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Work Integrated Learning Management System Student Manual 

 

How to Create an account and “Build” your CV on the system 
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Go to www.vut.wilms.co.za 
ensure that you use Google 
Chrome 

Don’t have an account, 
press Create an account 

If you already have an 
account and received an 
email with your username 
and password then you can 
use the “yellow blocks” to 
sign into your account 
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Complete all the relevant information on the grey 
block. ENSURE that your E-mail address is correct and 
that you make NO mistakes on your Student number, 
ID number.  Write your name and surname “Jerry” 
with a Capital J and the rest in small caps. 

VIP: Ensure that you write the correct email address 

VIP: Ensure that you enter your Correct ID number 

VIP: Ensure that you use your correct student number 

Peter (with a capital P and the rest small letters) 

Pater (with a capital P and the rest small letters) 

VIP: Ensure that you choose the right department 
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The Cooperative Education or WIL Administrator will have 
to access their account and Activate your account on the 
system before you will be able to receive an activation 
email.   Once activated, you will receive an email with your 
username and password. Your username is your email 
address and your password is your student number 

This is the look of your “student Portal” dashboard 
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Make a selection form the Menu on the right, 
start with your Profile and Edit your profile 

Ensure that you press the Save button when your done 
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Start Building your own Professional Curriculum 
Vitae by using the CV button on the menu.  

Select the section you want to complete and the 
menu will open for you to fill in the fields.  I have 
selected Tertiary Education   

When the menu for Tertiary Education opens I 
can now start to complete Institution, Course, 
Duration, Year Completed and subjects   
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I am now selecting “Secondary Education” and 
the menu will open below   

Complete Secondary Education “Name of School, 
Year Completed and Qualification” N3 or National 
Senior Certificate    
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I have now selected “Computer Skills” and will be 
adding these skills below   

Write CAD, MS Office or what computer programs 
you can use   
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Remember to complete all the fields in the 
Reference area.  A character reference is a person 
who can tell the reader more about who you are.  
Maybe it’s a Pastor at church or a teacher from 
school but its best to use somebody who you 
have worked for or with.  

Once you have gone through all the fields and your CV is complete you can go to the next section which is Academic Record.  
Remember that at any time you will be able to “print” your CV and it will open a document in PDF or “Save” your CV to your hard 
drive to utilize at any time and sent out to any other company.  More information is on page 13 and 14.    
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Add your Academic Record By using the menu on the right and pressing “Academic Record”.  The following page will open.  It is 
important to add your Academic Record as employers view you records to see what you have been achieving in University.  The 
system gives an average for all your subjects for employers to view.     
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Select “Add Year 1 Subjects” even if you have 
semester subjects, add your 1st and 2nd Semester 
subjects to the first year.  Always add your Grade 
as this influences your average which is 
automatically generated by the system 

Add Subjects one by one - Name of subject in the 
first row and grade in the second row then press 
“Add Subject”.   

Start again with the next subject on you Academic 
record 

Now your CV is done and you Academic record can be viewed. 
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View Adverts and Events by Selecting on the menu on the right  
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Once you have pressed “print” on the 
left hand corner of the WILMS system, 
your document will be converted into 
PDF.  

Once you can view your CV in PDF press 
the button as indicated by the blue 
arrow to save your CV on your computer 
hard drive.  

A Save As menu will appear (on the 
right) and you can give your CV a name 
and decide where you want to save it in.  

 

Your CV is your own personal document.  
This program is not only for the use of 
VUT but for your own benefit and use. 

 

You can “print” CV to convert your CV to 
a PDF document at any time then save 
your CV on your computer hard drive to 
forward to future employers of your 
choice.    

Please follow the easy steps to keep a 
copy of your CV on your personal 
computer.  


