Annexure IV

User Manual

Method of Online Application for Appointments of Primary Grades Employees to the
Post of Management Assistant Grade 111- 2021

1.1 This user manual explains how to use the online application system for Appointments of
Primary Grades Employees to the post of Management Assistant Grade 11.

1.2  Applicants are advised to read carefully and clearly understand the instructions given in
Annexure | and 11 relating to the above appointment, before filling the online application
form.

1.3 The Online Application System will be made available as follows.

From To
Part |
For Applicants 16.12.2021 at 9.00 a.m | 14.01.2022 at 4.30 p.m
Part 111
For Personnel/ Establishments/ 20.12.2021 at 9.00 am | 24.01.2022 at 4.30 p.m
Administration Division of UGC/HEIs

After the closing date and time, the web link will be disabled.

STEP 1 - Access the Web Page

2.1  Visit the official website of the UGC https://www.ugc.ac.lk

2.2  Click on the “Applications for Appointment of Primary Grades Employees to the post of
Management Assistant Grade I11 — 2021” link under “Latest Highlight” in the official web
site of the University Grants Commission.

Home Instructions  Contact +7 Login

University Grants Commission
Applications for Appointment of Primary Grades Employees to the Post of Management Assistant Grade Il - 2021

e |nstruction Tab - Provide relevant circulars
Instructions to Applicant
User manual
Specimen application form

e ContactTab - If you need any clarification/information

Please contact:

Ms. Amali Amarasinghe

Senior Assistant Secretary/Human Resources

University Grants Commission

Telephone No. - 0112 -684744 Fax No. - 0112-683653
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Annexure 1V

STEP 2 - To Create a User Account

3.1 Once you click on the above link, the following Home page will be appeared.

Home Instructions Contact + Login

University Grants Commission
Applications for Appointment of Primary Grades Employees to the Post of Management Assistant Grade 111 - 2021

Click 'CREATE' button below to create an account. Click 'LOGIN' button below to login 1o the system.

3.2 Every applicant should create a “User Account” to access the online application system.

3.3 Click “Create” button to create a user account.

University Grants Commission
Applications for Appointment of Primary Grades Employees to the Post of Management Assistant Grade I1l - 2021
PART |

IMPORTANT : Once you create the password you may not allow to change
gon | Bduce unddx ag 300 pdnE BE e D

(WPHAWLD : PP SLaFasmedlamear JmnggHTe HmbU sLaEsTsallmar LIHm (PIWTE

Create User Account
Password should be :
Bduca anasin
« Minimum 4 Characters Glﬂ o - 2 < i
= Maximum 12 Characters il uu;iugm; = L

« Atleast one number and one character

NIC No.
Bdsge So waled :
R — Confirm NIC No.
v 208 el
s 8@ axes 12
Password

guaden

Confirm Password

SLaFalEmed Lﬂmsu(r_r,mrrgu 2|0 G
cuem(hio : 0 Show Password

. GOMBES 4 A5
- BODHIE 12 PSS! EXIT
- EODHOH B BRI LHDIG BB

s
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Annexure IV
3.4 You are requested to follow the below mentioned instructions to create a user account.
3.4.1 Enter the National Identity Card (NIC) number in the first text box.
3.4.2 Re-enter the same NIC number in the next text box.

3.4.3 To create a strong password;
e Minimum four (04) characters
e Maximum twelve (12) characters
e At least one (01) number and one (01) letter

3.5 After creating a password, applicants are not allowed to reset the password.
Therefore, it is very important to keep a note of it.

3.6 Click “Create Account” button to access the Application window.

3.7 Then you will notify the successful registration message in the following window.

Application Instructions Contact

University Grants Commission
Applications for Appointment of Primary Grades Employees to the Post of Management Assistant Grade 11l - 2021
PART |

+ You are registered successfully!

Before completing the application, please read the following Commission Circulars and instructions carefully.

1. Commission Circulars/ emsBxst z0> 9n6@3/ hEMEMIEED FHDOIGMSSET
= Circular No. 50
= Circular No. 742
= Circular No. 06/2015
= Circular No. 10/2019

2. Instruction to Applicant esgBesd case eflsimamILEMHessn sflnsse  [ENEH
3. User Manuall s3&e= ssfess/ LILGNT] smaGLE

4. Speciman FOmV e¢8a smad=/0M&Ifl Lilg.suLd

EXIT Application Form

3.8 All relevant information are available in the above window. You must read the instructions
before you fill the Application.

3.9 If you wish to fill the application form, click “Application Form” button or click “Exit”
button to Logout the application system.

3.10 Once you exit the system, you will be able to login to the application system by using your
NIC number and the password by clicking “Login” button in Home page.
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Annexure IV

4. STEP 3 - To fill the application form

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

The online Application form should be filled only in English.

Help text in Sinhala and Tamil translations will be appearing when the mouse pointer is
moved to relevant text box.

Please provide valid mobile phone number in order to send message to you with regard to
the above appointment.

The applicants are responsible to submit the online application form on time.

Compulsory fields are mark in * symbol.

When you type the “Permanent Address” use a comma (,) to separate No, Street, Town of the
address. (Eg. 34,2™ Street ,Vihara Road, Colombo 03)

“Close” button — To exit the online application form

“Save Application” button

Allow to logout at any point before completing the application form.
Save data only filled by the applicant.
Allow to login to the application system in later and continue to fill the application form.

“Submit Application” button

Applicant should complete all the compulsory fields.
You may not allow to submit the application form without completing the
compulsory fields.

If compulsory fields are not completed, you will be notified on the computer screen
highlighting the text box in Red colour as follows.

01. Personal Details

1.1 Title* : . .

SME @ Mrs. L) Miss.
2 [l v Kankanam Pathiranalage Asangi Perera

First letter in each part of the name should be capital

1.3 Name with initials™ I ] Perera

No space or dots Eg: ABC Last Name

P
1.4 Date of Birth* [ mm/dd/yyyy = ]
mm/ddiyyyy

1.5 Permenant Address* I ]
(Any changes should be communicated
mmediately) Puta commma () at the end of each address line. Eg: No. 20, Ward Place, Colombo 07

4.10 Please make sure that all details are true and correct by carefully checking the filled details.

4,11 After submission, the applicant cannot fill or change the data and cannot login to the
Online Application System again.
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Annexure 1V

4.12  The interface of the filled Online Application is given below for your reference.

Instructions Contact

SSeusLG&ar

i in which the

01. Personal Details

1.1 Title*

1.2 Full Name* ©

1.3 Name with initials® -

1.4 Date of Birth* -
1.5 Permenant Address™ :
(Any changes should be communicated

immediately)

1.6 Email Address -

*_ Compulsory Fields / 3:55:5e emad55; / SLLTUILOTE SuLpmIS Cevsvbiig i

intends to appear for the written examination *:

University Grants Commission
Applications for Appointment of Primary Grades Employees to the Post of Management Assistant Grade Il - 2021
PART |

Application Form / zeg@ss / eflaTemTiU Ligeuld

LI 966381559V
Number:

® Sinhala O English O Tamil

Omr. ®@mrs. O mMiss

Kankanam Pathiranalage Asangi Perera
First letter in each part of the name should be capital

KPA Perera

No space or dots Eg: ABC Last Name

NRI13/1998 =

20.1st Street, Pamunuwa Road Nugegoda

Put a commma (,) at the end of each address line. Eg: No. 20, Ward Place, Colombo 07

asa@gmail.com

68381559V

Close

Save Applicatiol

Submit Applicatio

1.7 Contact Number: Mobile* 0761315222 Office/Home: 0112123514
02. Present Employment Details

2 1 Present Post® Works Aide -

2L UEEHER University Grants Commission ~

2 3 Faculty (if applicable)” :

2.4 Division/Department* :

Human Resources Department

All information to be considered under No. 03, 04, and 05 should be indicated in the application and the certified copies of certificates should be

attached to the application.

gagdoged go» 03,04 =» 05 ezt s 8,8e gn Sag? emdnd seoxd ng gn 3od, svdnoy D¢ svdn ng 8Os gugdund gfon 88s gna.

03,04 wimith 05 Sy1b GevsH&HEHH6N S0 Ll FallHSUIUL CouemtTigl SHeMATEHS] 556160 HIgHLD clesarewerLiLg Sl @GoluUlL UL Geusse (B WMHMIL ST HlSD &6
2 MIAOUFESSIULL NS SH6 61l soo1suoTLILS SHIL 601 (5606001 6 &HLILL. Ceuevor (5Lb.

03. Educational Qualifications:

3.1 General Certificate of Education - Ordinary Level (if applicable)*

1 st Attempt 2 nd Attempt

i 2003 ST 2004
e 12345678 FEzsiE 54561237

No  Subject Grade No  Subject

i Sinhala Literature D ~ L Mathematics

z English B - 2 English

& Mathematics c ~ 3 Science |

2 Science & Technology D - 4

e Arabic B ~ e

e Art s - 6

Grade
A ~
A v
A -
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3.2 General Certificate of Education - Advanced Level

Year: 2006 Index No: 1213457
No Subject Grade
i Accountancy B~
2 Economics Cc o~
3 Business Statistics (SR
4 Business Studies s v

04. Degree/ Diploma/ Certificates

Please click button after each entry
i pacd Slevxt o eaafad F84 (click) nd
@elGleum(y, 2 erefl sl Lilgirem( b Qurssrener Heflsasliweyn
Degree/Diploma/Certificates University/ Institute/s Duration Class/
(monthsiyears) Grade
Advanced Diploma in Computer Studies DM Computers 2 years 1st

Effective Date

mmiddryyyy 8

2008-12-12

05. Sports / Training / Extra Curricular Activities / Contributions (* If applicablel &8 s34/ QUITESSOTaTE) Tafled)

O

Please click button after each entry
ein wned S%evxf ug eauaian® F& (click) mdzin
@euGleumm 2 erefi o6 Lilsimeom(mLd Qurggmenar Sleflsaeswean
Qualification Obtained University/ Institute/s Duration Place * Effective Date *
(monthsfyears)*
mm/dd/yyyy
Leadership qualities were shown in Mahamaya vidyalaya

scouting campaigns

Waorkshop on corrective Attitudes and SDFL 1 day
Motivation

Participated in netball team mahamaya vidyalaya

member of the school explorers club mahamaya vidyalaya

participated and contributed towards to mahamaya vidyalaya

success of the exhibition of medical

exhibition

End of the Application

Annexure 1V
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Annexure IV

STEP 4 — Download and Print the filled online application

5.1

5.2

5.3

5.4

5.5

Click “Download and Print” button to download the application in PDF format.
Then save the application and get a printout.

Specimen of the printed application is attached in Annex III.

You are not allowed to amend the data in the printed Part I of the application form.

The certified hard copies of relevant certificates/documents should be attached at the end of
Part Il of the application, according to the order of Annexure mentioned in No. 06 of the

Part | of the application.

STEP 5 - Forward the application to the Dean of the Faculty/ Head of the

Department/Division

The applicant should handover duly filled and signed Part | of the application along with the

Part 1, to the Dean of the Faculty, Head of the Department/Division to fill the Special Report in

the Part Il of the application.
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