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1 NEW APPLICATION 
 

1.1. To access MyJobs portal, type the following URL, https://myjobs.upsi.edu.my 
 

1.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1.1 – Home Page 

 
1.3. Click Create an account button to register. A screen like the following figure will be displayed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 1.2 – New User Registration Screen  
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https://myjobs.upsi.edu.my/


1.4. Enter the information required for registration. Click the Register button and screen of 

Registration Information Confirmation will be displayed as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1.3 – Registration Information Confirmation Window 

 
1.5. Click the Register button. Registration information will be checked before being saved by the system. 

A screen like the figure below will be displayed if the record already exists. 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1.4 – ID Already Registered 

 

1.6. If you have registered before, click the hyperlink to reset the password. 
 

1.7. A popup message will be displayed if the new user registration is successful.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 1.5 – New Registration Successful 
 

1.8. Open the registered email to complete the email address verification process.  
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1.9. Click the Verify your Email button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1.6 – Email Address Verification 

 
1.10. A screen will be displayed as below.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1.7 – New User Registration  

 
1.11. Enter the password according to the character guide suggested below and click the button Submit. 

The user will be redirected to the main page of the Myjobs portal. 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1.8 – Password Guidance  
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2 LOG IN 
 

2.1. At home screen, enter Username (Identification Card Number) and Password (password) for 

authentication. An error will be displayed if the user enters inaccurate information or has an 

inactive status. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 2.1 – Log in 

 
2.2. A screen like the following figure will be displayed if the authentication process is successful.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 2.2 – Myjobs Home Page  
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3 JOB APPLICATION 
 

3.1. Click the Job Application menu on the menu screen. 
 

3.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3.1 – Application/Add Position Screen 
 

3.3. Select one (1) position from the list provided, click the Continue then Agree button to the payment 

process. 
 

3.4. Check and click the Confirm button to verify payer information.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.2 – Payer Information Review Screen  
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3.5. Choose a payment method Internet Banking (FPX) or Credit Card (MasterCard/VISA) and click the Pay 

Now button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.3 – ePayment@UPSI Payment Gateway Screen 

 
3.6. Complete the payment process and if successful, click the Print Receipt button. Download and save the 

receipt as a payment reference. 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.4 – Print Receipt button 

 
3.7. A successful payment will be displayed as follows:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.5 – Successful Payment Status Screen  
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3.8. If there is a problem during the payment process, the screen will be displayed as below. Click the 

Status Update button and click the OK button to update payment status. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.6 – Payment Status Screen 

 
3.9. If the payment is not successful, the display will be displayed as below. Click the Pay button again and 

repeat sequence 3.4 above for the payment process. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.7 – Repay Button Screen  
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4 APPLICANT INFORMATION 
 

4.1. Click the Applicant Information menu on the menu screen. A screen like the following will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 4.1 – Applicant Information Screen 
 

4.2. Fill in or update all relevant information. 
 

4.3. Click the Save button to store information. 
 

4.4. Click the Continue button to go to the next screen. 
 

4.5. Follow steps 4.2 to 4.4 above to complete the applicant's information (Personal Information 1, Personal 

Information 2, Higher Education, Activity / Skill, Research / Consultation, Publication, Conference / Seminar / 

Workshop / Course / Membership, Experience, Reference, Additional Information). 
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5 UPLOAD PICTURES 
 

5.1. Click the Upload Photo menu on the menu screen. 
 

5.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 5.1 – Upload Picture Screen 
 

5.3. Click the Browse button and select the photo which be uploaded from the computer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 5.2 – File Explorer 

 
5.4. Select the picture and click the Open button. 
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5.5. Use image adjustment functions like Zoom In & Out, rotate 180°, Left & Right to get the same size as a 

passport photo. Refer to the image adjustment results at the Preview Image section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 5.3 – Picture Adjustment  

 
5.6. Click the Save button to upload the selected image. 

 
5.7. Successfully uploaded image will be displayed as shown in the following figure.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 5.4 – Display of Successfully Uploaded Image 

 
5.8. Click the Continue button to go to the next page.  
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6 CURRENT APPLICATION 
 

6.1. Click the Current Application menu on the menu screen. 
 

6.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 6.1 – Current Application Screen 

 
6.3. Click the Main Page menu to return to the home page.  
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7 PREVIOUS APPLICATION 
 

7.1. Click the Previous Application menu on the menu screen. 
 

7.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 7.1 – Previous Application Screen 

 
7.3. Click the Main Page menu to return to the home page.  
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8 APPLICANT PROFILE 
 

8.1. Click the Applicant Profile menu on the menu screen. 
 

8.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 8.1 – Applicant Profile Screen 

 
8.3. Click the Main Page menu to return to the home page.  
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9 CHANGE PASSWORD 
 

9.1. Click the Change Password menu on the menu screen. 
 

9.2. A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 9.1 – Change Password Screen 

 
9.3. Click the Main Page menu to return to the home page.  
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10 FORGOT PASSWORD 
 

10.1.  Click the Forgot Password link on the main page of the MyJobs portal. 
 

10.2.  A screen like the following figure will be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 10.1 – Change Password Screen 

 
10.3. Enter the required information and click the Reset button. WindowPassword Reset 

Information Verificationwill be displayed as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 10.2 – Password Reset Information Confirmation  

 
10.4. Click the Reset button and a link to the New Password Reset screen will be send to the registered 

email. If the email entered is not the same as in the record, please contact the Human Resources 

Division, UPSI to reset a new email. 
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11 CHANGE EMAIL ADDRESS 

 
11.1. Click the Applicant Information menu and click the sub menu Personal Information 1. A screen 

like the following figure will be displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 11.1 – Personal Information 1 Screen 
 

 

 
11.2. Click the Update Email Address button and a screen like the following figure will be displayed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 11.2 – Update Email Address Screen 

 

 
11.3. Click the Send Code button and check new emails to get the Verification code.  

 
 
 
 
 
 
 
 
 
 

 

Figure 11.3 – Verification Code Review   
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11.4. Email as below will be received at the new email address.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 11.4 – Verification Code Email Display For New Email Verification 

 
11.5. Enter the verification code given and click the Update button.  
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12 LOG OUT 

 
12.1. To log out, click the Sign Out link which is located at the upper right corner as shown in the figure below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 12.1 – Myjobs Portal Logout Link  
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