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tcef; (1) – ERA taumifh zef;wD;wnfaqmufjcif; 

tqihf 1 – &efukef/ jrefrm URL wGif uvpfESdyfyg?  

tqihf 2 –  

enf;vrf; (u) Currently Available Vacancies pm&if;rS “Login” udk ESdyfyg?  

enf;vrf; (c) 

1?  rdrdavSsmufxm;vdkonfh Position Title uyfvsuf&Sd vifhcf xnhfay;xm;aomm 

Announcement Number udk uvpf ESdyfyg?  

2?  “Apply to this Vacancy” odk@r[kwf “Email to a Friend” udk ESdyfyg?     

             

tqihf 3  

Sign In pmrsufESmay:vmcsdefwGif “Create an Account” udk uvpf ESdyfyg?  

               



   
 

                                                                                    ERA – Applicant User Guide                                                                                       3 

 

tqihf 4  

1?  rdrd.udk,fa&;tcsuftvufrsm;jzpfaom trnf/ tar&duef EkdifiHom; [kwfr[kwf/  ae&yfvdyfpm/ 

jrdK@§jrdK@e,f/ wdkif;§a'o=uD;/ pmydk@oauFw§ZpfukwftrSwf§yifeftrSwf/ w,fvDzkef;trsdK;pm;/ 

w,fvDzkef;eHygwf ESihf tD;ar;vftp&Sdaom / qufoG,f&rnfh tao;pdwftcsuftvufrsm;udk 

jznfhoGif;yg?  

 pmrsufeSmwdkif;wGif a&S@aemufoGm;&ef atmufajc&Sd “Previous” ESihf “Next” wdk@udk toHk;jyKyg?  

 rdrdtoHk;jyKaeonfh browser . a&S@aemufn$efjyonfh ae&mrsm; okd@r[kwf refresh cvkyf 

wdk@udk vHk;0 rESdyfygESihf? jznfhoGif;xm;onfh tcsuftvufrsm; aysmufqHk;oGm;Edkifygonf?  

 teDa&mifca&yGihf (*) trSwftom;jyxm;aom tuGufrsm;wGif rysufruGuf 

jznfhoGif;ajzqkd&rnfjzpfonf? 

 ERA taumifhwpfcktwGuf tD;ar;vf vdyfpm wpfckom&Sd&rnfjzpfa=umif; owdjyKyg? 

avsSmufv$m&Sif trsm;tjym;u taumifhwpfckwnf;udk rSSsa0oHk;pGJjcif;udk ERA 

avSsmufv$mpepfrS cGihfrjyKyg?  
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2? rdrdxm;vdkonfh v_d@0SufeHygwfpOf (password) udk jznfhoGif;I twnfjyKjyD;aemuf vHkjcHKa&; ar;cGef; 

(3) ckudk ajzqkdyg? 

 oihf Password onf pkpkaygif;pmvHk;a& tenf;qHk;(12) vHk;yg&rnfjzpfjyD;   t*FvdyftuQ&m 

pmvHk; (1) vHk; (pmvHk;t=uD;jzpfap tao;jzpfap)/ *%ef; (1) vHk;/ txl;oauFw (1) vHk;pD 

tenf;qHk;yg&rnfjzpfI space vHk;0ryg&yg?  

 vHkjcHKa&;qdkif&mar;cGef; wpfckcsif;pDwkdif;onf wpfckESihf wpfck rwl&yg?  

 4if;ar;cGef;rsm;twGuf tajzrsm;onfvnf; wpfckESihf wpfck rwl&yg?  

 tajzrsm;. tp odk@r[kwf tqHk;onf space rjzpf&yg?  

 vHkjcHKa&;qkdif&mar;cGef;rsm;twGuf jznfhoGif;aom tajzrsm;onf pmvHk;t=uD;tao; 

twdtustwkdif;jzpf&ygrnf?  

  3? “Next” ukd ESdyfyg?  
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tqihf  5   

oihftaumifhtm; zefwD;wnfaqmufjyD;jzpfa=umif;  twnfjyKcsuf&&Sdygrnf?  

 taumihf topfzefwD;vdkufonfESihf oif. tvkyf&Sm`aumifhudk zefwD;vdkufjyDjzpfa=umif; 

tD;ar;vf&&Sdygrnf?  

 rdrdtaumifh tD;ar;vf/ Password ESihf vHkjcHKa&;qkdif&m ar;cGef;§tajzrsm;udk 

vHkjcHKpGmodrf;qnf;xm;yg? ERA taumifhwGif;odk@ 0ifa&muf&mwGif ,if;tcsuftvufrsm; udk 

rSwfrdae&ef oihfwGifwm0ef&Sdaoma=umifhjzpfonf?  
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tcef; (2) – tvkyfavSsmufxm;jcif; 

tqihf  1   

1? oihf. tD;ar;vfESihf password wdk@udk jznfhoGif;I ERA taumifhwGif;odk@ 0ifyg?  

2? “Log in” udk uvpf ESdyfyg?  

        

tqihf  2   

Applications u¾rS “Search for Jobs” udk uvpf ESdyfyg?  

       

tqihf  3   

1? vuf&Sd vpfvyfae&mrsm;udk jyoxm;onfh Currently Available Vacancies Page wGif &SmazG 

Zeg\FmbYaNidRu>mbBeg>monfhpum;vHk;rsm; (Oyrm- &mxl;ae&m) udk &dkufxnfhyg?  

 rdrd&SmazGr_e,fy,fudk usOf;oGm;ap&ef “Show Filter” udk ESdyfI usvmaom tuGufxJrS 

ESpfouf&mudk a&G;cs,fyg? (Oyrm – ta=umif;t&m/ vpm/ wnfae&m/ vpmtqihf/ ESihf 

0efaqmifr_) xdk@aemuf “Apply” udk uvpfESdyfyg?  

2? pwif&SmazG&eftwGuf rSefbDvl;yHk av;udk uvpfESdyfyg?  
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tqihf  4   

rdrdavSsmufxm;vdkonfh Position Title ab;&Sd vifhcfxnfhxm;aom a=ujimcsuftrSwfudk uvpfESdyfyg?  

 

 

 

 

 

 

 

 

 

tqihf  5   

vpfvyfae&mESihf ywfoufI tao;pdfwfazmfjyxm;aom “Vacancy Details” pmrsufESm&Sd 

tcsuftvufrsm; (Oyrm – wm0efrsm;/ vdktyfaom t&nftcsif;rsm; ESihf ppfaq;csufrsm;) udk 

=unfh&_jyD;aemuf “Apply to this Vacancy” udk uvpfESdyfyg? 

 avSsmufv$mwifpOfwGif ar;onfh ar;cGef;rsm;udk r:ehM>m =unfh&_&ef “View Eligibility 

Questions” odk@r[kwf “View Vacancy Questions” udk uvpfESdyfyg? s 
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tqihf  6   

1?  avSsmufxm;vdkonfh &mxl;twGuf t&nftcsif;jynfhrDjcif; &Sdr&SdodEdkif&ef “Eligibility 

Questions” rsm;udk ajzqdkyg? (okd@r[kwf ,cifu ERA oHk;I tvkyfavSsmufxm;zl;vSsif oif 

jznhfoGif;xm;zl;aom tajzrsm;udk jyefvnfppfaq;yg?)  

2? “Next” udk ESdyfyg?  

 “Eligbility Questions” rsm;wGif oifajzqkdxm;aom tajzrsm;udk pepfwGif;odk@ 

odrf;vdkufrnfjzpfjyD; ERA udk oHk;I tjcm;vpfvyfae&mrsm; avSsmufxm;vSsif 4if;tajzrsm;udk 

jyefvnfxkwf,lay;rnfjzpfonf?  

 “Eligbility Questions” rsm;ukd ajzqdk&mwGif jynfhpHkjcif;r&Sdaom tajzrsm;udk 

odrf;qnf;ay;rnfr[kwfa=umif; owdjyKapvdkfygonf?  

 teDa&mifca&yGihf (*) trSwftom;jyxm;aom tuGufrsm;wGif rysufruGuf 

jznfhoGif;ajzqkd&rnfjzpfonf? 4if;wdk@rSm ar;cGef;trSwf 2/ 3/ 4/ 5/ 6/ 7/ 8/ 9/ 10/ 11/ 12/ 13 ESihf 

35 wdk@jzpfonf?  

o ar;cGef;trSwf 2/ 5/ 6/ 7/ 8/ 13 ESihf 35 wdk@wGif “Yes” [k ajzqdkygu aemufqufwGJ 

ar;cGef;rsm;udkxyfrHajzqdk&ygrnf?  

o rysufruGufajzqdk&rnfh ar;cGef;ae&mrsm;onf oif. tajctaeESihf udkufnDr_r&Sd aom 

arcGef;rsm;jzpfaeygu “Does not apply” odk@r[kwf “Not applicable” [k ajzqkdyg?  

o “Next” ukd ESdyfI aemufpmrsufESmokd@ oGm;Ekdif&ef twGuf “Eligibility Questions” 

rsm;udk rysufruGufajzqkday;&ygrnf? (okd@rSom oihf tajzrsm;udk pepfwGif; 

odrf;xm;ay;ygrnf?)  
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tqihf  7   

1?  Series, Grade ESihf Location u¾rsm;atmuf&Sd tcsuftvufrsm;udk jznfhoGif;yg okd@r[kwf 

jyefvnfppfaq;yg?  

 Grade u¾&Sd rdrdavSsmufxm;vdkaom  vpmtqihfwGif “Yes” [k a&G;cs,fyg? rnfonfh 

Grade udk a&G;cs,fxm;jcif;r&SdvsSif ERA pepf twGif; a&S@qufoGm;I r&Ekdfifyg?  

 rdrdavsSmufxm;vdkonfh ae&m. ab;rS tuGufwGif uvpfESdyfI trSefjcpfxnfhyg?  

2?  “Next” udk ESdyfyg?  
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tqihf  8   

1?  rdrd. tawG@t=uHKrsm;ESihf udkufnDaom tajzrsm;ukd a&G;cs,fjcif;jzihf Vacancy ar;cGef;rsm; udk 

ajzqdkyg?  

2?  “Next” udk ESdyfyg?  
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tqihf  9   

1? oihfavSsmufv$mwGif vdktyfaompm&Gufpmwrf;rsm; wGJay;&ef “Upload from your computer” 

udk ESdyfyg?  

2? atmufjrSm;av;ygaom dropdown udk toHk;jyKI pm&Gufpmwrf;trsdK;tpm; (Document 

Type) udk a&G;cs,fyg?  

3? “Document Description” tuGufwGif jznfhoGif;yg?  

4?  “Browse” udk ESdyfI rdrdwGJay;vdkfaom zkdifudk a&G;cs,fyg?  

5?  “Upload” udk uvpfESdyfyg?  

 Vacancy a=ujimcsufwGif azmfjyawmif;qdkxm;aom pm&Gufpmwrf;wpfckcsif;pDwdkif; twGuf 

txufazmfjyyg tqihf 1 rS 5 txd vkyfaqmifyg?  

 pm&Gufpmwrf;trdsK;tpm;wpfcktwGuf zkdifwpfzkdifom yl;wGJwifoGif;Ekdifa=umif; owdjyKyg?  

 pm&Gufpmwrf;trsdK;tpm;wpfckae&mwGif zkdifrsm;pGm xyfrHyl;wGJwifoGif;aeygu ,cifu 

wifxm;aom zkdifae&mwGif aemufqHk;wifvdkufaomzdkifu tpm;xkd;ae&m,lvdkufrnf jzpfonf?  

6?  “Save and Continue” udk uvpfESdyfyg?  

 awmif;qdkxm;aom Document type ae&m wpfckckwGif yl;wGJzdkif rxnfhay;ygu “Missing 

Document?” [k ay:vmygrnf?  

o xyfrH yl;wGJay;&ef r&Sdawmhygu “Continue” udk ESdyfyg okd@r[kwf “Cancel” udk ESdyfI 

pm&Gufpmwrf;rsm; xyfrH yl;wGJ wifoGif;yg?  

o pm&Gufpmwrf;wpfckckudk wifoGif;jyD;aemuf tjcm; Vacancy wpfck xyfrH 

avSSsmufxm;&mwGif jyefoHk;vdkygu “Reuse a Document” udk uvpfESdyfyg?  
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tqihf  10  

1?  avSsmufv$mudk ppfaq;I wif&ef “Application Review and Submit” pmrsufESmay:&Sd 

tcsuftvufrsm;udk ppfaq;jcif;/ jyifqifjcif;jyKvkyfyg?  

 oifay;xm;aom tcsuftvufrsm;tm;vHk;udk jyefvnfppfaq;&ef pmrsufESm wpfckvHk;udk 

tay:rS atmufxd qGJcsI =unfhyg?  

 vdktyfygu “Edit” udk ESdyfI jyifqifyg? (Oyrm- udk,fa&;tcsuftvufrsm;/ Series/ 

vpmtqihf/ wnfae&m/ Eligiblity qdkif&mar;cGef;rsm;/ Vacancy  Beg>m&mar;cGef;rsm;/ ESihf 

pm&Gufpmwrf;rsm;)  

o udk,fa&;tcsuftvufrsm;/ Series/ vpmtqihf/ wnfae&m jy u¾rsm;udk 

jyifqifjyD;vsSif “Save” udk ESdyfvdkufygu “Application Review and Submit” 

pmrsufESmudk jyefvnfa&muf&SdoGm;ygrnf?  

o Eligibility qkdif&m ar;cGef;rsm;udk jyifqifI “Save” ukd ESdyfvSsif Vacancy qdkif&m 

ar;cGef;rsm; u¾ (tqihf 8) odk@a&muf&SdoGm;ygrnf? xdk@aemuf “Application 
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Review and Submit” pmrsufESmokd@ a&mufonftxd u¾wpfckcsif;pD. 

atmufzuf&Sd “Next” ukd ESdyfESdyfoGm;yg?  

o Vacancy qdkif&m ar;cGef;rsm;u¾udk jyifqifjyD;aemuf “Next” ukd ESdyfygu 

“Application Review and Submit” pmrsufESmokd@ a&muf&Sdygrnf?  

2/  “Submit Application” ukd ESdyfyg?  
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3? oifhavSsmufv$mudk atmifjrifpGmvufcH&&Sda=umif; twnfjyKcsuf&&Sdygrnf? 

 jyD;cJhonfhtqihfwGif “Submit Application” ESdyfjyD;aemuf vufcH&&Sda=umif; twnfjyKcsuf 

tvdktavsmufay:vmygrnf?  

4?  rdrdavSsmufv$m. tajctaeudk ppfaq;=unfh&_&eftwGuf “View your Dashboard” udk 

uvpfESdyfyg odk@r[kwf tjcm;vpfvyfae&mrsm;udk avSsmufxm;vdkfygu “Return to Vacancy 

Listing” udk ESdyfyg?  
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tcef; (3) – ERA taumihfudk pDrHxdef;odrf;jcif; 

(u) avSsmufv$mydwf&uf rwdkifrD avSsmufv$mtm; jyifqifjcif;  

tqihf  1   

enf;vrf; (u) – Applications u¾&Sd rdrdpdwf0ifpm;aom Announcement 

Number§Position Title ab;&Sd “Edit Application” udk uvpfESdyfyg? 

enf;vrf; (c) – 

1?  “Currently Available Vacancies” pm&if;&Sd rdrdjyifqifvdkaom Announcement Number 

wGif uvpfyg?  

2?  Vacancies Detatils atmuf&Sd “Edit your application” udk uvpfESdyfyg?  
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tqihf  2  

rdrdjyifvdkonfh u¾ab;&Sd “Edit” udk ESdyfyg? (Oyrm – ukd,fa&;tcsufvuf/ Series/ vpmtqihf/ 

wnfae&m / Eligibility qkdif&m ar;cGef;rsm;/ Vacancy qkdif&mar;cGef;rsm; ESihf pm&Gufpmwrf;u¾rsm;)  
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tqihf  3   

1?  rdrda&G;cs,fxm;aom avSsmufv$mu¾udk jyifqifjznfhpGufyg?  

2?   jyifqifxm;aom pmrsufESmwkdif;.atmufajc&Sd “Save”/ “Next” odk@r[kwf “Finish” udk ESdyfyg?  

 ukd,fa&;tcsufvuf/ Series/ vpmtqihf/ wnfae&m u¾rsm;udk jyifqifjyD;aemuf “Save” 

ukd ESdyfyg? xdk@aemuf avSsmufv$mudk ppfaq;I jyefvnfwifay;&ef “Application Reviw and 

Submit” pmrsufESmodk@ a&muf&SdoGm;ygrnf?  

 Eligibility qkdif&mar;cGef;rsm;udk jyifqifjyD;aemuf “Save” ukd ESdyfygu “Vacancy 

Questions” u¾odk@ a&muf&SdoGm;ygrnf? xkd@aemuf “Application Review and 

Submit” odk@a&mufonftxd pmrsufESmwpfckcsif;pDwkdif;. atmufajc&Sd “Next” udk 

ESdyfESdyfoGm;yg?  

 Vacancy qkdif&mar;cGef;rsm;udk jyifqifjyD;aemuf “Next” udk ESdyfygu “Application 

Review and Submit” pmrsufESmodk@ jyefvnfa&muf&SdoGm;ygrnf?  

  pm&Gufpmwrf;rsm;udkjyifqifjyD;aemuf “Finish” udk ESdyfygu “Application Review and 

Submit” pmrsufESmodk@ jyefvnfa&muf&SdoGm;ygrnf?   
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tqihf  4   

1? avSsmufv$mudk ppfaq;I wif&ef “Application Review and Submit” pmrsufESmay:&Sd 

tcsuftvufrsm;udk ppfaq;jcif;/ jyifqifjcif;jyKvkyfyg?  

 oifay;xm;aom tcsuftvufrsm;tm;vHk;udk jyefvnfppfaq;&ef pmrsufESm wpfckvHk;udk 

tay:rS atmufxd qGJcsI =unfhyg?  

 vdktyfygu “Edit” udk ESdyfI xyfrHjznfhpGufxm;onfh ae&mrsm;udk jyifqifyg? “Application 

Review and Submit” pmrsufESm a&mufonftxd “Save” odk@r[kwf “Next” udk 

ESdyfoGm;yg?  

2/  “Submit Application” ukd ESdyfyg?       
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3? oifhavSsmufv$mudk atmifjrifpGmvufcH&&Sda=umif; twnfjyKcsuf&&Sdygrnf? 

 jyD;cJhonfhtqihfwGif “Submit Application” ESdyfjyD;aemuf vufcH&&Sda=umif; twnfjyKcsuf 

tvdktavsmufay:vmygrnf?  

4?  rdrdavSsmufv$m. tajctaeudk ppfaq;=unfh&_&eftwGuf “View your Dashboard” udk 

uvpfESdyfyg odk@r[kwf tar&duef \nYngdrS ac:,laom tjcm;vpfvyfae&mrsm;udk avSsmufxm;vdkfygu 

“Return to Vacancy Listing” udk ESdyfyg?  

     

  



   
 

                                                                                    ERA – Applicant User Guide                                                                                       21 

 

(c)  Vacancy ydwfonfhae@ rwdkifrD avSsmufv$mwGif wifxm;aompm&Gufpmwrf;rsm;udk 

jyifqifjznfhpGufjcif; 

tqihf  1  

Applications u¾&Sd rdrdavsSmufxm;aom Announcement Number/Position Title ab;&Sd 

“Update Documents” udk uvpfESdfyfyg?  

 enf;vrf; (c) – “Application Review and Submit” pmrsufESm. Document u¾ 

ab;&Sd “Edit” udk ESdyfIvnf; avSsmufv$may:&Sd tcsuftvufrsm;udk jyifqifI wifxm;aom 

pm&Gufpmwrf;rsm;udkvnf; jyifqifEkdifonf? (tqihf 2 – avSSsmufv$mydwf&ufrwdkifrD 

avSsmufv$mtm; jyifqifjcif;)  

   

 

tqihf  2   

1? “Upload from your computer” udk uvpfESdyfyg?  

2?  atmufjrSm;av;udk ESdyfI pm&Gufpmwrf;trsdK;tpm;udk a&G;cs,fyg?  

3?  Document Description ae&mwGif jznfhoGif;yg?  

4?  “Browse” udk ESdyfI rdrdwGJay;vdkaom zdkifudk a&G;cs,fyg?  

5?  “Upload” udk uvpfESdyfyg?  

 pm&Gufpmwrf;wpfckcsif;pDwdkif; twGuf txufazmfjyyg tqihf 1 rS 5 txd vkyfaqmifyg?  
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 pm&Gufpmwrf;trsdK;tpm;wpfckae&mwGif zkdifrsm;pGm xyfrHyl;wGJwifoGif;aeygu ,cifu 

wifxm;aom zkdifae&mwGif aemufqHk;wifvdkufaomzdkifu tpm;xkd;ae&m,lvdkufrnf jzpfonf?  

6?  “Finish” udk uvpfESdyfygu “Applications” u¾odk@ jyefvnfa&muf&Sdygrnf?  

 awmif;qdkxm;aom Document type ae&m wpfckckwGif yl;wGJzdkif rxnfhay;ygu “Missing 

Document?” [k ay:vmygrnf?  

o xyfrH yl;wGJay;&ef r&Sdawmhygu “Continue” udk ESdyfyg okd@r[kwf “Cancel” udk ESdyfI 

pm&Gufpmwrf;rsm; xyfrH yl;wGJ wifoGif;yg?  
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(*) v_d@0SufeHygwf (password) udk topfjyefvnfowfrSwfjcif; 

 

tqifh  1   

“Forget User ID or Password” udk uvpfESdfyfyg?  

      

tqihf  2   

1? rdrd. tD;ar;vfudk jznfhoGif;yg?  

 ERA taumifh zefwD;wnfaqmufcJhpOfu oHk;cJhaom tD;ar;vf vdyfpmudk rSwfrdjcif; r&Sdygu 

tjcm; tD;ar;vf vdyfpmwpfckudk toHk;jyKI taumifhaemufwpfck zefwD;&ef vdktyfygonf?  

2? “Next” udk ESdyfyg? 

        

 

 

 

 

 

tqihf  3   
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1? vHkjcHKa&;qkdif&mar;cGef;rsm;udk ajzqkdyg?  

 vHkjcHKa&;qkdif&mar;cGef;rsm;xJrS wpfckckudk vGJrSm;I ajzqdkrdygu tajzrSm;aea=umif; tD;ar;vfudk 

vufcH&&Sdygrnf?  

 vHkjcHKa&;qkdif&mar;cGef;rsm;xJrS pmvHk;t=uD;tao; rSefatmifa&;xnfh&onhf tajzrsdK;udk 

rrSwfrdygu taumifhwGif;odk@0ifEkdifrnfr[kwfaoma=umifh tjcm;tD;ar;vfwpfckudkoHk;I ERA 

taumifhtopfwpfck wnfaqmuf&ygrnf?  

2? “Next” udk ESdyfyg?  

      

tqihf  4  

1?  owfrSwfcsufrsm;ESihf udkufnDaom password topfwpfckudk xnfhoGif;I 

aemufwpf=udrfjznfhoGif;twnfjyKyg?  

2?  “Submit” udk ESdyfyg?  

 Password udkatmifjrifpGm ajymif;jyD;ygu twnfjyKonfh tD;ar;vf xyfrH&&Sdygrnf? Sign In 

pmrsufESmodk@ oGm;a&mufI oif. Password topfudk xnfhoGif;Ekdifygonf?  
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(C) ERA taumifhudk jyifqifjznfhpGufjcif;  

tqihf  1  

Applications u¾&Sd “Your name” wGif uvpfESdyfyg?  

 

tqihf  2   

1? ukd,fa&;tcsuftvufrsm; ESihf qufoG,f&ef tcsuftvufrsm; udk jyifqif&ef “Edit” udk ESdyfyg?  

 jyifqifjyD;vSsif “Save” udk uvpfESdyfyg?  

2? rdrd udk,fa&;&mZ0if (Resume) udk ppfaq;jyifqifjyD;vSSsif “View my Resume” udk uvpfESdyfyg? 

 rsm;aomtm;jzihf tvkyfavSsmufonfh jzpfpOfwGif Resume tcsuftvufrsm;udk jznfhoGif;&ef 

rvdktyfyg?  

 jyD;aemuf “Save” udk ESdyfyg?  

3? vuf&Sd Password udk jyifqifvdkygu “Change my password” udk ESdyfyg?  

 jyD;aemuf “Save” udk ESdyfyg?   

s4? vuf&Sd vHkjcHKa&;qdkif&mar;cGef; ESihftajzrsm;udk jyifqifvdkygu “Change my Security 

Questions” udk uvpfESdyfyg?  

 jyD;aemuf “Save” udk ESdyfyg?  

         


