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Pre-requisites: 

1. Applicant needs to have a valid E-mail before embarking on the registration process. 

2. Enter your E-mail cautiously because a Confirmation Link will be sent to that E-mail address. 

3. You must register as an applicant before applying for any Job. 

4. When faced with challenges during profile creation or application, log your problem to audahiring@nepad.org 

5. This application is supported by Internet Explorer 11 or higher, Mozilla Firefox, and Chrome.  Ensure that you are using the above-

mentioned browsers only. Internet Explorer is preferred browser for SAP. Make sure you clear your browser cookies when you start 

the process or experience any challenges when applying. 

6. The scanned copies of your CV should be in PDF and Word format only. No other file formats will be accepted by the system. 

7. Please Disable Pop-up Blocker on your Web Browser. 

8. The confirmation mail will be received within 5-10 minutes of initial registration. So, kindly wait to receive the confirmation mail.  

9. Zoom the document in case some of the screen shots are not legible. 

 

mailto:audahiring@nepad.org
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1.0 EXTERNAL APPLICANT REGISTRATION  

1.1 Registration 
 

First time applicant must to go the AUDA-NEPAD website: https://www.nepad.org/work-with-us/careers 

On the AUDA-NEPAD careers site, candidates should click on:  

https://e-recruitment.nepad.org:44310/sap/bc/webdynpro/sap/hrrcf_a_startpage_ext_cand 

A browser window will open with the following screen for candidate to start with registration process. 

 
1. Click on “Register here” as shown in the above screenshot. 

2. The system generates an automated e-mail with a link  

3. Enter a valid email address that you want to receive the registration link.  

4. To complete the registration process, go to the mailbox (gmail/ymail/Hotmail/…..). Search for an email from wf-batch@nepad.org, 

open that email and click on the link provided. A browser will open a registration window. 

5. Fill in the candidate registration form as per the screenshot 

https://www.nepad.org/work-with-us/careers
https://e-recruitment.nepad.org:44310/sap/bc/webdynpro/sap/hrrcf_a_startpage_ext_cand
mailto:wf-batch@nepad.org
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Note: All fields with ‘*’ sign are mandatory. 

6. Candidate must accept read and accept the Data Privacy Statement by selecting thecheckbox on the Registration Screen “ Yes I 

have read the Privacy statement and I accept it.” 

7. Click on the Register button, to complete the registration process. 

8. A dialog box will appear with a message thanking the candidate for interest in Company. 
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SCREENSHOT OF DIALOG BOX WITH MESSAGE HERE 

 

An email will be sent to your Inbox from wf-batch@nepad.org within 5 -10 minutes from the time you registered. Please check your junk 

mail if you cannot find the email in your Inbox. The username (alias) you have entered during registration will be used as your “Username” 

for this portal.   IF  you  do  not  fine  a  feedback  in  your  inbox   ,  please  check  in  your  JUNK Mail .  Please refer to the screenshot. 

 

 

1.2 Login 
 

mailto:wf-batch@nepad.org
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1. Go to the mailbox and search for an email from your mailbox, open the email and click on the embedded link provided. 

Note: Validity period of the verification link is 14 days. 

If the mail link does not work, then copy the URL and paste it to the browser directly.  

https://e-recruitment.nepad.org:44310/sap/bc/webdynpro/sap/hrrcf_a_startpage_ext_cand 

  

 
 

2. A browser will open a Personal Career Pages window. 

              

 

3. Fresh login for future use: Enter your login credentials (Username and Password) and click ‘Log On’.  

https://e-recruitment.nepad.org:44310/sap/bc/webdynpro/sap/hrrcf_a_startpage_ext_cand
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4. Registered users, enter your login credentials to access the portal. 

 

 

1.2.1 Change Password 

1.  Click on the Change Password. A popup will appear to confirm your old password and enter the new password and confirm the 

new password. 
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2. Password change confirmation screen appears. 

3. Re load the screen again, Enter the Username and Password and Click “Log On” 

1.2.2 Forgot Password 

1. Click on the Forgot Password. A popup will appear to confirm your email ID.  

Screenshot: 
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Click on Forgot your password? 

 

 
2. Enter an email ID that was used to register for the site and click on Request Password.  

3. An email would be sent to mail box with New Password. Use that password while login in fresh screen and change the password 

as desired for future use. 

 

4. If you have entered the valid details, your career site would be launched  

2.0 CANDIDATE PROFILE 
 

2.1 CREATION OF YOUR PROFILE: 

2.1.1. Resume Parsing 

1. Click on the “My Profile link” on the Candidate Profile in Overview Tab as per screenshot.  
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2. Go to Candidate Profile tab and click “Upload” button to upload your resume as per the screenshot. 
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3. Click on “Browse” button to select your resume on your machine and click ok to upload. The file path will be updated and click 

transfer for resume to be transferred to the system. 

 

4. Select the resume you have uploaded and click “parse” button as per the screenshot below. 
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5. Applicant will be able to view the fields that will be parsed from the uploaded resume as per the screenshot below. 
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6. After reviewing the parsed fields, click on the “update profile” button to update the details as per screenshot 
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7. Candidate resume will be parsed and profile will be updated and will be available to view for any changes. 
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8. My profile window will be open for applicant to fill in the details. 

2.1.2 Personal data  
 

9. Click on “Personal Data “tab and fill the required details. 
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PERSONAL DATA SCREENSHOT 

 

Note: All fields with * (Asterisk) sign is mandatory and must be completed before navigating away from this page. It is advised to fill 

in as much of information as possible. Please add ‘0’ in front of Postal Code if your code is less than 5 digits. 
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10. After furnishing information, applicant to select the check box indicated above “I agree” and click on “Next Step”  continue to 

the next step “Education and Training”. 

 

2.1.3 Education/Training  
 

11. Click ‘Add’ on the “Education/Training” tab and fill in your Academic and Professional qualifications beginning with the highest 

qualification that is relevant to the position.  

12. Click “OK” to save all the information (Qualification). 

 

ADD EDUCATION SCREENSHOT HERE 

 

13. Click on “Add” for each new entry for adding other qualifications. 
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14. Click on “Next Step” after adding all qualifications to move to the Work Experience Tab. 

 

2.1.4 Work Experience 
 

Applicant captures the work experience details in this tab. 

15. Click on “Add” button for each individual job details stating the period worked in the organization and indicate the latest 

position held under Job Title.    

16. Click the “OK” button to save the work experience information you have entered. If you have worked in more than one job, 

click “Add” button to add the various work experiences. 

 

ADD WORK EXPERIENCE SCREENSHOT HERE 
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Click on “Next Step” after all your work experience has been captured. 

2.1.5 Qualifications 
 

Applicant captures Qualification details in this tab. 

17. Click on “Add” button for adding Qualification. 

18. Click the “OK” button to save the Qualification information. If you have more Qualifications, click “Add” button to add more 

qualifications. 

 

Screenshot 

 

Click on “Next Step” after all your Qualifications has been captured. 

 

2.1.6 Preferences 
 

Applicant captures the Preference details in this tab. 

19. Click on “Add” button for each Preference and indicate the employee preference for the current posting.    

20. Click the “OK” button to save the Preference information. If you have more preferences, click “Add” button to add the 

preferences. 

REFERENCES SCREENSHOT HERE 
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Click on “Next Step” after all your Qualifications has been captured. 

2.1.7 Attachments  
 

Applicant will be able to upload any document in this tab. Passport size photograph, CV, ID/Passport copy, Qualifications and 

Certifications, Reference letters, Criminal record form (if applicant has ever convicted) are mandatory. All documents can only be 

uploaded in PDF format. Application does not allow conversion of documents, so it is mandatory to have pdf documents in place. 

21. Click on “Add” button and  click on “Browse” to locate each document.  

22. Select the document and click “open” and enter the title of the document into the “Document title “field”. Repeat the above 

steps for each  document. Click on upload button to upload each document (The document may be stored in your Computer/ 

USB drive / etc.).  

ATTACHMENTS SCREENSHOT HERE 
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Click on “Employment Opportunities” tab to check for any Job openings. If there are no job postings you can attach your application for 

future Job openings through the “Job Search” link. 

You can change your user name, delete registration and check your inbox for applications submitted by yourself. 

2.1.8  Overview & Release 

Click on this step “Overview & Release” for the recruiters to access your profile.  

You can display your data in the Data Overview to confirm that all the relevant details have been captured.   
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Click on the “Complete” pushbutton to complete the application process.  

This changes the status of your profile to “Completed” and you will receive a confirmation message that “your candidate profile was 

released successfully” as indicated below.  

 

 

This shows that your application is successfully saved and submitted.  

If you do not get this message your application will still be in “Draft” status and cannot be accessed by recruiters. 
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3.APPLYING FOR A JOB THROUGH JOB SEARCH:  
 

If applicant is registered, there is no need to register again. Applicant need to  login with the username and password you provided.  

To do so, click on the following link–https://……. 

 
 

Enter your username and password.  

Click on “Logon” to open the “Applicant Cockpit”. 

3.1 JOB SEARCH  
Click on the “Employment Opportunities” tab and again on the ‘Search’ button to display the published job opportunities. 

 

JOB SEARCH SCREENSHOT HERE 
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 E-RECRUITMENT USER MANUAL FOR APPLICANT   
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Click on the Job opening you are interested in.  

Click on the “Apply” function to get you to the “Personal Data” tab which you have already filled. 
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Personal data 
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Education/Training: 
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Work Experience: 
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Preferences: 
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Attachments: 
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Qualifications: 
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Questionnaire: 
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Cover Letter: 
 

 

 

Complete Application 

A new window opens in a Pop-up (If not, kindly Disable Pop-up blocker in your Web-browser).  

Click on the icon “I agree”  
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Click on Send Application Now button to submit the application. 

 



 E-RECRUITMENT USER MANUAL FOR APPLICANT   

 

3.2 Applicant Cockpit:  
 

Applicant can manage the details in applicant cockpit as per snap below. 

 

 

 

Resumes: Candidate has attached the resume 

Personal Settings: Candidate can change the date format and the preferred language. 
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Delete Registration: Candidate can delete the registration / candidature, hence after deletion of profile, he/she will not be able to apply 

further. 

 

 

Application via Reference Code: Candidate can also apply via specific Reference code with the same process as job search. 
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My Applications: Candidate can view his/her existing applications that already applied (submitted / draft version) 

Candidate can delete/withdraw applications.  

  

 


