = (T
Dictte of Birth * _— Pnone Number *
g DDMMYYYY 5 (gm- 679
p
You must be ot lest 18 vears ol Enter o valid phone number (e.q. 6791234557)
- Province * _:'ey:lz-n: ol Addrass * . Postai Address
|. I:l - | | : ': q
1515 Scheme * Profile Phota -+
(s ) (m &S0
Emnil Address * ~ Possword * _Confirm Posswird * -
| B alifb4446@gmailcom L[ seommeresm @ B @
Must be a valid email {29, user@domain.com
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If the user selects “Sign up as Alumni” they’ll need to CONFIRM GRADUATION
STATUS.

CONFIRM GRADUATION STATUS

Have you graduated? If you have graduated, you qualify to register

as an Alumni. If you are still a student, you should register as a
Student instead.

GO BACK | YES, | HAVE GRADUATED

If the user clicks on “GO BACK” the user will be directed to the login page and is required

to select the correct role.

However, if the user clicks on “YES, I HAVE GRADUATED” the Alumni is then required
to fill in all the details required to sign up for an account.

Q
a

Alumni Sign Up

Share your stories and help us make a difference. Join in now!

I8 *
TIN muet be Bor 10 digite numbers only (e.g., 123455789
First Noma * (ther ams Lest Nome *
L] L L]
- o =
Gonder® Ethnicity * Title *
'* X - Y T
Dicites o Birth = Phone Number *
s DOMMYYYY [ #& w19
ou must be at lgost 18 yeors old Enter a valid phone number {e.g,, 6791234557
Province * Aesicentiol Address * Postal Address
N - A 9
515 Schame * Profile Fhot
® - [o] CHOOSE FILE
Email Agdrass * Pazsword * Contirm Poasword *
& alif04445@gmailcom B e @ a8 @
luzt b e lea. a n
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If the user selects “Sign up as Organization” they’ll directly need to fill all the required
details to register for an account.

3
O
3

Organization Sign Up
Recruit the best talent today!

Organization Details

i Q9

£} oD-MM-Y Y

Organization Representative Details

-

13
b=

T i o
Fhone Hurmbe( *
B - +679 B olifddddé@gmoil.com
= =
- &
//
v

After the user clicks on “SIGN UP” and submits all the required details, the account will be
created. However, it will remain pending until approved by an admin. If the information
provided is accurate, the account will be approved; otherwise, it may be disapproved if

found to be incorrect or suspicious.

Once the user clicks on “SIGN UP” they’ll receive an email for account verification.
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Account Verification

Once the users successfully create an account waiting for pending approval, they should
verify their email.

TSLS AECP | Verify Your Email Address & ©

noreply Gtsls com.f) w

The user is required to click on “Verify Email” to verify the account created however, if the
verify email does not work for some instance copy the provided link and paste it in the
browser to verify the account.

The users must note that the verification of the account link will Expire after 24 hours. If this
happens the user, then needs to contact the admin team to verify their account.
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Account Status Notification

Once the admin approves or disapproves the account the user will receive an email
regarding the pending account verification.

TSLS AECP | Registration Approved e @ o
@  noreply@tsis.com.fj Wed 30 Apr 1825 ¢ @
® o

Hi STUDENT
Greetings from TSLS!

We are glad to inform you that your registration for the Alumni and Employer

wtal has been Approved. You can login to the portal and start

If vou did not create an accounl, please ignore Lhis amail

This email indicates whether the account created is approved or disapproved.

Once approved users can login to the portal.
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Login
Once the user’s account is approved by the admin, they can login using the credentials
entered while registering for an account.

‘% a.\(l’lgn‘l-l\

OE) CONNECT

ALUMNI & EMPLOYER
CONNECT PORTAL

Q

Sy
'}

Once the user has entered the appropriate credentials they are required to click on the
“LOGIN” button to login to the portal and get started with the activities and get the most
out of the features.
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Student Role and Features

Once the user has successfully logged into the portal they see the main dashboard.

This is a sidebar option where
the student can view all the
blogs posted by the Alumni’s
and the other people who are
involved in posting blogs.

This is a sidebar option
where the student can view
all the available vacancies
listed by various industries
along with the criteria.

These are two toggle buttons.
One is used for light and
dark mode of the portal. The
second button is used for
user profile.

This shows the
account details of the
users logged in.

This card will show
the total number of
current opportunities

that are posted by the
industries.

This card will show
the total number of
blogs that are
available for the users

to view.
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Student Profile View

When the user clicks on the Profile view button on the top right corner they will see the
following.

This shows the details of the of the user along
w / with the profile picture.

/ When user clicks on Contact Admin the details
/ for the admin team is provided for assistance that
|

are needed by the students.

MOHAMMED ALl
d When uszer clicks on View Profile the student
o lle |m / details are provided, and the students can al=o
. 2dit details.
bt
\“‘x ) © F

When user clicks on Reset Password the ussr
will then be required to confirm to reset the
password and based on that a reset link will be
emailed to the student.

m If the user clicks on “LOGOUT" they will be
r—-"___- lozzed out from the portal and will be required

to login egain.
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Reset Password

Once the users click on “Reset Password” they will be required to confirm if they want to
reset the password or it was just an accident.

CONFIRM PASSWORD RESET

Are you sure you want to request a password reset? A reset link will

be sent to your email: .

If the user clicks on “CANCEL” they will be directed back to the profile view page.
However, if they continue and click on “CONFIRM” a reset email will be directly sent to the

users email inbox.

CONFIRM PASSWORD RESET

IF_/.- Password reset request successfull Please check your emuail for the

reset link.

After which the users can reset their password for the portal.

® nareply@tsks.com fj 20 =l o B w
® o

B eini

The user needs to In case the set a new

click on this toreset [ ———— ;E password button does

the password. | not work copy and

paste this link in

browser.
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Once the user clicks on “Set a new password” or uses the link in the browser they will be
directed to the password reset page where they are required to enter the new password.

)

Reset Password

Please enter your new password below

RESET PASSWORD

The users are then required to enter the new password and click on “RESET PASSWORD”
button to successfully reset a new password.

© 2025 Tertiary Scholarships & Loans Service



View Profile

Once the user clicks on “View Profile” they will be displayed with all their personal details,
contact information and account details.

Wolcome  MOHAMMED ALl 8 (M)

MOHAMMED ALl

Q. i} [

PERSOMAL DETARS CONTACT INFORMATION ACCOUNT DETAILS

B Usorame M Sericental Aadrere NALLU BOAD, NAKASS NAUSOR ) Dote craatee

PR r— [App— £) Dote Lost Mostea

g Cote o s © Accoir st

§ Oender o B Email Address: A4S GG

& tnesciy OC-TuAN 13 mroviece:
WIS LOCAL SCHENE

1 Owison

1, #hane Cantoct

If the user wants to edit the profile details, they can simply click on “Edit Profile”

Once the user clicks on Edit Profile they will be directed to the following page where they
will be required to fill all the necessary details which they want to edit.

Edit Profile
MOHAMMED
FARHAAM

+5788056402

MALE

MAULYU ROAD, NAKAS], NAUSORI

Once the user is done editing, they are required to click on the “Save” button to save the
changes they have done.
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Contact Admin

Once the user clicks on “Contact Admin” a pop-up appears providing the details for the
admin if the student needs any further assistance.

CONTACT ADMIN

If you have any questions or need assistance, please reach out to
us through the following channels:

Email: it@tsls.com.fj

Phone: +679 892 1240 (Ext 105)

CLOSE

The above CLOSE button will close the contact admin tab and will direct the user back to
profile page.
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All Blog Posts for Students

Once the student clicks on “All Blogs” all the available blogs created by the admins and the
alumni are displayed.

Welcome  MOHAMMED ALI a ( g )

ALL BLOG POSTS

(« '
e\ — g
Welcome to the TSLS Alumni & Employer Connect Portal Welcome to the
Where Futures Meet Opportinity TSLS
Alumni & Employer
Conmnect Portsal

Each of the individual blogs are clickable to open and read the whole blog in an extended
format.

Waelcome = MOHAMMED ALl a k‘\

WELCOME TO THE TSLS ALUMNI & EMPLOYER CONNECT PORTAL

Welconie to the'TSLSATUmNIE Employer

= \

Alumni & 'Emp‘loyer
Connect Portal

WNOre FULUIOS MOUT DDPRoTLunity

Gamments |
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View All Vacancies for Students

Once the student clicks on “View All Vacancies” all the available vacancies posted by the
various industries are displayed.

o)
Welcome . MOHAMMED AL LS
"

ALLVACANCIES

Office admin Software Support Analyst
2 a2

| o ol (s
o ° (s L

Each of the individual vacancies are clickable to open and read the whole vacancy in the
extended format.

Welcome MOHAMMED ALl

s (o)
= ]

OFFICE ADMIN

Job content

Office admin

Job description

MIST PROPERTY 51
DEVELOPERS PTE LIMITED
. +6799903580
B kxomi0os ggmailcom
o
< =APPLY NOW

I

/
The user needs to click on “APPLY NOW” to apply for the listed vacancy.

Once the user clicks on it, they will be directed to the page where they need to fill all the
required details to apply for the job.
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Once the student clicks on apply now below is the interface that will be displayed to them to
fill in all the required information.

Waleome © MOHAMMED ALl & ( J

APPLY FORVACANCY #3

SUBMIT YOUR APPLICATION

/

y
After the student has filled in all the required details for the advertised vacancy, they must
click on 'SUBMIT APPLICATION' to successfully complete and apply for the vacancy
however, when clicked on “CANCEL” it will direct the user back to the vacancy details page.

The students must take note that the submit application button will only enable once all the
required information is provided.

Once the user has applied for the vacancy successfully, they will receive an email.
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Alumni Role and Features

Once the Alumni has successfully logged into the portal they see the main dashboard.

This is a sidebar option This is a sidebar option This is a sidebar option These are two toggle
where the Alummni can where the Alumni can where the Alumni can buttons. One is used for
view all the blogs posted create blogs and post it view all the posted dark/ light mode and
by the other alumni and for all the users vacancies by the various other is used to navigate
the admins who are providing guidance and industries/ to profile view with
involved in posting helpful information. organizations. other menus.
blogs.

\ / yd

'y
Il.hull:m e ‘:l?(ll Ukiia

The user details are
displayed on this corner
of the portal.

The TSLS

Fusling sicoess Eh

her, masnioeship. ord

i

R

L

Totol Varancies Appied

o

\ I

This card shows the
total number of
vacancies that are
available for the Alumni

and Students to apply
for.

This card shows the
total number of blogs
that are posted till date
whether it be from the
admins or from other

Adumind,

This card shows the
total number of
vacancies the Alummni

has applied for.
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Alumni Profile View

When the Alumni clicks on Profile view button on the top right corner they will see the
following.

This shows the details of the of the user along
m /| with the profile picturs.

/ When user clicks on Contact Admin the details
/(( for the admin team is provided for assistance that
F are needed by the students.

MOHAMMED ALI

TWhen user clicks on View Profile the student
details are provided, and the students can alse
adit details.

When user clicks on Reset Password the user
will then be raquired to confirm to reset the
password and basad on that a resst link will be
emailed to the studant.

m If the user clicks on “LOGOUT" thev will be
— loggad out from the portal and will be required

to login again.
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Reset Password
Once the user clicks on “Reset Password” they will be required to confirm if they want to

reset the password or it was just an accident.

CONFIRM PASSWORD RESET

Are you sure you want to request a password reset? A reset link will

be sent to your email: .

CAMNCEL CONFIRM

If the user clicks on “CANCEL” they will be directed back to the profile view page.
However, if they continue and click on “CONFIRM” a reset email will be directly sent to the

users email inbox.

CONFIRM PASSWORD RESET

IE‘} Password reset request successiull Please check your ermail for the

reset link.

After which the users can reset their password for the portal.

g rereply@isls.com

The user needs to In case the set a new

clickon this toreset | —» [ s | password button does

not work copy and

the password.

paste this link in

browser.
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Once the user clicks on “Set a new password” or uses the link in the browser they will be
directed to the password reset page where they are required to enter the new password.

i

Reset Password

Please enter your new password below.

RESET PASSWORD
h S
\\“\..

The users are then required to enter the new password and click on “RESET PASSWORD”
button to successfully reset a new password.
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View Profile

Once the user clicks on “View Profile” they will be displayed with all their personal details,
contact information and account details.

Welcome « MOHAMMED ALl L (N)

MOHAMMED ALI
ot

-®

&

PERSONAL DETAILS CONTACT INFORMATION
B UserNoma: R OHAME A Nesidentiol Address:
@ osmber @ rovel agdress

& ooteotsinn

#§ sencer

& nniciny ]
® 1L Schorner TS LOCAL SerwE I Oivision

If the user wants to edit the profile details, they can simply click on “Edit Profile”

Once the user clicks on Edit Profile they will be directed to the following page where they
will be required to fill all the necessary details which they want to edit.

Edit Profile
MOHAMMED
FARHAAN

+B798056402

{MAL: - Indo-Fijian

MNALLU ROAD, NAKASI, NAUSORI

Once the user is done editing, they are required to click on the “Save” button to save the
changes they have done.

© 2025 Tertiary Scholarships & Loans Service



Contact Admin

Once the user clicks on “Contact Admin” a pop-up appears providing the details for the
admin if the student needs any further assistance.

CONTACT ADMIN

If you have any questions or need assistance, please reach out to
us through the following channels:

Email: it@tsls.com.fj

Phone: +679 892 1240 (Ext 105)

CLOSE

The above close button will close the contact admin tab and will direct the user back to
profile page.
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All Blog Posts for Alumni

Once the Alumni clicks on “All Blogs” all the available blogs created by the admins and the
other alumni using this portal are displayed.

Welcome -~ MOHAMMED ALl a ( )

ALL BLOG POSTS

(=« & = |

Welcome to the TSLS Alumni & Employer Connect Portal Welcome to the
e TSLS

Whers Fu = Meet Opportunity

Alumni & Employex
Connect Portal

Each of the individual blogs are clickable to open and read the whole blog in an extended
format.

Welcome ~ MOHAMMED AL| a & \\

Welconme to the' TSLSAIUMNIS Employer
ConnectPortal : T el

Alumni & 'Eployer
Connect Portal

WIOre FULUIOS MOUT DOROT LNty

@ vizal plaremm Gimad Gt FTSAEINANNG The SArnEIEan DaTWesn Sehalnie

wrerens avaard:

TSR AN et SRLIITRSEA YRl B TSR Al b

Gamments |
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Create Blogs for Alumni

Once the Alumni clicks on “Create Blog” they will be able to create a new blog as shown
below.

Welcome | RIKSHANTH ALUMNI & ﬂ,]

CREATE A NEW BLOG

Details

Add Tags & Settings

Once the Alumni has created a new blog, they are required to click on “SUBMIT FOR
APPROVAL” button upon which their created blog post will be pending until approved by
an admin. If the blog created is factual, the admin will approve the blog and it will be available
under all blogs; otherwise, it may be disapproved if found to be incorrect or discriminatory.

If the user clicks on “PREVIEW” after adding all the required information for the blog,
Alumni will be able to view how the actual blog will look after it is posted upon approval.

Alumni must take note that upon successful submission of the created blog they will receive
an email followed by another email for the blog post approval for posting.
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View All Vacancies for Alumni

Once the Alumni clicks on “View All Vacancies” all the available vacancies posted by the

various industries are displayed.

==
Walcome © MOHAMMED ALl

.S
S

ALLVACANCIES

Software Support Analyst

Each of the individual vacancies are clickable to open and read the whole vacancy in the

extended format.

Welcome MOHAMMED ALI

&

OFFICE ADMIN

Jub content

Office admin

Job description

| administrative duties
n

)

¢

MIST PROPERTY m
DEVELOPERS PTE LIMITED
t. +B789963680
B komitt05@gmailcom
o
<«| <U:APPLY NOW
- g X
/_/
/
7
/

The user needs to click on “APPLY NOW” to apply for the listed vacancy.

Once the user clicks on it, they will be directed to the page where they need to fill all the

required details to apply for the job.
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Once Alumni clicks on apply now below is the interface that will be displayed to them to fill
in all the required information.

Waleome © MOHAMMED ALl a ( )

APPLY FOR VACANCY #3

SUBMIT YOUR APPLICATION

After Alumni has filled in all the required details for the advertised vacancy, they must click
on “SUBMIT APPLICATION” to successfully complete and apply for the vacancy
however, when clicked on “CANCEL” will direct the user back to the vacancy details page.

Alumni must take note that the submit application button will only enable once all the
required information is provided.

Once the user has applied for the vacancy successfully, they will receive an email.
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Organization Role and Features

Once the Alumni has successfully logged into the portal they see the main dashboard.

This is a sidebar
opton where
Organizations

can view all the

This is a sidebar
option where
Organization can

create blogs and

This is a sidebar
opton where

Organizations can

This is a sidebar
option where
organizations can
view all the listed

This is a sidebar
optHon where
organization will
be able to view

blogs posted by post providing create and post vacancies by all the vacancies
alummni and the guidance to other vacancies for the various other they have
e yers e organizations. advertised.

|I ~ > —= a,_,f"}f?

| = = - =

“Ilﬁ:?'ll ATECA DALGUMU

P

The T5LS | These are two

toggle buttons.

Fualing success th i shoned etorkes, mentorshdp,

wid connections,

One is used for
dark/ light

mode and other

This corner will
display the
organization user

details.

|I |I T

III III |II
This card will This card will This card will
display the total display the total show the total
number of number of blogs number of active
vacancies that are scripted by that vacancies posted
posted by that organization. by that

crganization.

organization.
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navigate to
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with other
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Organization Profile View

This shows the details of the of the Organization
along with the profile picture.

ATECA DAUGUNU

When user clicks on Contact Admin the details
for the admin team is provided for assistance that
are needed by the students.

4 || O]

When user clicks on View Profile the student
details are provided, and the students can also
edit details.

) @ E

[ view o » |

When user clicks on Reset Password the user
will then be required to confirm to reset the
password and based on that a reset link will be
emailed to the student.

If the user clicks on "LOGOUT" they will be
logged out from the portal and will be required
to login again.
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All Blogs for Organization

Once the organization clicks on “All Blogs” all the available blogs created by the admins,

the alumni and other organizations using this portal will be displayed.

Welcome MOHAMMED ALI

ALL BLOG POSTS

«_s.om

Welcome to the TSLS Alumni & Employer Connect Portal Welcome to the
hare Futun ot Opportunity TSLS

Connect Portal

s (™

e

Alumni & Employer

Each of the individual blogs are clickable to open and read the whole blog in an extended

format.

Waelcome ~ MOHAMMED ALl a &\\

Welconie 16 the'TSLSAATUmMNIS Employer
Co al BN

pst i \v I

Alnmnij & ’Emp‘loyer
Connect Portal

Gamments |
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Create Blogs for Organization

Once the organization clicks on “Create Blog” they will be able to create a new blog as
shown below.

Welcome | RICSHANTH ALUMNI £ X ﬂj

CREATE A NEW BLOG

Details

Add Tags & Sertings

Once the organization has created a new blog, they are required to click on “SUBMIT FOR
APPROVAL” button upon which their created blog post will be pending until approved by
an admin. If the blog created is factual, the admin will approve the blog and it will be
available under all blogs; otherwise, it may be disapproved if found to be incorrect or
discriminatory.

If the user clicks on “PREVIEW” after adding all the required information for the blog,
organization will be able to view how the actual blog will look after it is posted upon
approval.

organizations must take note that upon successful submission of the created blog they will
receive an email followed by another email for the blog post approval for posting.
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Create Vacancy for Organization

Once the organization clicks on “Create Vacancy” they will be able to create a new vacancy

as shown below.

Walcams | ATECA DAUGUNL e {"-’}

CREATE A NEW VACANCY

Froperies

W JOPE - e FOFE

The organizations are required to enter all the required details on the above create vacancy
page and click on “CREATE JOB OPENING” this will send the created vacancy for admin
approval, then the admin will approve and disapprove accordingly. However, if the user

clicks on “DISCARD” the all the details will be cleared, and they will create vacancy later.
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Note:

Once the created vacancy is approved by the admin the organizations receive an
email for the successful creation of the vacancies.

If the organizations choose an opening date that is greater than the current date the
vacancy will be posted with the COMING SOON label and it will open once that
date has arrived.

Once the created vacancy is closed then another email is sent to the organization

whereby, they are notified that the vacancy posted is closed and they can start with
the shortlisting process of the applicants.
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View All Vacancies for Organization

Once the organization clicks on “View All Vacancies” all the available vacancies posted by
the various industries are displayed.

Welcome . MOHAMMED AL L m
~—
ALL VACANCIES
1o

Office admin Software Support Analyst
Lt e

i m ol (= |
o ° (s L

Each of the individual vacancies are clickable to open and read the whole vacancy in the

extended format.

Walcomao ATECA DAUGUNU [ @

OFFICE ADMIN

an:nm-ntl Candirats ; I

Office admin

Jdob description

general odministrotive duthes
payroll systom

CUEtOMOor Cories

Skills

CUSTOMER RELATIONS

ACCOUNTING

CASH HANDLING

COMPUTER SCIENCE

Banefits

® Training Programs N & Paid Time OF
B Certifications & Workshops #4 Team Bulding Events

W Sick Leaves i Fald Holidays

MIST PROPERTY

DEVELOPERS PTE LIMITED

& Company Retreals

Y, +0799833680

BE khomitd0S@grmail.com

Lt
The organizations will be able to view all the applicants for the post vacancy along the

applicant profile and the details and files they have uploaded.

Whenever there is a new applicant to the posted vacancy the organization will receive an
email.
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Your Vacancies for Organization

Once the organization clicks on “Your Vacancies” they will be able to see all the vacancies
they have posted till date.

Welcome ATECA DAUGUNU

P
@‘I

MY VACANCIES

Ssarch by Job Title

Note: Currently, there are no vacancies posted by this organization, which is why this message is
being displayed to users.

Organizations can search for their posted vacancies using job titles, if needed.
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Conclusion

The Alumni & Employer Connect Portal is a valuable tool for students, alumni, and
employers. By following this manual, users can easily navigate the portal, apply for jobs, post
vacancies, and share useful content. We encourage all users to make the most of the features

to build strong professional connections.
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