[bookmark: _GoBack]INSTRUCTIONS TO THE CANDIDATES FOR FILLING ONLINE VACANCY PORTAL (OVP)

1. Online Vacancy Portal is spread over different Modules/Sections designed to capture information related to Personal Profile, Contact details, Educational Qualification, Experience etc. of candidates. Details can be filled in multi-session after Registration. Once registered a candidate can fill up personal profile and contact details, even if he/she does not intend to apply against any particular post at all. Before closing each session candidate must save the information filled by clicking ‘Save’ button. Before filling up the Online Application Portal, candidates are advised to go carefully through the relevant Advertisement published on the MPAB website as well as in Print Media.

2. Log on to https://vacancy.mpab.nic.in to access the home page of the Online Application Portal.

3. Click the hyperlink "ONLINE VACANCY PORTAL (OVP) FOR VARIOUS RECRUITMENT POSTS". The link would display the details of the vacancies alongwith different links. 

4. Select "Apply Now" against the post for which you wish to apply and fulfill the requisite eligibility conditions and proceed ahead taking lead as above. Eligibility conditions for a particular post can be viewed by clicking on the Vacancy Circular of the Post.

5. Clicking on "Apply Now" link would take you to the Login page.

6. If you are already registered at Online Vacancy Portal (OVP) on the website of Major Ports Adjudicatory Board, you are required to enter your email ID or mobile number followed by OTP, to sign in.

7. In case you are not registered, you are requested to register yourself with OVP by clicking "New Registration". 

8. Clicking on "New Registration" would take you to the page where you are required to enter mandatory items of your personal details like Name, Father's Name, Date of Birth, email ID, etc. which will be used for the online application. You will receive OTP in mobile number and on email ID for authentication, which may entered. After successful registration, a registration ID will be allotted to you. You are advised to note down your Registration ID for future reference.

9. Personal Profile -

Here the system asks for Personal Information namely 'Father's name', ‘Contact No’, 'Physically Challenged status’, ‘category', 'Community' (General, OBC, SC, ST) etc. Some fields which candidate has already filled in while doing his/her Registration will display in read only mode in grey text area. The information provided at the time of registration is of permanent nature and non-modifiable.
10. Contact Details-

Here system asks for your contact details such as your address, contact number etc. One contact number is mandatory. In case your mailing address and permanent address are same, you are not required to enter it again. Click the checkbox for “Yes” against the question “Is your mailing address same as permanent address?” In case your mailing address is different than the permanent address, proceed as required or as directed.

11. Educational qualification for the post-

The candidate, as he/she may desire, may fill up his/her educational data in educational module. 

12. Experience-

Here system asks for details of your employment / experience you possess and is relevant for the post. 
This module will be enabled for filling details only after you click the checkbox against “I have read and understood the required Essential Qualification criterion and I fulfill the required Experience Qualification criterion”. 

[For MPAB verification - System will crosscheck total experience claimed by the candidate with the experience required for the post (in years and months)].

13. Document Upload Module-

In this module, a candidate is required to upload PDF of document(s) to substantiate the claim in respect of DOB, Educational Qualification(s), Experience, ACRs/APARs, No Report Certificate, Vigilance Clearance, Integrity Certificate or any other information, as made in his/her online application. The PDF so created must not be password protected.

Note : Candidate to ensure that all documents uploaded should be legible and clear.

14. Upload of Scanned Photograph and Signature-

Uploaded photograph and specimen signature must be clearly identifiable / visible. The candidate should scan his/her photograph and specimen signature (in Black Ink pen put on white paper) in .JPG format. Scanned images, each of photograph and signature in .JPG format, should not exceed 1Mb in size. To upload the images of recent Photograph and Specimen Signature click on Upload Photograph/ Upload Signature buttons. After uploading, a fresh page shows the preview of the uploaded images. 

Note- Photo and Signature has to be uploaded separately for each application.


15. Payment :

(i) The application fees shall be Rs. 500/- for General/OBC category and Rs.200/- for SC/ST/PWD/Women category and others.
(ii) The fee will be collected through online payment mode via designated website of MPAB only. Any processing charges towards the same plus GST, if any, will have to be borne by the candidate. 
(iii) Fee through any other mode like Demand Draft, Pay Order, Cheque or Challan will not be accepted.
(iv) Application fee once paid is non-refundable. Applicants, in their own interest, should check their eligibility for specific position before remitting the application fee.
(v) Incase Applicants applying for more than one position should submit separate applications and remit the requisite application fee for each application separately.
(vi) The candidate applying for more than one position should fill the same primary e-mail ID and primary Mobile No. against all positions applied for by him/her in the application form. Failure to do so may lead to clash of interview/test date and time.
(vii) MPAB will not be responsible in case of broken transaction during the online payment process. It is the sole responsibility of candidate to ensure that the payment has been made successfully.

16. For Deputation – 
The applicants need to apply online and take a print out of application and forward their applications through proper channel along with the following documents: 
(i) Attested copies of APARs for the last 5 years. lf the APAR of a particular year/period is pending/ not available, "No Report Certificate" along with APARs of preceding years may be uploaded; 
(ii) Integrity certificate; 
(iii) Vigilance clearance with certification that no major or minor penalties have been imposed on him during the last 10 years;
(iv) Administrative/Cadre clearance Certificate.
17. Preview –

Here, the system displays all the information filled in by the candidate in the Online Application Portal for verification at his/her end. The candidates are advised to check the filled in details and satisfy themselves that all information is correctly filled in. No changes to the information filled in by the candidates would be allowed at any subsequent stage of the Online Application Portal process once the same is submitted.


18. Submit -

After filling details as asked for in all the Modules/Sections for the post including uploading of experience certificate(s) and also uploading of the scanned photograph and signature click on "SUBMIT" button.

(i) Log on to http:// vacancy.mpab.nic.in with email ID/mobile no. followed by OTP.
(ii) Click on the Vacancy Tab for viewing the active vacancies, and then click on the apply button against vacancy.
(iii) For the applications submitted earlier or for the currently active applications, there is a hyperlink on the Online Application Portal vacancy page to view your Previous/Currently active applications".
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