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When Agency users are given the access to the Agency 
Portal a notification with Agency ID and a URL is sent.

1. Click on the URL that is in the notification to go the 
Agency Portal.



Agency Portal When you are in Agency portal:

1. Enter: 

- New Password

- Retype New Password

2. Click Submit

Once you have created a password, a message 
pops up.

3. Click Sign In
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Agency Portal
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To Log in: 

1. Enter:

- Agency ID (that is given in the mail)*

- Email (that was sent to Grundfos to be registered in the system)

- Password (that you updated)

2. Click Sign In 

*Note: Please type in the Agency ID (that is sent in the mail) and 
Username (your email that you sent to get registered in the 
Grundfos system). To avoid any login error please do not copy and 
paste the Agency ID as this often picks up also the blank space.



Agency Portal Agency Portal view:

• Candidates tab: Shows the submitted candidates

• Job Listings tab: Jobs assigned to Agency



Notification on Jobs posted In Options feature the Agency User can 
decide, if he wants to be notified regarding 
new Jobs Posted to the agency:

1. Click on Option

2. Check mark 
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Agency Portal- Submit Candidate If an Agency user have opted to get notified to the Jobs 
posted to him/her, below shown notification is 
forwarded.

To log in to an Agency portal the user clicks on the given 
link in the notification.



Agency Portal- Submit Candidate
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1. To Log in enter:

- Agency ID (that is given in the mail)

- Email (that was sent to Grundfos to be 
registered in the system)

- Password (that you updated)

2. Click Sign In 

Note: In the Job Listings tab an Agency user is 
able to see Jobs posted, next slide.



Agency Portal- Submit 
Candidate

1. Click on Job Listings

If you are assigned to a job by Grundfos recruiter you will see the Titles here.*

2. Click on Take Action drop down arrow to assign a candidate

3. Click on Submit New Candidate 

4. Enter the mandatory fields 

5. Check mark Agreement Text

6. Click Next

7. Click Browse to upload a CV

8. Click Add Candidate

* Note: In Grundfos there is a possibility of posting jobs in one of the following  
languages (Chinese, Danish, English, French, German, Hungarian, Serbian, Spanish 
& Russian). If you need to change the language setting to see the job that is 
assigned to you please follow the steps: a) Click on the drop down arrow in the 
language field. b) List of languages are shown click on the language to select.
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Agency Portal- Submit Existing Candidate 1. Click Submit Existing Candidate

2. Click on drop done arrow to expand the list

3. Click on the name to select

4. Check mark Upload latest CV

5. Click Browse to select the CV from your computer to 
upload

6. Click Submit Candidate

Note: A notification is sent out to the Recruiter
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Agency Portal- Forward Candidate The submitted candidates is listed in the 
Candidates tab- > Status.

The Agencies will see only following Statuses: 

• Forwarded (when the Applicant is in the 
Forwarded application status) 

• Invited to apply –when Invite to apply mail is 
sent by the recruiter

• Applied, if the applicant was added to the 
requisition or has applied for the job


