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1. Introduction 

1.1. Access to Website: 

To access the University’s Faculty recruitment website, follow these simple steps: 

1. Open a Web Browser: Ensure Applicants are using a compatible and up-to-date 

web browser for the best experience. The website is optimized for modern 

browsers, including Google Chrome, Mozilla Firefox, and Microsoft Edge. Mobile-

friendly support is also available for those accessing from a smartphone or tablet. 

2. Enter the Website URL: In the browser's address bar, type the official website URL: 

[https://apuniversitiesrecruitment.apcfss.in]. Click on Registration Form for 

candidate Registration. 
 

 
 
 

 

2. Create an Account or Log In: 

2.1. Registration Form 

o Registration is a one-time process where Applicant provide all necessary details 

to build their profile.  Applicants need to Enter the Personal Details in 

Registration Form for creating Candidate Login. 

o Applicants Must select Nationality i.e., Indian or Overseas citizen of India. Based 

by Nationality selection provides all necessary details. 

o If Aadhar registered mobile number is not available, request you to change at 

Aadhar Center and then proceed for registration.  

 
 

https://apuniversitiesrecruitment.apcfss.in/


4 | P a g e V e r s i o n 1.0 

User Manual 

 

 

 

 

 
 

 

o The applicant must accept the Disclaimer before proceeding with registration. 

o After filling up the form, click on Generate OTP. OTP will be received to the 

mobile provided in the form. Click on Send OTP to enter the OTP received. 

o Applicant will Receives User Name & Password to their Registered Mobile No. 
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2.2. Candidate Login  

o The applicant should click on the Candidate Login option and enter the 

Username and Password that were sent to their registered mobile 

number during the registration process. After entering the credentials, 

the applicant must type the Captcha code displayed on the screen and 

then click on Sign In to access the account. 

 
 

 
 

3. Navigation Tips: 

3.1. Profile Details 

o Applicants can view or edit their profile such as Personal details, Communication 
details, Reservation details & other details. 

o If the applicant is Indian, the system will automatically display the Name, Aadhaar 
Number, Mobile Number, Date of Birth, and Photo based on the Aadhaar details 
provided during registration.  
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o If the applicant is an Overseas Citizen of India, the system will automatically 

display the Name, Mobile Number, and Date of Birth provided during 
registration. The applicant’s Photo must be uploaded separately in the profile. 

o The applicant must accept the Declaration. 
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o Click Next to continue to the post application stage. 

3.2. Apply Posts 

o After completing the Profile details and clicking on Next, the applicant can view and 
apply for University‑specific vacancies. 

o Click on Apply Now for the University to which the applicant wishes to apply. 

o Based on the selected University, the system will display the required qualifications, 
experience, and criteria. The applicant must select the options for which they are 
eligible and add or edit their details under the corresponding qualification. 

3.2.1. Add Details 

o To add Qualification details, click on the Add button against the Qualification section 
and enter details such as Category, Subject, Roll Number, and Exam Year. 

o If the applicant has multiple qualifications under the same category, they can 
click on Add Qualification again and enter the additional details. 

o After providing the required details, click on Save & Continue. 
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3.2.2. Edit Details 

o The applicant can edit existing qualification details by clicking on the Edit button 
against the Qualification section.  
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o Enter details such as Program, University, Subject, Year of Passing, Medium, Hall 

Ticket Number, Percentage of Marks, and upload the Study Certificate. 

o If the applicant has multiple qualifications under the same category, they can click 
on Add Qualification again and enter the additional details. 

o After providing the required details, click on Save & Continue. 

3.2.3. Confirm & Pay 

o The applicant must select the options they are eligible for and check the 
corresponding box. 

o The applicant can click the Save button to store the entered details. 
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o Once all required details are provided, the applicant can click Confirm & Pay. 
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o A preview of the application will be displayed. The applicant must review it 
and then click on Confirm & Pay. 

o The applicant will be redirected to the payment page to complete the 
transaction. 
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o After successful payment, the applicant can take a printout for the post they 
applied to. 

 

3.3. Change Mobile Number 
If the applicant mobile is different from the Aadhar registered mobile, then you need 
to follow the below steps: 
 
Applicants can change their mobile details at two locations: 
1. Home Page: To the bottom of the home page, applicant can view the below icon. 

Click on the icon.  

 
2. Login: When applicant click on the Candidate login, “Update mobile” option will 

be visible. Click on the option. 

 

3. Enter applicant Aadhar: 
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4. Enter OTP Aadhar: 

 

5. Enter OTP Aadhar: 

 

6. Enter new mobile number further communication: 

 

7. Enter OTP received on new mobile number: 

 

 

8. After successful updating, applicant will receive confirm on the screen, click “Ok” 
to continue forward. 

XXXXX
X 

XXXXXX 

XXXXXX 

XXXXXX XXXXXX 
XXXXXX 
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3.4. Revert Application 
By proceeding with the “Revert Application” process, the previously filled and submitted 
application details may be cleared/reset based on the changes made by the applicant. 
OTP verification to the registered mobile number/email may be required to confirm the 
revert request. 
 

Note: Once the revert request is submitted, the previously submitted application data 
cannot be restored automatically. Applicants are advised to proceed carefully before 
confirming the request. 

 

3.5. Raise Grievance 

If you require any Administrative or Technical assistance regarding the recruitment process, 
you may raise grievance through the available grievance options provided in the portal. 

 

XXXXXX 

XXXXXX XXXXXX XXXXXX XXXXXX 

XXXXXX 


