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1. Web Recruitment — Introduction

1.1 Overview of recruitment-related systems and Web Recruitment Releases 1-3

The recruitment process begins with the identification and definition of a vacancy. This includes
developing or updating the PD33 or role description and, for new academic-related and assistant staff
vacancies, the grading of the post. Posts which are graded are set up in CHRIS (the HR and Payroll
System) by the Grading team in the HR Division.

The new Recruitment Administration System (RAS) is then used to:

¢ Find the details of a vacancy which exists in CHRIS (posts which have been graded or are being
refilled); or

e Enter the vacancy details for a new academic or research post (these are not individually graded
so have not already been set up in CHRIS at this point).

Permission to fill a vacancy is then requested and granted in RAS.

In most cases, the vacancy should be advertised. Once all required permissions for a vacancy have been
obtained, RAS can be used to place an advert on the University’s Job Opportunities pages and to send to
external media for publication.

In RAS, a department/institution records whether or not they will be inviting online job applications via the
Web Recruitment System. Where the Web Recruitment System is to be used, RAS will:
e Insert an ‘Apply online’ button on the advert for the vacancy on the Job Opportunities pages;
e Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

The Web Recruitment System can then be used to receive and process applications received.

The first release of the Web Recruitment System focused on:

Allowing applicants to apply online via the University Job Opportunities pages;

Automatically acknowledging applications;

Allowing recruiters to view, email and print applications;

Allowing recruiters/administrators to manage and record the results of the selection process; and
Transferring the successful applicant(s) into the CHRIS Recruitment Module.

The second release of the Web Recruitment System focused on:

¢ Allowing applicants to copy personal details, qualifications and employment history from a
previous application;

e Allowing recruiters to generate rejection emails and letters to applicants;

e Allowing recruiters to generate reference request emails and letters;

¢ Allowing referees to upload their reference into the system after a reference request email has
been sent to them.

The third release of the Web Recruitment System focused on:

¢ Allowing recruiters to generate an email to the successful applicant where they need to provide
information for a Tier 2 Certificate of Sponsorship;
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Allowing applicants to log back into their Web Recruitment account to enter the additional Tier 2
CoS information and upload supporting documents;

Allowing recruiters to download the applicant details required for a Tier 2 CoS so that it can be
attached to the rest of the CoS application for submission to HR;

Automated marking of an application as eligible for purging 12 months after the vacancy closes
(including extended deletion dates for those vacancies where CoS retention policies apply);
Allowing super-users to mark a vacancy as a purging exception;

Automated deletion of unsubmitted applications two months after the vacancy closing date;
Retaining anonymised data for future trend analysis and management reporting;

Allowing applicants to enter basic disclosure information when a vacancy has a basic disclosure
check selected within new RAS;

Generating reports of applicant information from within Web Recruitment and export results to
Excel; and

Adding bookmarks to the application pack PDF, allowing recruiters to navigate around more easily
between applicants and documents.

1.2 Release 4 overview

Release 4 focuses on:

Removing the need for vacancy administrators in departments/institutions to use the CHRIS
Recruitment Module and CHRIS/10A form for the majority of appointments and replacing these
with the following actions doing the following within Web Recruitment:

o Recording details about the offer and appointment within a new Offers section;

o Uploading supporting documents for an appointment (and Tier 2 Certificate of
Sponsorship application, if required); and
o Submitting an electronic Appointment Request to the HR New Appointment team.

Pre-filling the Offers section with details about the applicant (from their online application form) and
the position (from CHRIS);

Allowing vacancy administrators to generate an offer letter to the successful candidate using
details that they have entered into the system or upload an offer letter they have created outside of
the system;

Allowing vacancy administrators to download a cover sheet for any supporting documents being
sent to the HR New Appointment Team outside of the system;

Recording details of how and when offer letters were sent to the successful candidate;
Storing and accessing offer letter history;

Allowing the New Appointment Team to receive and view appointment requests online within a
new HR Processing section of the system; and

Allowing the New Appointments team to transfer details of the applicant and appointment into the
CHRIS Recruitment Module.

Departments/institutions should request appointments via Web Recruitment wherever possible and the
New Appointment team will transfer successful applicants to CHRIS using their screens within the system.
The supporting documents cover sheet can then be downloaded and attached to supporting documents
and returned to the HR New Appointment Team for processing.
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1.3 HR system linkages

Diagram 1 below shows how the different HR systems link together in the recruitment process.

Diagram 1: HR systems linkages in the recruitment process

New RAS

New academic/research post
Job advert information or amended existing post information

Existing post information

Job Opportunities
pages

CHRIS

Recruits click link

Web Recruitment

|
|
|
|
|
|
|
| New appointee information
|
|
|
|
|
|

New functionality

1.4 System support

Technical queries relating to the Web Recruitment System should be directed to the CHRIS Helpdesk by
emailing chris.helpdesk@admin.cam.ac.uk. The New Appointment Team should be contacted for advice
about making appointments via hrnewappointmentteam@admin.cam.ac.uk.
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cfis

2. Web Recruitment — available documentation

This guide provides details of how to generate two forms of correspondence to applicants:

¢ Rejection emails and letters; and

o Reference requests.

It also includes details of how to record correspondence made outside of the Web Recruitment system.
This manual (shaded in grey below) forms part of the wider set of documentation for Web Recruitment
summarised in the table. These documents can be found on the HR Systems Web Pages, along with
additional supporting information (including links to videos and release notifications).

Title Document Type Description

Guide for Selectors User guide A guide designed for selectors that describes the process of logging on to
Web Recruitment, viewing and downloading application packs.

Managing Vacancies User guide This is the main user guide, which explains how to find vacancies in the

system, grant other access, download application forms, record outcomes
at each stage of selection and complete recruitment so that the appropriate
retention policy is applied to the details of the vacancy.

Tier 2 Certificate of
Sponsorship —
Requesting Applicant
Details

Quick reference

This is a two page pictorial overview of the end-to-end process for
requesting information from a successful applicant for a Tier 2 Certificate of
Sponsorship (CoS) application. It is intended for users who do not require
the level of detail provided by the step-by-step instructions in the user guide
below.

Tier 2 Certificate of User guide This guide provides detailed step-by-step instructions on how to request

Sponsorship — that a successful applicant logs back into their Web Recruitment account to

Requesting Applicant provide information and supporting documents needed for a Tier 2 CoS

Details application.

Generating User guide This guide explains how to generate rejection emails/letters and reference

Correspondence request emails/letters within the system. It also details how to view
references uploaded directly into the system by referees and how to upload
references received by post/email.

Generating Reports User guide The Web Recruitment system provides standard vacancy reports for

applicant and referee details (for example, for use in mail merges or for
email lists). This document describes the standard reports and how to
generate them. It also describes how to use the custom reporting tool built
into the application.

Managing Offers

Quick reference

This is a two page pictorial overview of the end-to-end offer and
appointment process. It is intended for users who do not require the level of
detail provided by the step-by-step instructions in the user guide below.

Managing Offers User guide This guide describes the process of making an offer, generating an offer
letter, recording offer outcomes and entering additional information so that
an electronic appointment request can be made to the HR New
Appointment team. This process replaces the need for
departments/institutions to use the CHRIS Recruitment Module and CHRIS
10(A) form for most appointments. The guide also provides a summary of
how to request Tier 2 CoS information; full details are in the CoS guide.

Overview of the User guide A guide for internal users of the Web Recruitment System that describes

Applicant Process the process of making an online application from the applicant’s
perspective.

Applicant Frequently FAQs This document details common queries from applicants that have been

Asked Questions (FAQS) reported through the CHRIS Helpdesk, in the applicant survey and to
vacancy contacts within departments/institutions.

Administrator Frequently | FAQs This document details common queries from recruiters, selectors and

Asked Questions (FAQS) vacancy administrators reported through the CHRIS Helpdesk, in the
department/institution benefits survey and system demonstrations.

Processing Appointment | User guide This guide is for the HR New Appointment team and describes how to find,

Requests

check and process Appointment Requests from departments/institutions.
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3. Generating Electronic Rejection Emails and Letters
There are four steps to this process:

Step 1 — reject the unsuccessful applicants

Step 2 — set up the contact details for the vacancy

Step 3 — optionally customise the rejection email

Step 4 — confirm the rejection correspondence

Note that the rejection will not be sent unless you have confirmed it under Correspondence awaiting
confirmation.

The following steps describe the process.

Step 1 — Reject the unsuccessful applicants

1 Loginto the HR Admin Panel. The Vacancies Tab will display all the vacancies that you have access
to.

¢/ HR | HR Al Yl Agglieation

Vocanoes Offers Reports

Vacancies

Serow 1 2 Bt of vaLEnCes you have occess 19 Use the search DOues OF POge SWough 00 Snd 2 apociic vacens
» Find Apphicant
SEOW VRCANTRA M I Ut Cormpiele

A ster () Inccates an appicont hes (equesied Reasonsble Ausiments 10 e Dlerdew process

Job Referance
- Job Tite © Seatus
- Al = Clasing Date < Applicants Actions Accass
AGD42ET eProcurement Admiristralor [Chiel Ciank) Actywet Invw 3t-dan- 2018 o a Manage Vacay Admesatiaton
AHOL029 Ressarch Associale Achvert Ive 31 Oec-2018 | & ManagsVacancy Admessirator
AN Ressarch Assooate Test Adveit e 31-Dec-2013 [¥ # Manaps Vacancy Adrmnestrator
A0% Research Assouate SV TEST 1 At (e 31-Dec-2015 0 a Manags Vacancy Admreattatnr
AHI4233 Programme Laader Advert closad 0t-Jan-2015 0 & Manage Vacancy Adrmesiatrator
AMOL23S Programine Lanoes Adweit closed 0t-Jan-2015 0 A Manage Vacancy Admisistrator
Ai238 Prircpal Ressarch Associate Advers closed Dé-Jan-2015 o # Manaps Vacanty Adnsestrator
ARD4740 Prrc i Researth Assocste Adiver: cigsed Da-2an 2011 o & Manags Vacancy Artmorewtrator
AHO4242 Precipal Research Associate Acdvert closed 04 Jan 2015 o & Manage Vacancy Admialiaton
AMDL25Y Prvcgps Resesrth Assocats Advert e 04-an-2015 0 a Manage Vacancy Adrmisistratoy
(1ot% 1 23 45 » » W

2. Locate the vacancy for which you wish to send rejection correspondence. Click on the Manage
Vacancy button.
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c@is

Job Reference

a Job Titke ¢
AHD2327 Seniar Clark
AMO2263 Research Assistand
AWN2219 Ressarch Assaciate
AWD2269 Rasearch Assoclate

Status ©
[ Closing Date ¢ Applicants Actions
All |-
Open 12.Apr- 2014 0 # Manage Vacancy -
Open 11-Ape-2014 w* & Manage Vacancy .
Opan 11-Apr-2014 w* # Manage Vacamy | =
Open 11-Ape-2014 30" & Manage Vacancy =

The Vacancy Overview screen will be displayed.

AH04339: Programming Officer[Non-Clinical-Research]

Vacancy overview

Finished recruiting? Complete recruitment for this vacancy

View and manage spplications to this vacancy

Handle rejection communications and reference requests
Manage vacancy permissions

iew and confirm tasks relating to this vacancy

Maintain vacancy notes and attachments

Positions available for this vacancy

RAS, please contact the CHRIS Helpdask.

T0033208: Programmimg Officer{Non-Clinical-Research]

Welcome to the vacancy management area, from here you are able fo:

The following positions can be appointed for this vacancy. If there are no positions listed, and it has been at least 24 hours since you set up this vacancy on

Applicant & referee report

Download an Excel workbook containing three worksheets: an
applicant contact details list, a referee contact details list, and
an applicant list without contact details.

Applicant & referee report

—

Ravi Choudary 20-Jan-2015

Application Stages Media

Application Stages Overview

B R=ceived

M short Listing
Selection One

Il 5=l=cticn Twao

M G=l=ction Thres

B Committee/ Board

- Dffer
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3. Click on Process applicants.

Vacancy Overview

Applicants
Process Applicants [118)

Manage Manual Applicants ()

Vacancy Configuration

Tasks
Manage Rejection Correspondence
Manage Reference Requests
Manage Cob Requests (&)
Comespondence
Awaiting Confirmation (3)
Completed and Cthers (1)
View or Record Correspondence
Permizsions
Meotes (0]

Artachments (0]

4. Select the applicants you wish to reject and select the Rejected status from the drop down list.
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Candidate name = i . i Status
Submitted < Motes  Files Actions
Al [=
Kannl, Sharath 13-Dec-2014 15:55:43 1* & Download -
- | | mmn
Kapaor, Anll 19-Dec-2014 16:04:06 3 Download -
.
Karamkanty. A3y 13-Dec-2014 15:25:1 %+ Download -
Konda, Srikanth 19-Dec-2014 13:13:50 1= a * Download - BAotive
Konda, Srikanth 19-Dec-2014 16:47:40 1% a 4+ Download - Active
Kumar, Mahesh 19-Dec-2014 132224 1% a 4+ Download - BActive
Kumar, Mahesh 19-Des-2014 16:56:20 1= a + Download - Active
Kumar, Rajeeh 19-Dec-2014 14:30020 1* a % Download - Active

(3 of 11) e (| 1) 23|56 T|B[2 10 e o= 1EI|E|

Apply

5. Click Apply.
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Step 2 — Set-up the contact details for the vacancy

Next select Vacancy Configuration.

HR | HR Admin Wab Application

Vacances Offers Reports Logaout

AHO0167: Programme Leader

Vacancy Overview

Applicants

) Vacancy overview
Process Applicants (118)

Manage Manual Applicants (0]

Walcame to the vacancy management area, fram here you are abile to:

Vacancy Configuration m View and manage applications o Mie vacancy
w Handie r2jection ComMURICENcnE and refersncs raguests
m Manags vacancy permissions
w V2 and confm 135KE relanng o this vacancy
m Maintaln vacancy notes and attachments

Tasks

Manags Rejection Correspondence
Manage Reference Reguests

Manage Cob Requests [&)
Poslflone avallable for this vacancy

Comrespondence The following postians can be appointad for tis vacancy. If this Information I8 Incomect, of If thare are no pasiions listed, pleass comtact
tha CHRIS Helpdask.

Awaziting Confirmation (0}

» TO034625: Professor of Mineralogy and Petrology(1331) [Earliest start date: 10-Oct-2014]

Completed and Others (1) = 7O0S4624: Frofegeor of MIneralogy and Fetrolagy(1331) [Earlizet etart gate-10-0ct-2014]

View or Record Correspondence = 70034623: Frofessar of MInerzlogy ang Fetrology(ta31) [Earliest etart gate10-0ct-2014]
Parmizzions

Motes (0} Application Stages Wedis

Artachments ()

Application Stages Overview

M Recatvad
Short Listing
Selaction One
W zclaction Twa
W zcleciion Three
I ComemittesBoard

W crter

Applicant & referss report

Use the button below 1o download an Excel workbaok contzining three waorkehests: an applicant contact detalls Bst, 3 referes comtact
detalls llst, and an applicant Bst without contact detals.

Applicant & referee report

Enter the contact information for All correspondence for the vacancy. If you are an Administrator sending
letters on behalf of a colleague then you may enter another person’s details into these fields.
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o

General Canfiguration A1l Comespondence Referenee Comaepondence  Relentian Palicy

Configure Contact Information

Contact Infonmation 18 applicatéa to all carrespondence. Detalls entered hers will be Inclwded as the contact dedalls for rejection and reference
requestis emals a5 well as the from flialds of gensratad lettars.

Your titte * Contact emall addraze: «
Dr [=] AHI0157 @a.com

Contact nama: * Address: =

AHOD167-MName Address AHOD187 Line 1

Address AHOD187 Line 2
Address AHOD187 Line 3

Cantact Job titie: + Address AHD0187 Line 4

AHO0167-Contact Job Tie

Contact phone number: *
Mark Contact Configuration as compilate?

&HOD0167-Telephone #il

Save Configuration

Once the contact information is complete, ensure that you check the Mark Contact Configuration as
complete check box and click on Save Configuration.

Mark Contact Configuration as complete?

b

Save Configuration

Note that where you have previously entered contact information and have already generated
correspondence which is awaiting confirmation, a confirmation message will be displayed to remind you
that the amended contact information and that what you have entered will be applied to the existing tasks.
You will need to click on Yes to confirm that you are aware of that and wish to proceed.
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Confirm configuration

G awaiting confirmation tasks exist on this vacancy.

m Configuration changes yvou have made will be applied to all awaiting confimation tasks that
exist on this vacancy.

m [ you do not want the configuration changes to be applied, please click the No button and
navigate to the Awaiting Confimation Page to confirm all the awaiting confirmation tasks
hefore you confinue.

Do you wish to save the configuration and apply the changes to the pending tasks?

Yes, apply changes Mo, don't apply changes

A confirmation message will be displayed.

The contact information has been

Contact Information Reference Correspondence saved

e Information Saved The contact information has been saved
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Step 3 — Optionally customise the rejection email

Next, select Manage Rejection Correspondence. The applicants that have been rejected will be
displayed.

HR / HR Admin Wab Application

Vacandes Ciffers Reports Admin Logout

AHO0167: Programme Leader

Vacancy Cverview

Applicants

) Configure Email For Rejected Applicants
Procsss Applicants (113)

Manags Manual Applicants () Below Is a list of applicants who Nave been rejectad fr MiE vacanecy. UEING this farm you are ais in

w re-aciivats applicants
Vacancy Configuration m customise emalle that will be sent 1o applicants
= oownload rejection IEttars

Tasks Sefore sending rejection emalls please maks sure you have completed the Contact Configuration for this vacancy.
Manage Rejectlon Correspondence

Manage Reference Requests

All Btages |E| Created Date  Customised Type Action Status
Manage CoS Requests (&)
Choudary, Ravi Rejected at Received DE-lzn-2015 Email # Re-Activate = SLTiT
whousE. ! 15:18:18 Confirmation
Comespondence
- . . . D&-Jan-21M5 . . - Awiaiting
Awaiting Confirmation (3) Digliya, Amit Rejected at Received 151220 Email « Re-Activate Confimmation
Completed and Cthers (1) D8-Jan-215 Avaiti
Evans. Douglas Rejected at Received __32.. Email « Re-Actvate = e |nq
15:18:20 Cenfirmation

Wiew or Record Correspondence
Permissions
“Click here 1o e22 me lIst of emalie not ya1 e2nt

Mates ()

Artachments [J)

If you wish to tailor an individual rejection email, select the Customise option from the drop-down menu
next to the Re-Activate button.

All Stages E Created Date  Customised Type Action
Butler, Owen Rejected at Received 19-Mar-2014 Email & Re-Activate | + :
11:37:24 1
_Mar- # Customi
Boardman, Rejected at Received 19_ME_" 2014 Email
Matthew 11:49:48 ErPreview
Andrews, Paul Rejected at Received 1?:!'4«19&_;—82[]14 Email * Download Letter

The Customise Rejection Email window will open to allow you to add an extra paragraph (which will
become the second paragraph in the email) as required.

Type your text and click on the Save button.

If you do not need to tailor the email then the system will use the default correspondence template,
including the data entered when you configured the correspondence for the vacancy where required.
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Customise Rejection Email For Butler, Owen

Additional text to be included in the rejection email

This addional text will be included in the email
Save Cancel

4| 1 | ¥

This text will then be inserted into the rejection email/ pdf as shown:

Dear Mr Butler,
Re: LF03003 : Personal Assistant to Depanmental Secretary

Thank you for your recent application for the above post. | am sorry to t2ll yvou that we will not be taking your
application any further on this cccasion.

Thanks for applying Owen. Unfortunately your experience was not guite what was needed on this cccassion.
We'd welcome the opportunity to work with you again and so would encourage you to keep applying for research
vacancies related to this field.

| would like to thank you for the time and effort you have spent applying for this vacancy and wish you well in
your future career.

Yours sincerely,

Click on the Preview option to view a copy of the email.

All Stages |E| Created Date  Customised Type Action
Butler, Owen Rejected at Received 19-Mar-2014 Email « Re-Activate -
11:37:24 - |
-Mar- # Customise
Boardman, Rejected at Received 1‘3.M:=%r 2014 Email
Matthew 11:49:48 = Preview
Andrews, Paul Rejected at Received 1?_3119&;; 014 Email T UOwWTo a0 LEIET
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The Correspondence Preview window will be displayed.

Correspondence Preview

Task Details

m Status: Awaiting Confirmation
m Created Date: 19-Mar-2014 11:37:24

Correspondence Details:

m To: AjayKaramkanty@gmail.com
m Subject: Confidential: University of Cambridge - Information About your
Application

Dear Mr Butler
Re: AW02219 Research Associate

Thank you for your recent application for the above post. | am sormy to tell you that
we will not be taking your application any further on this occasion.

| would like to thank you for the time and effort you have spent applying for this
vacancy and wish you well in your future career.

Yours sincerely,
Hazel Turton

Training Manager

Please note that the wording of the rejection email/letter will also include the following sentence if you have
rejected the individual at Selection Stage 1 or later:

If you would like to discuss this further or receive feedback, please contact Name on telephone
number or via email address.

This is in accordance with the Recruitment Guidance which states that, due to high volumes of applications,
it is University practice not to provide feedback to those rejected before being invited to an interview.

If you need to send a rejection letter outside the system (for example because an applicant has made a
manual application and does not have an email address) select the Download Letter option from the drop
down menu.
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Action

& Re-Activate -

# Customise

= Preview

*+ Download Letter

Select to Open the file in the pop-up window.

Do you want to open or save rejection_letter.pdf from staging.hrsystems.admin.cam.ac.uk?

Openl/\\)

Save

Cancel

A PDF will open that you can print and post as appropriate.
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Step 4 — Confirm the rejection

When you have completed any customisation of letters, navigate to the Correspondence option in the
toolbar on the left-hand side of the screen and select Awaiting Confirmation.

Correspondence

Aﬁaitinu Confirmation (6]

View or Record Correspondence

Fermissions

Motes (1)

Attachments (1)

Your rejection tasks will be displayed and you can preview the final copy of the emails using the Preview
button in the Action column.

System Managed (4) Manual (0)

Tasks Awaiting Confirmation

Below is a list of system managed tasks that are awaiting confirmation, they have not yet been sent to the recipient

m Press Preview to view the correspondence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manual Correspondence
m Press Confirm once you are happy with the comespondence

Applicant Created By All E| Created Date Action
Boardman, Matthew Turton, Hazel Rejection Task 19-Mar-2014 11:49:48 ® Preview -
Andrews, Paul Turton, Hazel Rejection Task 19-Mar-2014 11:49:48 @ Preview -
Anderson, Chris Turtan, Hazel Rejection Task 19-Mar-2014 11:49:48 @ Preview -
Butler, Owen Turton, Hazel Rejection Task 19-Mar-2014 11:37:24 @ Preview -

When you are satisfied with the correspondence generated, select the applicants and click the Confirm
Selected Tasks button.
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System Managed (4) Manual (0)

Tasks Awaiting Confirmation

Below is a list of system managed tasks that are awaiting confirmation, they have not yet been sent to the recipient

m Press Preview to view the comespendence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manual Comespondence
m Press Confirm once you are happy with the corespondence

v Applicant Created By All E Created Date Action
«  Boardman, Matthew Turton, Hazel Rejection Task 19-Mar-2014 11:49:48 @ Preview -
«  Andrews, Paul Turton, Hazel Rejection Task 19-Mar-2014 11:49:48 @ Preview ~
+  Anderson, Chris Turton, Hazel Rejection Task 19-Mar-2014 11:45:48 ® Preview hd
«  Butler, Owen Turton, Hazel Rejection Task 19-Mar-2014 11:37:24 ® Preview v
(10f1) 1 10 E
Confirm Selected Tasks ‘ Cancel Selected Tasks

Click the Yes button in the confirmation message to proceed with sending rejection emails to the selected
applicants.

Confirm Correspondence

Are you sure you want to send correspondence emails to selected candidates 7

Yes Mo

O
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5. Using manual rejections outside of Web Recruitment

The Web Recruitment system automatically generates a rejection task when an applicant has been set
to a status of ‘rejected’ at any stage of the selection process.

In the unlikely event that you need to cancel these tasks and send rejection details manually you
should:

Step 1 — Reject the unsuccessful applicants

Step 2 - Complete the vacancy configuration information
Step 3 — Cancel the rejection tasks

Step 4 — Record details of how the rejections were handled.

These four steps are described in more detail below:

Step 1 — Reject the unsuccessful applicants

1 Log in to the HR Admin Panel. The Vacancies Tab will display all the vacancies that you have
access to.

/ HR | HR Admin Yl Apptieation

Offers Feports

Vacancies

O § t a s e weh b poge n o "
» Find Apphicant

SEOw VRCANTEA MEN TR URITRE Compisle

A ster ) Incicates an appicont has (equasied Reasonsble Atusiments 10 the Dlardew process
Job Referance

» Job Tie © Seatus
- Al = Clasing Date = Applicants Actions Accass
AGDa2s7 eProcurement Admirsstralor [Chiet Ciank) Advert Ive 3t-tan201% G a Manage Vacay Admesatiaton
AHOA029 Ressarch Associale Achert Ive 31-Dec- 2018 o Manage Vacancy Aamesstrator
AN Ressarch Assooate Tesd Advert e 31-Dec-20N53 0 A Manade Vacanty Admeeestrator
A0S Research Assocate SV TEST ¢ Advet ive 31-Dec-20135 0 & Manaps Vecancy Admreatratnr
AMO4233 Programme Laader Advers closat 01-Jan-2015 0 & Manage Vacancy At trator
AMOL23S Programine Landes At Closad 0 A Manade Vacanty Admusisurator
AMO4238 Prircoal Recasrch Associate Adver; closed # Manas Vacancy Admveestrator
AFD4740 Prircpat Researth Assocste Addver: cigsed Da-2an 201 (¥ & Manags Vacancy Adtmerewtrator
AO4242 Precpal Aeseath Assocate Actvert closed 04 Jan 2014 a Manage Vacancy Admssatiaton
AMDL25Y Prvcpsl Resesch Assocats Advert e 04-Jan-2015 0 a Manage Vacancy Admeestiato
ot 11213 415 - . e
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2 Locate the vacancy for which you wish to send rejection correspondence. Click on the Manage Vacancy
button.

yoR Hefaence Job Titke 2 Status ©

= All [ Closing Date < Applicants Actions
AHD2327 Seniar Clark Open 12.Apr- 2014 0 # Manage Vacancy -
AMO2263 Research Assistand Open 11-Ape-2014 " & Manage Vacancy .
AWD2219 Ressarch Assaciate Opan 1-Ape-2014 w* # Manage Vacany | -
AW02269 Rasearch Assoclate Open 11-Apr- 2014 3" & Manage Vacancy -

3 The Vacancy Overview screen will be displayed:

AH04339: Programming Officer[Non-Clinical-Research]

Vacancy overview

Finished recruiting? Complete recruitment for this vacancy

Welcome to the vacancy management area, from here you are able fo: Applicant & referee report

y A 5 Download an Excel workbook contsining three worksheets: an
Wiew and manage spplications to this vacancy . o o
. o applicant contact details list. a referee contact detsils list, and
Handle rejection communications and reference requests . ) i .
an applicant list without contsct details.

[ ]

[ ]

m Manage vacancy permissions

m View and confirm tasks relating to this vacancy
[ ]

Applicant & referee report

Maintain vacancy notes and attachments

Positions available for this vacancy

The following positions can be appointed for this vacancy. If there are no positions listed, and it has been at least 24 hours since you set up this vacancy on

RAS, please contact the CHRIS Helpdesk.
catst st

T0033208: Programming OfficerNon-Clinical-Research] Ravi Choudary 20-Jan-2015

Application Stages Media

Application Stages Qverview

B Rzoeived

B skt Listing
Sel=ction One

M 5el=ction Twa

Il S=l=ction Three

B Committee, Board

M oféer
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4 Click on Process applicants.

Vacancy Cverview

Appllcants
Process Applicants (113)

Manage Manual Applicants (Q)

Vacancy Configuration

Tasks:
Manage Rejection Correspondence
Manage Refersnce Requests
Manage Cot Requests (&)
Comespondence
Awaiting Confirmation (3]
Completed and Cthers (1)
‘iews or Record Correspondence
Fermizzions
Maotas ()

Artachments ()

5 Select the applicants you wish to reject and selet the Rejected status from the drop down list.
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Candidate name = i . i Status
Submitted < Motes  Files Actions
Al [=
Kannl, Sharath 13-Dec-2014 15:55:43 1* & Download -
- | | mmn
Kapaor, Anll 19-Dec-2014 16:04:06 3 Download -
.
Karamkanty. A3y 13-Dec-2014 15:25:1 %+ Download -
Konda, Srikanth 19-Dec-2014 13:13:50 1= a * Download - BAotive
Konda, Srikanth 19-Dec-2014 16:47:40 1% a 4+ Download - Active
Kumar, Mahesh 19-Dec-2014 132224 1% a 4+ Download - BActive
Kumar, Mahesh 19-Des-2014 16:56:20 1= a + Download - Active
Kumar, Rajeeh 19-Dec-2014 14:30020 1* a % Download - Active

(3 of 11) e (| 1) 23|56 T|B[2 10 e o= 1EI|E|

Apply

Click Apply.
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Step 2 — Complete the vacancy configuration information

Select Vacancy Configuration:

{ HR § HR Admin Web Appiication

Vacandies Cffers Reports  Admin Logout

AH00167: Programme Leader

Vacancy Overview

Applicants
Vacancy overview
Process Applicants (118)
Manages Manual Applicants (0]
Walcame to tha vacancy management area, from hers you ara abis fo-

Vacancy Configuration w View and manage appications o Mis vacanzy
= Handle rajection communications and raferance requasts
= Manags vacancy permissions
= VI2w ang CONMm 135KE relanng 1o s vatancy
= Maintain vacancy notes and attachments

Tasks

Manage Rejection Cormespondence
Manage Reference Requests

Manags CoS Requests (6)
Pogltions avallable for this vacancy

Correspondence Tna raliowing poSTIONE C3N DE 3PPOINTaA for Ml vacancy. IF his INTGrMABan Is INCOMaCt, or If tera 3re no FOSIBaRE lEtad, pleasa contact
the CHRIS Helpassk.
Awaiting Confirmation ()

= TOO34625: Frofessor of MIneralogy 3na Fairok ) [Eariiest Start ata 10-0ct-2014]

Completed and Gthers (1)  70034£24: Profescor of Minzralogy and Petrok ) [Earllet etart date-10-Oct-2014]
View or Record Correspondence u 70034623: Frofessor of Minsralogy and Felrol ) [Earliest start gate: 10-0ct-2014]
Fermissions
Motas (0) Application Stages Media
Attachments (0]

Application Stages Overview

applicant & referse report

Use the bution below 1o Sawnload an Exozl workbaak containing three warkenests: an applicant contact daialls Bt, a raferss cantact
detalls llst. and an applicant st wilout contast delals,

Applicant & referee report

Enter the contact information for All correspondence for the vacancy. If you are an Administrator sending
letters on behalf of a colleague then you may enter another person’s details into these fields.
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o

General Canfiguration A1l Comespondence Referenee Comaepondence  Relentian Palicy

Configure Contact Information

Contact Infonmation 18 applicatéa to all carrespondence. Detalls entered hers will be Inclwded as the contact dedalls for rejection and reference
requestis emals a5 well as the from flialds of gensratad lettars.

Your titte * Contact emall addraze: «
Dr [=] AHI0157 @a.com

Contact nama: * Address: =

AHOD167-MName Address AHOD187 Line 1

Address AHOD187 Line 2
Address AHOD187 Line 3

Cantact Job titie: + Address AHD0187 Line 4

AHO0167-Contact Job Tie

Contact phone number: *
Mark Contact Configuration as compilate?

&HOD0167-Telephone #il

Save Configuration

Once the contact information is complete, ensure that you check the Mark Contact Configuration as
complete check box and click on Save Configuration.

Mark Contact Configuration as complete?

%

Save Configuration

Note that where you have previously entered contact information and have already generated
correspondence which is awaiting confirmation, a confirmation message will be displayed to remind you
that the amended contact information and that what you have entered will be applied to the existing tasks.
You will need to click on ‘Yes’ to confirm that you are aware of that and wish to proceed.
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Confirm configuration

G awaiting confirmation tasks exist on this vacancy.

m Configuration changes yvou have made will be applied to all awaiting confimation tasks that
exist on this vacancy.

m [ you do not want the configuration changes to be applied, please click the No button and
navigate to the Awaiting Confimation Page to confirm all the awaiting confirmation tasks
hefore you confinue.

Do you wish to save the configuration and apply the changes to the pending tasks?

Yes, apply changes Mo, don't apply changes

A confirmation message will be displayed.

The contact information has been

Contact Information Reference Correspondence saved

e Information Saved The contact information has been saved
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Step 3 — Cancel the rejection tasks

From the Correspondence Awaiting Confirmation menu option on the left menu bar:

i HR ¢ HR Admin Web Application

Vacancies Offers Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Overview
Applicants
System Managed (4] M )
Process Applicants (34] ystem Han “ s
Manage Mznual Applicants (0}
Tasks Awaiting Confirmation
Vacancy Configuration
Below is a list of systern managed tasks that are swaiting confirmation, they have not yet been sent to the recipient
Tasks m Press Preview to view the comespondence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manual Comespondence
Manage Rejection Comrespondence m Press Confirm once you sre happy with the comespondance
Mzanage Reference Requests
Manage CoS Requests (3)
Applicant Created By Al |z| Created Date Action
Correspondence
Kapoor, Anil Wirr, Simon Reference Tazk 23-Dec-2014 12:17:51 B Preview -
Awaiting Confirmation (4)
Completed and Others (0) Kumar, Mahesh Griggs, Margaret Reference Task 09-Jan-2015 15:38:32 @ Freview e
Vi Record Ci d
18w arfiscars amespandence Mayak, Samir Griggs, Margaret Reference Tazk 09-Jan-2015 15:54:42 B Preview e
Fermissions Kumar, Rathan Virr, Siman Rejection Task | 17-Dec-2014 16:12:31 ® Preview ¥
Motes (0] {1 of 1) 1 ID|Z|
Attachments (0}
[ Confirm Selected Tasks " Cancel Selected Tasks |

Tick the task you wish to cancel and click on Cancel Selected Tasks.

System Managed (2) Manual (1)

Tasks Awaiting Confirmation

Below is a list of systern managed tasks that are swsiting confirmation, they hawve not yet been sent to the recipient

m Press Preview to view the commespondence as it will be seen by the recipisnt
m Press Set to Manual to change the type of the task to Manual Comespondence
m Press Confirm once you are happy with the comespondence

Applicant Created By Al [=] Created Date Action
Kapoor, Anil \irr, Simon Reference Task 23-Dec-2014 12:17:51
Kumar, Rathan \irr, Simon Rejection Task 17-Dec-2014 18:12:31 = Preview -
{1 of 1) 1 10 E|
Confirm Selected Tasks H Cancel Selected Tasks

You will be asked to confirm the cancellation.
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Confirm Cancellation

Are you sure you want to cancel the selected tasks 7

Mote: For Rejection Tasks, the status of the associated candidates will remsin as
Rejected

Yes Mo

When you refresh the screen the task will have been removed:

System Managed (1) Manual (1)

Tasks Awaiting Confirmation

Below is a list of system managed tasks that are swaiting confirmation, they have not yet been sent to the recipient

m Press Preview fo view the comespondence as it will be seen by the recipient
m Press Set to Manual to change the fype of the fask to Manual Cormespondence
m Press Confirm once you are happy with the comespondance

Applicant Created By All E Created Date

Kumar, Rathan Wirr, Simon Fejection Task 17-Dec-2014 16:12:31

{1 of 1) 1 10[=]

Confirm Selected Tasks || Cancel Selected Tasks

Action

B Preview hd
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Step 4 — Record details of how the rejections were handled.

In order that you do not need to keep separate records outside of the system, it is recommended that you
input details of the manual rejections sent (i.e. outside of the system) by using the Recording
correspondence function within Web Recruitment.

From the vacancy tab:

fHR ( HR Admin YWl Apptie slioe

Logout

Vacancies

L at ) - AvD 0CLeas ) e samTh DO o0 ugn o 0 YR ene
£ Find Apphicant

SEOw VRCANTEME MEN TeC UM Compiele

A star () Incicates an appicont has aouasied Reasonsble Atusiments 10 he Dlardew process
Job Referance

Roﬁ o Job Tie © Status
- ” = Clasing Date < Applicants Actions Accass
AGDA2S7 SPocurement Admirsstalor [Chiel Ciark) Adewrt v 3+-2an 2015 o a Manage Vacacy Admuesatiaton
ASDA029 Ressarch Associale Achvurt ive 31-Dec-2018 1 & Manags‘Vacancy Admiessirator
AMIN Ressarch Assooate Test Adveit e 31-Dec-20N5 [¥ #n Manage Vacanty Admeretrator
A0S Research Assotate SV TEST Adveit ive 31-Dec-2015 0 & Manags Vacancy Admreatrator
AMHI4233 Programme Laader Advern closad 01-Jan-2015 0 a Manage Vacancy Adrmesstraton
AMOL23S Programine Lasoes Alvest closed 0t-Jan-2015 0 a Manage Vacancy Admerisuatol
A28 Prncpal Resaarch Associate Advers ciosed Dé-Jan-2015 o # Manas Vacany Adnwmestrator
AFD4740 Prrcpat Researth Assocate Adiver: cigsed 04-23n. 2011 o & Manags Vacancy Addrmorentrator
AS4242 Precpal Research Associale Advert closed 04 Jan- 2014 [ a Manage Vacancy Admssalialon
AMDL25Y Prve gl Resesth Assocats Advert e D4-Lan-2015 0 a Manage Vacancy Admeestiativ
tot% 3213 418 - Woe

Locate the vacancy for which you wish to record details of the manual rejection correspondence. Click on
the Manage Vacancy button.

Job Rnien:nce Job Titke = Status @

v Al = Closing Date ¢ Applicants Actions
AHD2327 Seniar Clark Open 12:-Apr- 2014 0 # Manage Vacancy -
AMO2263 Research Assistand Open 11-Ape-2014 W & Mansge Vacancy v
AND2219 Ressarch Assaciate Opan 11-Ape-2014 w* # Manage Vacancy -
AWD2269 Rasearch Assaclate Open 1-Apr-2014 30° & Manage Vacancy  ~

Select View or Record Correspondence from the Correspondence section on the left of the screen:
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[ HR { HR Admin Web Application

Vacancies Offars Reports

Vacancy Overview
Applicants
Process Applicants (34)
Manage Mznual Applicants (0}
Vacancy Configuration
Tasks

Manage Rejection Correspondence
Manage Reference Requests

Manage CoS Requests (5)

Admin

Logout

View or Record Correspondence

Record Correspondence

m Type: The reason for the correspondence, for example & refersnce request
m Format: The format of the comespondence. for example email or phone call
m System Managed: Was the comespondence automatically generated by the system

DC04259: Research Assistant/Associate

The table below detsils all of the comespondence sent for this vacancy and details. the following information:

“fiou will slso be able to record & record of any comespondence that took place outside of the system using the 'Record Comespondence’ button.

. System ~
Date Sent & All Applicants Izl All Types Izl Action
Correspondence anaasd
Mo records found.
Awaiting Confirmation (2)
Completed and Others (2) B e |E|
View or Record Correspondence
Permissions
Motes ()
Attachments (0}
Select Record Correspondence.
View or Record Correspondence 3
The table below details all of the correspondence sent for this vacancy and details the following information: g
= Type: The reason for the correspondence, for example a reference request
m Format: The format of the correspondence, for example email or phone call !
n System Managed: Was the correspondence automatically generated by the system t
You will also be able to record a record of any correspondence that took place outside of the system using the 'Record Correspondence’ button. :
Record Correspondence‘ﬂ\j}_| }
Date Sent ¢ All Applicants ] CETTE=] Forma JSYStm Action
M PP ; bl Managed
20-Mar-2014 11:29:32 Butcher, Jeremy Reference Email Yes @ View M g
20-Mar-2014 11:29:32 Collins, Gemma Reference Email Yes W View v
o s At~ ansn s 5 o g A N AN . A BN e gt .
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The Record Correspondence window will be displayed.

Record Correspondence %

This window can be used to make a record of correspondence sent to people outside of the system.
Applicant. Contact Type

— Please Select — =] — Please Select — [=]
Date: Contact Format:

— Please Select — [=]

Summary/Subject: To (email address, phone number etc.):
Details

Record Correspondence Cancel

Select the relevant applicant from the drop down list. Select the Contact Type and Contact Format; enter
the Date, Summary/Subject and Details. Once complete, click on the Record Correspondence button.

Record Correspondence x

This window can be used to make a record of correspondence sent to people outside of the system

Applicant Contact Type
Butcher, Jeremy =] Other B2
Date: Contact Format
20-Mar-2014 16:04:09 Telephone El
Summary/Subject: To (email address, phone number etc.):
Interview

Details:

remy confirmed that he can attend interview at 14:00 on 25 March

Record Correspondence Cancel

The entry will appear in the table.

System

Date Sent % All Applicants ] All Types [v] Rl el S

Action

20-Mar-2014 16:04:09 Butcher, Jeremy Other Telephone  No &= View -
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4. Using Electronic References within Web Recruitment

4.1 Generating electronic reference requests

Reference requests can be sent electronically at the required point in the process to referees for whom

applicants have:

e Supplied an email address; and
¢ Indicated in their application form that they can be contacted at that time (applicants currently have
the option to tell us that referees can be contacted during the selection process, or once they have
been made an offer of employment).

Further details about when to request references, when they may be used in the selection process, how
to evaluate them and data protection implications of references can be found in the Request references

section of the Recruitment Guidance.

Within the Web recruitment system the process consists of three steps:

Step 1 — Set-up the contact and reference information for the vacancy

Step 2 — Identify the applicant(s) and request the reference

Step 3 — Confirm the reference request

Step 1 - Set-up the contact and reference information for the vacancy

1. Login to the HR Admin Panel. The Vacancies Tab will display all the vacancies that you have

access to.

¢ HR (R Admin Wil Agglietion

Voances Offers Reports

Vacancies

» Fing Apghizant

Aster ) indcates

Job Referance

- Job Title ©

1o Reesonsble AduUSImerts 10 the Dlerdew process

tot%

LY ]

Status
Closing Date = Applicants

Advert Ive 32302018

Achvert Ive 37-Oec-201%

Advert lnve 31-Dec-2015

Advelt e

Advers closet 0t-Jan-2015
Alvedt closed 0t-Jan-2015
Agdver: closed

Addver: cicsed D4-2an 2014
Advert ciosec 04.Jan- 2014

Advert e 04-Jan-2015

123 45 .- . e

Actions

a Manago Vacarcy

& Manage

A Manaps Vacanty

& Manags Vacane

a ManageV

& Manape’

# Manaps Vacancy

& Manags Vacan

& Manage \

a Manage\

acancy

acancy

acancy

acancy

acancy

Accass

Admiesatraton

Admiessiratoc

Adrmesstrator

Admresttator

Adimeesstratoc

Admandstrator

Adnweestrator

Artroewtrator

Admesaltaton

Admesstiator
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c@'s

2. Locate the vacancy for which you wish to send out reference requests. Click on the Manage
Vacancy button.

Job Reference

AHD2327 Seniar Clark
AMO2263 Research Assistant
AWN2219 Ressarch Assaciats
AWD2269 Rassarch Assaclate

Job Titke = Status ©

Al -
Open
Open

Opan

Open

Closing Date <

12.Apr- 2014

11-Ape-2014

11-Ape-2014

11 Ape- 2014

Applicants Actions
0 # Manage Vacancy -
" & Manasge Vacancy >
w* # Manage Vacancy -
30" & Manage Vacancy -

The Vacancy Overview screen will be displayed:

HE | Admn Wt Apptcason

Voosncies Offers

R Processing

Peports

Vacancy Overview
Appiicanty
Process Applicaras (28]

Manage Manual Apphcans 1)

Vacarcy Configuration
Tadks

Manage Resection Correspondence
Manage Reference Requests

Manage Co5 Requests {1)

Cornmpondence

Awaiting Confirmation ()
Completed and Others (1)

View or Record Correspondence

Fermassions

Noves (0}

Attachments {0

AH04339: Programming Officer[Non-Clinical-Research]

Vacancy overview

Fnished roondtng T Compiale e rutment for s vacaecy

Welcome 10 the vecanty maragemiest sed. Hum hers you sre sbie (o

Viow N0 MANage BREACAENT 0 T VASANCY

Satde (Wertor corrtunCadons 0d refeietos YQuekle

.
-

® Uanege vasancy sermaeente

® Vew ond porATm Msks reletng 10 Ys vasandy
-

Murtan vasancy nates sd atachmensy

Posmcns avasable for this vacancy

70023900 Programming Ofcaion-Cimas-Aeseesn Raw Chous

Appheant & refares report
Dean ez 3= Esel wTresosk ortneeg Hree worcihests a0
S0 COMBE! 20 U5, 8 Tederee SONIBCt Deteds I

A0 SpORcant Ll Wihoul cortes! densis

Apphicant & seferes report

¥ e e 1o poRtIons ated. and £ tae Deen a1 et 24 NOUrs ANSe YOU I8 WD e VeCAnOyY On

v F0-Jan-2013

Application Stages Overview
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3. Select Vacancy Configuration.

HE M Agen Wt Apgtcason

Offers HR Processing Peporty

AHO04339: Programming Officer[Non-Clinical-Research]

Vacancy overview
Process Applicands (28)

Manage Manual Apphicants 10

Walcorme 10 he veeancy manageneat /ed, Hom hers yoo &re sbié to Applicant & rferes report
Oownoes »= Exoel e3rkboct contsreg ree worcabests an

8 Vow 0 Manage IREACANENT 1 TE vasandy
o oMt T i » Tofarwe SONIBCE DEtNAE T M0

s 30rs 8 releretce vguesle

AN 20Nt Lol wihoul ot deteia

Man 2
Aanage Regection Coerespondence 00 10 WS vacanty

Manage Reference Requests ® Martan vasancy nates sod anachmanty Applicant & seferes repoct

Manage Co5 Reguests {1)

Posmons avaliable for thiy vacancy

Corrmpondend

The Blowng posisons can Se appoeied B¢ Tva vacancy. I erw we NS FORSISNE Mated. and £ tee Seen o leani 34 NOUC BN DU B8 4D e VecanCy On

Awaiting Canfirmation {0) RAG. pleane tonact he CHAIS Hepgesh

View or Record Correspondence xr ~
70023200 Prog: Pion-Cirmse- Lesean Raws Chowasry 20-Jan-2014

Fermassions

Nores (0}

Attachments {0

4. If you have not done so already, enter the contact information for the vacancy. If you are an
administrator sending letters on behalf of a colleague then you may enter another person’s details
into these fields.
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Zeneral Configuration All Comeaspondence Referance Comaspondence  RelenBon Palicy

Configure Contact Information

Contact Informaiion | applicabie ko all carrespondence. Delalis entared hers wil be Included as the contact dedalls for rajection and referenca
requesis emals a5 well 35 the from fialds of generatad lettars.

Your titke * Contact emall addrasza:
or [=] AHO0167i@a.com

-
Contact nama: Addresa: *

AHDIDET-Name Address AHO0187 Line 1
Address AHD00187 Line 2
Address AH00187 Line 3
Cantact job trile: * Addrass AHD0187 Line &

AHID1ET-Contact Job Tie

Contact phone number:
Mark Contact Configuration as completa?

il

AHIT1ET-Telephone

Save Configuration

Please note that if you update the contact information at any point, all correspondence that you have
already generated, and which is awaiting confirmation, will be updated with the amended details. If

you do not wish this to happen, you can confirm awaiting confirmation tasks before making a change
to the contact information

5. Once the Contact Information is complete, ensure that you check the Mark Contact Configuration
as complete check box and click on Save Configuration.

Mark Contact Configuration as complete?

%

Save Configuration
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6. Select the second tab in this window, Reference Correspondence

(General Configuration All Correspondence

Select the reference request template that you wish to use.

General Configuration Contact Information Reference Correspondence Retention Policy

Reference Configuration

Contact information is applicable to all correspondence. It will be added as the footer of emails and letters.

Correspondence template: * Additional Paragraph:

Academic Template [~]

Deadline: *
31-Dec-2014

Mark Reference Configuration as complete?

Include References in Application Pack: *

No [~]

Save Configuration

Three templates have been developed:

¢ An academic template to assess an individual’'s academic standing and potential, paying particular
attention to his/her performance in teaching and research.

¢ A non-academic template for a general assessment of the individual’s suitability for the role.

¢ A non-academic form that is similar to the old PD15 form (i.e. a structured template for the referee’s

assessment, which asks specific questions about generic skills, whether they would re-employ the
individual etc.).

7. Enter the preferred date by which you would like referees to have responded to your request.
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Deadline: *

o Apr

[=]| 2014 [z] ©

Su Mo Tu We Th Fr Sa

1 2 3 4 ]
a 9| 10 11| 12
15| 16| 17| 13| 19

22 23| 24| 25| 26

29 0
&

] 7
12 14
200 M
27 28
Today

n &

8. If required, use the Additional Paragraph field to enter an additional paragraph of text that you
would like included in the letter for all reference requests for the vacancy.

Mo

Deadline: *

30-Apr-2014 .
The additional text will be included only in the reference mail

Reference Configuration

Correspondence template: =

Include References in Application Pack: *

[=]

Non-academic Template With Form E|

Contact information is applicable to all correspondence. It will be added as the footer of emails and letters.

Additional Paragraph:

Mark Reference Configuration as complete?

(]

Save Configuration

The additional paragraph will appear in the position shown in the example below:
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Dear Dr Smith,
Reference Request for Mrs Denise Cooper

Mrs Denise Cooper has applied to the University for the position of Personal Assistant to Deparimental Secretary
and has given your name as someone whom we can approach for a reference.

| should be very grateful for your assessment of the suitability of the candidate for this appointment. | have
enclosed details of the position to assist you.

Please advise on suitablility based upon further pariculars

It would be particularly helpful if you were able to provide your reference by 31 July 2014 and if you would
confirm how the candidate is known fo yvou. If they are known to you as an employee, it would be appreciated if
you would also provide a brief outline of the position they held, and the dates of their employment and details of
any disciplinary record within the last 12 months of employment.

Please be aware that under the Data Protection Act 1998, applicants would normally have access to the
information provided by their referees if they request it from us. This is because an organisation providing a
reference is exempt under the Data Protection Act but the organisation receiving the reference is not. If there are
strong reasons for protecting the confidentiality of your reference, please state them within your reply. For your
information, the law relating to data protection and references is explained at www.ico.gov.uk.

Thank you in advance for your assistance in this matter.

Yours sincerely,

9. Once you have finished configuring contact information, click on the check box to Mark Reference
Correspondence as complete and click the Save Configuration button.

Note: You also have the option on this screen to decide whether the returned references
ought to be included in the application pack for members of the Appointing Body to
review. The default is not to include them. Please see the Request references
section of the Recruitment Guidance for information on when and when not to use
references as part of the selection process.
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Step 2 - Identify the applicant(s) and request the reference

Select Manage Reference Request from the Tasks section of the navigation menu.

! HR | HR Admin Web Application

Vacancies Offars Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Overview

Applicants
Request References
Frocess Applicants (34)
Manage Manual Applicants (0} From this section you will be able to request references automatically from referees who were supplied with an email address and for applicanis who have
given their consent for a referee to be contacied at this stage.

Vacancy Configuration
Select a stage to begin requesting references:
Tasks
Received -
Manage Rejection Correspondence
Manage Reference Requests
Msznage CoS Requests (3] Applicant Status
Referee Action Type E| File
Correspondence
i W, i Add Reference - Email
Avwesiting Confirmation (3) Gpoi, Yamshi Mr Ella Ackley + Email Not Started
Completed and Others (0) Gpoi, Vamshi
View or Record Correspondence
Awiaiti
Kapoor, Anil Mr Amelis Abner + Add Reference = Emsil B
Confirmation
Permissions
Kapoor, Anil
Notes (@)
Karamkanty, Ajay Mr Abby Abbey + Add Reference - Email Mot Started

Attachments (0}

Karamkanty, Ajay

Awaiting

Kumar, Mahesh Mr Daisy Ackerman + Add Reference - Email -
Confirmation

Kumar, Mahesh
Maysk, Samir Mr Emily Acock + Add Reference ~ Email Mot Started

MNayak, Samir

{1 of 5) 1] 2| 3|a]5|]| | = 10[¥]

Request References |
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Select the stage of the process that you are currently working in from the drop down box.

Reguest References

From this secfion you will be able to request refers
happy for their referees to be contacted.

Select a stage to begin requesting references

Stage:i -- Please Select -- x|
*1-- Please Select -- i
Received
Short Listing
Selection One
Selection Two h:
Selection Thres
Committee/Board

Mo Refa%m 5

The applicants at this stage and their referees will be displayed. Where the applicant has indicated on the
application form that they do not wish the referee to be contacted before they have been made an offer, the
referee will be displayed in grey and shown as not contactable until the applicant is recorded in the system
as having accepted an offer.

Applicant Status
Referee Action Type |Z| File

Butcher, Jeremy
Butcher, Jeremy Dr Test2 Test2 + Upload M Email Mot Started
Collins, Gemma Mr Test1 Testl + Upload  ~ Email Mot Started

Collins, Gemma

Croxford, Carl Mr Test1 Test1 + Upload M Email Mot Started
Croxford, Carl
Curtis, James Mr Test1 Test! + Upload hd Email Mot Started

Curtis, James
Davies, Edward

Davies, Edward Dr Test2 Test2 + Upload A Email Mot Started
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Select the applicants for whom you wish to send a reference request and click on Request References.

Applicant

Butcher, Jeremy

v Butcher, Jeremy

v Collins, Gemma

Collins, Gemma

v Croxford, Carl

Croxford, Carl

v Curtis, James

Curtis, James

Davies, Edward

v Davies, Edward

Referee

Dr Test2 Test2

Mr Test1 Test1

Mr Test1 Test1

Mr Test1 Test1

Dr Test2 Test2

Action

+ Upload

+ Upload

+ Upload

+ Upload

+ Upload

Type

Email

Email

Email

Email

Email

Status

|Z| File

Mot Started

Mot Started

Mot Started

Mot Started

Mot Started

(10f1)

Request References

1

A confirmation message will be displayed and Awaiting Confirmation will be displayed in the status column
for the referees that have been selected. See Step 3 below for instructions on what to do next to confirm
that the reference request emails should be sent.

Applicant

Butcher, Jeremy

Butcher, Jeremy

Collins, Gemma

Referee

Dr Test2 Test2

Mr Test1 Test1

Acti

+ Upload

+ Upload

Reference Requests Generated

Reference requests have been
generated are awaiting confirmation

- Email Awaiting
Mat " Confirmation
Awaitin
- Email .

Confirmation

Note that if you need to send a reference request outside the system (for example because a referee has
been supplied without an email address) click on the drop-down menu next to the Upload button and Click
Download Letter. This will open a PDF that you can print and post.

+ Upload -

+ Download Leﬂ\ﬁ%
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c@'s

Select Open in the pop-up window.

Do you want to open or save reference_request_letter.pdf from staging.hrsystems.admin.cam.ac.uk?

Open

Save

-

Cancel

x

A PDF will open that you can post as appropriate.

E@ UNIVERSITY OF
9P CAMBRIDGE

Mr Test! Test!

38 0 Shepard Close
Camboume
Cambrigge
CB41WR

Untted Kingdom

20 March 2014

PRIVATE AND CONFIDENTIAL

Dear Mr Test1

LV W W Y Rl RS PV X o

Mr James Curtis has applied to the University for the postion of Research Assocate and ha:
someone whom we can approach for a reference

I should be very grateful if you would complete the reference form available at
hitp Ywww jobs cam ac uk/applyingreference.request.form doc and return it to me by 30

Before completing the Reference Request Form, please read the note on Data Protection ot
document which explams the nght of access 1o personal information

Thank you in advance for your assistance m this matter

F 4
Yours sincerely, {'
r

R T e TSR S .J‘.'-.,,_‘_A" .~ paetra gt
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Step 3 - Confirm the reference request

For reference request emails, you now need to navigate to Correspondence in the toolbar at the left-hand
side of the screen and select Awaiting Confirmation.

# HR | HR Admin Web Application

Vacancies Offers Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Overview

Applicants

. .
Process Applicsnts (34) System Managed (4) Manusal (0)
Maznage Manual Applicants (0)

Tasks Awaiting Confirmation

Vacancy Configuration

Below is a list of systerm managed tasks that are swsiting confirmation, they have not yet been sent to the recipient
Tasks m Press Preview to view the corespondence as it will be seen by the recipiant
m Press Set to Manual to change the fype of the fask fo Manual Cormespondence
Mznage Rejection Correspondence w Press Confirm once you sre happy with the corespondence
Mznage Reference Requests

Mzmage Cof Requests (5)

Applicant Created By All [+ Created Date Action
Correspondence X
Kapoor, Anil irr, Simon Refarence Task 23-Dec-2014 12:17:81 B Preview -
Awaiting Confirmation (4)
Completed and Others (0) Kumar, Mahesh Griggs. Margaret Reference Task 09-Jan-2015 15:38:32 2 Preview -
View or Record Correspondence . - - ;
Mayak, Samir Griggs, Margaret Reference Task 09-Jan-2015 15:54:42 B Preview -
Permissions Kumar, Rathan Virr, Simon Rejection Task | 17-Dec-2014 16:12:31 @ Preview |~
Notes (0) 1 of 1) 1 0[]
Attachments (0}
‘Confirm Selected Tasks || Cancel Selected Tasks

Use the Filter to sort Reference Tasks from Rejection Tasks

- Al
=LA

Reference Task 1
Rejection Task Wh

Select Preview button in the Action column to view a copy of a reference request.

Applicant Created By Reference B4 Created Date Action
Butcher, Jeremy Peacock, Sally Reference Task 20-Mar-2014 10:43:34 = Preview ™
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A preview will be displayed:

Correspondence Preview

Task Details

m Status: Awaiting Confirmation
m Created Date: 20-Mar-2014 10:43:34

Comrespondence Details:

s To: sharath.konda@admin.cam.ac.uk
m Subject: Confidential: University of Cambridge - Request For Reference

PRIVATE AND CONFIDENTIAL

Dear Dr Test2

Reference Request for Mr Jeremy Butcher

Mr Jeremy Butcher has applied to the University for the position of Research
Associate and has given your name as someone whom we can approach for a
reference.

| should be very grateful if you would complete the reference form available for you
to download here. Once completed please upload the form wusing the link below and
authenticate using the PIN: 58903. It would be particularly helpful if you would
upload your reference form by 30 April 2014.

http:/staging.hrsystems.admin.cam.ac.ukfrecruit-ui/pages/auth/referee-login.xhtml?
accessCode=18bf7571-4237-4e84-bd4b-b720009b1080

- hiblare completing e englased Refagpace RequesiForm, pigase read the Doig Qiw. 0.8 .

When you are satisfied with the correspondence generated, select the applicants for whom you wish to
email reference requests and click the Confirm Selected Tasks button.
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v Applicant Created By Reference E| Created Date Action
«  Butcher, Jeremy Peacock, Sally Reference Task 20-Mar-2014 10:43:34 @ Preview v
+  Collins, Gemma Peacock, Sally Reference Task 20-Mar-2014 10:43:34 @ Preview -
v Croxford, Carl Peacock, Sally Reference Task 20-Mar-2014 10:43:34 = Preview v
v Curtis, James Peacock, Sally Reference Task 20-Mar-2014 10:43:34 @ Preview v
+  Davies, Edward Peacock, Sally Reference Task 20-Mar-2014 10:43:34 = Preview M
{(10of 1) 1 10 (]
Confirm Selected Tasks ! Cancel Selected Tasks

Confirm the correspondence by clicking on the Yes button in the pop-up window.

Confirm Correspondence

Are you sure you want to send correspondence emails to selected candidates ?

Yes No

¥

A tasks being processed message will be displayed. A reference request will be emailed to each referee.

5 tasks are being processed

Note that you can also cancel the reference request in this screen:
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System Managed (2} Nanusal (1)

Tasks Awaiting Confirmation

Bedows is a list of systermn managed tasks that are swsiting confirmation, they have not yet been sent to the recipient

m Press Preview to view the commespondence as it will be seen by the recipsent
m Press Set to Manual to change the type of the task to Manusl Comespondence
m Press Confirm once you are happy with the comespondence

Applicant Created By Al [=] Created Date
Kapoor, Anil \irr, Simon Reference Task 23-Dec-2014 12:17:51
Kumar, Rathan irr, Simon Rejection Task 17-Dec-2014 16:12:31
{1 of 1) 1 10[x]
Confirm Selected Tasks || Cancel Selected Tasks

Action

B Freview i

B Preview b

Tick the task you wish to cancel and click on Cancel Selected Tasks. You will be asked to confirm:

Confirm Cancellation

Are you sure you want to cancel the selected tasks 7

Mote: For Rejection Tasks, the status of the associsted candidstes will remain as
Rejected

Yes No

When you refresh the screen the task will have been removed:

System Managed (1) Manusal (1)

Tasks Awaiting Confirmation

Badow is a list of system managed tasks that are awaiting confirmation, they have not yet been sent to the recipient

m Press Preview to view the commespondence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manual Correspondence
m Press Confirm once you are happy with the comespondance

Applicant Created By All [=] Created Date
Kumar, Rathan Wirr, Simon Rejection Task 17-Dec-2014 16:12:31
{1 o0f1) 1 10[x]
Confirm Selected Tasks || Cancel Selected Tasks

Action

B Praview -

Note that you can also switch a reference back to manual on this screen by using the actions menu:
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Action

B Preview b

I = Preview - I

# Set to Manual

You will be asked to confirm the action:

Confirm Action

Are you sure you want to set this task to Manual 7

Yes No

When you refresh the screen the task will be shown under the Manual tab so that you can record the
manual correspondence that you have sent or have decided to send.

System Mansged (2) Manual {1}

Manual Tasks Awaiting Confirmation

Below is a list of manusl tasks that are awsaiting manual comespondence to be recorded

m Press Preview fo view the comespondence as it will be seen by the recipient
m Press Setto System Managed to change the type of the task to System Managed
m Press Confirm once you are happy with the comespondence

Created
Appli ts Created B A Acti
pplican reated By A |E| —— ction
09-Jan-
Kumar, Mahesh Griggs. Margaret Reference Task 2015 B Record Correspondence -
15:38:22
(10f1) 1 ‘IE-E

Mark As Complete Cancel Selected Tasks
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4.2 Overview of the Electronic Process for Referees

Referees are emailed and provided with a link and a PIN to upload their reference into the Web
Recruitment System.

The wording of the email is tailored depending on whether you have added any customised content and

the reference template you have selected. For example, the Academic template contains the following
paragraph:

I should be very grateful for vour evaluation of the suitability of the candidate for this appointment and
wvour assessment of their academic standing and potential, paving particular attention to their performance
in teaching and research. To upload vour reference, and to see more information about the vacancy in
question please visit the link below and authenticate using the PIN: 62311

http:/localhost:8080/recruit-ui/‘pages/auth/referee-login. xhtml 7accessCode=840309a8-c059-488a-bEE6-
ddcde2938af5

The non-academic template contains this paragraph:

I should be verv grateful for vour assessment of the suitability of the candidate for this appointment. To
upload vour reference, and to see more information about the vacancy in question please visit the link below
and authenticate using the PIN: 75310

http:/localhost: 8080/ recruit-ul/pages/auth/referee-login xhtml 7accessCode=al 3ee2 le-2cd3-4738-al V-
dZbdd1e%al8e

iNon Academic Template Example)

It would be particularly helpful if vou were able to provide vour reference by 28 March 2014 and if vou
would confirm how the candidate is known to vou. If they are kmown to vou as an emplovee, it would be
appreciated if vou would also provide a brief outline of the position they held, and the dates of their
emplovment and details of anv disciplinary record within the last 12 months' of emplovment.

The non-academic with form contains a link to be able to download the form:

I should be verv grateful if vou would complete the reference form awailable for vou to download here.
Once completed, please upload the form using the link below and authenticate using the PIN: 68122 It
would be particularly helpful if vou would upload vour reference form by 28 March 2014
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When the referee clicks on the link they will be required to enter the PIN and log in.

UNIVERSITY OF
CAMBRIDGE

/ Web Recruitment

Referee Portal Logout

Referee Loain

i Please log-in to the system by entering the PIN code that was supplied on the reference
request email.

Request ID:

PIN: *

By clicking on this link, they will also be able to view the Job Opportunities advert for the vacancy an
individual is applying for, as well as any HR7 Further Information document published with the advert.
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The referee will supply their organisation name and their role in the organisation and can then view the
role details (advert and further information) and attach their reference.

UNIVERSITY OF
CAMBRIDGE

Referee Portal Logout

Add Reference

Please use this form fo provide a reference for Iknlk nkl who has applied to the University of Cambridge for the posifion of Senior Investigator Scientist

If you expenence any technical difficulties please contact Technical RecruitmentSupporti@edmin.cam.ac.uk for advice.

View Role Details

m

Your Details

‘Your Name:® Dr Steven Gastiani

Contact Email Address:* ajayi@agmail. com

Organization Mame:

Raole in Organisation:

Attach Reference
Please choose the file you would Fke to upload.
m Supported files types are: *pdf, *.docx, *.ppbc. *.doc, *.ppt, *rft, *id;

m Uplosded files are converted to POF format
m Onee uploaded your file will appear in the table below, please check your file io ensure it has been uplesded and converied comectly

+ Choose

Uploaded Date/Time Filemame Action

Mo records found.

close

Where the non-academic with form has been selected as the reference template, then the referee will
complete a reference form as below:
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PNIVERSITY OF CAMBRIDGE
REFERENCE REQUEST PROFORMA

| Reference supplied for [ J

[ Apphication forposisonof. | ]

[in what capacity is 1he above named known 10 you? | |

How long have you employedknown them? _From |
To I

Piease give a bnef outline of the maen duties and responsibilities undertaken

Please outine any nolable achievemeants accomplished during the last 12 months (optional)

B Y, I R R R I i R O | —

Once the reference has been submitted a confirmation will be displayed:

=@5 UNIVERSITY OF
%" CAMBRIDGE

Menu

) Thank you, your reference has baen
submitted.

Your reference s now Iinal and has been
submitied 1o the recruitar for this position

The Web Recruilment apphcabon 15 provided and managed by the
Unified Administrative Service

Note: If you have requested a reference and then reject the applicant before the reference is
completed, the referee will be unable to complete reference details, even though they
have received a request. It is, therefore, strongly recommended that you contact
affected referees should this situation arise.
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4.3 Viewing Returned References

1. Once the reference has been received in the system, you will see this by selecting Manage Reference
Requests under Tasks.

Tasks

Manage Rejection Correspondence

Manage Reference Requests

The status of all requests will be displayed in the table.

03169: Senior Investigator Scientist

Request References
From this section you will be able fo request references automatically from referees who were supplied with an emsail sddress and for spplicants who have
given their consent for & referes to be contacted at this stage.
Select a stage to begin requesting references
Stage: | Selection One [=]
Applicant Status
Referee Action Type IE‘ File
nkd, Iknilk Dr Steven Bastian + Add Reference s Email Complete Jror)
nkd, Tknlk Miss Ram Lakshman + AddReference = Email MNot Started
{1 0f1) 1 10 [=]
| Request References |

When a reference has been submitted, the status will display Complete and a PDF file will be shown in
the File column. You can then download a copy of the reference.

Applicant Status
Referee Action Type |Z| File

Butcher, Jeremy

Butcher, Jeremy Dr Test2 Test2 + Upload v Email Complete e

Collins, Gemma Mr Test1 Testl + Upload ~ Email  Request Sent
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6. Requesting references manually

Reference requests do not have to be sent electronically using the Web Recruitment System.

If you do choose to collect these outside of the system then, in order to allow a complete audit trail and
to avoid the need for you to keep manual records outside of the system, Web Recruitment will allow you
record details of any manual reference requests and will also allow you to upload returned references.
You are strongly encouraged to use this facility.

Further details about when to request references, when they may be used in the selection process, how
to evaluate them and data protection implications of references can be found in the Requesting
references section of the Recruitment Guidance.

Within the Web recruitment system the process consists of the following five steps:
Step 1 — Set up the contact and reference information for the vacancy
Step 2 — ldentify the applicant(s) and initiate a reference record
Step 3 — Switch the correspondence task to manual
Step 4 - Record details of the correspondence sent to the applicant
Step 5 — Upload the returned reference

The sections below explain each step in detail.
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Step 1 — Set-up the contact and reference information for the vacancy

Log in to the HR Admin Panel. The Vacancies Tab will display all the vacancies that you have access to.

HR (R Admn Wil Aggte atioe

Vouanoes Offers Faprits Logout
Vacancies
Seow 1 2 et of varencies you have occess 12 Use the seach DOwes OF POge Bougn 00 Wna a spociic vacens
£ Fing Appiicant
SROW VRCANTRS MEN TeC Ut Compisie
A ster () iIndcates an apphcoet hes aouesied Reasonsble Ausiments 10 the Dlersew process
Job Reference
- Job Tie © Seatus
x Al = Closing Date < Applicants Actions Accass
AGDA2S7 SPocurement Admirsstalor [Chiel Ciark) Acteert Invw 3-Jan 2015 o a Manage Vacacy Admuesatiaton
AH029 Ressarch Associale Actvert Ive 31-Dec- 2018 \ o Manage Vacancy Aamiessiraton
AMION Ressarch Assooate Test Advert Iy 31-Dec-2015 0 & Manags Vacanty Admeetrator
A0S Research Assotate SV TEST ¥ Advet ive 31-Dec-2015 0 & Manags Vacancy Admreatrator
AHI4233 Programme Laader Advers closad 0t-Jan-2015 o & Manage Vacancy At trato
AMOL23S Programine Landes Alveit Closad 0t-Jan-2015 0 A Manade Vacancy Admsisrator
A28 Prirc ol Resaarth Associate Advers ciosed Dé-Jan-2015 o # Manas Vacancy Adneestrator
AFD4740 Prircipal Researth Assocate Adhvers cicsed 04-230.2014 [ & Manags Vacancy Artrenewtrator
AS4242 Prcpal Research Associaty Advert closed 04 Jan- 20145 [} a Manage Vacancy At liaton
AMDL25Y Prveps Resesrh Assocats Advnit e 8- Jan-2015 o a Manage Vacancy Admeestiato
tot% 51 21J 415 - . e

Locate the vacancy for which you wish to send out reference requests. Click on the Manage Vacancy
button.

Job Rolemru:c Job Tike 2 Status ©

¢ Al = Closing Date < Applicants Actions
AHD2327 Seniar Clark Opan 12.Apr- 2014 0 # Manage Vacancy -
AMO2263 Research Assistand Open 11-Ape-2014 " & Mansge Vacancy .
AWD2219 Ressarch Assaciate Opan 11-Ape-2014 W’ # Manage Vacancy -
AWD2269 Research Assoclate Opsn 11-Apr-2014 30 8 Venage yucancy >

The Vacancy Overview screen will be displayed:
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5 Apphoaion

HB Processing

H04339: Programming Officer[Non-Clinical-Research]
Vacancy Overview

Vacancy overview
Process Applicants (28]

Compiale tedrutment for iz vacarsy

Tz 100

Manage Manual Apphcants 1)

= Welconme 1o the vaeancy management sed. Hum here you sre sble o Applcant & referes report
Vacarcy Configuration o —— y - o

Ooanoes »= Exoel mackbook contsmerg Sree norcabests an

VoW M0 MANage IRCACANING T TS VATANCY
2! 20is D52 # "eferee SONBCt Deteds A v

LIt

e 1

conrmuncabons 9d releretce vgoekle
a1 Spocant lal Wihoul coreest desis

Manage Regection Coerespondence

.

-

8 Uanege vasansy permisente
® View ond DOTATN MEE3 TeRGTQ 10 VS BTNty
-

Manape Reference Requests Maimtan vatancy nates Bod anssrmeny Applicant & seferes repoct

Manage CoS5 Reguests {1)

Coe " Posmons avaliable for this vacancy
orrnpondenco
The Blowng posisons can Se sppoeted B¢ 1va vacancy. | Ierw ae NS FORSISNE Mated. and ¢ tue Deen i leant 34 NOUCE BNSe YOU I8 4D e VecanCy On

Nact he CHALS e

Awqiting Confirmation ()

View or Record Correspondence T
n Raw Choussry 0-Jan-201%
Fermasions
Noves (0}

Attachments {0)
Application Stages Overview
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Select Vacancy Configuration.

HE | M Adern Wt Applicason

Voosncies Offers R Processing

Process Applicaras (28]

Manage Manual Apphcans 20

Walcorme 10 the veeincy management m/ed, Hom hers you &re sbié fo Applicant & reberes rport
Oownoes »= Exoel eackboct contsremg Sree worcabests an

203 0 TG VASANOy
MO CoMBrt S0 * aree SoNiCt et I v

. s o0 referetce vgueile

N pONcart \al wihou! Cortest! deteia
Man,

Aanage Regection Correspondence : 50 10 s wacancy
Manage Refarence Raquests @ Martan vasancy nates sod anachmanms Applicant & seferes repoct

Manage Co5 Regquests {1)

Cosssapendas Fosmcns avafiable for thiy vacancy
The Blowng posiSon can Se sppoeied &t 11 vacancy. I Barw s 1o FoRonE lated. and £ tue Deen o leant 34 NoUrs BNSe YOU I 4D e VacanCy O

Awqiting Confirmation () RAG. Die09¢ 10NNt Phe CHAIS Hepdesk

3 ~ogr Onc A =

View or Record Correspondence B 20-dsn-201$
Ra howudsry dan-

Fermassions
Noses (O} Apek st SIHONE Meda

Attachments {0)

If you have not done so already, enter the contact information for the vacancy. If you are an
administrator sending letters on behalf of a colleague then you may enter another person’s details into

these fields.
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Zeneral Configuration All Comeaspondence Referance Comaspondence  RelenBon Palicy

Configure Contact Information

Contact Informaiion | applicabie ko all carrespondence. Delalis entared hers wil be Included as the contact dedalls for rajection and referenca
requesis emals a5 well 35 the from fialds of generatad lettars.

Your titke * Contact emall addrasza:
or [=] AHO0167i@a.com

-
Contact nama: Addresa: *

AHDIDET-Name Address AHO0187 Line 1
Address AHD00187 Line 2
Address AH00187 Line 3
Cantact job trile: * Addrass AHD0187 Line &

AHID1ET-Contact Job Tie

Contact phone number:
Mark Contact Configuration as completa?

il

AHIT1ET-Telephone

Save Configuration

Please note that if you update the contact information at any point, all correspondence that you have
already generated, and which is awaiting confirmation, will be updated with the amended details. If

you do not wish this to happen, you can confirm awaiting confirmation tasks before making a change
to the contact information

Once the Contact Information is complete, ensure that you check the Mark Contact Configuration
as complete check box and click on Save Configuration.

Mark Contact Configuration as complete?

%

Save Configuration
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Select the second tab in this window, Reference Correspondence

(General Configuration All Correspondence

Select the reference request template that you wish to use.

General Configuration Contact Information Reference Correspondence Retention Policy

Reference Configuration

Contact information is applicable to all correspondence. It will be added as the footer of emails and letters.

Correspondence template: * Additional Paragraph:

Academic Template [~]

Deadline: *
31-Dec-2014

Mark Reference Configuration as complete?

Include References in Application Pack: *

No [~]

Save Configuration

Three templates have been developed:

¢ An academic template to assess an individual’'s academic standing and potential, paying particular
attention to his/her performance in teaching and research.

¢ A non-academic template for a general assessment of the individual’s suitability for the role.

¢ A non-academic form that is similar to the old PD15 form (i.e. a structured template for the referee’s

assessment, which asks specific questions about generic skills, whether they would re-employ the
individual etc.).
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Enter the preferred date by which you would like referees to have responded to your request.

Deadline: *

o Apr

Su Mo Tu We Th Fr Sa

=l 2014 =] @ |

1 2 3 4 5

i [ a a 10 11 12
13| 14| 15 16 17 18 19
200 21 22 23 24 25 26
27| 28 29 rﬁ!;lﬁ

L
Lo

Once you have finished configuring contact information, click on the check box to Mark Reference
Correspondence as complete and click the Save Configuration button.

Note:

You also have the option on this screen to decide whether the returned references
ought to be included in the application pack for members of the Appointing Body to
review. The default is not to include them. Please see the Request references
section of the Recruitment Guidance for information on when and when not to use
references as part of the selection process.
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Step 2 — Identify the applicant(s) and initiate a reference task
Select Manage Reference Request from the Tasks section of the navigation menu.

/ HR { HR Admin Web Application

Vacancies Offars Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Overview
Applicants
Request References
Process Applicants (34)
Manage Mznual Applicants (0} From this section you will be able to request references automatically from referees who were supplied with an email address and for applicanis who have
given their consent for a referee to be contacied at this stage.
Wacancy Configuration
Select a stage to begin requesting references:
Tasks
Received i
Manage Rejection Correspondence
Manage Reference Requests
Manage CoS Requests (3) Applicant Status
Referee Action Type E| File
Correspondence
i, i Add Reference = Email
Awaiting Canfirmation (2} Gpoi, Wamshi Mr Ellz Ackley + Email Mot Started
Completed and Others (0} Gpoi, Vamshi
View or Record Correspondence
Awaiti
Kapoor, Anil Mr Amelia Abner + Add Reference - Email i
Confirmation
Permissions
Kapoor, Anil
Notes (0]
_ Karamkanty, Ajay Mr Abby Abbey + Add Reference i Email Mot Started
Attachments [0}
Karamkanty, Ajay
i — Awaiting
Kumar, Mahash Mr Daisy Ackerman + Add Reference - Email -
Confirmation
Kumar, Mahesh
Maysak, Samir Mr Emily Acock + Add Reference - Email Not Started
Mayak, Samir
{1 of 5) 123 4|5 [ = | =™ 10[¥]
Request References |
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Select the stage of the process that you are currently working in from the drop down box.

Reguest References

From this secfion you will be able to request refers
happy for their referees to be contacted.

Select a stage to begin requesting references

Stage:i -- Please Select -- x|
*1-- Please Select -- i
Received
Short Listing
Selection One
Selection Two h:
Selection Thres
Committee/Board

Mo Refa%m 5

The applicants at this stage and their referees will be displayed. Where the applicant has indicated on the
application form that they do not wish the referee to be contacted before they have been made an offer, the
referee will be displayed in grey and shown as not contactable until the applicant is recorded in the system
as having accepted an offer.

Applicant Status
Referee Action Type |Z| File

Butcher, Jeremy
Butcher, Jeremy Dr Test2 Test2 + Upload M Email Mot Started
Collins, Gemma Mr Test1 Test1 + Upload ~ Email Mot Started

Collins, Gemma

Croxford, Carl Mr Test1 Testl + Upload A Email Mot Started
Croxford, Carl
Curtis, James Mr Test1 Test1 + Upload M Email Mot Started

Curtis, James
Davies, Edward

Davies, Edward Dr Test2 Test2 + Upload = Email Mot Started
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Select the applicants for whom you wish to send a reference request and click on Request References.

Applicant

Butcher, Jeremy

v Butcher, Jeremy

v Collins, Gemma

Collins, Gemma

v Croxford, Carl

Croxford, Carl

v Curtis, James

Curtis, James

Davies, Edward

v Davies, Edward

Referee

Dr Test2 Test2

Mr Test1 Test1

Mr Test1 Test1

Mr Test1 Test1

Dr Test2 Test2

Action

+ Upload

+ Upload

+ Upload

+ Upload

+ Upload

Type

Email

Email

Email

Email

Email

Status

|Z| File

Mot Started

Mot Started

Mot Started

Mot Started

Mot Started

(10f1)

Request References

1

A confirmation message will be displayed and Awaiting Confirmation will be displayed in the status column
for the referees that have been selected.

Reference Requests Generated
oL oLl Referee Acti Reafarence requests have been
generated are awaiting confirmation
Butcher, Jeremy
Awvaiti
Butcher, Jeremy Dr Test2 Test2 + Upload e Email c vl |ng
onfirmation
Collins, Gemma Mr Test! Test1 + Upload  ~ Email .m-.raiting
Confirmation
Note: You can use the automated reference template as the basis for your manual

reference request by clicking on the drop-down menu next to the Upload button and
then selecting Download Letter.

+ Upload -

+ Download Leﬂ\ﬁ%
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Select Open in the pop-up window.

Do you want to open or save reference_request_letter.pdf from staging.hrsystems.admin.cam.ac.uk?

Open

Save

-

Cancel

x

This will open a PDF that you can copy (or edit in Adobe Acrobat)

E@ UNIVERSITY OF
9P CAMBRIDGE

Mr Test! Test!

38 0 Shepard Close
Camboume
Cambricge
CB41WR

Untted Kingdom

20 March 2014

PRIVATE AND CONFIDENTIAL

Dear Mr Test)

LV W W R Yt o S O WV R o

Mr James Curtis has applied to the University for the postion of Research Assocate and ha:
someone whom we can approach for a reference

I should be very grateful if you would complete the reference form available at
hitp Awww jobs cam ac.uk‘applying/reference.request.-form doc and return it to me by 30

Before completing the Reference Request Form, please read the note on Data Protection ot
document which explams the nght of access 1o personal information

Thank you in advance for your assistance m this matter

¥ 4
Yours sincerely, }
e
rf

R T e TSR S .J"'-.,,_‘..A"' et gt
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c@@'s

A reference task will also have been created under the System Managed tab on the Correspondence

awaiting confirmation menu:

! HR | HR Admin Web Application

Vacancies Offars Reports Adrmin Logout

Wacancy Overview

Applicants

System 1 M 1
Process Applicants (53) ystem Managed (1) snusl (1)

Manage Manual Applicants (0}
Tasks Awaiting Confirmation

Wacancy Configuration

Mznage Rejection Correspondence

Maznage Reference Requests

NS04258: Clinical Research Associate

Below is a list of systerm managed tasks that are swsiting confirmation, they have not yet been sent to the recipient

Tasks m Press Preview to view the comespondence as it will be seen by the recipient
m Press Set to Manual to changs the type of the task fo Manusl Correspondence
m Press Confirm once you are happy with the comespondence

Attachments (0]

Manage CoS Requests (0]
Applicant Created By All
Correspondence
Hailwood, Philip Griggs, Margaret Reference Task
Awaiting Confirmation (2}
10f1 1
Completed and Others (0) d b
View or Record Correspondence
‘Confirm Selected Tasks ” Cancel Selected Tasks

Permissions
Motes (0)

13-Jan-2015 13:55:15

Action

B Preview &
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Step 3 — Set the reference task to manual

You can now switch the reference to manual by selecting Set to manual from the actions menu.

/ HR { HR Admin Web Application

Vacancies Offers Reports Admin Logout

NS04258: Clinical Research Associate

Vacancy Overview

Applicants

System Managed {1 M [&))]
Process Applicants (52) ve ‘} sl
Manage Manual Applicants (0}
Tasks Awaiting Confirmation

Vacancy Configuration

Below is a list of system managed tasks that are swsiting confirmation, they have not yet been sent to the recipient
Tasks m Press Preview to view the comespondence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manus| Correspondence

Mznage Rejection Comespondence m Press Confirm once you are happy with the comespondence

Mznage Reference Requests

Manage CoS Regquests (0]
Applicant Created By Al [=] Created Date Action

Correspondence

Hailwood. Philip Griggs, Margaret Reference Task 13-Jan-2015 13:55:15 B Preview
Awaiting Confirmation (2)

# Set to Manual
10of1 1 10
Completed and Others (0) C g |Z|
View or Record Correspondence
Confirm Selected Tasks || Cancel Selected Tasks
Permissions
Notes (0]

Attachments (0}

You will be asked to confirm the action:

Confirm Action

Are you sure you want to set this task to Manual 7

Yes Ho

When you refresh the screen the task will then be shown under the Manual tab:
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System Mansged (2) Manual (1)

Manual Tasks Awaiting Confirmation

Bedow is a list of manusl tasks that are awsiting manual comespondence to be recorded

m Press Preview to view the comespondence as it will be seen by the recipient
m Press Set to System Managed to change the type of the task to System Managed
m Press Confirm once you are happy with the comespondence

Created
Appli t & [ ted B Al Acti
pplican reated By (=] e ction
02-Jan-
Kumar, Mahesh Griggs. Margaret Reference Task 2015 B Record Correspondence -
15:38:32
{1 0f 1) 1 10 ]
Mark As Complete u Cancel Selacted Tasks
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Step 4 - Record details of the correspondence sent to the applicant

Click on Record correspondence under the action menu:

I HR | HR Admin Web Application

Vacancies Offers = 5 Admin Logout

NS04258: Clinical Research Associate

Vacancy Overview

Applicants

Process Applicants (52) System Managed (1) Manual {1)

Manage Mznual Applicants (0}
Manual Tasks Awaiting Confirmation

Vacancy Configuration
Below is a list of manual tasks that are awaiting manual comespondence to be recorded

Tasks m Press Preview to view the comespondence as it will be seen by the recipient
m Preszs Satto System Managed to change the type of the task to System Managed
Manage Rejection Comrespondence m Press Confirm once you are happy with the cormespondence

Mznage Reference Requests

Mznage CoS Requests (0]

Applicant & Created By All =

Correspondence

Awaiting Confirmation (2) Ewvans, Douglas. Griggs, Margaret Reference Task

Completed and Others (0]

1 of1 1

View or Record Correspondence Beir,

Permissions
Mark As Complete Cancel Selected Tasks

Motes (0]

Attachments (0

C::::d Action
12-Jan-

2015 B Record Correspondence
11:56:01

10[x]

Complete the details of the correspondence:

Record Manual Correspondence

for this vacancy.

Sender: M Brown Receiver: J Smith
Date Sent: O7-Jan-2015 00:00:00 Tres: Letter
Subject: Your application for Job SB03891

Content:

Standard department rejection paragraphs 1 & 3

This screen allows you to manually add records of any comespondence made that could not be automatically completed by the system. Once added to the system this comespondence will be visible in the: audit history

Record Correspondence

Click on the Record Correspondence button:

Record Correspondence
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A confirmation message will be displayed in the top right hand corner of the screen:

* Correspondence Recorded

Your comespondence has been

recorded against the applicant

Note: You can also mark the task as complete on this screen:

Select the task and then click on the Mark complete button.

Evans, Douglas Griggs. Margaret Reference Task B Record Correspondence =

{1 of 1) 1

Mark As Complete || Cancel Selected Tasks

Confirm the actions:

Confirm Correspondence

Are you sure you want to mark the selected tasks as complete 7

Yes Mo

The task will be moved to the Correspondence - Completed and others menu.
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/ HR { HR Admin Web Application

Vacancies Off Reports

Vacancy Overview
Applicants
Process Applicants {52)
Manage Manual Applicants (0)
Vacancy Configuration
Tasks
Mznage Rejection Correspondence
Msznage Reference Requests
Mznage CoS Requests (0)
Correspondence

Awziting Confirmation (1]
Completed and Others (1)

View or Record Correspondence

Permissions

Notes (0]

Attachments (0]

Admin

Logout

NS04258: Clinical Research Associate

Tasks - Completed and Others

Below is a list of all other tasks. including completed and ermored tasks

Al =] Type Completed
13-Jan-
Ewvans, Douglas Reference Task Letter 2015
14:40:31

1

Click
Action Al = for
Details
2 View Reference Sent Li ]
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Step 5 — Upload the returned reference

Once a referee has returned a reference, it can be uploaded against the applicant’s record in Web

Recruitment.

On the Manage reference requests menu click on Add reference.

W HET AaTen Yo Ao anon

Vecancies Offwry Repom amen Logoe

NS04258: Clinical Research Associate

Vazancy Overvew

A

Request Heferences
Froces: Applcara 32)

Manage Manual Acglcants 1) Froe th smcton you Wil be 3w 15 mgumet reteerses snmattaly UM miersen 000 Se MEESAT Wik B sed SSoness aed fir aOCACINtS Who S

Pver e coruett S 8 rwheres 1 be zrescied et Yra sbage

Vazancy Confiparation

Seten) 2 stage 10 DepN requesiing references

R o0
Manage fepction Comeipondence
Manage Reference Regoests
Mansge o5 Reguests (1) Aotitant Statuy
Huteree Aztion Type o Fie
Croudary. Maw Vr Efe Accis * Ads Relwante - Eren Computa =

Awsting Carfmaton (1
Comgleced snc Ovhar (1)
Croutery, Bav

View ot Racord Cotrespondence

Dgeys Amat Nr sy Adcerey & As: Relwente = Erad bict Stated
Pearmazcns

Ogeye Amet
Nates 2

Evams. Docgas N astwie Accs * Ant Ralwente - [ a— Megimal Sarrt

Atrachrenas (0

Hvam. Covgas

e e Nr matw| Acdeon & Ao Refwancs = T=al Nat Stacea

Complete the details of the returned reference and click on Submit Reference.

Attach Reference

This sereen allows you to upload a reference for a candidate. if include References in Application Pack is sat to "yes' for this vacancy, then the reference will appear as part of
this candidate’s application pack.

Referes Mame: Contact Email:

Mr Isabelle Addis douglas_gibson@admin.cam.ac.uk
Organisation: Role in Crganisation:

Mencap Payroll Manager

Upload Reference File:

+ Choose
File Hame Uploaded Time Action
M:\My Documents'reference wi 13-Jan-2015 14:47:24 Delete
Submit Reference
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A message will be displayed in the top right of the screen in order to confirm the action.

Q Reference Attached

“our reference file has been
attached to the referee

The uploaded reference will appear as an icon next to the reference task.

Evans, Douglas Mr Isabelle Addis + Add Reference d Email Complete

Note: You can click on the icon to view the reference again.
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7. Recording other correspondence and viewing history

You can use this screen to view all system managed correspondence and also to record other non-
system correspondence such as other emails, letters and phone calls to applicants.

Select View or Record Correspondence from the Correspondence section on the left of the screen.

/ HR ! HR Admin Web Application

‘Vacancies Offers Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Overview

Applicants
View or Record Correspondence
Process Applicants (34)
Manage Mznual Applicants (0} The table balow details all of the comespondence sent for this vacancy and details the following information:

m Type: The reason for the correspondence, for example & refersnce request
Vacancy Configuration » Format The format of the comespondence. for eccample email or phone call
m System Managed: Was the comespondence automatically generated by the system
Tasks “fiou will also be able to record a record of any comespondence that took place outside of the system using the 'Record Comespondence’ button.

Manage Rejection Correspondence

Manage Reference Requests Record Correspondence

Manage CoS Requests (3)

System
Date Sent & All Applicants Izl All Types Izl Format Y Action

Managed
Correspondence °

Mo records found.
Awaiting Confirmation (2)

10f1 10
Completed and Others (2) ( ) E

View or Record Correspondence
Permissions
Notes (0)

Attachments (0]

To record other types of non-system correspondence, select Record Correspondence.
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View or Record Correspondence

The table below details all of the correspondence sent for this vacancy and details the following information:

n Type: The reason for the correspendence, for example a reference reguest
n Format: The format of the correspondence, for example email or phone call
n System Managed: Was the correspondence automatically generated by the system

You will also be able to record a record of any corespondence that took place outside of the system using the 'Record Correspondence’ button.

Record Correspondence

o)

System

Date Sent % All Applicants E Format Managed Action
20-Mar-2014 11:29:32 Butcher. Jeremy Reference Email Yes @ View ~
20-Mar-2014 11:29:32 Collins, Gemma Reference Email Yes @ View -

The Record Correspondence window will be displayed.

Record Correspondence x

This window can be used to make a record of correspondence sent to people outside of the system.
Applicant: Contact Type:

— Please Select — =] - Please Select — =]
Date: Contact Format:

- Please Select — =]

Summary/Subject: To (email address, phone number etc.):
Details:

Record Correspondence Cancel

Select the relevant applicant from the drop down list. Select the Contact Type and Contact Format; enter
the Date, Summary/Subject and Details. Once complete, click on the Record Correspondence button.
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Record Correspondence xl

This window can be used to make a record of correspondence sent to people outside of the system.

Applicant: Contact Type:

Butcher, Jeremy =] Other =]
Date: Contact Format:
20-Mar-2014 16:04:09 Telephone =l
Summary/Subject: To (email addreszs, phone number etc.):
Interview
Details:

Jeremy confirmed that he can attend interview at 14:00 on 25 March

Record Correspondence Cancel

The entry will appear in the table.

. , System .
Date Sent & All Applicants E All Types E Format Managed Action
20-Mar-2014 16:04:09 Butcher, Jeremy Other Telephone  No = View -

All correspondence will be listed; you can choose to filter by Rejection, Reference or Other if
required.

Rejection
YReference
Other
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8. Cancelling a correspondence task

Please note that before you undertake this task you should ensure that the vacancy configuration
information is complete. See previous section.

If you wish to cancel any type of correspondence task you can do this from the Correspondence
Awaiting Confirmation menu option on the left menu bar.

I HR ¢ HR Admin Web Application

Vacancies Offers Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Owerview

Applicants

System M 4 Manusl (0)
Process Applicants (34] ystem Managed (4) tanual (0)

Manage Manual Applicants (0}
Tasks Awaiting Confirmation

Vacancy Configuration
Below is a list of systern managed tasks that are swaiting confirmation, they have not yet been sent to the recipient

Tasks m Press Preview to view the comespondence ss it will be seen by the recipiznt
m Press Set to Manual to change the type of the task to Manual Comespondence
Mznage Rejection Comespondence m Press Confirm onee you sre happy with the comespondence

Mzanage Reference Requests

Manage CoS Requests (3)

Applicant Created By All |z| Created Date Action
Correspondence
Kapoor, Anil Wirr, Simon Reference Tazk 23-Dec-2014 12:17:51 B Preview -
Awaiting Confirmation (4)
Completad and Others (0) Kumar, Mahesh Griggs, Margaret Reference Task 09-Jan-2015 15:38:32 @ Freview e
View or Record Correspondence . - B
Mayak, Samir Griggs, Margaret Reference Tazk 09-Jan-2015 15:54:42 B Freview e
Permissions Kumar, Rathan \irr, Simon Rejection Task 17-Dec-2014 16:12:31 B Preview -
Notes (@) {10 1) 1 10
Attachments (0}
| Confirm Selected Tasks || Cancel Selected Tasks |

Tick the task you wish to cancel and click on Cancel Selected Tasks.
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System Managed (2) Manual (1)

Tasks Awaiting Confirmation

Balow is a list of system managed tasks that are swsiting confirmation, they heve not yet been sent to the recipient

m Press Preview fo view the cormespondence as it will be seen by the recipiant
m Press Set to Manual to change the type of the task fo Manual Correspondence
m Press Confirm once you are happy with the comespondence

Applicant Created By All [=] Created Date Action
Kapoor, Anil \irr, Simon Referance Task 23-Dec-2014 12:17:51
Kumar, Rathan \irr, Simon Rejection Task 17-Dec-2014 18:12:31 B Freview o
{1 0f 1) 1 10 7]
Confirm Selected Tasks || Cancel Selected Tasks

You will be asked to confirm the cancellation.

Confirm Cancellation

Are you sure you want o cancel the selecied tasks 7

Mote: For Fejection Tasks, the status of the sssocated candidates will remsin as
Rejected

Yes Mo

When you refresh the screen the task will have been removed.
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System Managed (1)

Tasks Awaiting Confirmation

Below is a list of system managed tasks that are swaiting confirmation, they have not yet been sent to the recipient

m Press Preview fo view the comespondence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manual Corespondence
m Press Confirm once you are happy with the comespondance

Applicant Created By All |E| Created Date Action
Kumar, Rathan Wirr, Simon Rejection Task 17-Dec-2014 16:12:31 B Preview
{1 of 1) 1 10[x]
Confirm Selected Tasks Cancel Selected Tasks

Note: You will not be able to complete recruitment for a vacancy when tasks are outstanding so
you should cancel or revert any remaining tasks to manual before closing the vacancy.

It is strongly recommended that you revert the outstanding tasks to manual so that you
have the opportunity to record the alternative non-system method of contact you used for
the task. This has the advantage of providing a clear audit trail should any
queries/issues, or an internal recruitment audit, occur in the future.

Note: Itis very important that you mark recruitment as complete for a vacancy within 12 months
of the closing date for online applications when:

e Arecruitment process has been successful, all unsuccessful applicants have been
rejected and all successful applicants have been transferred to CHRIS from the
offers stage in Web Recruitment, or

e The recruitment process was unsuccessful and no successful candidates were
taken forward from one of the selection stages.

Marking a vacancy as complete will perform a number of actions within the system to
benefit departments and Institutions. A vacancy marked as complete will:

e Be purged of applicant identifiable data automatically 12 months after the closing
date in accordance with the University’s recruitment document retention
policy(unless a the successful applicant required a Tier 2 CoS or the standard
purging schedule has been overridden with approval from HR);

e Have any successful candidate information saved as a PDF snapshot for future
use;

e Not appear in a user’s list of vacancies (unless a user actively chooses for
complete vacancies to be displayed).
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See the guide to Managing Vacancies and Applicants on the HR Systems pages for more details.
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9. Switching a correspondence task back to manual

Please note that before you undertake this task you should ensure that the vacancy configuration
information is complete. See previous section.

If you wish to switch any type of automated correspondence task back to manual you can do this from
the Correspondence Awaiting Confirmation menu option on the left menu bar.

I HR ¢ HR Admin Web Application

Vacancies Offers Reports Admin Logout

DC04259: Research Assistant/Associate

Vacancy Owerview

Applicants

System M 4 Manusl (0)
Process Applicants (34] ystem Managed (4) tanual (0)

Manage Manual Applicants (0}
Tasks Awaiting Confirmation
Vacancy Configuration
Below is a list of systern managed tasks that are swaiting confirmation, they have not yet been sent to the recipient

Tasks m Press Preview to view the corespondence as it will be seen by the recipient
m Press Set to Manual to change the type of the task to Manual Comespondence

Mznage Rejection Comespondence m Press Confirm onee you sre happy with the comespondence

Mzanage Reference Requests

Manage CoS Requests (3)

Applicant Created By All |z| Created Date Action
Correspondence
Kapoor, Anil Wirr, Simon Reference Tazk 23-Dec-2014 12:17:51 B Preview -
Awaiting Confirmation (4)
Completad and Others (0) Kumar, Mahesh Griggs, Margaret Reference Task 09-Jan-2015 15:38:32 @ Freview e
View or Record Correspandence Mayak, Samir Griggs. Margaret Reference Task 09-Jan-2015 15:54:42 B Freview -
Permissions Kumar, Rathan \irr, Simon Rejection Task 17-Dec-2014 16:12:31 B Preview -
Notes (0} {1 of 1) 1 1E-|Z|
Attachments (0}
| Confirm Selected Tasks || Cancel Selected Tasks |
1 Tick the task you wish to process and click on Set to Manual using the option on the actions
menu.
Action
B Preview =
I B Preview b I
# Set to Manual
2 You will be asked to confirm the action.

Confirm Action

Are you sure you want to set this task to Manual 7

Yes No
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3 When you refresh the screen the task will then be shown under the Manual tab so that you
can record the manual correspondence you have decided to send.

Systemn Managed (2) Manual {1}

Manual Tasks Awaiting Confirmation

Below is a list of manusl tasks that are awsiting manual comespondence to be recorded

m Press Preview to view the comespondence as it will be seen by the recipient
m Press Set to System Managed to change the type of the task to System Managed
m Press Confirm once you are happy with the comespondence

. - . Created .
Applicant % Created By Al Izl Date Action
08-Jan-
Kumar, Mahesh Griggs, Margaret Reference Task 2015 B Recerd Comrespondence =
15:38:22
{1 of 1) 1 10[=]
Mark As Complete Cancel Selected Tasks

Note that you will not be able to complete recruitment for a vacancy when tasks are outstanding so
you should cancel or revert any remaining tasks to manual before closing the vacancy.

It is strongly advised that you revert the outstanding tasks to manual so that you have the opportunity
to record the alternative non-system method of contact you used for the task. This has the
advantage of providing a clear audit trail should any issues/queries, or an internal recruitment audit,
occur in the future.

Note: Itis important that you mark recruitment as complete for a vacancy within 12 months of
the closing date for online applications when:

e Arecruitment process has been successful, all unsuccessful applicants have been
rejected and all successful applicants have been transferred to CHRIS from the
offers stage in Web Recruitment, or

e The recruitment process was unsuccessful and no successful candidates were
taken forward from one of the selection stages.

Marking a vacancy as complete will perform a number of actions within the system to
benefit departments and Institutions. A vacancy marked as complete will:

e Be purged of applicant identifiable data automatically 12 months after the closing
date in accordance with the University’s recruitment document retention
policy(unless a the successful applicant required a Tier 2 CoS or the standard
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purging schedule has been overridden with approval from HR);

¢ Have any successful candidate information saved as a PDF snapshot for future
use;

¢ Not appear in a user’s list of vacancies (unless a user actively chooses for
complete vacancies to be displayed).

See the guide to Managing Vacancies and Applicants on the HR Systems pages for more details.
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