
Step-by-Step Manual Document:
Accessing the System
This guide outlines the process for logging into the system, filling out the necessary information,
and accessing the main dashboard.

Kindly review the exam instructions provided in the banner images before accessing the
system.



1. How to reset password

1.Click on “Forget Password”.

2.Input valid email password and click on “Recover Now” button.



3.Mail is sent to your email address where you can use copy and paste token or click on “click
here” button.



4.On clicking “Click here” button you are directed to password set page.Input new password and
click on “Change password” button.

5.On clicking “Change password” you will be directed to login page.

2. Logging into the System
2.1 Open the system login page.



2.2 Enter your email address in the designated email field.

2.3 Enter your password in the password field.

2.4 Click the Login button.

3. First Time Login - Get Started Page
3.1 Upon logging in for the first time, you will be directed to the Get Started page.

3.2 On the Get Started page, click the “Get Started” button to proceed with your profile setup.



4. Filling Out the Basic Info Form
4.1 After clicking 'Get Started,' the system will display the Basic Info Form.

4.2 You may choose to fill out the required fields or skip this section.

4.3 If you choose to fill in the details, enter the following information (as required):

– Name
– Contact Information
– Birth Date
– Father’s name
– Grandfather’s name

4.4 Once you’re done, click “Continue” to move to the next section.

5. Education Details Form
5.1Next, the system will show the Education Details Form.

5.2 Fill in the relevant education details, such as:

– Degree Level
– Degree Name
– Subject
– Institution Name
– Location

5.3 You can also choose to skip this section if preferred.

5.4 Click “Continue” to proceed to the next section.



6. Skill Section
6.1 The Skill Section will now be displayed.

6.2 Enter the skills you have or choose to skip this section.

6.3 Once completed, click “Submit Button” to proceed.



7. Completing the Profile Setup
7.1 After completing all sections, you will be directed to the Continue to Dashboard button.
7.2 Click on “Continue to Dashboard” to finish the setup.

8. Accessing the Main Dashboard
8.1 If this is your second time logging in, you will be directed straight to the Home Dashboard.


