
 
 
 
 
 
 
 
 
 
 
 

 
e-Recruitment: Candidate Portal User Guide 

 
This user guide explains how applicants apply for vacancies through the 
Australian Customs and Border Protection Service Candidate Portal. 
 
If you have any queries regarding the use of the Candidate Portal contact 
the Corporate Connect Team or call 1800 46 1245. 
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Accessing Candidate Portal 
 
To access Customs and Border Protection’s current vacancies, visit the 
Customs and Border Protection Candidate Portal. 
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Quick Navigation 

 
Navigation Bar 
 
The Candidate Portal has a range of functions in the left hand Navigation 
Bar.  Some of these options only appear if you have logged into the 
Candidate Portal.  
 
Not logged in:  
 
 

 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Logged in:   
 
Once you have logged in there will be some additional functionality as well 
as some additional menu items. 
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Viewing All Vacancies 
 
The list of the current vacancies in Customs and Border Protection can be 
viewed by selecting vacancies home from the left hand navigation bar. 
 

 Vacancies can be viewed by different categories or by All 
Vacancies. 

 

 
 
 
Once you have selected a category in the Jobs List, you will see a list of 
available vacancies within that category. 
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Job Search 
 
To filter the jobs by classification and/or location you can use the Job 
Search function. 
 

 Hold down the control key if you would like to select more than one 
search field - eg: ACT and NSW. 

 

 
 
Once you have specified your search criteria select the Search button. 
 
A list of vacancies matching your search criteria will be displayed. 
 
 
Select the link in the Job Name column to view further details of the job. 
This column also contains a link to the Job Description so that you can 
quickly view the details of the role. 
 
There are a number of Actions available on the right hand side of the 
screen including; start new application, access existing application, 
preview application form or email the job to a friend. 
 
If there are currently no vacancies that match your search criteria a 
message will appear advising you of this. 
 

 If your search returns no vacancies you can try searching by just 
Location or just Classification.  By widening your search field you 
are more likely to get a result.  
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How to Apply 
 

1 - Locating a vacancy 
Once you have located the job that you intend to apply for select Start 
New Application in the column titled Action. 
 

 
 

 By selecting Preview Application Form you can preview the 
application form in it’s entirety before you commence the process.   

 
After selecting Start New Application the next screen provides 
additional information about the job including the Job Description.   
 
After reading the information displayed and you wish to continue with an 
application select Begin. 
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2 – Privacy Policy 
You will be required to read and accept the Customs and Border Protection 
privacy policy. After you have read the policy select the I Accept button. 
 

 
 

 For some specialist vacancies there may be a pre application screen 
to assess your eligibility for the position or establish a precondition 
to your application.   
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3 – Register or Login  
If you have not previously registered as a candidate with the Customs 
and Border Protection Candidate Portal you will need to register your 
details.  Registration allows you to determine a secure username and 
password.  

 
 
 

 

 The * denotes a mandatory field – you will not be able to progress 
to the next step of the application form without completing all of 
the mandatory fields.  

  

 The Candidate Portal uses your email address to identify you. There 
can only be one registration against an email address. 

 
Once you have completed all of the mandatory fields select Save and 
Next. 
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This completes the registration process. The screen below provides 
confirmation of your username and that the registration process was 
successful. You will also receive an email to confirm your username and 
password. 
 

 Before selecting Save and Next on this screen take careful note of 
your log in details.  You will need these in the future to log into the 
Candidate Portal to apply for new jobs, access previous applications 
and other functions.  

 

 You will also be sent an email containing your login email address 
and password.  Please keep this some where safe.  

 
 

 
 
Select Save and Next to commence your application. 
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If you have previously registered as a candidate through the Customs and 
Border Protection’s Candidate Portal select click here.   
 

 
 
In the fields provided enter your login ID (the e mail address that you 
registered with) and your password before selecting Login.   
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4 – Navigating the Application Form 
Work your way through the application form by completing the various 
fields. Select Save and Continue at the bottom of each screen to move 
to the next section.   You can also select Save if you haven’t completed 
the form but would like to save your application to complete at another 
time.  
 

 The * denotes a mandatory field – you will not be able to progress 
to the next step of the application form without completing all of 
the mandatory fields. 

 You will be unable to submit your completed application form if you 
have not selected Save and Continue for every section of the 
application form. 

 

 
 
 
You can utilise the workflow steps along the top of the screen to navigate 
your way through the Application form.   
 
 
 
 
 
 

 You can choose to skip to any step of the process at any time  
simply by selecting the desired step number. However you will be 
unable to submit your application until you have selected Save and 
Continue for every step. 

 

Version 3  Page 12 of 24 



5 – Responding to Key Selection Criteria 
 
Consider preparing a draft of your responses to the selection criteria in a 
word document. You can then proof read, word count and spell check your 
answers before copying and pasting into the application form.  Once you 
have entered your Key Selection Criteria please select Save and 
Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 There may be a word limit for Key Selection Criteria. If you exceed 
this limit you will not be able to submit your application. 
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6 – Uploading your Resume 
The application workflow allows you to upload your resume onto the 
Candidate Portal.  Select the Browse button, locate your resume and 
select Open.  The name of the document will now appear in the text box.  
Select Save and Continue to complete this step to upload your resume.  
 

 The Candidate Portal will assign a file name to your resume which 
will differ from the original name. To replace or revise your 
resume simply upload the new resume document.  This will 
automatically delete the previous version.  
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7 – Preview and Submit 
The Preview and Submit step allows you to review all the details that 
you have entered into your application form and edit them if required. 
 

 If an application status Incomplete appears at the top of the View 
Job details screen you have not completed a mandatory field.  

 
Locate the incomplete field by scrolling down. Select edit next to 
Incomplete to return to the incomplete step of the work flow. Once you 
have added the necessary information select Save and Continue. You 
should now be able to submit your completed application. 
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When you are satisfied with the details in your application form and have 
completed all of the mandatory fields select the Submit Application 
Now button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A confirmation screen will be displayed.  Selecting the Submit Now 
button will finalise the submission your application to the Customs and 
Border Protection recruitment team.  
 

 After selecting Submit Now you will not be able to edit your 
application further. 
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You may choose to withdraw your application at any time by selecting the 
Withdraw Application button. 
 

 Before withdrawing an application be aware that you are unable to 
re-submit the withdrawn application without the approval of the 
Customs and Border Protection Recruitment team. 
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My Application History 
 

 After commencing an application you will be able to view your 
application in the My Profile tab. 
 

If you save an incomplete application and return to complete it at another 
time you can use the My Profile tab on the left hand side of the screen to 
access the application.  Select Edit Application from the Action column 
to continue your application. 
 
Using My Profile you can also view a summary of your completed 
application, view any email correspondence that may have been sent to 
you concerning your application and edit your registration details using 
the My Details link.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Under Job Status you can also view the closing time and date for 
applications to the job.  
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Forgotten Password 
 
If you have forgotten your password select the Click here to reset your 
password button from the Login page. 
 

 You can also follow the same steps if you are unsure whether you 
have already registered as a candidate within the Customs and 
Border Protection Candidate Portal.  

 
 

 
 
Alternatively you can access this function by viewing any of the advertised 
jobs and selecting the link following FORGOTTEN YOUR LOGIN 
DETAILS? in the How to Apply section.  
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Either method will take you to the screen below where you are required to 
enter your email address as per your original registration. 
 

 Don’t forget that you will have received an initial email providing 
you with your login email and password. Keep this somewhere safe. 

 

 
 

If you have not previously registered as a candidate within the Customs 
and Border Protection Candidate Portal or you have not entered the 
correct email address you will be directed to the screen below.  

 

 
 

If you enter a correct email address a system generated email will then be 
sent containing a link to the Candidate Portal. 
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Enter and Confirm your new password.  When you receive the email you 
will be prompted to change your password select submit and this will 
create a new password for you.   
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Job Alerts 
 
You can register to receive Job Alerts from Customs and Border 
Protection. These emails will provide you with details of job vacancies that 
match the criteria you have specified.  
 
You must be logged in to establish a profile for Job Alert. Select the Job 
Alert tab from the navigation bar on the left hand side of the screen. 
 
In the Job Alert screen establish your search criteria according to the 
types of vacancies you are looking for. To select multiple values in each 
section hold down the Ctrl key and select the desired options. Once you 
have specified your criteria select the Save button at the bottom of the 
screen. 
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You will then be notified via email when jobs matching your criteria are 
posted onto the candidate portal. Additionally when you save your 
preferences you can select View Jobs Matching My Alert Profile to 
view any current jobs that match your criteria.  
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Updating Personal Details 
 
After logging in, choose My Profile from the navigation bar on the left 
hand side of the screen and then select My Details.  
 

 
 
 
 
 
Update your details as required and select the Save button. Note that if 
you change your email address, your username to log into the system will 
also need to change. 
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