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CONFIDENTIAL 

 

This Document is confidential to Petabyte Aircom Ltd and Reserve Bank of Malawi. This 

document contains information and data that Petabyte Aircom Ltd considers confidential 

and proprietary (“Confidential Information”). 

Any disclosure of Confidential Information to or use of it by a third party (i.e., a party other 

than Reserve Bank of Malawi), will be damaging to Petabyte Aircom Ltd. Ownership of all 

Confidential Information, no matter in what media it resides, remains with Petabyte Aircom 

Ltd. Confidential Information in this document shall not be disclosed outside and shall not 

be duplicated, used, or disclosed – in whole or in part – for any purpose other than to refer 

to this Document without specific written permission of an authorized representative of 

Petabyte Aircom Ltd. 
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Recruitment Portal 

1. Introduction 

 

The Recruitment Portal is accessible from outside the network. Applicants can apply for 

jobs using this portal. 

Through the Recruitment Portal, applicants can update their profiles. 

The following document focuses on step-by-step instructions for applicants to build their 

profiles.  
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2. Create New Application  

 

2.1 Create an Applicant Account 

 

To Create an Applicant Account, the following procedure can be used. 

 

 

1. Click on NEW? CREATE AN APPLICANT ACCOUNT 

2. The following page will show up as follows. 

 

 

3. Enter First Name 

4. Enter Last Name 

5. Enter Email 

6. Enter Mobile Number 
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7. Enter Date of Birth 

8. Click on Submit. 

9. When you click on Submit, the system displays the result message as follows. 

 

10. After successful registration, login credentials will be received to the applicant's 

email ID. 

11. Please check your email account for login credentials. 

12. Try to login with the new credentials. 

13. Enter user id and password Click on login. 

14. The following page will show up as follows. 

  

15.  Enter New Password 

16. Confirm your New Password 

17. Click on Submit 

By clicking on submit new password will be updated successfully. Please login with your 

new credentials 
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3. Login to Recruitment Portal 

 

3.1 Login to portal  

 

1. Login to Portal with User ID and Password. 

 

 

 

 

2. After Getting Login the page will show up as follows. 
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4. My Profile 
 

The applicant can build their profile by entering their data under the "My Profile" 

option. 

 

1. Login to Portal with User ID and Password 

2. Click On My Profile, and the page will be displayed as follows. 
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4.1 Personal Info 

 

1. To Create Profile Info, Follow the Below Steps. 

2. Click On My Profile. 

3. Click on Personal Info. 

 

 

4. The page will Show up as follows. 

 

 

5. Fill in all the fields. (* indicates mandatory fields). 
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6. Click on submit. 

7. When you click on Submit, the system displays the result message. 

8. The Result Screen Will show as follows. 
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4.2 Profile Summary 

 

4.2.1 Create New Profile Summary 
 

1. Click On My Profile. 

2. Click on Profile Summary  

 

3. Enter Profile Summary 

  

4. Click on Submit 

5. The result screen will show up as follows. 
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4.3 Language 

 

4.3.1 Add New Language. 
 

1. Click on My Profile. 

2. Click on Language. 

 

 

3. Click on New. 

 

4. Enter Language.  
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5. Click on Save Changes. 

6. When you click on Save changes, the system displays the result message. 
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4.3.2 View Language 
 

1. To view Language, Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Language 

 

4. Select the record and click on VIEW button so you can go through all details in a 

separate dialogue box. 

 

5. To close the Record, click on Close. 
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4.3.3 Edit Languages 
 

1. To Edit languages, Login to Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Languages  

4. Select the record and click on Edit. 

 

5. After clicking on EDIT, a dialogue box will show up for a data update. You can edit 

the required data and click on Save Changes. 
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4.3.4 Delete Language 
 

1. To delete the language, Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Language. 

4. Select the record and click on Delete. 

 

5. After clicking on Delete, the page will show up as follows.  
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4.3.5 View/Upload Supporting files. 
 

If an Applicant has certifications on any mentioned Languages, He can Upload them by 

using this, Method.  

1. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Language. 

4. Select the record and click on View/Upload Supporting Files. 

 

 

5. The page will show up as follows. 

 

6. Select the file Upload type. 

7. click on Next. 
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8. To upload Supporting Document, click on Choose file.  

 

9. Select the Document and click on Next. 

10. The result screen will show up as follows. 
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4.4 Academic Qualifications 

 

4.4.1 Add New Academic Qualifications  

 

1. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Academic Qualifications. 

 

4. Click on New 
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5. Enter Academic Qualification Details. 

 

6. Click on Save Changes. 

7. When you click on Save Changes, the system will display the result message. 
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4.4.2 View Academic Qualification  
 

1. To view Academic Qualification, Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Academic Qualifications 

 

4. Select the record and click on the View button so you can go through all the 

details in a separate dialogue box. 

 

5. To close the Record, Click on Close. 
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4.4.3 Edit Academic Qualifications 
 

1. To edit Academic Qualification, Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Academic Qualification  

4. Select the record and click on Edit. 

 

5. After clicking on Edit, a dialogue box will show up for a data update. You can edit 

the required data and click on Save Changes. 
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4.4.4 Delete Academic Qualification 
 

1. To delete Academic Qualification, Login to the Portal with User ID and Password 

2. Click on My Profile 

3. Click on Academic Qualification 

4. Select the Record and click on Delete. 

  

5. After clicking on Delete, the page will show up as follows. 
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4.4.5 View/Upload Supporting files.  
 

If an Applicant has More number of certifications on his Academic Qualifications, He can 

Upload them by using this, Method.  

1. Click on My Profile 

2. Click on Academic Qualifications  

3. Select the record and click on View/Upload Supporting Files 

 

4. The page will show up as follows. 

 

 

5. select the file upload type.  

6. Then click on Next. 
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7. To upload Supporting Document, click on Choose file. 

 

8. Select the Document and click on Next. 

9. The result screen will show up as follows. 
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4.5 Employment History 

 

4.5.1 Add Employment History 
 

1. Login to portal with User ID and Password. 

2. Click on My Profile. 

3. Click on Employment History 

 

4. Click on New 

 

5. Enter the Current/Previous Employers Details. 
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6. Click on Save Changes 

7. When you click on Save Changes, the system displays the result message. 
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4.5.2 Employment History 
 

1. To view the Employment History, Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Employment History 

 

4. Select the record and click on VIEW button so you can go through all details in a 

separate dialogue box. 

 

5. To close the Record, Click on Close 
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4.5.3 Edit Employment History 
 

1. To Edit Employment History. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Employment History 

4. Select the record and click on Edit. 

 

5. After clicking on EDIT, a dialogue box will show up for a data update. You can 

edit the required data and click on Save Changes. 

 

  



 

 

Recruitment Portal   

User Guide 

 

 

 

 

Page 32 of 71                        Confidential 

 

4.5.4 Delete Employment History 
 

1. To Delete Employment History, Login to Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Employment History 

4. Select the record and click on Delete. 

 

5. After clicking on Delete, the page will show up as follows. 
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4.5.5 View/Upload Supporting files. 
 

If an Applicant has Any number of certifications on his Employment History, He can 

Upload them by using this, Method.  

1. Login to the portal with User ID and Password. 

2. Click on My Profile 

3. Click on Employment History 

4. Select the record and click on View/Upload Supporting Files 

 

 

5. The page will show up as follows. 

 

6. Select the file Upload type. 

7. Then click on Next. 
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8. To upload supporting Documents, click on Choose file. 

 

9. Select the document and click on Next. 

10. The result page will be displayed as follows. 
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4.6 Professional Qualifications 

 

4.6.1 Add Professional Qualifications 
 

1. Login to Portal with User ID and Password. 

2. Click on My Profile. 

3. Click on Professional Qualifications. 

 

4. Click on New 

 

5. Enter Professional Qualification details. 
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6. Click on Save Changes 

7. When you click on Save Changes, the system displays the result message. 
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4.6.2 View Professional Qualification 
 

1. To view the certifications, Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Professional Qualification. 

 

 

4. Select the record and click on VIEW button so you can go through all the details 

in a separate dialogue box. 

 

5. To close the Record, click on Close. 
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4.6.3 Edit Professional Qualifications 
 

1. To Edit Professional Qualifications. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Professional Qualification 

4. Select the record and click on Edit. 

 

 

5. After clicking on EDIT, a dialogue box will show up for a data update. You can 

edit the required data and click on Save Changes. 

 

6. Make the changes that Required and click on Save Changes. 

  



 

 

Recruitment Portal   

User Guide 

 

 

 

 

Page 39 of 71                        Confidential 

 

4.6.4 Delete Professional Qualifications 
 

1. To Delete Professional Qualification, Login to Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Professional Qualifications 

4. Select the record and click on Delete. 

 

5. After clicking on Delete, the page will show up as follows. 
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4.6.5 View/Upload Supporting Files 
 

If an Applicant has Any number of extra certifications on his Professional Qualifications, 

He can Upload them by using this, Method.  

1. Login to the portal with User ID and Password. 

2. Click on My Profile 

3. Click on Professional Qualifications 

4. Select the record and click on View/Upload Supporting Files 

 

5. The page will be displayed as follows. 

 

6. Select the file Upload type. 

7. Click on next. 
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8. To upload supporting Document, click on Choose file. 

 

9. Select the document and click on Next. 

10. The result page will be displayed as follows. 
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4.7 Awards 

 

4.7.1 Add New Awards 
 

1. Login to Portal with User ID and Password. 

2. Click on My Profile. 

3. Click on Awards 

 

4. Click on New. 

 

5. Enter the Award Details. 
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6. Click on Save Changes 

7. When you click on Save Changes, the system displays the result message. 
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4.7.2 View Awards 
 

1. To view the Awards, Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Awards 

 

 

4. Select the record and click on VIEW button so you can go through all the details 

in a separate dialogue box. 

 

5. To close the Record, Click on Close 
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4.7.3 Edit Awards 
 

1. To Edit Awards. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Awards 

4. Select the record and click on Edit. 

 

5. After clicking on EDIT, a dialogue box will show up for a data update. You can 

edit the required data and click on Save Changes. 
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4.7.4 Delete Awards 
 

1. To Delete Awards, Login to Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Awards 

4. Select the record and click on Delete. 

 

5. After clicking on Delete, the page will show up as follows. 
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4.7.5 View/Upload Support Files 
 

If an Applicant has Any number of Extra certifications on his Awards, He can Upload 

them by using this, Method.  

1. Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Awards  

4. Select the record and click on View/Upload Supporting Files 

 

5. The result page will show up as follows. 

 

6. Select file Upload type. 

7. click on Next. 
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8. To upload supporting Document, click on choose file. 

 

9. Select the Document and click on Next. 

10. the result screen will show up as follows. 
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4.8 Skills 

 

4.8.1 Add New Skills 
 

1. Login to Portal with User ID and Password. 

2. Click on My Profile. 

3. Click on Skills 

 

4. Click on New 

 

5. Enter the Skills. 

 



 

 

Recruitment Portal   

User Guide 

 

 

 

 

Page 50 of 71                        Confidential 

 

 

 

6. Click on Save Changes 

7. When you click on Save Changes, the system displays the result message. 
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4.8.2 View Skills 
 

1. To view the Skills, Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Skills 

 

4. Select the record and click on VIEW button so you can go through all details in a 

separate dialogue box. 

 

5. To close the Record, Click on Close 
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4.8.3 Edit Skills 
 

1. To Edit Skills. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on Skills 

4. Select the record and click on Edit. 

 

5. After clicking on EDIT, a dialogue box will show up for a data update. You can 

edit the required data and click on Save Changes. 
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4.8.4 Delete Skills 
 

1. To Delete Skills, Login to Portal with User ID and Password. 

2. Click on My Profile 

3. Click on Skills 

4. Select the record and click on Delete. 

 

5. After clicking on Delete, the Page Will show up as follows. 
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4.8.5 View/Upload Supporting Files 
 

If an Applicant has Any number of Extra certifications on his Skills, He can Upload them 

by using this, Method.  

 

1. Login to the portal with User ID and Password. 

2. Click on My Profile 

3. Click on Skills  

4. Select the record and click on View/Upload Supporting Files 

 

5. The following page will be displayed as follows. 

 

6. Select file upload type. 

7. Click on next. 
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8. To upload supporting document, click on choose file. 

 

9. Select the document and click on Next. 

10. The result will Show up as follows. 
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4.9 References 

 

4.9.1 Add New References  
 

1. Login to Portal with User ID and Password. 

2. Click on My Profile. 

3. Click on References 

 

4. Click on New 

 

5. Enter the References. 
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6. Click on Save Changes 

7. When you click on Save Changes, the system displays the result message. 
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4.9.2 View References 
 

1. To view the References, login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on References 

 

4. Select the record and click on VIEW button so you can go through all the details 

in a separate dialogue box. 

 

5. To close the Record, click on Close. 
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4.9.3 Edit References 
 

1. To Edit References. Login to Portal with User ID and Password 

2. Click on My Profile 

3. Click on References 

4. Select the record and click on Edit. 

  

5. After clicking on EDIT, a dialogue box will show up for a data update. You can 

edit the required data and click on Save Changes. 
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4.9.4 Delete References 
 

1. To Delete References, Login to Portal with User ID and Password. 

2. Click on My Profile 

3. Click on References 

4. Select the record and click on Delete. 

 

5. After clicking on Delete, the page will show up as follows. 
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4.9.5 View/Upload Supporting Files 
 

If an Applicant has Any number of certifications on his References, He can Upload them 

by using this, Method.  

1. Login to the Portal with User ID and Password. 

2. Click on My Profile 

3. Click on References 

4. Select the record and click on View/Upload Supporting Files 

 

5. . The following page will show up as follows. 

 

6. Select file Upload type and 

7. Click on Next. 
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8. To upload the supporting document, click on Choose file. 

 

9. Select the Document and click on Next. 

10. The result screen will show up as follows. 
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5. Attachments 
 

In Attachment Applicants can attach their CV, National ID, Etc. 

1. Login to Portal with User ID and Password. 

2. Click on My Profile. 

3. Click on Attachments 

4. To add attachments, click on File Upload Type. 

 

 

5. The page will show up as follows. 

 

6. Select the file that needs to be uploaded and click on Next. 
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7. Choose file and click on Next. 

8. The result page will show up as follows. 
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6.View Profile 
 

On the View Profile Page, Applicants can view their profile, which was built using the 

data they provided. 

1. Login to Portal with User ID and Password. 

2. Click on My Profile. 

3. Click on View Profile 
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7. Jobs 
 

In this Job Field, Applicants can find the jobs which are in Open Status. So, for those 

jobs, Applicants can apply. 

1. To apply for jobs that are in open status click on Jobs. 

 

2. Then click on Open Jobs. 

 

 

3. The page will show up as follows. 
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4. Applicant can Apply for their Interested job Code By  Click on Apply 

 

5. The page will show up as follows. 

 

 

 

6. Applicants can Save their Application by Clicking on Save. 

7. The result screen will show as follows. 
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8. Click On Check Box to Accept the Declaration of Applicant. (* mandatory) 

9. Click on Submit my application. 

10. The result screen will show as follows. 
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8. My Application Status 
 

In this area, applicants can view the status of their application at which level it was 

present. If the status is updated, the applicant will receive an email and the status will 

also change on this page. Applicants can visit this page at any time. 

1. To check the application status, click on my Application Status. 

 

 

2. The page will show up as follows. 
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9.Settings 
 

In this Filed Applicants can Change their Portal Password at any time. 

1. To change the login password, click on Settings. 

 

 

2. Click on Change Password 
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3. The page will show up as follows. 

 

4. Enter Current Password and enter New Password and Conform New 

Password. 

5. Click on Submit. 

6. The result page will show up as follows. 

 

 

 

 

 

 

 


