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RESOURCE POOL PORTAL 

User Manual for Applicants 

Helpdesk Email - xxxx[at]xxxx[dot]xxx   

1. Registration Process for Applicants 

Interested applicants can visit https://xxxx.xxx.xxx and register their profile on the portal. Steps for 

registration are given below: 

 Applicants can register their profiles by entering their Full Name, Mobile Number, Email Address, 

and Date of Birth. Applicants shall verify their mobile number and email address by clicking on 

‘Get OTP’ button. (Refer Screen-1) 

 

Screen 1 

 After clicking on the ‘Submit’ button shown on Screen-1, an automated email would be sent by 

the portal to the applicants on their submitted emails with a profile verification link. After clicking 

on the profile verification link, they would be required to set their passwords to complete the 

registration process. (Refer Screen-2) 
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Screen 2 

2. Login to the Portal 

 Registered applicants can login to the portal by submitting their email address and password. 

(Refer Screen-3) 

 

Screen 3 

 After clicking on ‘Login’, an OTP will be sent to the registered mobile number and email address 

for authentication. (Refer Screen-4) 



Page 3 of 8 
 

 

Screen 4 

3. Filling of Application Form  

 After successful login to the portal, “Applicant Profile” link can be clicked to fill the application 

form. (Refer Screen-5) 

 

Screen 5 

The application form has been divided into six sub-forms to capture the following details: 

 Personal Details: Applicants are required to fill in their personal details. The Name, Mobile 

Number, and Email address would be pre-filled as per the information submitted by the applicant 

during the registration process. Applicants can navigate to the next sub-form to enter “Education 

Details” by clicking on ‘Save & Next’ button after filling all the mandatory details. (Refer Screen-6).  
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Screen 6 

 Education Details: Applicants are required to fill all their Education Details. It is mandatory to fill 

High School, Intermediate and Graduation qualifications. They can also submit their other 

qualifications. Applicants can view their submitted education details. They can navigate to the next 

sub-form to enter “Work Experience Details” by clicking on the ‘Save & Next’ button. (Refer 

Screen-7) 

 

Screen 7 

 Work Experience Details: Applicants can submit their Work Experience Details. Applicants can 

view their submitted Work Experience details. They can navigate to the next sub-form to enter 

details about “Competitive Exams” by clicking on ‘Save & Next’ button. (Refer Screen-8) 
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Screen 8 

 Competitive Exams: Applicants can submit their Competitive Exams Details. This sub-form is non-

mandatory. Applicants can view their submitted Competitive Exams details. They can navigate to 

the next sub-form to enter “Additional Details” by clicking on ‘Save & Next’ button. (Refer Screen-

9) 

 

Screen 9 

 Additional Details: Applicants can submit their Additional Details such as award, achievement, 

etc. This sub-form is non-mandatory. Applicants can view their submitted Additional details. They 

can navigate to the next sub-form to enter “Training Details” by clicking on ‘Save & Next’ button. 

(Refer Screen-10) 
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Screen 10 

 Training Details: Applicants can submit their Training Details. This sub-form is non-mandatory. 

Applicants can view their submitted Training details. They can navigate to the next sub-form to 

preview their application by clicking on ‘Save & Next’ button. (Refer Screen-11) 

 

Screen 11 

 Preview: Applicants can refer Screen-12 for previewing the entered profile information. After 

clicking on the ‘Submit’ button, an email would be sent to the applicant confirming submission of 

their application. (Refer Screen-12) 
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Screen 12 

4. Editing Applications 

Applicants are allowed to edit their applications up till six (06) months of initial submission. After six 

months, their applications would automatically be move to archives. Applicant wishing to renew their 

application can do so using their archived data. 

Applicants who have successfully submitted their application form would be able to edit their application 

by logging into the portal and clicking the “Applicant Profile” link available on the portal. (Refer Screen-

13) 

 

Screen 13 

(Please note that various screens referred in this document contains information for demonstration 

purpose. Applicants are requested to submit their respective details while filling the application form) 


