
 
 

 



 
 

About the System 

 

The VSU Human Resource Management Information System is an open source 
web content management system which is customized to fit the functional requirements 
of the University. 

The rest of this manual is aimed at helping university users especially the job 
applicants of the university so as to get the best out of it.  

The following screenshots shows the step by step process during online 
application. The first part of this manual instructs new applicants while the other, is for 
vsu registered applicants.  

 

 

 

 

 

 

 

 

 

 

   

 

 

  



 
 

Go to jobs.vsu.edu.ph to search for jobs available in Visayas State University.  

1. Click an available job you intend to apply. 

2. Click  to save a copy of the terms and conditions of the job you are 
upt to apply or send your email address to proceed. 

The system will send an email to the applicant providing the link of the application 
form. A sample of the application form is shown by the screenshot. 

Note: Please attach files that are less than 3mb. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 



 
 

For first-time applicants  
For first-time applicants using the HRMIS system, please be guided by the 

instruction provided below.  

1. Open your email. 
2. Look for the HRIS notification message.   
3. Click the application page link. 
4. The applicant details form will be opened on the next tab. Please, fill-in the 

information needed. 
5. On the lower part of the page, applicants must submit the required documents 

set by the office. 
6. Click  when you’re done. 

 

 
 

 

 

 

 

 

 

3 

4 



 
 

 
 

7. A Disclaimer message will show-up, please click  to finish. 

 
8. A prompt notification will be displayed after you have successfully applied using 

the VSU HRIS system.  
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9. Check your inbox. A message from the VSU HRIS will be sent to the applicant. 

Below is a sample screenshot.  
10. Click  to set your new password.  

11.  Click  when you’re done.  
Note: After you have set a new password, you can login to hris.vsu.edu.ph website. 
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Note:  

• ALWAYS log out when you are not using the HRMIS and never leave your PC 
unattended when you are currently logged-in. 

• After you log in into HRMIS for the first time, change your Password.  
o Strong Password: min 8 characters (lower & upper case, numbers, 

special characters) – example: passWord@123 

 

 



 
 

For registered applicants  
1. Log-in using your email and VSU HRIS user account via the hris.vsu.edu.ph 

website or sign in with Google.  

 
2. The VSU HRIS dashboard will be loaded. The dashboard will display the Open 

Jobs button and the status of Applied Positions.   
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3. Click Open Jobs to view a list of available jobs. For example, click 2 Architect II 
buttons to open. The qualifications of this job will be loaded. 

4. Click apply to proceed.  

 
 

 

 

5. Before proceeding, a notice modal will pop up. Please click  to continue.  
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6. Applicant Details form will be displayed. Please fill-in the information needed.  

 
7. Documents must be submitted for online applications to proceed with the 

application. You may click Submit Document to do so. 
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8. Click Save when you’re done.  

After the applicant had filled-in his/her details, he/she will be redirected to submit other 
details.  

1. The Documents Attachment form will be displayed. Click add and upload button 
placed on Skills, Eligibilities and Work Experience before adding attachments.  

2. Click Done. After doing so, you will go back to the HRIS dashboard.  

 
  

 
 

THANK YOU FOR USING VSU HRMIS WEBSITE AS YOUR JOB APPLICATION 
PREFERENCE. 

 

PLEASE CHECK YOUR VSU HRMIS ACCOUNT ONCE IN A WHILE TO GET THE 
LATEST UPDATE OF YOUR APPLICATION. 

 

 

 

This is the end of your application process for now.  
For walk-in applicants, please submit your documents to the hiring 

department/office clerk. 
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