
PORTAL GUIDE

1. Sign up to: employment.uch-ibadan.org.ng
2. Click on sign up as a new user(you will be directed to 

sign up page, where you will create a new account) 

3. Click on Generate Access code (A modal box will be 
opened where you will insert your email: An access code 
will be sent to your email. Copy the code and paste it in 
the access code field, input your desired password(at 
least one upper case letter and one special 
character),confirm the password and submit.



4. Login to the portal if you have successfully created an 
account



5. After successful login, you will be directed to ADD 
DETAILS page which include: Application, Biodata, Referees, 
Contact Address, Permanent Address, Education, Work 
Experience(s), Passport and Document.

6. Proceed to fill all the Modals one after the other, starting 
from Application, fill out the forms and click on submit after 
successful completion of each modals. 

7. Click on New Application (select the position you wish to 
apply for, fill out your gender, D.O.B, marital status, religion 
and submit



8. Click on Biodata, fill out the form and click submit.



9. Click on Reference(s), fill out the form and click submit. 
After filling the referee’s details, click on Documents and 
upload each reference letter from your referees

10. Click on Contact Address, fill out the form and click submit.

11. Click on Permanent Home Address, Fill out the form 
and click submit.



12. Click on Education, fill the form, upload each 
academic certificate and click submit. (Note: add as many 
academic qualifications and upload corresponding 
certificates)



13. Click on Work Experience (if any), fill the form and 
click submit. 

14. Click on Passport, select your passport (It must be a 
white background and good quality passport or you may 
find it difficult to upload your passport), after successful 
uploading of the passport, click on submit.



15. Click on Documents and fill the forms. Please Note 
that every other documents must be uploaded e.g Birth 
certificate, marriage certificate(if any), NYSC 
discharge/Exclusion certificate, Professional licenses e.t.c



16. To EDIT/ADD/DELETE any information click on action 
button

select either delete or edit and all the MODALS will be 
highlighted, proceed to choose the modal you wish to 
edit or delete 



17. To Edit/Add/Delete any information under Education, 
Documents and Work Experience, click on the 
corresponding modal. 

Click on actions and choose delete or edit as preferred.



18.Print Out: Click Print-Out Form link to print your form 

19. Click Print-Out Photo card link to print your Photo card 


