
MAIN PAGE STEP

Main Page:
https://jobshop.uitm.edu.my



FIRST TIME SIGN-UP PAGE STEP

Jobseeker(First Year to 
Final Year Student are 
eligible to Sign-up)

First time Sign-up can go 
to menu (MyFolio - 
Manage MyFolio) and 
(Sign-up)



LOG IN PAGE STEP

Click create account for 
first time login



JOBSEEKER REGISTRATION STEP

Complete all required 
information and click sign 
up



EMAIL VERIFICATION FOR FIRST TIME SIGN UP STEP

Open your registration 
email and click the link to 
verify account. Please 
check at Spam folder 
should you didn’t get the 
email.



EMAIL VERIFICATION FOR FIRST TIME SIGN UP STEP

Once your email is 
verified, you can now login 
into your account.



JOBSEEKER MAIN PAGE STEP

After successfully 
registered, you can now 
update your account at 
MyProfile menu by click 
“MyProfile-Manage 
MyFolio” or 
“MyFolio-Manage 
MyFolio”



MYPROFILE STEP

You can now view your 
account at MyProfile and 
make amendments (and 
new email, new password, 
etc)



MANAGE MYFOLIO PAGE STEP

Manage your MyFolio, 
choose from the menu to 
create or update MyFolio



UPDATE MYFOLIO JOBSEEKER STEP

Update MyFolio by filling 
in the mandatory field



UPDATE MYFOLIO JOBSEEKER STEP

Update your education 
background (e.g. SPM, 
Diploma, Degree) At least 
2 education background.



UPDATE MYFOLIO JOBSEEKER STEP

Fill in the Work 
Experience field



UPDATE MYFOLIO JOBSEEKER STEP

Fill in the Extracurricular & 
Volunteer Activities field



UPDATE MYFOLIO JOBSEEKER STEP

Fill in the Awards & 
Achievements field



UPDATE MYFOLIO JOBSEEKER STEP

Fill in the Computer Skills 
field



UPDATE MYFOLIO JOBSEEKER PERKARA

Fill in the Language Skills 
field



UPDATE MYFOLIO JOBSEEKER STEP

Fill in the information and 
provide the link for 
Document Collections field 
(e.g. Video Resume, 
Artwork, FYP, 
Competition, Events, 
Activities, Career Profile 
etc.)



UPDATE MYFOLIO JOBSEEKER PERKARA

Fill in the Reference field



CUSTOMIZE TO PRINT STEP

To Print Resume. Click at 
Manage MyFolio and 
Customize To Print



CUSTOMIZE TO PRINT STEP

Customize to print your 
resume



CUSTOMIZE TO PRINT STEP

Click “Submit To Print” to 
proceed printing.



CUSTOMIZE TO PRINT STEP

Click “Print” to print your 
resume



RESUME LAYOUT STEP

Choose either to print or 
save the resume

Print
Download



RESUME LAYOUT ITEM

This is how your resume 
will look like



UPDATE WORK FIELD IN MYFOLIO PAGE STEP

Choose workfield before  
applying for a job



WORK FIELD SELECTION STEP

Select workfield that is 
related to your 
background



WORK FIELD SELECTION STEP

Jobseeker can select 
more than one workfield

Click Submit Your 
Workfield to add your 
workfield options.



BROWSE JOBS VACANCIES STEP

Jobseeker can browse job 
vacancies by click 
“Jobs-Find Jobs” and 
Apply Job

*Jobseeker are eligible to 
apply job vacancies:
a) Semester 3 or Final 

Year Degree 
Student

b) Semester 5 of Final 
Year Diploma 
Student

c) Master & PhD 
student

d) Active Status Only



BROWSE JOBS VACANCIES STEP

Use search box to find job 
matching



JOB MATCH VACANCIES STEP

List of vacancies that 
match with jobseeker 
workfield

Click Job Title to review 
Job vacancies



JOB APPLICATION STEP

Confirm your job 
application by click “OK”



VIEW JOB APPLICATION STATUS ITEM

Your Job Application has 
Successfully Sent To The 
Company!



JOB APPLICATION STATUS STEP

Click Job Application 
Status to view all jobs 
application



JOB APPLICATIONS STATUS STEP

Please check your email 
to get update on your job 
application and the details 
of the interview



VIEW EMAIL STATUS CALL FOR INTERVIEW STEP

Please check your email 
for interview details. 
Check your spam folder 
should you did not receive 
any email. You can 
contact the company for 
more details.

GOOD LUCK AND 
PLEASE PREPARE FOR 
THE JOB INTERVIEW!



e-ADUAN UiTM STEP

Should you encounter any 
issues/difficulties while 
using Jobshop, please 
submit your enquiry to 
https://units.uitm.edu.my/ 

Select “Aduan ICT”

https://units.uitm.edu.my/


e-ADUAN UiTM STEP

Choose “New ADUAN 
ICT” and select “Student 
or Guest” For Jobseeker.

Fill in the details (i.e. 
Name, Handphone and 
Alternative Email.)



e-ADUAN UiTM STEP

Branch: Choose Othes 
Location: Choose Others 
Location Detail: Type in 
your address

Category: Choose 
SISTEM-HEP 
Sub Categories: Choose 
SISTEM JOBSHOP
Details:  Fill in the report 
details

Choose file for 
“Attachment” if available.

Click “Submit Application” 
to proceed.


