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https://munrec.collaboratoronline.com/Unemployment%20Database/_layouts/15/start.aspx#/ 

Log In

If you have not yet 
registered as a user, 

go to the user 
registration demo

Log in with 
email and 
password

https://munrec.collaboratoronline.com/Unemployment%20Database/_layouts/15/start.aspx#/


Home Page
First create your profile. Click on the ‘Your 

Profile’ tab.



Profile 
Click on:                         to create your profile



Profile 
Check for duplicates

Complete all fields. This form 
is to check if the ID number 

filled in is unique and there is 
not already a profile with the 

ID number



Profile 
A new window will open where you will have to

complete all the applicable fields. Scroll down and complete all applicable fields.



Profile 
Highest Qualification – NQF Explanation

Click on data 
source to 

select level

Explanation 
of NQF 
Level



Profile 
Highest Qualification – NQF Explanation

Click on the 
correct row, it 
will turn grey

Click on 
submit



Profile 
Highest Qualification – NQF Explanation

Click on the 
correct row, it 
will turn grey

Click on 
submit

The value will 
pull into the 

field



Profile 
Other Qualifications – Fill in second Qualification

Complete 
fields if 

applicable. 
These fields 

are not 
mandatory 
to complete

If you want 
to register 

another 
Qualificatio
n, click on 

‘Yes’

1

2
Fields will 

open where 
you can 

register a 
second 

qualification

3



Profile 

Complete fields. These 
fields are all mandatory 

to complete.

When you filled in all the fields, click 
on Submit

1

2

Look for a fields highlighted in pink and fill 
in the field4

When all the pink highlighted fields are filled in, 
you can submit your profile5

References and submit

If you get this message when you submit3



Profile: Upload of CV
Next window will open for you to upload your CV1

Click on Choose File

Your Doc library will 
Open

Select your saved CV
and click on Open

The document name will pull into this field, this means the document is attached.

2

3

4

5

Click on Submit6



Profile: Upload of ID Document
Next window will open for you to upload your ID1

Upload your ID the 
same as 

demonstrated in 
previous slide  

2

The document name will pull into this field, this means the document is attached3

Click on Submit



Profile: Upload of Driver's License
If you selected in your profile that you do have a driver’s license, this window will open.1

Upload your Drivers 
license the same as 

demonstrated in 
previous slides  

Click on Submit

2

3



Profile: Upload of Qualifications
If you selected in your profile that you want to upload 

qualification documents Next window will open for you to 
upload your Qualifications

1

Click on the data 
source

Select the type of 
documents you are 

about to upload2
3

Click on Choose File to upload your first document, 
the same as explained in previous slides

When you want to upload another document, click on add file 

The first document you uploaded will move to the bottom, you can now again click on Choose File to 
upload another document

6
5

4

Submit when you uploaded all your 
qualifications

7



Profile: Notification
When you completed your profile, you will receive a notification informing you that your 

profile was successfully created

You can submit this task and go to Current 
Adverts to apply for an opportunity

1

2



Thank you for your time!
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