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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. 

 

 

 

 

 

 

 

 

 

 

Click on this is SIGN UP for an account. 

Once clicked the user needs to select the Account Type. 
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If the user selects “Sign up as Student” they’ll need to CONFIRM GRADUATION 

STATUS. 

 

 

 

 

 

 

If the user clicks on “YES, I 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. 
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If the user selects “Sign up as Alumni” they’ll need to CONFIRM GRADUATION 

STATUS. 

 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 
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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. 

 

 

 

 

 

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. 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

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

format. 
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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. 

 

 

 

 

 

 

 

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

extended format. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 



© 2025 Tertiary Scholarships & Loans Service 

Once the student clicks on apply now below is the interface that will be displayed to them to 

fill in all the required information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 
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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. 

 

 

 

 

 

 

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. 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

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

format. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

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

extended format. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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Organization Profile View 
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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. 

 

 

 

 

 

 

 

 

 

 

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

format. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

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: 

 

1. Once the created vacancy is approved by the admin the organizations receive an 

email for the successful creation of the vacancies. 

 

2. 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. 

 

3. 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. 

 

 

 

 

 

 

 

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

extended format. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

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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