
 

 

UNFPA Consultant’s Guide 

For Creating or Updating One’s Profile in the Roster 

 

 

Welcome to the UNFPA Consultant Roster.  This online application enables you to register and 

create your profile in our global consultants database.   

 

 

1. URL.  This is the URL to access the UNFPA Consultant Roster:   

http://www.unfpa.org/unfpa-consultant-roster  

 

2. Browser.   If you are using a computer in a UNFPA office, there might an error caused by using 

the same browser that have been used to access other Atlas applications (UNFPA ERP).  To 

address this potential problem, you may do any of the two options: 

 

a. You use another browser; i.e., use Internet Explorer if you tend to use Chrome to access 

Atlas. 

b. You may continue to use the same browser but you need to clear all “cookies”.   

 

3. Help.  If you encounter some technical problems and got stuck, please email us at 

consultantrosterhelpdesk@unfpa.org.   Please attach the relevant screen shots that would allow 

us to understand at what step or screen you got stuck or encountered a problem. 

 

 

Online forms are sometimes challenging to complete and technical difficulties could be 

encountered.  Please browse through this guide so you would know what to expect and what 

screens you will encounter.  Thank you! 

  

http://www.unfpa.org/unfpa-consultant-roster
mailto:consultantrosterhelpdesk@unfpa.org


REGISTERING OR LOGGING IN 

After keying in the URL, you will be brought to the landing page of the Consultant Roster.   

 

 

After browsing through the description of the roster and the Consultant Roster Guide, you may click on 

the “Registration and Login” button (see arrow). 

 

  



You will be brought to a page with the heading “Job Description” and contains the description of the 

Roster and the general qualifications of consultants.  It is not referring to any jobs in particular. The 

system is simply treating the Roster as another “job”.  What is important here is to click on the button 

“Apply Now” (see arrow below). Click on “Apply Now” even if you are there only to update your profile.  

This button is simply to bring you to the actual log-in screen. 

 

 

  



Below is the Log-in or Registration Screen.   

If you have never been to the Roster, click “Register Now “ to register.   

 

And, if you are here to update the profile that you have created in the past, you use the Login fields 

instead by keying-in your User Name and Password.  If you have already forgotten your password, there 

is a “Forgot User Name or Password?” option. 

 

 

 

 

 

 

 

 



For new applicants to the Roster, this is the registration screen.  This allows you to create your user 

name and password. 

 

 

The next screen is simply reminding you to read this guide in filling up the online form.  This guide is also 

available at the landing page of the Roster.  One important reminder from the guide is to save your work 

as you go through the process so that you can recover your data if you encounter some technical 

problems. 

 



CREATING YOUR CONSULTANT PROFILE 

The succeeding pages are screen shots of successive screens that will be shown as you create your 

profile.  As stated earlier, if you encounter some technical problems and got stuck, please email us at 

consultantrosterhelpdesk@unfpa.org.   Please attach the relevant screen shots that would allow us to 

understand at what step or screen you got stuck or encountered a problem. 

 

 

 

mailto:consultantrosterhelpdesk@unfpa.org


 

This allows the consultant to continue creating his profile by filling up the online form. 

 

 

 



 

  



 

 

  



 

 

 

  



 

 

 

  



 

 

 

 



 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

  



 

 

 

  



An email confirmation is sent to the Consultant 

 

  



 

 

This is what the consultant will see when she logs back in.  She may update her profile anytime by 

clicking on the Consultant Roster hyperlinked text.  



 

 

This is what any staff member with Roster access can see: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

And clicking on the name will give all the details… 

Observe also the Applicant ID no. (arrow) 

 

 

 

  



Take note of the URL that the staff member can use to email this information to others (click on the 

electronic address field…  

https://hr.partneragencies.org/psp/UNDPP1HR_1/EMPLOYEE/HRMS/c/UN_R_RECRUITMENT.UN_R_AP

P_DTL.GBL?Page=UN_R_APP_DTL&Action=U&HRS_PERSON_ID=198890&HRS_PROFILE_SEQ=1&HRS_RC

MNT_ID=186495&TargetFrameName=None 

 

 

 

  

https://hr.partneragencies.org/psp/UNDPP1HR_1/EMPLOYEE/HRMS/c/UN_R_RECRUITMENT.UN_R_APP_DTL.GBL?Page=UN_R_APP_DTL&Action=U&HRS_PERSON_ID=198890&HRS_PROFILE_SEQ=1&HRS_RCMNT_ID=186495&TargetFrameName=None
https://hr.partneragencies.org/psp/UNDPP1HR_1/EMPLOYEE/HRMS/c/UN_R_RECRUITMENT.UN_R_APP_DTL.GBL?Page=UN_R_APP_DTL&Action=U&HRS_PERSON_ID=198890&HRS_PROFILE_SEQ=1&HRS_RCMNT_ID=186495&TargetFrameName=None
https://hr.partneragencies.org/psp/UNDPP1HR_1/EMPLOYEE/HRMS/c/UN_R_RECRUITMENT.UN_R_APP_DTL.GBL?Page=UN_R_APP_DTL&Action=U&HRS_PERSON_ID=198890&HRS_PROFILE_SEQ=1&HRS_RCMNT_ID=186495&TargetFrameName=None


 

Consultant Logging Back In 

https://consultantroster.unfpa.org 

 

 

  

https://consultantroster.unfpa.org/


 

The consultant may update her Personal Information 

 

 

  



That is where you can find your Roster profile 

 

 

 

  



After making some updates, you may resubmit. 

 

 

 

 

  



Don’t forget to click on the appropriate radio button; and then resubmit… 

 

 

 

  



You get a confirmation pop-out screen. 

 


