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·  ACCESSING THE SYSTEM / LOGGING ON AS NGCP/TRANSCO EMPLOYEE  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on the text link  APPLY NOW!  to go to system main page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Double-click on the Internet icon on your desktop.       
 

 
2. On the Transco Intraweb home page, select Applications , then click on text link  

Online Application System .   
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4. If you are a current or had been an employee of TRANSCO, your records have 
been initially encoded to our data storage so that you may may simply ADD, 
DELETE or EDIT  any information on your application as you log-in.  If you’re 
applying as a NEW APPLICANT you must register first on the system before 
applying online. As you successfully registered, an email will be sent to you for your 
registration confirmation. Pls. see illustration below. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on the image link REGISTER NOW! then fill 
up the registration form to acquire a USERNAME 
and PASSWORD.  

 

 
Click on the button SUBMIT to finish registration.  
Click on HOME to go back to LOG-IN page.  
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5. On the Online Application System Log-in Page , key in your Dce No.  as your 
USERNAME, in accord with the format illustrated bellow and PASSWORD which is 
123456789 in default.  For New Applicants, key in your registered username and 
password respectively. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click the LOGIN button or press the ENTER key to submit the data security for 
validation/authentication.   Invalid codes will trigger the appearance of an Error 
Message .   
 
 

7. IMPORTANT!!! As you successfully logged in, PLS.  CHANGE PASSWORD 
FOR RECORDS SECURITY. Click CHANGE PASSWORD link to update 
password.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dce No = 00123-5 
Username:    001235 

OR 
Dce No = 00836000 
Username: 836000 

 
Default PWD: 123456789 
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8. Key in the default password and your new password to UPDATE. 

 
 

 
   
 
 
 
 
 
 
 
 
 
 
 

9. As you logged-in at the main page, status and full name will be displayed. 
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ADDING, DELETING AND UPDATING APPLICATION DATA  

 
 

1. Online Employment Application System Main Page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

      ONLINE EMPLOYMENT APPLICATION SYSTEM QUICK GUIDE 
 

  6 of 9 

�������������	
�		��������������� �

 
1. To upload your photo, click on the text link CHANGE PHOTO.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click the button BROWSE to select the image from a location in your storage . 
3. Then click the button UPLOAD to upload the image. Note: Make sure that you will meet 

all the necessary conditions in uploading image.  See illustration below. 
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4. A confirmationmessage will be displayed if you successfully uploaded the image. 
Refresh the page to display the image that was uploaded.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. To view a desired information, click on the SHOW/HIDE button. 
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6. Click on the button EDIT to update records .  

 
7. Fill in all the given text field with the appropriate information. 

 
8. IMPOTANT! You may choose to apply to more than 1  available position which you 

might believe you are qualified by filling out DESI RED POSITION filled.  The 
Desired Position 1 will be considered as priority s election. 
 

9. After completing the information needed in the CONTACT DETAILS category, you may 
already print the APPLICATION FORM and submit it to the HR DEPARTMENT. 
 

10.   IMPORTANT! Submitting the Application Form th at is generated by the system is 
highly required by the HR department of Transco to validate/authenticate your 
application.  Please make sure that you will comple te filling in all the information 
needed for your application in the online system fo r assessment purposes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Click the button SAVE CHANGES to save updated records. 
 
 

12. Click the button CANCEL to go back to the main page. 
 
 

13.   This procedure will be the same with all category like EDUCATION, ELIGIBILITY, 
EXPERIENCE  AND TRAINING. 

 
 

14.   You may also submit in advance all required documents for your application by 
scanning each document such as diploma, certificates, etc, and uploading to our data 
storage.  
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15.   Expand the REQUIREMENTS category.  Click on the text link UPLOAD to upload 

scanned documents(same procedure with application uploading photo). 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

16.   Click on the text link VIEW to view or print uploaded scanned documents. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Thank you for using the Online Application System. 
Transco Corporate IS/IT Task Force wish you a successful career ahead. 

  
 


