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Faculty Online Recruitment Portal
Applicant User Guideline

A step-by-step guide for External Candidates
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Part I — Getting Started
1. Registration
New applicants must register on the portal before they can log in and begin an application.

The portal landing screen — select Register to begin.
Click on Register.
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Registration form.
Fill in the details. If you are an Internal candidate, select Yes, then the following message will be displayed:
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Message shown to an Internal candidate.
If you are External candidate, Select No, then the following message will be displayed instead:
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Message shown to an External candidate.
NOTE: After clicking OK, submit the form. A “Successfully registered” message will be displayed. You can now log inusing the same credentials.

2. Forgot Password
If you have forgotten your password, follow the steps below to reset it.
1. Click ‘Forgot Password’ on the login page.
2. Fill in the following details: Registered Email ID, New Password, and Confirm Password.
3. Click ‘Generate OTP’. A one-time password (OTP) will be sent to your registered email address and re-mains valid for 10 minutes. After 10 minutes, click “Generate OTP” again to create a new one.
4. Enter the verification code and click Submit.

NOTE: A “Password Updated Successfully” message will be displayed. You can now log in using the same creden-tials.
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Part II — Application Guide: External Candidates
3. Logging In

Candidate login screen.
Enter your credentials and sign in. The Home page will then be displayed:
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Home page for an External candidate.
Your completed and saved applications will be displayed here. Click on Dept and Post Selection to begin filling
in the application.
4. Department and Post Selection

Department and Post Selection screen.
Click on the Department, and then the post you are applying for. Then enter your Area of Interest / Field of
Specialization and click Save.
5. Personal Details

Personal Details form.



Faculty Online Recruitment Portal Applicant User Guideline

Page 8 of 17

Fill in the details and click Save.
6. Education Details

Educational Qualifications form.
Fill in the details for one qualification, then use Add Row to enter another. After filling in, click Save. When
removing a row, note that the last row is removed first.
7. Details of Post Doc.

Details of Post Doc form.
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Fill in the details and click Save.
8. Employment Details

Employment Details form.
Fill in the details for one employment record, then use Add Row to enter another. After filling in , click Save.
When removing a row, note that the last row is removed first.
9. Summary of Post-Ph.D. Career Details

Summary of Post-Ph.D. career details.



Faculty Online Recruitment Portal Applicant User Guideline

Page 10 of 17

Fill in the details and click Save.
10. Teaching Details

Teaching Details form.
Fill in the details for one course and save it, then use Add Row to enter another. After completion, click Save.
When removing a row, note that the last row is removed first. The summary of courses is automatically re-
flected in the Summary table.
11. Student Supervision
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Student Supervision — tables (a) to (e).
Fill in the tables, (a) to (e), and click Save. When removing a row, note that the last row is removed first.

12. Publication Details

Publication and Book Details screen.

Fill in the details and click Save.
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13. R&D Activities Details

R&D Activities Details forms.
Fill in the tables and click Save. When removing a row, note that the last row is removed first.
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14. Outreach Activities

Outreach Activities forms.
Fill in the details and click Save. When removing a row, note that the last row is removed first.
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15. Administrative Responsibilities

Administrative Responsibilities form.
Fill in the details and click Save.
16. Referee Details

Referee Details form.
Fill in the details and click Save.
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17. Other Details

Other Details forms.
Fill in the details and click Save.
18. Any Other Relevant Information

Any Other Relevant information form.
Fill in the details and click Save.
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19.Photo & Signature

Photo and Signature upload screen.
Fill in the details and click Save.
20. Upload Documents
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Upload Documents screens.
Fill in the details and click Save.
21. Submit and Preview

Submit and Preview screens.
Once preview is satisfied, the candidate can submit the application. Once the application is submitted in the
dashboard, the candidate can view the submitted application and uploaded documents.


