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e-Recruiting Guidance for Candidates

Part 1 - Registration, Navigation, Personal Settings and Candidate Profile
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Minimum Requirements

In order to view certain summaries and overviews in the e-Recruiting system, you will need to have Adobe Reader installed on your PC.   If you do not already have it installed, you can download it now by clicking on the Adobe Reader button on the right hand side
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Follow the simple download instructions to install the latest version of Adobe Reader.

Once Adobe is installed you will be able to continue to registration.

Registering on the System

To get to the London Metropolitan University e-Recruiting system, please copy the url below and paste it into the address bar on your internet browser

http://www.londonmet.ac.uk/staff/e-recruitment/
Once you have done this you will be presented with the London Metropolitan University e-Recruiting home page.
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Vou are here: Home / Staff/ E-Recruitment/ E-Recruitment

E-Recruitment

Welcome to London Matropolitan Uniuersity’s Job uacancies web page. The University adventses al its curent,
job uacancies on this web sice. 1n addition, many posts are advertised in the media or journals

The Universicy is an aqual opporcunities emplover,

“The University has besn awsrdad the Posicive About Disabled Pesple Symbal Ausrd, Az part ofthis suard, the
University commits to inceriew sil disabled applicants who meet the sssantial criteria outined in the parson
Spacification for the post and to then consider them for the posts, on the basis of their abiliies, taking ints
consideration any porantial reasonable sdustments.

Please note that we operate an slectronic recruitmant process with application on-line, We no longer accept
emailed or postal application forms. I, however, you hava 3 disabilicy 3nd ara unable t apply on-iine plesse
contact: recruitmant@londonmat.ac.uk. Copias of documentation can be made available n altarnative formats.
Such 35 large printor Braile,

To uiew and apply for job vacancies at London Matropolitan Uniuersity please click on the Job Search button
bl

1Fyou do not wish to spply for 3 job uscancy st the prasant time but would ike to register your inerest in working
for Landan Mitrapolican University in the future, cliek on the Register button below and, once ragisterad,
completa the candidate profile on your personsl pages and relsase your profle. You uill then be sdded to our
alint ool and 2ent devail of any yacancias thit match the criaria vou havs listad undar dszired jb. Londan
Micrapalitan Univarsity emplogacs wha vich to be mcludad in the talent pal and be notiied of suitsble
vacancies should Logon and enter their desirad job criteria undar candidate profle 3nd then relaasa their profile.

1 you have previously registared uith us (or are curently an employas of London Metropolican University), click
on the Lagon button and your ogon willprovids you with access to your candidate profl, job vacancias and any
previous spplications that you have submitzad uia our online racruitment systam,

Minimum Brosuser Requirements : Operating Systems Windows only - Windows 2000 or Windows XP (5P2) or
Windous VISTA (3P1) Web Browser: Microsof Intarmat Explorar 6.2 or higher (including 7.0) Adobe Reader:
Adobe Reader 5.0 or higher must be installed: Hardware: The recommandations of the browser manufacturer are
vilid
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Help and Advice
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Initial Registration

Your initial step will be to register yourself as a candidate. For instructions on this please see Registration.

Logging On

Once you have registered on the system you can log at any time via the Logon button:

[image: image4.png]





Enter your chosen username and password and select Log On: [image: image5.png]
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Change Password 

If you wish to change your Password at any time simply select: Change Password
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Enter your current and new password select: Change: [image: image8.png]



Forgotten Password 

If you have forgotten your Password at any time simply select: Forgotten Password
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Enter your current username and email select: Request Password: [image: image10.png]Request Passwaord |



 and you password will be emailed to you.
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Registration

In order to register on the London Metropolitan University E-Recruiting system, please select the Register button:
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You will then be directed to the Registration page:
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Complete the registration form and select Register: [image: image14.png]


 and you will be presented with your home screen, Personal Pages:
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This is the screen you will be presented with on all subsequent Log On’s
Personal Pages

Personal Pages is your home screen and you will be able to carry out all your tasks from this page.

· Personal Settings
Here you can tailor your pages to suit your personal requirements. This includes defining your preferred date format, decimal display and the display format for data overviews.

· Personal Data
Enter your personal data and your contact data here.

· Candidate Profile
The candidate profile contains your personal and communication data, desired job preferences, work experience and education. If you do not release this data, only you have access to it.

· Employment Opportunities
The system assists you in your job search. You can add job vacancies that interest you to your favourites list. You can also apply for jobs directly on-line.

Initial Set Up of your Profile Details

When first registering on the e-Recruitment system there are several initial steps you must take:

1. Personal Settings should be the first task you carry out upon first registering and logging on.

2. The next task to complete is your Personal Data such as name and date of birth.

3. The next task is to complete your Communication Data such as E-Mail, Telephone, Address etc. 


4. The next task to complete is your Candidate Profile which summarises all your candidate details including job preferences, work experience and education, and locks or releases your profile to the University.

Navigation and Personal Settings

Primary navigation of the system is achieved by using the top screen navigation links:
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Tabbed navigation of key sections of the system is achieved by using the tab navigation bar:
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To save settings on your current screen select Save:
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To return to a previous screen simply select Cancel:
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Navigating the Job Application Wizard


When navigating through this Wizard you will notice some additional paging arrows and a menu tree: 
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By selecting these you will reveal additional step options such as:

· Attachments

· Additional Information

· Equal Opps Questionnaire

· Pre-Employment Questionnaire

· References Questionnaire

· Data Overview

· Submit Application


You may also navigate by using the next/previous buttons:
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Incorrect Navigation 

Do Not use the browser’s Back and Forward buttons to navigate eRec:
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If you do so in error, simply select Refresh [image: image23.png]


 or [F5]

Logging Out

There is no log out option on the system so simply close down all instances of your browser and you will be logged out.

Time Out

The system will time out after a limited period of inactivity during a particular task and then re-directs you to the ‘Home Page’.

Personal Settings

[image: image24.png]for deta overviews,





This process will take just a few minutes. It allows you to define your preferred date format, decimal display and the display format for data overviews and set up your printer.

Most basic and general settings are correct at installation; however, for example, you may select a format preference for your data overviews as either HTML or PDF and you will be required to set up your printer.

To begin the personalisation of your application you will need to select:

Here you will be presented with a series of options to choose in order to customise your own preferences:
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The three choices here are:

           Basic Settings     – to set your date and decimal formats.

General Settings – to set your data overview preference for reports
Printer Settings   – to set your output device (printer)

Setting your format preference

Select Date format as: DD.MM.YYYY and Decimal notation as: 1,234,567.89
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Setting your data overview preference

Select your preferred format: PDF or HTML. (PDF is recommended)
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Setting up your output device

1. Search for Output Devices by selecting the [image: image28.png]


 icon


2. You will be presented with the printer search screen.

3. Select your preferred Output Device by selecting start search
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4. Ensure your preferred printer is set to ‘LOCL’ 
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5. and select choose [image: image31.png]



6. Finally select save [image: image32.png]



7. To return to the home page select: Personal Pages from the top navigation bar:
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Do not use the browsers Back and Forward buttons to navigate. 
See Incorrect Navigation
Personal Data
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Here you will be required to enter basic information about yourself such as: name and date of birth.

[image: image35.png]|_Personal Data

What are your personal details?

Please provide the folowing deta. Al leds marked * are manciatory (Gener and Date of Birth are collcted for equal opportunites data)

| Form ot adress
| Fistame

| Wit e

| LostName

| Gender

| Dateof it *

s

oeo21ses [T

0 Data saved successtully




1. Complete the simple form as required.

2. When complete select save [image: image36.png]



3. You will see: 
                      [image: image37.png]Your request s being processed





4. When saved successfully you will see: [image: image38.png]i) Data saved successfully




5. To return to the home page select: Personal Pages from the top navigation bar:
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6. Do not use the browsers Back and Forward buttons to navigate. 
See Incorrect Navigation
Communication Data
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Here you will be required to enter basic contact details about yourself including: E-Mail, Telephone, Address, etc.
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1. Complete the simple form as required.

2. For addresses, County is only to be entered if applicable.


3. If you have a Term Time address as well as Permanent Residence complete this and ensure that you select your preferred mailing address:
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NB - Term Time address is only to be input if applicable

4. When complete select save [image: image43.png]



5. You will see: 
                      [image: image44.png]Your request s being processed





6. When saved successfully you will see: [image: image45.png]i) Data saved successfully




7. To return to the home page select: Personal Pages from the top navigation bar:
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8. Do not use the browsers Back and Forward buttons to navigate. 
See Incorrect Navigation
Candidate Profile

Candidate Profile summarises all your candidate details including Job Preferences and locks or releases your profile to the University
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You will notice a tabbed navigation bar that will allow you to sub-navigate the Communication Data section:
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Any tab with a tick: [image: image50.png]


 indicates that there is information under that section.

The Personal Data and Communication Data tabs will contain information you entered previously from the Personal Data section. You may enter or amend these details from here also.

Notification about job vacancies is based on the job preferences entered on the Desired Job tab. 

Desired Job – here you will state your employment preferences and job details.   

Select the Specialism, Occupational Category, Work Contract Type and Working Time according to the criteria listed. This will enable us to send you invitations to apply for vacancies that match those criteria.
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1. Complete all the fields, those marked with an asterisk * are mandatory.

2. To ensure you only receive vacancies from us that are relevant to you, specify your preferences/requirements here.

If you want to select multiple entries for a preference, down CTRL key as you select.

3. Select Save [image: image52.png]


 when completed.

You are not required to complete the Work Experience tab, the Education/Training/Qualifications tab or the Attachments tabs at this stage as this information is only required when you are applying for a vacancy. However, information entered on these tabs will automatically be included in any applications you make in the future.  Please see 

e-Recruiting Guidance for Candidates Part 2 – Applying for a Job for details on completing these tabs.

The Data Overview tab enables you to check your input prior to releasing your profile. 

Data Overview – here you will see a complete summary of your data. You can also print as required.
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You will notice the profile has a status of locked or released. 
This is important as your profile is not available until it is released. (See Profile Release tab below)

The Profile Release tab allows you to lock/unlock your data to the University.
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1. Locking or Releasing your profile:

Locking your profile only allows your information to be viewable by you.


Releasing your profile allows your information to be viewable by University Recruiters.
[image: image55.png]@ Release Profle
© Lack Profie

e encieavour to ensure that the data you submit o us remains confidert
privacy statement. Data Privacy Stetermert
es, | have readthe data privacy statement an | accept it




If you want to be considered for job vacancies you must release your profile. 
You can re-lock your profile at any time to prevent access to your data. Your profile will be deleted if you do not login again for more than 6 months.

2. Once you have locked or released your profile select Save: [image: image56.png]


 when completed.
3. When saved successfully you will see: [image: image57.png]i) Data saved successfully




4. To return to the home page select: Personal Pages from the top navigation bar:
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5. Do not use the browsers Back and Forward buttons to navigate. 
See Incorrect Navigation


Deleting or Locking your Registration

If you wish to delete your registration from the system you can simply select Delete Registration from the Candidate Profile section.
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Note, however, that all your data will be lost. If you decide to re-register, you will have to enter all your data again.

Your registration and data will be irrevocably deleted. We can then no longer take open applications into consideration.
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Simply select Delete Registration:  [image: image61.png]Delete Registration




Therefore, consider whether it would be more advisable to leave the data in the system and to simply lock your profile: 
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