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Hapi 1:

Seksioni I: Krijimi i llogarisé né ERA

Klikoni né URL-né e kérkuesit pér vendin tuaj.

Hapi 2:

Opsioni A: Klikoni "Login" nga lista e “Currently available vacancies listing” (Vendeve té punés aktualisht né

dispozicion)
Opsioni B:

1. Klikoni né numrin e shpalljes sé hiperlinkuar pér té cilin jeni té interesuar té aplikoni, i vendosur prané “Position

title” (Titullit té pozités)

2. Klikoni “Apply to this Vacancy” (Aplikoni pér kété vend té liré) ose “Email to a Friend” (Dérgoni me email njé

miku).

Hapi 3:

Klikoni “Create an account” (Krijo njé llogari) nga fagja e regjistrimit.

Sign In

Forgot User 1D or Ghssword

Create an Account
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Hapi 4:

1. Plotésoni informatat personale dhe té kontaktit duke pérfshiré emrin, mbiemrin, statusin e shtetésisé sé
Sh.B.A, adresén, qytetin, shtetin, provincén / territorin, zip kodin / kodin postar / pin, llojin e telefonit, numrin
e telefonit dhe emailin.
o Pérdorni butonat "Previous" (para) dhe "Next" (pas) té vendosur né fund té secilés fage pér té naviguar.
0 Mos pérdorni butonat e kérkimit té shfletuesit ose butonin e rifreskimit, pasigé mund té humbni

informacione té réndésishme.

o Té gjitha pikat e shénuara me yll té kuq (*) jané té detyrueshme dhe kérkojné pérgjigje.
o Vini re se ¢do llogari né ERA duhet té keté njé adresé unike té postés elektronike. Sistemi nuk do té lejojé
gé njé adresé emaili té pérdoret pér shumé llogari.
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1. Vendosni dhe konfirmoni fjalékalimin, pastaj zgjidhni dhe pérgjigjuni tre pyetjeve té sigurisé.
o Fjalékalimi juaj duhet té keté té paktén 12 karaktere dhe duhet té pérmbajé té paktén njé shkronjé (té
madhe dhe té vogél), njé shifér, njé karakter té vecanté dhe pa hapésira.
o Cdo zgjedhje e pyetjeve té sigurisé duhet té jeté unike.
o Cdo pérgjigje e pyetjes sé sigurisé duhet té jeté unike.
o Pérgjigjet e pyetjeve nuk duhet té fillojné dhe / ose té pérfundojné me hapésira.
o Pérgjigjet e pyetjeve jané té ndjeshme ndaj shkronjave té médha (case sensitive).
2. Klikoni "Next" (pas). 2

[FF Password

four password must have at least 12 characters and must induds at least one alphanumeric {upper a2nd lower case), onz digit. one
pedal dharacter and no spares.

Confirm Password

Secret Question 1 9

-— Fleass Seleck -
Secret Answer
Minimum 5 characters, Mzximum 25 characters,
Secret Question 2
— Flease Seleck — [+]
Sacret Answar
Minimum 5 charactars, Mzximum 25 characters,
Secret Question 3
- Fleass Seleck - E
Secret Answer

Minimum 57;ers. Maximum 25 charactzrs,
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Hapi 5:
Pranoni konfirmimin gé llogaria juaj éshté krijuar.
o Me krijimin e llogarisg, ju gjithashtu do té pranoni njé email gé tregon se llogaria juaj si aplikues éshté krijuar.
o Sigurohuni gé té mbroni postén elektronike té llogarisg, fjalékalimin dhe pyetjet / pérgjigjet e sigurisé pasi gé ju do té
jeni pérgjegjés pér té mbajtur mend kété informacion né ményré qé té identifikoheni né llogariné tuaj ERA.

Login
-
Per=anal Atcdunt
Created

Informatizn

Account Creation

Congratulations, your account was created,
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Seksioni Il: Aplikimi pér Puné

Hapi 1:

1. Hyni né llogariné tuaj né ERA duke shtypur emailin dhe fjalékalimin tuaj.
2. Klikoni "Login" (kycu).

Hapi 2:
Klikoni "Search for Jobs" (Kérko pozitat e punés) nga “Applications dashboard” (Paneli i aplikimeve).

3 Dashboard Logout
Welcome, JOHN DOE & /
Applications SEARCHFOR JOBS
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Hapi 3:
1. Vendosni termat e kérkimit (p.sh., titulli i punés) né fagen e “currently available vacancies page” (vendeve té

punés aktualisht né dispozicion).
o Opsionale, pér té ngushtuar kérkimin tuaj, klikoni "Show Filter" dhe zgjidhni ¢do mundési nga lista (d.m.th.,

serité, pagat, vendndodhja, shkalla dhe shérbimi). Pastaj klikoni "Apply" (apliko).
2. Klikoni simbolin e lupés pér té filluar kérkimin tuaj.

Hapi 4:
Klikoni né numrin e shpalljes sé hiperlinkuar pér té cilin jeni té interesuar té aplikoni, i
vendosur prané “Position Title” (titullit té pozités).

13 Dashboard Logout
Currently Available Vacancies
Protocol Assistant Q Show Filter T
Showing 1 Result(s).
Close Date
Agency Position Type Position Title Annofncement Number Series/{Grade Locations (MM/DD/YYYY)
Colombia  Public Non-Status ~ Protocol Assistant (Protocol Assistant) 274123 0120-5 1 in Bogota, CO, CO1500000 07/31/2017
Show results per page | Go FIRST PREVIOUS NEXT LAST

Hapi 5:

Klikoni "Aplikoni pér kété vend té liré/ Apply to this Vacancy" pasi té keni rishikuar
informacionin né “vacancy details page” (fagen e detajeve té vendeve té
konkursit (p.sh. detyrat, kualifikimet dhe vlerésimet)

o Opsionale, klikoni "Shikoni pyetjet e pranueshmérisé/View Eligibility Questions"
dhe "Shikoni pyetjet e vendeve té lira/View Vacancy Questions" pér té paré se
cilat pyetje do té béhen gjaté aplikimit.

{3 Dashboard Logout

® Return to Job Search

Vacancy Details

APPLY TO THIS VACANCY VIEW ELIGIBILITY QUESTIONS VIEW VACANCY QUESTIONS EMAIL TO A FRIEND

PRINT VACANCY

Qverview Duties Qualifications & Evaluations Benefits & Other Info How to Apply
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1. Pérgjigjuni pyetjeve rreth kualifikimit tuaj pér pozitén qé po aplikoni (ose rishikoni pérgjigjet
tuaja té méparshme nése keni aplikuar tashmé pér njé puné duke pérdorur sistemin ERA).

2. Klikoni "Next" (pas).
o Pérgjigjet tuaja ndaj pyetjeve rreth kualifikimit do té ruhen nga sistemi dhe do té mund
te ripérdoren né rast se aplikoni pér pozita té tjera duke pérdorur sistemin ERA.
o Vini re se sistemi nuk do t'ju lejojé té ruani pérgjigje jo té plota né “eligibility questions”
(pyetjet rreth kualifikimit).
o Té gjitha pikat e shénuara me yll té kuq (*) jané té detyrueshme dhe kérkojné pérgjigje.
Kéto pérfshijné pikat 2, 3, 4,5, 6,7, 8,9, 10, 11, 12, 13 dhe 35.
o Pikat 2, 5, 6, 7, 8, 13 dhe 35 kané pyetje té ndryshme vijuese nése pérgjigjeni me "Po".
Nése nga ju kérkohet té jepni njé pérgjigje me shkrim né njé pyetje té detyrueshme qé
nuk éshté e zbatueshme pér situatén tuaj, zgjedhni "Nuk vlen/ Does not apply" ose "Nuk
vlen /“Not applicable.”
o Duhet té plotésoni térésiné e pyetjeve té detyrueshme té pérshtatshmérisé né ményré
gé té Klikoni "Next" (vetém atéheré pérgjigjet tuaja do té ruhen nga sistemi).
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Step 7:
1. Zgjedh/ rishiko informacionin né “Series”, Gradat dhe Lokacionin e seksionit .
o Selekto/zgjidh “Yes” per gradén pér té cilén déshironi té aplikoni . Nése nuk e zgjidhni asnjérén

gradé, ERA nuk do té ju lejojé té vazhdoni .

o Zgjidheni/ selektoni butonin pér lokacionin/vendin ku déshironi te aplikoni .

2. Klikoni “Next.”

Series

This position is offered for a single saries. 1

# Please confirm you wish to be considered for these series (Check all that apply.)

] D120-Secretary, Office Management, And Protocol Series

Grade
Salect the grade level(s) for which you wish to be considered, You will only be considared for the grade level(s) you seledt.

+ Do you wish to be considered for Grade 52 () Yes ) No

Location

* Please indicate the locations for which you want to be considered. (Check all that apply.)

[ Bogota, €O

Notifications

Are we allowed to send you email reminders about completing this vacancy before it closes?
(® Yes, please send me email reminders about completing this vacancy,

() Mo, I do not wish to raceive email remindzrs about complating bhis vacancy.

PREVIDUS
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Step 8:
1. Pérgjigjuni né pyetjet e Aplikacionit duke i zgjedhur pérgjigjet té cilat iu pérshtaten
dhe korenspondojné me pérvojat tuaja té kaluara.
2. Klikoni “Next.” (vazhdo tutje)

Vacancy Questions

Tkerns markad with # are required,

All' Grades Questions 1

# 1  Pleass indicate the types of activities you have parformed in organizing high level svents? (Check all that apply)

[0 M=znage written communications through official channels

[[] ©ffer advice and suggastion for types of events and sites hosted by the organization

[ Develep close relationships of mutual trest with the administrabive skaff and assistants of senicr leaders with whom the crganization regularly engages
[] Lead the administration of the conkact database of the arganization

O Nane of the above,

¥ Z2 | Please salect the responses that describe your experience following official procedures for government or diplomatic events? {Chadk all that apply)

[] Develop dlose relationships of mutual trest with the administrabive skaff and assistants of senicr leaders with whom the crganization regularly engages
[ Lead the administration of the contact database of the organization

[] Advise staff of an organization on formzlities and courtesies they should cheerva whan associating with foreign visitors

[] Organize events that invobee inkzrnational relations

[ M=nage written cormmunications through offidial channels

[ Mone of the abovea,

id 3 Which BEST describes your experience interacting with office visitors?
) 1 have had no interadtion with office visitors
() T have had Bmited or occasionz! interadion with office visitors
() I have interactad with office visitors on 2 regular and frequent basis

- 4 select from the list below the type of requests for informaticn that you have received: (Check all that apply)

[] Procurament requests

[ Infermation on the office programs
[ Appointment availzbility dates

[ Relzy messages

[] Wendor requests

Important: All the information you provide may be verified by a review of the work experience and/or education as shown on your application form, by checking references 2
and through other means, such as the interview process. Any exaggeration of your experience, false statements, or attempts to conceal information may be grounds for not
hiring you, or for firing you after you begin work.

PREVIOUS
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Step 9:

=

vk wn

Zgjidhni/Klikoni “Upload from your computer” pér té bashkangjitur dokumentet ne aplikimin tuaj.
Zgjidhni “Document Type” (llojin e dokumentit) duke pérdorur shigjeten/ butonin dropdown.
Futni informatat pér “Document Description” (pérshkruajeni /emértoni dokumentin).

Zgjidhni ose klikoni “Browse” pér té gjetur dhe zgjedhur dokumentin e duhur.

Zgjidhni /klikoni “Upload.”

(o)
(o)
(o)

Pérsériteni prej 1 deri 5 pér secilin dokument té kérkuar, té cekur né aplikim.

Veni re qé vetém njé dokument mund té bashkangjitet.

Ngarkimi i shumé dokumenteve né té njéjtin lloj dokumenti do té rezultojé qé versionet e ngarkuara mé paré
té zévendésohen nga skedari i ngarkuar mé sé fundmi

Shtyp/kliko/Klikoni “Save and Continue” (ruaj dhe vazhdo)

()

Nése njé ose mé shumé lloje té dokumenteve té kérkuara nuk kane shtojcé, ju do te shihni

njohtimin né ekran dritaren e njoftimit” Missing Documents” (dokumenti/et qé

mungon/jné).

= Klikoni “Continue” (Vazhdo) nése nuk ka dokumente shtesé pér té ngarkuar ose klikoni
”Cancel”( anulo) nése déshironi té ngarkoni dokumente shtesé.

®  Pasi té ngarkoni dokumentin ju mund ta pérdorni pér aplikimie pozita tjera duke
pérdorur/ klikuar né “Reuse a Document” (ripérdorimi i dokumentit).

Upload a Document

Please browss to attach a document to your application.
= Only these types of the documents can be uploaded: gif image(.gif), jpeg image
{.jpg), png imagel.png), rich text formatl.rif ), Microsaft word{.doc, «doc<), adobe
pdf{.pdf), word perfect{wpd), test{ bt}
= 3MB is the maximum siz= allowed for 3 document

Ttems marked with # ara raquirsd,

# Document Type: | Pleass Salect

* Document Description: I

SAVE AND CONTINUE

ERA - Applicant User Guide
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Step 10:
1. Rishiko /Edito informatén né “Application Review and Submit”.
o Rishikoni deri né fund té fages informatat e pérfshira nga ju.
o Shtyp/kliko /Klikoni “Edit” dhe pérditésoni cdo artikull shtesé sipas nevojés (psh
informata personale, serité/gradat/vendi etj).
= Shtypn/Klikoni “Save” (ruaj) pasi t'i pérditésoni té dhénat personale dhe
serite/gradat/vendin deri sa te ktheheni tek “Application review”( rishikimi | aplikacionit)
dhe “Submit Page”( dorézoni fagen).
= Shtyp/kliko clikoni “Save” (ruaj) pasi t'i pérditésoni “Eligibility Questions” (pyetjete e
kualifikimit) dhe do té arrini te “Vacancy Questions”( pyetjet per aplikimion) (Step 8). Pastaj
klikoni Next” (fagja tjetér) né fund té cdo seksioni deri sa té arrini te ” “Application Review”
and” Submit Application”( dorézo aplikimin).
= Shtyp/kliko /klikoni “Next” pas pérditésimit té pytejve pér poziten qé keni aplikuar te
“Vacancy Questions” dhe té arrini tek “The Application Review” and Submit Page.
2. Shtyp/Kliko “Submit Application” (dorézo aplikimin)

Application Review and Submit

SUEMIT APPLICATION

Flease review your information below and nobe that you have attzched 0 document{s) to your application. Your application stabus will remain
incomplate unbl you dick SUBMIT APPLICATION,

Personzl Information Series Grade/Locakion Eligikility Questions ‘Wzoanoy Questions Documznks Resume
1
Personal Information £ Edit
Mame: JJHN DOE
Email: =ryom.ivakhEmonstar.com
Vacancy Announcement: 274123
Position Title:  Protocol Assizznt (Prosocd! Assistznt)
Back o ted
Series/Grade/Location & Edit
Series: 0120
Grade: ©
Location(s): Eogotz, CO
Back ko ted
Eligibility Questions # Edit

PERSONAL INFORMATION

1. | Please list any other names used:

& MNot Answered

MOTE: Relative is 3 husband, wife, domestic partner, member of housshald, father, father-in-law, stepfather, maother, mother-in-law, stepmother, son, son-in-lzw, stepson,
daughter, daughter-in-law, stepdaughter, brathar, brothes-in-law, half-brather, sister, sister-in-law, half-sister, unde, aunt, first cousin, rephew, or nisce.

® 2

Does your relative work in this Embassy or Consulate?
& Yes
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3. Merrni konifirmiin se keni dorézuar me sukses aplikacionin tuaj .
o Njé dritare konfirmimi do té shfaget automatikisht pasi té klikoni né “Submit
Application” (dorézo aplikacionin) né hapin e méparshém.
4. Shtyp/kliko “View your Dashboard” (shikoni panelin tuaj) pér té shikuar statusin e
aplikacionit tuaj ose “Return to Vacancy Listing” pér té vazhduar pér pozita tjera té
Departamentit té Shtetit.

Thank You! You have successfully submitted your app@ 3

I ——

Mota: You can medify your application at any time before the vacanoy closs dabe, Simply return to your dashboard, s=lect the vacancy, and updabe your application.

What's Next?

= Return ko the vacancy lstip§ page to s=arch for job opportunitizs.

VIEW YOUR DASHBOARD RETURN TO VACANCY LISTING

ERA - Applicant User Guide
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Seksioni lll: Menagjimi ERA Account

A. Redaktimi i materialit dhe dokumenteve pér aplikim para skadimit té afatit
Hapi 1:

Opsioni A: Kliko né “Edit Application” afér “Announcement Number/Position Title” of interest
né Applilocated on the Applications Dashboard.
Option B:

1. Shtyp /Kliko né hiperlinkun (Announcement Number) té cilin jeni | interesuar ta

pérditésoni, | vendour né “Currently available Vacancies lisitng “ ( pozitat e lira
né listé ).

2. Kliko né ”Edit your Application”(pérditéso aplikimin) te ”Vacancy details” .

¥ Dachhoard Logout
Welcome, JOHN DOE &
Applications AEARCH EOR 0B

All Compleke Incomplete

Announcemant Number

Position Title Appliztion Skatus Comments Vacancy Status Actions

274123 Grade 5 Grade 5 #ocepting Applications Edit Application

Protoco] Assistant (Protocol Assismnt]  Applicstion Recsived Mo Camment Vacanoy dosas in 6 days Updatz Documents

2 fou Fave enswersd 2l the requirsd questons
]

Show results per page | GO FIRST FREVIOUS MEXT LasT
Currently Available Vacancies

Search for Cipen Vatandes Q Show Filter T
Showing 2 Results). Option B 1

Close Date

Agency Position Type Position Title Announ Mumber Series/Grade Locations (MM/DD/YYYY)
Colombia Putlic Mon-Stztus Protoco! Assistant {Protocof Assistant) 2741, 0i23-5 1 in Bogota, C0, CO1530000 OH3L A7
Colombia Public Non-Stzms Promocod Assistant {Promocol Azsistant) JULY182017 0i20-5 1 in Bogot, 00, CO1500000 07302017

Show recults per pagz | GO FRST || PREVIOUS || NexT || LasT

. 2
Vacancy Details
EDIT YOUR APPLICATION VIEW ELIGIBILITY QUESTIONS VIEW VACANCY QUESTIONS EMAIL TO A FRIEND PRINT VACANCY
Overview Duties Qualifications & Evaluations Benefits & Other Info How to Apply
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Step 2:

Shtyp/kliko “Edit” afér seksionit té cilin déshironi ta ndryshoni (p.sh. Personal
Information (Informatat Personale), Series/Grade/Location, (serité/ grada/vendi),
(Eligibility Questions) pyetjet kualifikuese dhe/ose dokumentet .

Personal Information

Eligibility Questions

& ves

Name:
Email:
Vacancy Announcement:

Position Title:

Series/Grade/Location

Series:
Grade:

Locabion{s):

PERSONAL INFORMATION

2 Mot Anowered

Application Review and Submit

Pleasz review your information balow and nobe that you have attzched O document{s) to your application. Your application status will remain
incomplete untl you dick SUBMIT APPLICATION,.

Personal Information Series/Grada/Lomation Eligibility Grusstions Vamnoy Quastions

JOHM DOE
artyom.ivakhE@monster.com
274123

Protocol Assiszant [Promoco! Assistznt)

0120
g

Bagotz, CO

1. | Pleaselist any other namss used:

+ 2. | Doss your relative worls in this Embassy or Consulate?

SUBMIT APPLICATION

Resume

& Edit

Back b top

& Edit

Back ko top

HOTE: Relative is a husband, wife, domestic partner, member of housshold, father, father-in-law, stepfather, mother, mother-in-law, stepmother, son, son-inrlaw, stepson,
daughter, daughter-in-l=w, stepdaughter, brother, brother-in-law, half-brothar, sister, sister-in-law, hzlf-sister, uncle, aunt, first cousin, nephew, or nisca.

ERA - Applicant User Guide
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1. Pérditésoni seksionin e zgjedhur té aplikacionit.
2. Shtyp/kliko “Save,” “Next,” ose “Finish” né fund té secilés fage varésisht prej
seksionit té aplikacionit gé po pérditésoni.

o Shtyp/kliko “Save” pas pérditésimit té “Personal Information” (informatave personale)
dhe/apo Series/Grade/Location Sections (seksioneve pér seri apo gradé).Pastaj do té arrini tek
Application Revieé (rishikimi i aplikacioit) dhe Submit Page (dérgo fagen).

o Shtyp/kliko "Save" (ruaj) pasi té keni pérditésuar “Eligibility Questions” (pyetjet lidhur me
kriteret pér aplikim) dhe do té ktheheni né “Vacancy Questions Section” (seksionin e pyetjeve
pér pozitén gé po aplikoni). Pastaj Shtyp/kliko “Next” né fund té secilés fage derisa té ktheheni
tek Revieé Application (rishikoni aplikimin) dhe “Submit Page” (dorézoni fagen). Shtyp/kliko
“Next” pasi té keni pérditésuar “Vacancy Questions” (seksionin e pyetjeve pér pozitén gé po
aplikoni) dhe ju do té ktheheni tek “Applicant Revieg” (rishikimi i aplikantit/es) dhe “Submit
Page” (dorézoni fagen).

o Shtyp/kliko “Finish” (pérfundo) pasi té keni pérfunduar seksionin “Documents”
(dokumentet) dhe ju do té ktheheni tek “Applicant Revieé&” (rishikimi i aplikantit/es) dhe
“Submit Page” (dorézoni fagen).

Personal Information 1
Prefix
| - Pleass Select — |
* First Name Middle Name * Last Name
| J0HN | | | poex
Suffix
| — Fleaze Select — |
* U5 Citizen
@ Yes (O Mo
Contact Information
* Address 1
i49‘21 Judiciary Road
Address 2
|
Address 3
“ Gty Tow Poenimy
Zip[PostalfPin Code Plus 4
I | |
* Talephone 1 * Telephone Number Extension
| Day Phane | | swszeermm ||

2

/

ERA - Udhwzuesi pwr aplikim
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1. Revieé&/Edit (rishiko/edito) informata né Application Revieé (rishikimi i aplikacionit) dhe “Submit Page”

(dorézo fagen).

o  Shkoni deri né fund té fages pér té rishikuar té gjithé informacionin.

o Shtyp/kliko “Edit” dhe pérditésoni ¢do artikull shtesé nése éshté e nevojshme. Pastaj
Shtyp/kliko “Save” (ruaj) ose “Next” (fagja tjetér) deri sa té arrini tek tek “Application Revieé”
(rishikimi i aplikacionin) dhe “Submit Page” (dorézoni fagen).

2. Shtyp/kliko “Submit Application” (dorézo aplikacionin)

Application Review and Submit

Pleass review your information below and nots that you have attsched 0 document(s) to your application. Your application status will remain SUBMIT APPLICATION
incomplete until you click SUBMIT APPLICATION,

Persenal Information Series/Grade/Location Eligibility Queastions Waranoy Questions Documents Resumes

1

Personal Information A Edit

Name: JOHN DCE
Email: =artyom.ivakhEmonstar.com
Vacancy Announcement: 274123

Position Title:  Protocol Assiszant (Protooe! Assist=nt)

Back to top

Series/GradefLocation & Edit

Series: 0120
Grade: 5

Location{s): Bogots, CO

Back ko top

Eligibility Questions # Edit

PERSOMNAL TNFORMATION

1.  Pleaselist any other names usad:

&  MNet Answerad

NOTE: Relative is a husband, wife, domestic partmer, member of houssheld, father, father-in-law, stepfather, mother, mother-in-law, stepmother, son, son-in-law, stepson,
daughter, daughter-in-lzw, stepdaughter, brother, brother-in-law, half-brother, sister, sister-in-law, half-sister, uncle, aunk, first cousin, nephew, or nisce.

* 2. | Doss wour relative work in this Embassy ar Consulate?
@ Yes

ERA - Applicant User Guide
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3. Merrni konfirmimin se keni ri-dorézuar me sukses aplikacionin tuaj.
o Njé dritare konfirmimi do té shfaget automatikisht pasi té klikoni né “Submit Application)
(dorézo aplikacionin) né hapin e méparshém.
4. Shtyp/kliko “Vieé your Dashboard” (shikoni panelin tuaj) té rishikoni statusin tuaj té
aplikacionit ose “Return to Vacancy Listing” (kthehu né listén e pozitave té shpallura)
pér té vazhduar aplikimin pér pozita tjera té Departamentit té Shtetit.

, T - - - 3
MYOU. You have successfully submitted your app@

Note: You can medify your application at any time before the vacanoy closz date, Simply return to your dashboard, s=lact the vacancy, and updatz your applicaticn.

What's Next?

» Return to the vacancy stipG page to search for job opportunities.

VIEW YOUR DASHEOARD RETURN TO VACANCY LISTING

ERA - Applicant User Guide
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B. Pérditésimi i dokumenteve té aplikimit para datés sé mbylljes sé konkursit

Hapi 1:

Shtyp/kliko “Update Documents” (pérditésoni dokumentet) prané numrit té njoftimit /titullit té

o

pozités té interesit i vendosur né “Applications Dashboard” (panelin e aplikimeve).
Zgjedhja B: Vini re se ju gjithashtu mund té pérditésoni dokumente ndérsa redaktoni materialin e

Applications (aplikacioneve) duke shtypur “Edit” (redakto) prané seksionit “Documents” (dokumente) té

Applications Revieé (rishikimi i aplikacionit) dhe “Submit Page” (dorézoni fagen).

¥ Dachboard Logout
Welcome, JOHM DOE &
H SEARCH FORJOBS
Applications i
All Complets Incomplete

Announcement Number

Position Title Applization Status Comments Vacancy Status Actions

274133 Grade 3 Grade 5 Accepting Applictions Edit Agplication

Promcol A=sistant (Protoco! Assistant]  Applicstion Recsived Mo Comment Vacancy dosss in 6 days Updatz Documents
&vou nzvwva=d 2ll the raguired questons
A

Show results per page | GO FIRST NEXT LasT

ERA - Applicant User Guide
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Hapi 2 - Redaktimi i materialit té aplikimit para datés sé mbylljes sé vendit té punés
1. Shtyp/kliko “Upload from your computer.” (ngarko nga kompjuteri juaj)

Shtyp/kliko “Document Type” (lloji i dokumentit) duke shtypur shigjetén anash.

Futni informatat pér “Document Description” (pérshkrimi i dokumentit).

Shtyp/kliko “Broése” (kérko) dhe gjejeni dokumentin e duhur.

Shtyp/kliko “Upload.” (ngarko)

o  Pérséritni 1 deri né 5 mé lart pér ¢do dokument shtesé qé déshironi té ngarkoni.

0 Ngarkimi i shumé dokumenteve né té njéjtin lloj dokumenti do té rezultojé gé versionet e
ngarkuara mé paré té zévendésohen nga skedari i ngarkuar mé sé fundmi.

6. Shtyp/kliko “Finish” (pérfundo) dhe ju do té ktheheni tek “Applications Dashboard” (paneli i
aplikacioneve).
O Nése njé ose mé shumé lloje té dokumenteve té kérkuara nuk kané njé shtojcg, ju do té

shihni njihtimin né ekran dritaren e njoftimit “Missing Document” (dokumentin qé mungon).

= Klikoni "Continue” (vazhdo) nése nuk ka dokumente shtesé pér té ngarkuar ose klikoni
“Cancel” (anulo) nése déshironi té ngarkoni dokumente shtesé.

ukwnN

Upload a Document

Please browse to attach a document to your application.
* Only these types of the documents can be uploaded: gif image(.qif), jpeg image
(.ipg). png image{.png), rich text format{.rtf ), Microsoft word(.doc, .docx), adobe
pdfi.pdf), word perfect(.wpd), text(.t<t) 2
* 3MBis the i size all d for a d t

Items marked with * are required.

*Document Type:

* Document Description:

UPLOAD
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C. Rivendosja e fjalékalimit
Hapi 1:

Shtyp/kliko “Forgot User ID or Password” (kam harruar ID-né e identifikimit apo fjalékalimin)

Sign In

¥ou have successfully logged out,

A | User ID or Email

m Forgot Usar ID or Password
Create an Account

Hapi 2:

1. Shtyp/kliko adresén tuaj elektronike.

O Nése nuk ju kujtohet adresa e postés elektronike gé éshté pérdorur pér té krijuar llogariné tuaj ERA, mund
t'ju duhet té krijoni njé llogari tjetér, duke pérdorur njé adresé unike té postés elektronike.

2. Shtyp/kliko “Next” (fagja tjetér)

In order to continue, please enter the User ID or Email address associated with
your account.

Items marked with * are required.

| [l

*User ID or Email: Il I

2

CANCEL

Hapi 3:
1. Pérgjigjuni né “Security Questions” (pyetjet e sigurisé)
o Nése i pérgjigjeni njé prej pyetjeve tuaja té sigurisé gabimisht, do té merrni njé email duke deklaruar se

keni futur njé pérgjigje té pasakté.

o Nése nuk e mbani mend pérgjigien e ndjeshme ndaj ¢éshtjeve né njé nga pyetjet tuaja té sigurisé, nuk
do té jeni né gjendje té identifikoheni né kété llogari dhe mund t'ju duhet té krijoni njé llogari tjetér
ERA, duke pérdorur njé adresé unike té postés elektronike.

2. Shtyp/kliko “Next” (fagja tjetér)

Please enter the answers to your secret questions shown below.

Answers to all questions are required. 1

“Birthplace?

“Mother's maiden name?

“Favorite sports team?

Note: Secret answer responses are case sensitive and must be entered exactly
as they were upon creation.

2
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Hapi 4:
1. Shtyp/kliko dhe verifikoni njé fjalékalim gé éshté konform kérkesave specifike.
2. Shtyp/kliko “Next” (fagja tjetér)
o] Pasi té keni ndryshuar me sukses fjalékalimin tuaj, do té merrni njé email duke deklaruar qé
fjalékalimi juaj éshté pérditésuar. Ju gjithashtu do té ktheheni te “Sign in Page” (fagja e regjistrimit)
pér té futur fjalékalimin tuaj té ri.

You must create a new password. After you have entered your new password,
you will be returned to the login page.

Items marked with * are required. 1

*New Password:

*Verify New Password:

Your new password must be a minimum of 12 characters and must indude at
least one alphanumeric (upper and lower case), one digit, one special character
and no spaces.

2

CANCEL

ERA - Applicant User Guide

21



D. Pérditésimi i llogarisé né ERA
Hapi 1:
Shtyp/kliko “Your Name” (emri juaj) nga Applications Dashboard (paneli i aplikimeve).

% Dashbazrd Logout
Welcome, JOHN DOEH L

Applications SEARCH FOR JOBS

All Camplets Incomplete

Announcement Numbar

Position Title Application Status Comments Vacancy Status Actions
JULY182017 Grade 5 Grada 5 Accepting Applications Edit Applicakion

Profocol Assistant {Protooo! Assisant]  Application Received Io Comment Vacanoy doses in & days Update Documents

Hapi 2:

1. Shtyp/kliko “Edit” (redakto) té pérditésoni informata tuaja pérsonale “Personal or Contact Information”
o Shtyp/kliko “Save” (ruaj) kur té pérfundoni puné.

2. Shtyp/kliko “Vieé my Resume” (rishiko rezymené time) pér té rishikuar/pérditésuar rezymené tuaj.
o Nuk éshté e nevojshme té futni informacionin e rezymesé si pjesé e procesit té aplikimit né shumicén e

rasteve.

o Shtyp/kliko “Save” (ruaj) kur té pérfundoni puné.

3. Shtyp/kliko “Change My Passéord” (ndrysho fjalékalimin tim) né ményré qé té pérditésoni fjalékalimin
tuaj té tanishém.
o Shtyp/kliko “Save” (ruaj) kur té pérfundoni puné.

4. Shtyp/kliko “Change my Security Questions” (ndrysho pyetjet e mia té sigurisé) pér té pérditésuar
pyetjet apo pérgjigjet tuaja té sigurisé.
o Shtyp/kliko “Save” (ruaj) kur té pérfundoni puné.

7% Deshbozrd Logout
1
2 My Profile
2
3
Personal Information # et Account Informgfion / /4
Mame: JOHN DOEH =] view My R;sumeK /
# Changs My Passward
UserId: 3 (3 Change My Sacret Questions
Address: 4921 Seminzry Rosd
Bagots,
Colombiz

Phone: % 31328677773 {day phonz)

Email: aryom.vakh&monster.com
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