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Statement of Objectives:

The PSP / Jane Systems Recruitment module provides you with a means of:

Aligning your Recruitment activity centrally with other core HR processes
within the Windows Application.

Automating your Recruitment Process; removing paperwork and manual
processes.

Managing Vacancies and Candidates more effectively.

Getting jobs to market quickly, with real time links to your website and third-
party job sites.

Ensuring that job applicants provide the information that matters to you as an
employer.

Maintaining an automated, auditable record of recruitment activity, keeping
applicants and colleagues informed at every stage.

© Jane Systems Ltd 2020
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Recruitment - High Level Overview

The Recruitment process consists of 3 core components.

1. HR Portal
2. Windows Application

3. | Frame (Vacancy Creation & Candidate Capture)

The below diagram shows the Recruitment process interacting with the wider
PSP / Jane infrastructure and HR components.

The module is supported by Workflow Automation.

itment

Windows Applications

a | Careiiki [ HR Portal ] Web Based Applications
Capture

View vacancies f I I / j @@2 I 1 \ \
N
= . ® e S
B jdddiadd  add sddissdiaas

Apply for jobs Candidates Line Managers  Assess candidates Employees
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HR Portal — Logging On

Log into the Portal with your standard credentials.
To log in to the Portal, users require an Email address and a password.

Forgotten Passwords can be managed form here using the link provided.

& Login - Trainers Portal < o

<« C @& trainersselfservice.global/login o a * @

Trainers Portal

Philip.Hayes@jane-systems.co.uk

Forgotten Password? Click Here

LOGIN

© Jane Systems Ltd 2020
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HR Portal - Recruitment

The Recruitment module in the Self Service Portal consists of 2 components —
Vacancies and Candidates, shown here at the bottom left hand side of the
menu options.

& Trainers Portal x  + — =] B

€« C @ trainersselfservice global Qa % O :
JANCiis

# Trainers Portal

O
&
b

WELCOME PERSONAL PAYROLL

©
o
©

ANNUAL LEAVE SICKNESS OTHER
ABSENCES

©
o
©

OVERTIME DEVELOPMENT DATA
PROTECTION

>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
>

(&
H R

TEAM'S ANNUAL
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HR Portal — Vacancies

There are 4 sub-functions within the Vacancies functionality, these are:
1. Request

2. Current

3. Pending Vacancies

4. Rejected

& Vacancies
Request
Current

Pending Vacancies

Rejected

© Jane Systems Ltd 2020
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Vacancies — Request

Line Managers or Internal Recruiters can request a new Vacancy by launching
and completing the Request Form.

The drop-down menus and free format text boxes are completed to build the
Vacancy. The details here will appear on the | Frame (job advert and candidate
capture mechanism).

Fields with drop-down options such as Activity are harmonized with the
configuration of the Windows Application.

Please note, the fields shown below on the Request form can be changed if
required.

Files can also be uploaded and attached to the Request form using the Choose
Files functionality.

Click Submit once all the details have been added.

& Request X o+ = =] X

“ (SRR 25 selfsenvice global/api/vacancies/req

JANCiin

Contract Type

Employment Statuz
Minimum Salary
Maximum Salary
Contract Start Date

Contract End Date

File
Choase Files | iofia crozen

>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
"~
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Example of fully completed Vacancy form.

After clicking Submit, the Vacancy moves to the Pending Vacancies queue,
pending approval. This will require approval in the Windows Application by the
HR Team.

% Pending Vacancies

£ ¥V ¥V ¥V vV V¥V VV VYV VYV YVYVYV

© Jane Systems Ltd 2020
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Vacancies — Pending Vacancies

Select the Vacancy row to display the underlying details.

The Vacancy details can be amended at this point through the Amend Vacancy
Pop-up window.

Click Submit to apply any final amendments.

The next stage from here is for the HR Team to review and approve the
Vacancy request in the HR Application > Recruitment > Vacancy Workbench.

© Jane Systems Ltd 2020
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HR Application — Vacancy Workbench

HR Application > Recruitment > Vacancy Workbench

The Vacancy request from the Portal will feed directly into the Vacancy
Workbench and will automatically be set to status Awaiting Approval. The
Vacancy is now available for review by the HR Team.

The Vacancy Workbench provides the HR Team with a real time snapshot and
inventory of all Vacancies.

I BEER

Home HR Record

Queries Recruitment

EREQ EAEe 4

Jo

Phil Hayes (PHIL) - Jane HR - Jane Systems (99999) - Trainers Shared Database - Philip Hayes (987652) - Current

V| Notes m

@

New Edit Delete View Define Save | Print  Print Expand Enable Excel Search Attachments  Notes Close
Preview Filtering 0]
Maintenance Grid Options Office Functions | Display | Search Other Recruitment
% Definitions (0000008287) Vacancy Workbench
Module Defintions Drag a column header here to group by that column.
Recruiter
Stage Vacancy Vacangy Status Department Description Activity Reference  Maximum Salary  Minimum Selary  Contract Start Date
Interview Template 0000000004 Open Management Test HR Director Director of HR 001 70000.00 50000.00 02/02/2020
Recruitment Source 0000000005 Open Management Business Manager Business Manager 0000000005 50000.00 4500000 29/11/2019
interviever(s) 0000000006 Rejected Administration Admin IT Administrator 0000000006 50000.00 3500000 29/11/2019
Administrator
0000000007 Open Key Skills Dept 0000000007 25000.00 15000.00 01/12/2019
Vacangy Status
. 0000000008 Open MusicArtand Drama D ASLTI Afterschool Lead 0000000008 25000.00 20000.00  30/13/2018
0000000009 Open Languages Dept Test Deputy Head Acting Head TOH-PH 53000.00 S0000.00  26/13/2019
Candidate Workbench 0000000010 AwaitingApproval  Management ICT Technidan ICT Technician 0000000010 22000.00 2000000 02/12/2013
Equality Details 0000000011 Awiaiting Approval  Key Skills Dept test PH Acting Head 0000000011 33000.00 30000.00 30/11/2013
Import User Defined Portal For
0000000012 Open Humanities Dept AssistantHead of Acad  AssistantHead of Academy 003 40000.00 3500000 24/01/2020
0000000013 Open Administration Admin Lead 3 Admin Lead 0000000013 35000.00 2500000 02/12/2019
0000000014 Aviaiting Approval  Management 0003 HR Business Partner HREP 30000.00 20000.00
0000000015 Open Management BH1 Behaviour Manager 002 45000.00 3500000 21/01/2020
0000000018 Aviaiting Approval  Management Acting Deputy Head  Acting Deputy Head 0000000018 60000.00 5000000 12/01/2020

© Jane Systems Ltd 2020
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To Approve the Vacancy:
Select the Vacancy, click Edit and undertake 4 actions:

1. Details

Check the details presented generated from the Vacancy request are
correct as these will form part of the live | Frame (job advert). The details
can be amended at this point.

Phil Hayes (PH

Details
Vacancy 0000000018 [acting Deputy read

Reference

Vacaney Status Open &

Actvity [1000 | [ [acting Deputy Head ]
Post Reference —

Department [0 | [ [management ]
Location [» | ... | [southern High School ]
Cost Centre I | ] |
Salary Grade I

Whole Time Equivalent
Scale Point

Hours

WTE Factor

Virimum Salary 50000
Maximum Salary 60000

2. Vacancy Status
Ensure the Vacancy Status is set to Open. This status is required for
publication of the Vacancy on your website.

s ety e
[ooonnans
Cpen |
0o Actrg Doty et
R re sansgpners
’ ben = S gh St
S
T —
[r— =
Mo Sabry w00
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3. Closing Date
A future Closing Date must be added.
The Vacancy will be automatically removed from your website at midnight
of the Closing Date.

4 Key Dates

Date Approved
Date Advertized
Closing Date
Interview Date
Date Filled
Appointment Date
Contract Start Date

Contract End Date

4. Stages

A [E
A &
06/01/2020 |
A [E
S
i =
12/01/2020 ]
S

Move all Available stages to Selected by clicking Add All so they are
available for use later within the process.

4 Stages

Available

1 4
Add

W
Add All
Remove

«

Remove All

© Jane Systems Ltd 2020

Selected
AP - Appointed
DR -Draft
OF - Offered

PA - Please approve for provisional offer
SA - Application Submitted
SH - Shortlisted

55001 -
ST010

Invite to Interview

- Approved for firstinterview

- Rejected as unsuitable candidate

- Approved for second interview

- Rejected after first interview

- Approved for provisional offer

- Rejected after second interview

- Acceptable references received

- Acceptable references not received
- Approved for start date

11

Interview Template

E All dai. 1 hour slots

Save

Stage Changes

®) As selectad Above E

O IfEmpty Run
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You will note that the Vacancy Status has changed from Awaiting Approval to

Open.

[N W= Phil Hayes (PHIL) - Jane HR - Jane Systems (99999) - Trainers Shared Database - Philip Hayes (387652) - Curren
Home  HRRecord  Queries  Recruitment
CTE@QERS O HE "~ K& o & O
+ s Ex [Q B Q45 5 o
New Edit Delete View | Define Save | Print  Print Expand Collapse Select Enable ord  Excel Search Attachments  Notes Close
Preview Filtering (V)]
Maintenance Grid Options Office Functions Display Search Other Recruitment
¢ Definitions (0000008287} Vacancy Workbench
Module Definiti
odule Derintions Drag a column header here to group by that column.
Recruiter
Stage Vacancy Vacancy Status Department Description Activity Reference Maximum Salary =~ Minimum Salary = Contract Start Date
Interview Template 0000000004 Open Management Test HR Director Director of HR 001 70000.00 50000.00 02/02/2020
Recruitment Source 0000000005 Open Management Business Manager Business Manager 0000000005 60000.00 45000.00 29/11/2019
Interviewer(s) 0000000006 Rejected Administration  Admin IT Administrator 0000000006 50000.00 3500000 29/11/2019
Administrator
0000000007 Open Key SkillsDept  Administrative Assistant  Administrative Assistant 0000000007 25000.00 1500000 01/12/2019
Vacancy Status
32 Functions 0000000008 Open MusicArtand Dr  ASLII Afterschool Lead 0000000008 25000.00 20000.00 30/11/2019
Vacancy Workbench 0000000009 Qpen Languages Dept  Test Deputy Head Acting Head TDH - PH 53000.00 50000.00 26/11/2019
Candidate Workbench 0000000010 Awating Approval Management ICT Technician ICT Technician 0000000010 2200000 2000000 02/12/2019
Equality Details 0000000011 Awaiting Approval Key Skills Dept  testPH Acting Head 0000000011 33000.00 30000.00 30/11/2019
Import User Defined Partal For
0000000012 Open Humanities Dept  AssistantHead of Academ  Assistant Head of Academ 003 40000.00 35000.00 24/01/2020
0000000013 Qpen Administration  Admin Lead 3 Admin Lead 0000000013 35000.00 25000.00 02/12/2019
0000000014 Awaiting Approval Management 0003 HR Business Partner HRBP 30000.00 20000.00
0000000015 Open Management EH 1 Behaviour Manager 002 45000.00 35000.00 21/01/2020
I 0000000018 open Management Acting Deputy Head Acting Deputy Head 0000000018 60000.00 50000.00 12/01/2020 I

A Workflow will be generated on the back of the above Status change,
informing the Line Manager that a new Vacancy has been opened and

Approved.

en authorised

Your request to open a vacancy has

File Message Help @ Tell me what you want to do
N E‘I;Ianetn" —2 To Manager \L (||
IS Ignore m i : & - ~ EMeetmg . 9 F|§|Ru\esv E
G) Q) — = Team Email ~ Done = (9 0=

%Junkv Delete Archive Reply Reply Forward =

Al u

Mare ~

6) Reply & Delete

Delete Respond Quick Steps

Your request to open a vacancy has been authorised

Jane.callumwilliams@gmail.com
To Philip Hayes

Hi,
Your reguest to open a vacancy:
Activity: Acting Deputy Head

Description: Acting Deputy Head

Contract Start Date: 12/01/2020

Has been approved.

© Jane Systems Ltd 2020
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| Frame

The Vacancy is now live and appears on the | Frame which will be visible on the

careers section of your website.

The | Frame panel as shown below displays the login and registration buttons,

and all Open Vacancies, and will be injected into a suitable location on the

careers section of your website.

The | Frame is locked and controlled by a corresponding Query in PSP.

Candidates can apply for the Vacancy through the | Frame using an online

version of the application form as provided by the client.

VACANCIES

Find a job

TEST HR DIRECTOR

Reference: 001
Vacancy: 0000000004
Department: Management
Hours: 37
Location: 40

Minimum Salary: £50,000
Maximum Salary: £70,000
Closing Date: 15/11/2020

ASSISTANT HEAD OF ACADEMY

Reference: 003

Vacancy: 0000000012
Department: Humanities Dept
Location: 10

Minimum Salary: £35,000
Maximum Salary: £40,000
Closing Date: 25[12/2019

© Jane Systems Ltd 2020

LOGIN REGISTER

BUSINESS MANAGER

Reference: 0000000005
Vacancy: 0000000005
Department: Management
Salary Grade: K

Location: 40

Minimum Salary: £45 000
Maximum Salary: £60,000
Closing Date: 14/11/2020

SEARCH

ACTING DEPUTY HEAD

Reference: 0000000018
Vacancy: 0000000018
Department: Management
Hours: 37
Location: 30

Minimum Salary: £50,000
Maximum Salary: £60,000
Closing Date: 06/01/2020

13
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Vacancies - Current

The Vacancy now appears in the Current queue within the Portal.

& Cument X s Maiden Eregh Trust > Maiden £ X |+ = & X
« C @ tainersselfsenvice global/api/vac a % O

JANCiin

% Current

>
>
>
>
>
>
>
>
>
>
>
>
>
>
>
v

Select the required Vacancy to display further details.

& Current X o Maiden Erlegh Trust > Maiden £ X | +

<« C @ trinersselfservice.global/api/vacancies/current

© Jane Systems Ltd 2020
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Windows Application — Stages

The Recruitment module provides the below stages as standard. The Stages

can be used to trigger Workflows. Further stages may be added and are

chargeable upon request.

Vacancy Stages

These are updated by the HR Recruiter in the Vacancy Workbench when

managing the Vacancy.

There is a Code and Description for each Stage.

These are located at Recruitment > Definitions > Vacancy Status

2 | i R Admin [ADMIN) - PSPeople - Jane Syst:
File Home HR Record Queries Recruitment
S &= & Q) Bl d 48 SE& O [ x|
New Edit Delete View Define Save | Print  Print Expand Cellapse Select Enable Close
Preview Filtering
Maintenance Grid Options Office Functions Recruitment
% Definitions
Module Definitions &) Vacancy Status X
Recruiter || ‘ F==rin
Stage
Interview Templats Code Description
reen e A AwaitngApproval
Recruitment Source E Filled View
Interviewer(s) H On Hold
Administrator o Open New
Vi Stat R Rejected
acancy Status ejecte =
x Functions
Vacancy Workbench Delete
Candidate Workbench
Equality Details
Import User Defined Portal Forms
Import
Export
Close

© Jane Systems Ltd 2020
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Candidate Stages
The Candidate Stages are attached to the Candidate by the Recruiter to reflect
the current status of the applicant.

There is a Code and Description for each Stage.

These are located at Recruitment > Definitions > Stage

21 ®ls Adrmin (ADMIN) - PSPeople - Js

Home HR Record Cueries Recruitment
e EESP x]

Mew Edit Delete View | Define Save | Print  Print Expand Collapse Select Enable Word  Excel Close
Preview Filtering
Maintenance Grid Options Office Functions Recruitment
% Definitions
Module Definitions r) Stage x
Recruiter search
Stage
Interview Template Code - ‘ Bes aphion
Recruitment Source A Appointed
) DR Draft View
Interviewer(s) B fferad
Administrator Please approvefor provisional offer Mew
Vacancy Status Application Submitted T
9 Functions Shartlisted
Vacancy Workbench Invite to Interview Delete
Candidate Workbench Approved forfirstinterview
Equality Details Rejected as unsuitable candidate
Import User Defined Portal Forms Approved forsecond interview
Rejected after first interview Import
Approved for provisional offer
Rejected after second interview Export
Attach
Close

© Jane Systems Ltd 2020
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Default Forms Displayed on the | Frame.

These can be changed by following the below steps:

W e

General

Generate Vacancy Reference

Open Module Definitions.

Open the Recruitment Module.

Use Interview Templates O
Use Attributes O
Document Storage

Vacancy Forms
Summary

Detailed

Candidate Forms
Profile - Applicant
Credentials
Experience
References
Profile - Confirmation

Profile - Common

© Jane Systems Ltd 2020

Vacancy Summary

Vacancy Details

Vacancy -
Vacancy -
Vacancy -
Vacancy -
Vacancy -

Vacancy -

Teacher Start

Teacher Education

Teacher Previous Emp
Referees

Teacher Statement and decs

Equal ops

OK

Cancel

17

Select the forms you want to display on each vacancy by default.
Click OK to Save.
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Candidate Capture

This is used to publish different forms on the | Frame, for example Teaching
and Support forms. A default set of forms can be selected.

To select alternative forms to the default via Candidate Capture:

1. Open the Recruitment Module.
Edit a vacancy that you want to change the forms that are displayed on

the iframe.
3. Scroll down to Candidate Capture

%s Definitions

W Functions Details

Vacancy Workbench

E Key Dates
Other Characteristics
Stages
Resources
Candidates
Interviews

Candidate Capture
Responsibilities
Vacancy Approval/Rejection

Requests for Vacancies

4. Click the arrow to open Candidate Capture.

4 (Candidate Capture

Vacancy Forms
Summary ~
Detailed ~

Candidate Forms

Profile ~
Credentials ~
Experience ~
References v

Further Details

Common Details

© Jane Systems Ltd 2020
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5. Change the drop downs to display the forms you want to display for the
Vacancy.

4 (Candidate Capture

Vacancy Forms

Summary Vacancy Summary o
Detailed Vacancy Details -
Candidate Forms

Profile Vacancy - Support Start >
Credentials Vacancy - Support Education &
Experience Vacancy - Support Previous Emp S
References Vacancy - Referees G
Further Details Vacancy - Teacher Statement and decs v
Common Details Vacancy - Equal ops v

6. Now Click Save. The vacancy on the | Frame will now display the
alternative forms.

© Jane Systems Ltd 2020
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Data Item Access

Use Data Item Access to control which Vacancies and Candidates are viewable

on the Portal.

1. Click System setup on the ribbon.

2. Open Security Access.

%y Housekeeping
4 W security Access

UserGroups
HR Record Group
User - Menu Option Access
User -HR Record Option Access
User- HR Record Group Options
User - HR Record Option - Data Item Access
User Group - Menu Option Access
User Group - HR Record Option Access
User Group - HR Record Group Options
User Group - HR Record Option - Data Item Access
Access Copy Facility
User Group Management
Review Line Manager Access

% Authorisation Centre

ﬁ HR Portal

'h Custom Queries

W Audits

3. Click on User — HR Record Option — Data Item Access
4. In the new window that opens change the selection to Recruitment

& HR Record Option - Data Item Access X
Personnel ®
Recuitment O
Application User Payroll O Data [tems

Admin - ADMIN HR Record A Title Access Restrictions |

Brendan Cole - SFC0002 Absences |

Bruce Foresyth - SFC0033 Accidents At Work

Bruno Tonioli - SFC0203 Achievements

Camilla Nallar n - CEANNNT Allmszanra Mictnrs

© Jane Systems Ltd 2020
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5. In the Application User select the staff member that you want to change
access for.

6. In the middle box select Vacancies.

7. Now the Data Items box populates with all the fields you can change staff
members access.

& HR Record Option - Data Item Access X
Personnel O
Recruitment (@)
Application User Payrol O Data Items

HR Portal User - HRPORTAL N Title Access Restrictions A

Hugh Eastmann - HEASTMANN Candidates

Hugh Mann -HM E-Candidates Date Filled Optional

Hugh Northman - HNORTHMANN Resources Salary Grade™® Optional

Hugh Southmann - HSOUTHMANN Stages Emph G * Optional

Hugh Westmann - HWESTMANN mployee Groups ptional

Tan Waite - SFC0009 Holiday Allowance Optional

Izzie Stephens - SFC1009
James Jordan - SFC0010

Janette Manrara - SFC0011 Interview Date Optional
Joanne Clifton - SFCD012

Hours Optional

John Byrmes - SFC0013 Interviewer(s) Optional

Karen Clifton - SFC0014 Location™ Optional

Karen Hardy - SFC0015 Activity Group* Optional

Katya Jones - SFC0016 -

Katya Virshilas - SFC0017 Activity’ Optional

Kevin Clifton - SFC0018 Location™® Optional

Kristina Rihanoff - SFC0019 -

Len Goodman - SFC0202 Line Manager Optional

Marie Hanson - 3 Number of Candidates Optional

Martin Finney - MARTIN I

Martina Hingis - SFC0150 v Note Optional v
D Toggle All on/Off @ Captions O Field Names

Values Save Close

8. If you wanted to restrict by School for example scroll down to the second
Location field.

9. Click in the Restrictions box then click Values

10. A new window opens for you select the locations

& Location X |

Combined Central Services
Eastern High School

New Horsizons Childrens Academy
Northern High School

Southern High School

Western High School

Select Close

© Jane Systems Ltd 2020
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11. Click on the location/s then click select.

& Location K

Combined Central Services
Eastern High School

New Horsizons Childrens Academy
Northern High School
Southern High School
Western High School

12. The fields are now populated. Click Save before you leave.

© Jane Systems Ltd 2020
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Process Summary Checkpoint

O

O

New Vacancy requested through the Self-Service Portal.
Workflow generated to alert HR a new Vacancy has been requested.
Vacancy checked and approved by HR Team in Windows Application.

Workflow generated notifying the Vacancy has been opened and
approved or rejected.

| Frame has been created and is now live on the Vacancies section of
your website.

Candidate can now search for the Vacancy and apply online.

The candidate can find out more about the Vacancy by clicking Read More.

Note that the fields displayed can be changed on the | Frame, see section
“Changing | Frame Content” for instructions.

Clicking Read More opens further details relating to the Vacancy.

ACTING DEPUTY HEAD

Reference: 0000000018
Vacancy: 0000000018
Department: Management
Hours: 37
Location: 30

Minimum Salary: £50,000
Maximum Salary: £60,000
Closing Date: 06/01/2020

READ MORE ©

© Jane Systems Ltd 2020
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Vacancy Details

In the below example, we have included default settings such as the Activity
and Department. The fields displayed as below can be configured differently

upon request.

ACTING DEPUTY HEAD

SUMMARY

Description
Reference
Closing Date

DETAILS

Activity
Description
Hours

Weeks Per Year
Department
Minimum Salary
Maximum Salary
Contract Type

DOCUMENTS

There are no additional documents for this vacancy.

Acting Deputy Head
0000000018
06/01/2020

Acting Deputy Head
Acting Deputy Head
37

0

Management
£50,000

£60,000

Permanent

VACANCIES LOG IN

Please log_in to apply for this vacancy. If you are not registered yet you can register here.

@ BACK

© Jane Systems Ltd 2020
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Adding further details to the Vacancy

To add further supporting information relating to the Vacancy, such as a Job
Specification, type or paste the details into the blank box:

Vacancy Workbench > Notes

|l % Rils Phil Hayes (PHIL) - Jane HR - Jane Systems (99990) - Trainers Shared Database - Philip Hz

Home HR Record Queries Recruitment
 IR®Q EES O A - & &
Il Q= E S g1

New Edit Delete View  Define Save | Print  Pnnt Expand Collapse Select Enable Word Excel Search Attachments Notes
Preview Filtering (0)
Maintenance Grid Options Office Functions Display Search Other
% Definitions (0000008287) Vacancy Workbenc
‘}( Functions | § Notes % |
Vacancy Workbench | |
Candidate Workbench | I | salary Activity
Equality Details { |PASTE DETALS IN HERE 000.00 Director of HR
Import User Defined Portal Forms 1 00.00 Business Manager
i 000.00 Administrator - Cardifi

000,00 Afterschool Lead

( 000.00 ICT Technician

000.00 Acting Head

1 000.00 Assistant Head of Aca
( 000.00 Admin Lead

hﬂ.ﬂn HR Business Partner
1 p00.00 Acting Deputy Head
0.00 Payroll Manager

0.00 Payroll Manager

Example:

=) Motes pe

Job Description| |

Develops lesson plans which meet established school and national curriculum models

Adapts and reassesses lesson plans to meet spedific student needs, comply with newly implemented
guidelines or rules, and to update relevant information and indude new developments in education
Manages the diverse ability levels of students

Adapts curriculum to fit student needs while maintaining overall dass progress

Possesses and continually develops working knowledge of national curriculum programmes and framewarks
Assesses and records student development, while identifying problem areas and areas which need attention
and improvement

oK Cloze

© Jane Systems Ltd 2020
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TESTING

SUMMARY

Activity Accountant
Description TESTING
Hours 21
Department Diomestic Science
Minimum 5alary £21
Maximum Salary £13
Contract Type Permanznt
DETAILS

Description TESTING
Reference 0000000028
Closing Date 2110142021
JOB DESCRIPTION

Develops lesson plans which meet establizhed school and national curriculum models

This will then publish the Job Description text on the live Vacancy.

LOG N REGISTER

Adapts and reassesses lesson plans fo meet specific student needs, comply with newly implemented guidelines or rules, and to
update relevant information and include new developments in education

Manages the diverse ability levels of students
Adapts curriculum to fit student needs while maintaining overall class progress
Posseszes and continually develops working knowledge of national curriculum programmes and frameworks

Assesses and records student development, while identifying problem areas and areas which need alfention and improvement

DOCUMENTS

There are no additional documents for this vacancy.

Please log in to apply for this vacancy. If you are not registered yet you can register here.

@ BACK
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Attaching Documents

Attach any number of supporting documents to give further clarification to the
Vacancy, for example a Job Specification in PDF format.

To attach a document to the Vacancy on the | Frame:

From the Vacancy Workbench, Select the Paperclip Attachment from the
Toolbar to import the desired document from your local machine.

LN ] Fls Phil Hayes (PHIL] - Jane HR - Jane Systems (99999) - Trainers Shared Database - Philip Hayes (98753) - Current

HR Record Queries. Recruitment

- = T @ @ @ | MNotes m
— —
g% & 19 = Q5 &
MNew Edit Delete View Define Save | Print  Print Expand Collapse Select Enable Word  Excel Search Close
Preview Filtering
Maintenance Grid Options Office Functions Display Search Recruitment
%4 Definitions (0000008287) Vacancy Warkbench
3R Functions Drag a column header here to group by that column.
Vacancy Workbench
Candidate Workbench Contract Start Date Vacancy Vacancy Status Department Description  Maximum Salary Activity Minimu  Reference
Equality Details 02/02/2020 0000000004 Open Management Test HR Director 70000.00  Director of HR 50000 001
Import User Defined Portal For 2971172019 0000000005 Open Management Business Manage 5000000 Business Manager 45000 0000000005
28/11/2019 0000000006 Rejected Administration Admin IT 50000.00  Administrator 35000 0000000006
30/11/2019 0000000008 Open Music Art and Drama Dept AsLT 25000.00  Afterschool Lead 20000 0000000008
02/12/2019 0000000010 Awaiting Approval Management ICT Technician 22000.00 1T Technician 20000 0000000010
30/11/2019 0000000011 Awaiting Approval Key Skills Dept test PH 33000.00  Acting Head 30000 0000000011
24/01/2020 0000000012 Open Humanities Dept Assistant Head o 40000.00  Assistant Head of Academy 35000 003
02/12/2019 0000000013 Open Administration Admin Lead 3 35000.00 Admin Lead 25000 0000000013
0000000014 Awaiting Approval Management 0003 30000.00  HR Business Partner 20000 HRBP
12/01/2020 0000000018 Open Management Acting Deputy H £0000.00 Acting Deputy Head 50000 0000000018
& Attachments - [m] X
View Type

Vacancy Documents

[

TESTCV
DOCUMENT d
acx

Re-fresh the | Frame and the document will be present on the Vacancy:

DOCUMENTS

The following documents are available relating to this vacancy

TEST JOE SPECIFICATION docx

Please log_in to apply for thiz vacancy. If you are not registered yet you can register here.

0O BACK
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Applying for the Vacancy
New candidates will need to Register for an account by filling in the below
VACANCIES

form:
REGISTER
*First Mame: *Last Name:
*E-Mail:
*Password: *Confirm Password:

REGISTER

REGISTER

Log in to view the current Vacancies and apply.
VACANCIES

Use the link to re-set a forgotten password.

LOG IN

Email:
philip.hayes@jane-systems.co.uk

Password:

rrEaran

28
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Any Vacancies requested through the Portal and approved through the
Windows Application will appear immediately as live on your website through

the | Frame.
DASHBOARD
VACANCIES
Find a job... SEARCH
TEST HR DIRECTOR BUSINESS MANAGER
Reference: 001 Reference: 0000000005
Vacancy: 0000000004 Vacancy: 0000000005
Department: Management Department: Management
Hours: ar Salary Grade: K
Location: 40 Location: 40
Minimum Salary: £50,000 Minimum Salary: £45,000
Maximum Salary: £70.,000 Maximum Salary: £60,000
Closing Date: 15/11/2020 Closing Date: 14/11/2020
READ MORE © READ MORE ©
ASSISTANT HEAD OF ACADEMY ACTING DEPUTY HEAD
Reference: 003 Reference: 0000000018
Vacancy: 0000000012 Vacancy: 0000000018
Department: Humanities Dept Department: Management
Location: 10 Hours: 37
Minimum Salary: £35.000 Location: 30
Maximum Salary: £40.000 Minimum Salary: £50,000
Closing Date: 25/12/2019 Maximum Salary: £60,000
Closing Date: 06/01/2020
READ MORE © READ MORE ©

Select the desired Vacancy by selecting Read More > and apply

DOCUMENTS

The following documents are available relating to this vacancy:

TEST JOB SPECIFICATION.docx

Please log_in to apply for this vacancy. If you are not registered yet you can register here.

© Jane Systems Ltd 2020
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An application form will now be presented for the Candidate to complete. As
part of your REC02 delivery we will transpose your paper application form(s)
into online versions, which will be split out across multiple tabs for completion.
The Candidate will need to complete each tab, ensuring mandatory fields are
completed where marked with a red asterisk *

Please see below example Application Form.

[ VAGANGIES |
APPLY

Please be aware that your log in session is 20 minutes. Make sure you save a draft or submit before this time expires.

VACANCY SUMMARY

Description Acling Deputy Head
Reference ooooQo0013
Closing Date 08/01/2020

1. Perzonal Details 2. Qualifications 3. Referees

1. PERSONAL DETAILS

Title Flezse select... v
Forenames
Date OFf Birth dd-mm-yyyy =1
Marital Status Please select._. v
Gender Please select._. v
Country of Birth Please select. . v
Ethnic Crigin Please select._. v
NEXT ©

* indicates a required field

ATTACHMENTS

You may attach your CV to this application if you wish, but doing s0 is optional.

X ATTACH YOUR CV

You may attach up to 2 supporting documents fo this application.

£ ATTACH SUPPORTING DOCUMENT

O BACK B SAVE DRAFT SUBMIT APPLICATION ©

© Jane Systems Ltd 2020
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Other Features of the Application Form

We do advise saving the application regularly when working through the tabs.

Candidate Dashboard
Partially completed / draft applications can be saved and accessed through the
Candidate Dashboard

VACANCIES LOGOUT

DASHBOARD

YOUR DETAILS

Name Philip Hayes
Email philip_hayes@jane-systems co.uk

EDIT YOUR LOGIN INFO & EDIT YOUR SAVED APPLICATION #

YOUR APPLICATIONS

Reference Title Last Updated Status

0000000009 02/12/2019 Draft

0000000015 02/12/2019 Draft

0000000018 Acting Deputy Head 231212019 Draft
Attachments

Candidates can attach CV’s and Supporting documents to supplement their
application using the below import functionality.

ATTACHMENTS

You may attach your CV to this application if you wish, but doing so is optional.

X ATTACHYOUR CV

You may attach up to 2 supporting documents to this application.

X ATTACH SUPPORTING DOCUMENT

@ BACK B SAVE DRAFT SUBMIT APPLICATION ©
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Submitting Application
Once all the tabs on the form have been completed, the click the Submit

Application button.

SUBMIT APPLICATION &

The Candidate will be advised if there are any errors with the forms, with a
message for correction presented on screen, for example:

ATTACHMENTS

You may attach your CV to this application if you wish, but doing so is optional.

X ATTACHYOUR CV

You may attach up to 2 supporting documents to this application.

X ATTACH SUPPORTING DOCUMENT

O BACK B SAVE DRAFT SUBMIT APPLICATION ©

A pop box will appear, asking if you want to update your saved application for
the next time you may apply for another Vacancy.

Do you want to update your saved application for the next time you may apply for another vacancy?

YES NO

The | Frame and Application Form part of the process are now complete.
Thank you message as below confirms successful submission of application

form.

THANK YOU

We are pleased to confirm that your application was submitted successfully. You can view the details of your application via the dashboard.

© Jane Systems Ltd 2020
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HR Portal — Candidates

Line Managers now control several routes available for the Candidate after
applying for the Vacancy, and they can be moved through the below queues or
stages:

Applied, Shortlisted, Interviews, Provisional, Appointed, Rejected.

& Candidates
Applied
Shortlisted
Interviews
Provisional

Appointed

Rejected

Candidates - Applied

After applying for the Vacancy, the Candidate will appear in the Applied
section of the Portal.

Highlight the Candidate to either change the Stage, add Notes, view
Attachments or to view Application Details in PDF format.

© Jane Systems Ltd 2020
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>
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% Applied

Candidates — Applied - Stage

Select Stage to move the Candidate through the Recruitment process and the
associated steps within the Portal.

A Candidate Information Summary box is returned.

After a candidate has applied, the next step is to either Invite to interview,
Reject as unsuitable or Shortlist.

© Jane Systems Ltd 2020
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o6 TheKite Academy Trust > Re X | o NormanHay > NormanHay X | @ Bishop Wheeler Catholic Ac: X | & The Olympus Academy Trust X | o Education SouthWest> PS¢ X & Applied

<« C @ trainersselfservice.global/api/candidates/applied

Invite to Interview
If required, complete the Interview Date and times if wish to proceed the

Candidate further — see above example.

Rejected as Unsuitable Candidate
Will remove the Candidate from the process.
Workflows can be added at this point.

Request References
References can be requested from those nominated on the Application Form

via a Workflow.

Shortlisted
Shortlisted moves the Candidate on as suitable for the next stage within the

process.

Candidates - Shortlisted
Staging the Candidate to Shortlisted moves them to the Shortlisted queue.

© Jane Systems Ltd 2020
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Candidate stage changed.
For Recruit o

Philip

@m Attachment=
sumame Vacancy eference Vacancy Description Candidate Reference age Date Applied ment Sourc
Actng Daputy Heze Shortetes

0000000018

Options from here are to Invite to Interview or Reject as Unsuitable Candidate

Shortlisted

*Stage

Interview Details:

When you stage the Candidate on to Invite to Interview, they will disappear

from the Shortlisted queue.

© No Shortlisted Candidates

HR now need to check the interview details and then change the status to

Approved for First Interview.

ﬂ mm More Detailz Search:
e Vacancy Referance Vacaney Description
0000000018

Date Applisd Recruitment Source Candidate Reference
Invits to Tntervizu

Surname
Asting Deputy Hazd

Forenames

© Jane Systems Ltd 2020
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Candidate — Interviews

X & Candidete Detsils x|+ - 8 x
“ C @ trainersselfservice.global/ap/candidates/interview 2 & O

JaN€Ciin

% Interviews

>
>
>
>
>
>
>
>
>
>
>
b
>
>
>
>
v

From here, select the Candidate to either Please approve for conditional offer,
or Rejected after first interview.

& intevens x 4+ - 8 x

ax* Bag[eO:

Click Submit to make any changes.

The Candidate will disappear and will move to the Provisional or Conditional

Queue if this is the desired route.
© Jane Systems Ltd 2020
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Please note at the Interview stage, and if the Candidate is staged to Please
Approve for Provisional Offer, HR will need to review this in the Windows
Application > Recruitment > Candidate Workbench

© Jane Systems Ltd 2020
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Candidate Workbench

The next stage of the process is actioned in the Windows Application.

Recruitment > Candidate Workbench

The HR Team now need to view the record and review the Candidate detail. If
everything is OK, set the Stage to Approved for Provisional Offer.

3 ﬂ x 5 Admin (ADMIN) - PSPeople - Jane Systems (99999) - Trainers Shared Database - Mark Sloan (SFC1003) - Current -

Home  HRRecord  Queries | Recruitment
REERQE FE®wQE E 2 & L0 HE < ]
' !

New Edit Delete View | Define Save | Print Print | Ecpand Collapse Select | Enable Word  Excel Attachments  Notes Close
Preview Filtering )
Maintenance Grid Options Office Functions Other Recruitment
“ Definitions (0000020749) Candidate Workbench
R Functions Drag a column header here to group by that column.
Vacancy Workbench
Candidate Workbench Forenzmes Surname Stage Department  Date Application Sent Activity Reference
Equality Details Hayes Please approve for provisional offer Key Skills Dep  16/06/2020 Administrative Assista 0000000021
Import User Defined Portal Forms Steven Williams Please approve for provisional offer Administration 16/06/2020 Afterschool Assistant  Test100

Stage now set to Approved for Provisional offer. This can trigger Workflow
derived Contracts and Offer Letters if configured.

= Details
Aot Stege  Seect  Attadh
e or
Itk E
Suname b
agores: 0 v Sweat
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Appoint Candidate

Once the Candidate has been Approved for Provisional Offer, the HR Team can
Appoint the Candidate when they are ready to do so.

Edit the Candidate from within the Candidate Workbench and navigate to the
Details section and click the Appoint Button.

H m AR = Admin (ADMIN) - Jane HR - Jane Systems (99999) - Trainers Shared Database - Brendan Cole (S
Save Close | Attachment
% Definitions
' Functions 4 Details
Appoint [Ftage  Select Attach

Title Mr v

Forenames Philip

Initisls ]

Surname Hayes |
Address 100 High St |

Swansea |

Clicking Appoint activates the HR Function Wizard where users can enter a new
Employee Reference number. The wizard will also be presented if Employee
Reference auto generate is switched on. If you do not enter a number here,
the Wizard will default to the next available employee number.

A message is returned advising successful Employee Reference record creation.

& HR Function Wizard X

New HR Record "
Unique Employee Reference e ‘ ‘

Manually Entered Reference.

Please provide a unique employee reference for the new HR Record. This will be
checked to verify that it does not already exist.

HR. Message Centre bt
Next Employee Reference

Employee Reference : 98765 created/updated.

The basic details used when applying for the Vacancy will be pulled through,
i.e. Personal details, Qualifications etc.

© Jane Systems Ltd 2020
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Portal Functionality — Candidates

The following functionality is available when managing Candidates within the
Portal. Select the Candidate row to activate functionality

Lo e s et

Notes

A free format text area is available and can be used to add any information
relating to the Candidate. This information is not visible to the Candidate.

Select the Candidate > Notes

Attachments

Select the Candidate > Attachments > View or Add New Files to attach files to
the Candidate

R sepin % | Condidien Dt x| +

© Jane Systems Ltd 2020
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Details

A Candidate Details Summary PDF is available, example as below.

Select the Candidate > Details

% Applied

A PDF is presented which can be printed off.

The fields are configurable.

Candidate Details Jane“l

Candidate Reference 15119

Vacancy Acting Deputy Head

Date Applied 23/12/2019

Recruitment Source

Personal Details

Title Mr

Forenames Philip

Surname Hayes

Address 100 High St
Swansea

Post Code SA2 OLT

Interview Details

Interview Date 18/12/2019

Start Time 09:00

End Time 10:00

© Jane Systems Ltd 2020
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The details present on the Candidate Summary PDF are configurable and can
be amended by PSP using Form Builder.

System Setup > HR Portal > Form Builder > Form Name

Move desired fields over from Available to Selected.

N s Adrmin (ADMIN) - Jane HR - Jane Systerns (99999) - Trair

Home  HRRecord  Queries System Setup
EPER IR@R EES O 8

MNew Edit Delete View | Define Save | Print  Print Expand Collapse Select Enable Word  Excel Close
Preview Filtering
Maintenance Grid Opticns Cffice Functicns System Setup
Housekeeping ~ .
"# ) & Form Editor >
x Security Access
x Authorisation Centre Form Builder
ﬁ HR Portal Create, delete and modify forms for use in the SharePoint Portal, Mobile
Definitions Portal and Candidate Capture site.
Self Service

Authorised Users Description REC - AU - Candidate Details (Print)

Reject Reasons

Form Builder Reference Code AUPCANDET

Update Mobile Passwords Search
“Q Custom Queries
A Audits

prin

|
& Form Builder - O X

Form Builder

Edit your form by setting the below properties. You can include/exclude data items on your form, as well as change the order that
they appear in. You can also select a data item and click on "Edit tem’to edit the properties.

Form Properties
Reference Code AUPCANDET
o ETE [REC - AL - Candidate Details (Print) |

User Role Authorised User ~
Label Width (%) [ ]

Form Type |D|sp|a=,' Only -

Disable if Payroll Locked? []

Data ltems
Available Selected

Initials ~ Include ~
Date Of Birth Candidate Reference

Marital Status Vacancy

Gender Eriic Date Applied

Country of Bith Recruitment Source

Ethnic Origin Edt ftem

Age Band

Registered Disabled Add Header Personal Details

Related Disabilitty

Stage Add Tab

Total Attributes Score Title:

Matched Attributes Scor Forenames

Employee Reference Sumame

Notes

Existing Employee Address

Reference

Mationality

Community Background

Recruitment Method v v

Move Up Move Down
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Additional Information and Functionality

Workflows

A workflow is an automated process built into the system that frees up your
time and gives you an auditable record of activity. Recruitment workflows help
you maintain a record of recruitment activity, keeping candidates informed

and setting triggers for appropriate action at whatever stage of the process
you choose.

Workflow > Processes

Selecting the Processes option in the Workflow module will display the
maintenance screen listing all the existing workflow processes showing their
code and description. From here new Workflows can also be added.

The workflow module uses the term Workflow Process to describe the
procedure which triggers the first action to be performed.

Workflow > Actions

The term Workflow Action is used to describe the operation which is to be
performed when the process occurs. This could be something like sending an
email, producing a Word document such as a letter.

Please refer to attached for further information regarding Workflows.

=

2. Workflow
Training (2).pdf

© Jane Systems Ltd 2020
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By default, the Recruitment module provides the below Workflows as

standard.
Vacancy
Submission of Vacancy Request notification email to HR team
Approval of Vacancy Request notification email to Requester
Decline of Vacancy Request notification email to Requester
Closing within 3 days notification email to All candidates with
draft applications
Candidate
Submission of Job Application notification emailto  Candidate
Change of stage to approved for first interview notification emailto ~ Candidate
Change of stage to approved for first interview notification emailto  Candidate
Change of stage to approved for second interview notification emailto  Candidate
Change of stage to approved for provisional offer notification emailto  Candidate
Change of stage to references requested notification emailto  Referees
Change of stage to acceptable references received notification emailto  Candidate
Change of stage to acceptable references not rec’d notification emailto  Candidate
Change of stage to Rejected after 1* interview notification emailto ~ Candidate
Change of stage to Rejected after 2nd interview  notification emailto ~ Candidate
Change of stage to Rejected as unsuitable notification emailto  Candidate

Jane Systems / PSP can provide Workflow training upon request.

© Jane Systems Ltd 2020
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The Vacancy Workbench

Recruitment > Vacancy Workbench

The Vacancy Workbench area provides the Recruitment Team with a snapshot,
status, and inventory of all current Vacancies. Vacancies can either be
generated through the Portal by a Line Manager or added directly into the
Vacancy Workbench by the HR Recruitment team who have access to PSP.

Both entry points have the same desired outcome - generating a live Vacancy
on the careers section of your website.

I m x = Phil Hayes (PHIL) - Jane HR - Jane Systems (99999) - Trainers Shared Database - Tim Wonnacott (SFC0159) - Current - TEA

Home HR Record CQueries

p— — p— — — — —
CEE®QR =& ES B
New Edit Delete Define Sawe | Print  Print Expand Collapse Select Enable Word  Excel Close
Preview Filtering
Maintenance Grid Cptions Office Functions Recruitment
%4 Definitions

Functions
i Vacancy Workbench I
- —

Candidate Warkbench
Equality Details
Import User Defined Portal For

© Jane Systems Ltd 2020
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All Vacancies will appear in the Vacancy Workbench.

I Ris
Home HR Record Cueries

7 B [a

New Edit Delete View

Define

Save

Maintenance

% Definitions

x Functions
Vacancy Workbench
Candidate Workbench
Equality Details
Import User Defined Portal For

Vacancy
0000000003
0000000004
0000000005
0000000006
ooooooooo7?
0000000008
0000000009
0000000010
0000000011
ooooooooiz
0000000013
ooooooooi4
0000000015

-

-
= Q
Print Expand
Preview

Grid Options

Print

Recruitment

Vacancy Status
Open

Open

Open

Rejected

Open

Open

Open

Awaiting Approv
Awaiting Approv
Open

Open

Awaiting Approv

Open

T @
= ‘&b
Collapse  Select

Drag a column header here to group by that column.

Department
Key Skills Dept
Management
Management
Administration

Key Skills Dept

Music Art and Dram  ASL IT

Languages Dept
Management
Key Skills Dept
Humanities Dept
Administration
Management

Management

Phil Hayes (PHIL) - Jane HR - Jan:

V| Motes m

Enable Word  Excel Search
Filtering
Office Functions Display Search
Description Activity Reference
Acting Head Acting Head 0000000003
Test HR Director Director of HR 001
Business Manager Busi Manage 5
Admin II Administrator 0000000006
Administrative Assis  Administrative As 0000000007
Afterschool Lead 0000000008
Test Deputy Head Acting Head TOH - PH
ICT Technician ICT Technician 0000000010
test PH Acting Head 0000000011
AssistantHead of &  AssistantHeado 003
Admin Lead 3 Admin Lead 0000000013
0003 HR Business Part HREP
BH 1 Behaviour Mana 002

Adding a Vacancy from the Windows Application

A new Vacancy can also be added directly into the Windows Application by the

HR Team, circumventing the Portal if required. To generate a new Vacancy:

Recruitment > Vacancy Workbench > New

b REFEX -

Home HR Re
=N Q
New Edit Delete View
Maintenance
‘hDeﬁn'lI:ions
XFunctions
Vacancy Workbench

Click on New and a blank Vacancy form will be presented for completion.

© Jane Systems Ltd 2020
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4 Details

Vacancy ||

- —

Vacancy Status Vi

sty | | =] |

Post Reference :I

Department

| |
Location | | L] |
Cost Centre | |

Salary Grade I 1 I

Whole Time Equivalent G

Scale Point [ |
o —
Weeks Per Year |:]
e[
Minimum Salary :I
Maximum Salary :I

Complete the form up to but not including Stages then save the vacancy and
close. Then click on vacancy workbench and the new vacancy will appear.

4 Details
Vacancy 0000000004 [HR Manager |
Reference IHRM 1408 I
Vacancy Status 1 Vacant v 1
Activity [94BE I \ lPersonnel Manager l
Post Reference
Department lDH | :[ lDirecbor of Housing I
Location [CITY I 3 J [Cenh'al Office I
Cost Centre [FA I si ] lAdministraﬁon ]
Salary Grade |s5 | [... | |Admin Scale 5
Whole Time Equivalent ’Full-time (Permanent) o ‘
Scale Point ’ v ‘
Weeks Per Year
Minimum Salary
Maximum Salary

© Jane Systems Ltd 2020
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Key Dates

The entries in Key Dates need to be accurate because the data will be used to
create a new employee record for the successful candidate.

4 Key Dates
Approved 09/07/2018 |7
Advertised 08/07/2018 |
Closing Date 23/07/2018 |7
Interviews 30/07/2018 5]
Date Filled [
Appointment Date A1 =
Contract Start Date =
Contract End Date ) =

Other Characteristics

You can attach further Characteristics to the Vacancy here, such as
Employment Status, Contract Type etc.

a QOtherCharacteristics

Activity Categaory |:| | |
] |
Employment Type |:| | |
Employment Status v, | [Full Time |
Contract Type PRM .. | [Permanent |

© Jane Systems Ltd 2020
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Stages

Move all the Stages to the Selected section and set whatever interview stages

are helpful to you. We advise moving all Stages over to Selected.

4 Stages

Available

Add
»
Add All
4
Remaove

L

Remaove All

Resources

Selected

AP - Appointed

DR - Draft

OF - Offered

PA - Please approve for provisional offer
SA - Application Submitted

SH - Shortlisted

55001
ST010
STO20
ST030
STO40
5TO50
STO60
STO70
STOB0
ST0S0

- Invite to Interview

- Approved for first interview

- Rejected as unsuitable candidate

- Approved for second interview

- Rejected after first interview

- Approved for provisional offer

- Rejected after second interview

- Acceptable references received

- Acceptable references not received
- Approved for start date

Save

Interview Template

All day, 1 hour slots

MNone
Stage Changes
(@ As Selected Above E
() IfEmpty Run

This allows you to specify and cost any advertising methods. Here we are given

a choice of Job Centre, Local Evening Paper and National Paper. You can

specify your own choices for these fields. You can log costs and descriptions of

activity for reporting purposes.

& Vacancy Resources

Recruitment Source

Job Centre

Local Evening Paper

National Paper
Western Mail

Description l

Cost I

Date

© Jane Systems Ltd 2020
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Candidates

A Candidate can be manually attached to the Vacancy from here, if required:

4 Candidates
= 1= 15

MNew Edit Delete View Attach Stage

Title | Forename Surname

Mrs Theresa Beer

© Jane Systems Ltd 2020
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Vacancy Workbench — Defining the Grid View

Users can configure the data presented on the Vacancy Workbench, with the
ability to add fields and columns to best suit the needs of daily Recruitment
activity.

Click the Define button from within the Toolbar to tailor the view and to add or
remove fields presented in the Workbench.

Use the Forward and Back arrows to add and remove fields as required. Click
finish and save to apply the new fields.

B REBERI -

Admin (ADMIN) - PSPeople - Jane Systems (99999) - Trainers Shared Database - Jedie Kidd (SFC0099) - Current - TEA

Queries Recruitment
=" = = e V| Notes
= Q|45 x5 ‘@
Print  Print Enzble Excel Search Close
Preview Filtering
Maintenance Grid Options Office Functions Display Search Other Recruitment
¢ Definitions (0000020745) Vacancy Workbench
2 Functions Drag a column header here to group by that column.
Vacancy Workbench
Candidate Workbench Closing Date Vacancy Status Department Description Activity Location Reference Minimum Salary  Maximum Salary
Equality Details 21/01/2021 QOpen Domestic Science  TESTING Accountant Combined Central Services 0000000029 2100 13.00
Import User Defined Portal Forms 17/12f2020 Open Languages Dept  Head Acting Head Northern High School 0000000054 50000.00 60000.00
28/11/2020 Open Management HR Business Part  HR Business Partner  Combined Central Services 0000000014 20000.00 30000.00
15/11/2020 Filled Ma (=) Query Definitions X 0000000004 50000.00 70000.00
14/11/2020 Open M3l User Defined Query 0000000005 45000.00 60000.00
07/11/2020 Open Mal  Select the required data items 0000000022 60000.00 70000.00
23/10/2020 Open Ad 0000000031 25000.00 30000.00
Query Results
08/10/2020 Open Ad Test100 15000.00 25000.00
Use the select/de-select function buttons to define the data items to be displayed in
31/08/2020 Open Ma|  the query resuts, 0000000032 25000.00 30000.00
28/08/2020 Open Hu 0000000055 50000.00 60000.00
21/08/2020 Open Mai |sca 0000000051 25000.00 30000.00
LY CALEGONY. o A > Activity (SUMMARY)
20/08/2020 Open Dol p Closing Date |sca 0000000053 17000.00 20000.00
Administrator Department (SUMMARY)
03/08/2020 Open Hul | advertisng Method >> Description 0000000034 45000.00 50000.00
Alternate Line Manager Location (SUMMARY)
31/07/2020 Open Adi | amended By e Maimum Salary 0000000049 30000.00 40000.00
Amended Date Minimum Salary
27/07/2020 Open L1 I el s PH Test 30000.00 35000.00
29/06/2020 Open Adi | Application Date < Vacancy Status (SUMVMARY) 0000000047 25000.00 30000.00
Appointment Date
23f06/2020 Open Key CRE Application Type HR Record 0000000021 25000.00 0.00
Commenits on Dedsion
15/06/2020 Open Ma{ |Contract End Date 0000000044 50000.00 65222.00
Contract Start Date
09/06/2020 Open Do{ |ContractType |sca 0000000046 20000.00 25000.00
Cost Centre
08/06/2020 Open Hul | Crested By - Totals 0000000038 25000.00 35000.00
08/06/2020 Open La 0000000038 35000.00 45000.00
08/06/2020 Open La <Back Mext > Finish Cancel |laca 0000000041 50000.00 53000.00
25/05/2020 Open Mai 0000000023 50000.00 £0000.00
06/05/2020 Open Managsment Acting Deputy He Acting Deputy Head  Southern High schaal 0000000018 50000.00 60000.00
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Candidate Workbench

Recruitment > Candidate Workbench

The Candidate Workbench area provides the Recruitment Team with a
snapshot, status and inventory of all Candidates that have applied for
Vacancies through the | Frame / online application form.

Critically, the Stage Column will provide the HR Team with an up to date status
of the Candidate’s application.

21 Hls Admin [ADMIN) - PSPegple - Jane Systems (99998) - Trainers Shared Database - Jodie Kidd (S

Home HR Record Queries Recruitment
APERCQEAE®E E EZS L0 HE < x)

Mew Edit Delete  View Define Save | Print  Print Expand Collapse Select Enable Excel Attachments  MNotes Close
Preview Filtering (0)
Maintenance Grid Options Cffice Functions Other Recruitment
"h Definitions (0000020749) Candidate Workt
R Functions Drag a column header here to group by that column.

Vacancy Workbench

Candidate Warkbench Date Application Sent Reference Farenames Surname Activity Department Stage

Equality Details 16/06/2020 Test100 Steven Williams Afterschool Assistant ~ Administration Shortlisted

Import User Defined Portal Forms 20/07f2020 PH Test Hayes Acting Deputy Head Languages De Draft
29/05/2020 0000000043 Hayes Administrator- Cardiff Administration Approved forprovisional
15/05/2020 0000000047 Hayes Breakfast Club Lead Administration
28/04/2020 0000000041 Acting Deputy Head  Languages De  Draft
14/04/2020 0000000038 AssistantHead of Aca Languages De Draft
16/03/2020 0000000036 Cover Supervisor Management Draft
06/04/2020 0000000034 Raymond Jones Acting Head Humanities De  Invite to Interview
14f07/2020 0000000032 Hayes Admin Lead Management  Approved forprovisional
07/02{2020 0000000027 Acting Deputy Head ~ Management  Draft
30/01f2020 0000000025 Admin Lead Administration Draft
26/02/2020 0000000025 Charlotte Wells Admin Lead Administration Approved forprovisional
260242020 0000000025 Julia Jones Admin Lead Administration
260242020 0000000025 Leigh Sullivan Admin Lead Administration Appointed
26f0242020 0000000025 Emma Williams Admin Lead Administration Approved forprovisional
21f01f2020 0000000024 Acting Head Management Draft
16/06/2020 0000000021 Hayes Administrative Assista  Key Skills Dep  Please approveforprovis

© Jane Systems Ltd 2020
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When the Candidate applies for the position through the | Frame, the
completed application form data is stored in designated sections with the
Candidate Workbench area of PSP.

For example, Personal details, Equality information, Referees etc as per the
data entered into the online application form.

Click on the arrow to expand and present the data.

DI ﬂl EEX - Admin (ADMIN) - PSPeople

Home R Record Queries Recruitment Form

Save Close | Aftachment

%y Definitions
x" Functions Details
Vacancy Workbench
Candidate Workbench Key Dates
Equality Details
Import UserDefined Portal Forms Equality
Summary
Candidates Supporting Statement
Credentials
Interviews
Referees
Previous Employment
Attributes
History
Example:

Ea - RRecord  Queries  Recruitment  Form
E 8 é/“

Save Close | Attachment

%4 Definitions
42 Functions Details
Vacancy Workbench
Candidate Workbench Key Dates
Equality Details
Import User Defined Portal Forms 4 Equality
Nationality F | ] [Fon |
Country of Birth ‘FI | |F|n\and |
Ethric Origin [crie | I.. | [Hong kong Chinese |
Disability
Age Band ‘654— | |65 + |

© Jane Systems Ltd 2020
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Candidate Workbench — Defining the Grid View

Users can configure the data presented on the Candidate Workbench, with the
ability to add fields and columns to best suit the needs of daily Recruitment

activity.

Click the Define button from within the Toolbar to tailor the view and to add or

remove fields presented in the Workbench.

Use the Forward and Back arrows to add and remove fields as required. Click
finish and save to apply the new fields.

Click the Vacancy button to pull Vacancy related fields into the Candidate

Workbench view.

EEX s

El o HRRecod

Define fSave

New Edit Delete View

Maintenance
% pefinttions
R Functions
Vacancy Workbench
candidate Workbench
Equality Details
Import User Defined Portal Forms.

Queries

Admin (ADMIN) - PSPeople - Jane Systems (99999) -

Recruitment

Jol

Enable
Filtering
Office Functions

@) )

Excel

= (G
= lQ
Prnt  Print | Expand G

Preview
Grid Options

Drag a column header here to group by that column.

Date Application Set Reference Forenames sumame
16/06/2020 Test100 Steven williams
20/07/2020 PH Test Hayes

29/05/2020 0000000049 Hayes

15/05/2020 0000000047 Hayes

26/04/2020 0000000041

14/04/2020 0000000038

16/03/2020 0000000036

06/04/2020 0000000034 Raymond Jones
14/07/2020 0000000032 Hayes

07/02/2020 0000000027

30/04/2020 0000000025

26/02/2020 0000000025 Chariotte Wells
26/02/2020 0000000025 Julia Jones
26/02/2020 0000000025 Leigh Sullivan
26/02/2020 0000000025 Emma Williams
21/0y/2020 0000000024

16/06/2020 0000000021 Hayes

26/02/2020 0000000018 Kirstie John

26/02/2020 0000000018 Leigha Sullivan

© Jane Systems Ltd 2020
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Attachments  Notes

o
Other

Actwity
Afterschool Assistant
Acting Deputy Head
Administrator-Cardiff
Breakfast Club Lead
Acting Deputy Head
Assistant Hezd of Aca
Cover Supervisor
Acting Head

Admin Lead

Acting Deputy Head
Admin Lead

Admin Lead

Admin Lead

Admin Lead

Admin Lead

Acting Head
Administrative Assista
Acting Deputy Head

Acting Deputy Head

55

Close

Recruitment

Department
Administration
Languages De
Administration
Administration
Languages De
Languages De
Management

Humanities De
Management

Management

Administration
Administration
Administration
Administration
Administration
Management

Key Skills Dep
Management

Management

Trainers Shared Database - Jodie Kidd (SFCO0

(0000020749) Candidate Workbench

stage

99) - Current - TEA

Shortlisted
Draft

Approved forprovisiond

Draft

Draft

Draft

Invite to Interview
Approved forprovisiond
Draft

Draft

Approvd forprovisiond

Appointed
Approvd forprovisiond
Draft

Pleaseapprove forprovis

Shortiisted

Approved forprovisions

£ Query Definitions.

User Defined Query

Select the required data tems

Query Restits

Use the select/de-select function buttons to define the data items to be displayed in
the query resuis.

Date Appication Sent
Forenames

Address ~ >
Age Band

Commurity Background Notes
Stage (SUMMARY)

Date Rejection Sent.
Date of Invite to Interview
Dependants

IS

Disability

Disclosure Received

Disclosure Reference
Disclosure Requested

EMail Address

Employes Reference

End Time

Ethnic Origin v

Vacancy

Totals

<Back Next > Finish Canezl
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Form Builder

Users can build Vacancy profiles by defining and prioritising applicant
information. With Form Builder you can make any information request
mandatory. You set the priorities for each individual vacancy.

Home HR Record Queries System Setup
p— — — e — (@Y
= — T= @
=y | 5 i 02700
&7 B [Q i E e L
New Edit Delete View Prin Print Expand Collapse Select Enable Word  Excel
Preview Filtering
Maintenance Grid Options Office Functions

b “Q Housekeeping
x Security Access
14 R Authorisation Centre
4 fD HRPortal
Definitions
Self Service
Authorised Users
Reject Reasons
Form Builder
Update Mobile Passwords
V] “Q Custom Queries
Application Function
4 R Audits
Audit Requirements
Audit Report

System Setup

In this example an Authorised User is requesting a new vacancy

AU — Vacancy (Submit)

HR Record Queries System Setup
= F i ]| =
Ed E Ea|= Q| =
View | Define Save | Print Print Expand
Maintenance Grid Options

‘a Housekeeping
X Security Access
W Authorisation Centre
£ HR Portal
Definitions
Self Service
Authorised Users
Reject Reasons
Form Builder
Update Mobile Passwords
‘h Custom Queries
Application Function
W Audits
Audit Requirements
Audit Report

© Jane Systems Ltd 2020
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Collapse  Select

Word  Excel

Enable Close
Filtering

Office Functions |

System Setup |

& Form Editor

Form Builder

Create, delete and modify forms for use in the SharePoint Portal, Mobile
Portal and Candidate Capture site.

*SS - Sickness Certify (Submit)
AU - Appraisal (Submit)

AU - Appraisals

AU - Candidate (View)

AU - Current Employee (View)
AU - Disciplinary (Submit)

AU - Mileage Expense (Submit)
AU - Next of Kin (View)

AU -Refer (Amend)

AU - Report Absence (Submit)
AU - Return to Work (Submit)
AU - Selected Employee (View)
AU - Sickness with Type (Submit)
AU - Timesheets (Submit)

AU - Vacancy (Amend

AU - Vacancy (Submit)

AU - Vacancy (View)

Employee Details (View)
Employee Summary

Employee Summary Card
Empoyee Summary

External Candidate - Education
External Candidate - Referees
External Candidates

External Candidates - Employment History
External Candidates NEW
Holiday Request

MY Summary v

56

Description AU - Vacancy (Submit)

Reference Code AUSVAC

e I E—

=SS -Return to Work (Amend) ~

Edit
Delete

Refresh

Import

Export

Duplicate
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By editing the form, you can change the order in which items appear and set
priorities by applying mandatory status. In this case Notice Period has been
made the lead item on the form and designated mandatory.

& Form Builder - ] X

Form Builder

Edit your fom by setting the below properties. You can include/exclude data items on your form, as well as change the order that
they appearin. You can also select a data item and click on ‘Edit ltem’to edit the properties.

Form Properties
Reference Code AUSVACDET
Form Name | AU - Vacancy (Submit)

User Role Authorised User ~
Label Width (%) [ ]

Form Type [Update - 0 Authorisation v

Disable if Payroll Locked? []

Data ftems
Available Selected
Note A Include
Notice ‘lzlpe gdivity
Holiday Allowance escription
Scale Point Brclude Contract Type
Line Manager Salary Grade
Temms Edt ltem Start Date
Use Default Terms Closing Date
Appointment Date Add Header Applied via website?
Posted Date Question 1
Application Date Question 2
Hours Question 3
SoC Interviews
Activity Group Cost Centre
Advertised
Employment Type
Employment Status
CRB Application Type
Number of Candidates
Post Reference b

- Move Down

Finish Cancel

© Jane Systems Ltd 2020
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Activating Users

In order to provide users with access to the Vacancies and Candidates
functionality in the Portal, the user must be set up in the Windows Application.

. 48 Vacancies

&} Candidates

HR Record > Other > Office Directory > Self Service Role > Add RECRUIT > Click
OK

If using multiple Role Settings, chose the Combine option from the drop-down.

b Rl= Admin (ADMIN) - Jane HR - Jane Systems (99999) - Trainer.

Heme HR Record Queries System Setup
F ), [ ] T = oy [A p . . ¥| Options
ERER EE= R g B

. ummary

- T @
= x= &

New Edit Delete View Define Save | Print  Print Expand Collapse Select Enable Word  Excel
Preview Filtering hd Notes
Maintenance Grid Opticns Office Functions Display
P |
(& HR Record § Office Directory X ‘
[F= Personal
[F= Credentials E Mail Address |ph\|ip.hayes@janeiystﬁ'ns.co‘uk |
[F= Other
Permits Office Phone Number /Extension | |
Issues Location @ <« | Southern High School
Single Record
Extended Equality Building v
Office Directory
Room ~
TRAC
Accidents At Work Windows User 1D I
[~ Employment
[ Payroll Details HR Appiication User 98765 wee | [Philip Hayes
[F= Payroll Functions LDAP Application User :]
[~ Balances
[F Teachers Pension Self Service Role lRECRUl'ﬂ II
[~ Workforce Census
Role Settings v
Access Stamp I
Self Service Password I ] Update
OK Close

The Self-Service Password can also be updated from within the Office Directory
screen.

© Jane Systems Ltd 2020
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Line Manager Status

In order to request a Vacancy, the user must be a Line Manager.
This can be set up at:

HR Record > Employment > Duties > Self Service > Line Manager

‘l &% Ri= Admin (ADMIN] - Jane HR - Jane Sys
Home HR Record Queries System Setup

New Edit Delete View Define Save | Print  Print Expand Collapse Word  Excel
Preview -
Maintenance Grid Options. Office Functions
[ HR Record # HR Application Duties X
[~ personal
[ Credentials Philip Hayes (98765) . ‘ ‘
[ Other Functions L]
= Employment
- Terms Application Duties
Probation Select the functional duties within the HR application that the selected employee is
allowed to perform.
Vehicles
Holiday Allowances For example can Philip Hayes be considered as a Line Manager when employment
history records are being maintained?

Organisation Structures

Professional Support Self Service

Funding Line Manager %]

Check List Authorised User (HR Portal)

Employment History

Self Service - Page Administrator O

Duties

Earning Allowances Recruitment

Proposed Salaries Vacancy Administrator O

Enter Salary Cee D

Salary History

EmployeeGroups Reauiter O
[ Payroll Details
- Save Close
[= Payroll Functions
[ Balances Page 1of 1.

[ Teachers Pension
[~ Workforce Census

© Jane Systems Ltd 2020
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Queries

Queries > Recruitment

There are Queries set up to support the Recruitment process.

Notably, these are as follows:

External Vacancies Query

External Vacancies will be displayed here.

Edit or Define the query to view and or change the fields.

This shows the fields that will be displayed on the | Frame.

8 BEFAR - Admin (ADMIN) - Jane HR - Jane Systems (99999) - Trainers Shared Database - Philip Hayes (98765) - Current

m Home HﬁR‘RE(crd Queries
L"‘]DO\ -759"@ E:ﬁ& 0O =~ HJ‘G E‘. ﬂTF":’D@W’

Other Users

New | Edit Delete View | Define Save | Print Print | Expand apse Select | Enable Word  Excel Search Refresh | Exceptions Options Export | HR  Edit  View  Report
- Preview Filtering Card Record Record Format
Maintenance Grid Options. Office Functions Queries Query Options Details
|= External vacancies (0000008332) External Vacancies

REC - Acceptable references not received Drag a column header here to group by that column.

REC - Acceptable references received
Reference Vacancy Department Description Hours Location Minimum Salary  Maximum Salary Closing Date

Business Manage 0.00 40 45000.00 60000.00 14/11/2020

REC - Application 3 day closing warning

- Application received

0000018 Management Acting Deputy He 37.00 30 50000.00 600 20

REC - Approved forfirst interview
REC - Approvedfor provisional offer 001 0000000004 Management Test HR Director 37.00 40 50000.00 70000.00 15/11/2020
REC - Approved for second interview :

REC - Rejected after first interview

A A AR
P
-1
b

- Rejected after second interview User Defined Query - ‘ ‘

REC - Rejected as unsuitable candidate Select the required data items @

M
»
m
a

WF - Vacancies - Authorised

Query Results

WF - Vacancies - Rejected

Use the select/de-select function buttons to define the data items to be displayed in

A

WF - Vacancies - Request the query results.

Activity ~ > Closing Date
Activity Category Department (SUMMARY)
Activity Group Description
Administrator >> Hours
Advertising Method Location (SUMMARY)
Alternate Line Manager << Location (SUMMARY)
Amended By Maximum Salary
Amended Date Minimum Salary
Amended Time & Reference
Application Date Salary Grade (SUMMARY)

Data Cleansing Aponimekor ] |Vocancy

Monitoring Comments on Dedision
Contract End Date

Workflow Contract Start Date
Contract Type

Parallel Run Cost Centre v Totals

Staff Development v2.0

Admin <Back Next > Finish Cancel

Staff Development v3.0

Recruitment

The remaining REC and WF Queries support Recruitment specific workflows.
These will be configured by Jane / PSP as part of the implementation and these
should not be amended or removed by the client.

© Jane Systems Ltd 2020
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Recruitment — User Acceptance Testing (UAT)

This comprises of 2 UAT phases

Phase 1 - Application Form UAT
Phase 2 — Full Recruitment UAT

Phase 1 - Application Form Review

Once your paper job application form(s) have provided, we will build online
versions for candidates to use when applying for vacancies on your website.
We will then provide a training session called REC02 Application Form Review.
This is a demonstration of the configuration work completed to date, and we
will show you how the vacancies are displayed on the | Frame on your website
and the online version of your job application form. If multiple application
forms have been provided, we will show you all of these.

We will show you how to generate new vacancies in the Windows Application
and how these are fed through and displayed on the | Frame, and accessed by
Candidates.

It is then over to you to test the job application form(s), and to provide us with
a list of any changes which you would like using the UAT Feedback form. Any
issues or change requests arising must be recorded and sent to us by the
feedback deadline. Changes requested after this deadline may incur an
additional charge, so it is important that you have made resources available to
undertake this UAT directly following RECO2.

Your Preparation for Launch Tasks

You will need to complete some of these tasks to get the Recruitment module
ready for launch to your employees. We suggest you do this during the UAT
period while you have resources assigned to the project.

1. Line Managers

If you are using the line manager element of the portal to enable line
managers to post vacancy requests, ensure that line managers have
the vacancy form options you intend them to have. This is usually set by

Location through Data Item Access.
© Jane Systems Ltd 2020
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2. Check the Workflows

If you have the workflow module, we will have configured a set of workflows
to accompany the recruitment module. You can switch these on and off
individually and try them out. You can change the recipients and email content
where required, making sure content has been tailored to your specific
requirements. One of the key aims of the recruitment module is to help
recruiters keep all parties informed at every stage via automated processes
that convey exactly the messages you want to convey.

3. Update Data

Update any data in the system which appears in the Recruitment module. For
example, if you have been working with test vacancies and test candidates to
familiarise yourself with the Vacancy Workbench and the Candidate
Workbench, delete them before going live.

4. Website

Liaise with your internal IT Team or web designers to provision space on your
website for the iframe.

5. User Access

Ensure necessary User access to the Module has been set up, with any further
consideration such as permissions, groups and locations etc reviewed and set
up prior to go live.

© Jane Systems Ltd 2020
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Your Phase 1 UAT Tasks

UAT is your opportunity to review the online job application form(s) we have
delivered, and we suggest you include the following tasks:

1. Check the | Frame

Access the demonstration URL as provided by your consultant, this will look
like: https://applicant.website/demo/yoursitehere

The vacancies should be displayed on screen as created in the Portal or
Windows Application. Check:

e Sequence of Vacancy display fields
e Look and Feel
e Consider how it will harmonize with your website

2. Mandatory Fields

Check the fields shown as mandatory on the form meet your requirements.
These fields are denoted with a red asterisk, and candidates cannot submit an
application without filling these it.

3. Review Tabs

Review each tab presented on the job application form(s) for completeness.
Check:

e Positioning of text

e Content of text

e wording of text

e |nput boxes

e Sequence of input

e Content of dropdowns
e Usability

e Look and feel

Reconcile against the paper originals to ensure everything has been captured.

© Jane Systems Ltd 2020
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4. Complete and Submit the Application Form

Complete all fields in every tab and submit the form when prompted at the
end of the application. Take a note of any issues completing the form.

5. Complete the UAT Feedback Form

Please ensure you note all issues, queries and change requests on the form
and return it to us by the agreed date.

Please note that acceptable change requests do not include additional
functionality. If you require further functionality to be added to your
Recruitment system, please let us know and we can provide an estimate of
the services required to build it.

Phase 2 - Full Recruitment UAT

This is undertaken after the delivery of training session RECO3 which will train
you in the full Recruitment processing for all parties, from initial vacancy
request through to appointing the successful applicant.

This UAT phase includes using the three core components: the Windows
application, Portal and | Frame.

At this point the Recruitment module is handed over to you and it is your
responsibility to complete user acceptance testing and your preparation tasks
prior to the launch. You may wish to create a small team to help with this trial
as often different people will use software differently so it may help to have
some alternative opinions.

Any issues or change requests arising from UAT should be documented in the
form provided and this returned to us by the agreed deadline. Please note that
missing this deadline may cause other project milestones to be missed and
may incur additional service charges so it is important that you complete UAT
on time.

We will have resources booked to follow the feedback deadline ready to make
configuration changes requested in your UAT form, correct any issues found
and answer your queries.
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After this there will be a short period for you to complete further UAT before
you sign off the Recruitment module as delivered.

Your Phase 2 UAT Tasks:

UAT is your opportunity to check the functionality we have delivered, and we
suggest you include the following tasks.

1. Key Functionality — Windows Application.

Try out the Windows Application, and Review and test key functionality and
features available within the Recruitment Vacancy and Candidate Workbench.

2. Try out your Portal

Spend some time trying out every aspect of your portal using the Vacancies
and Candidates functionality. This will enable you to become familiar with the
menus and pages and to see what it looks like with your own data.

3. Requesting Vacancies

Request Vacancies through the Windows Application and the Portal. Have a
look at the fields on each portal page and check the sequence they are entered
by the vacancy requester suits your way of working. Check that the vacancy
request page captures all the information you need.

4. Verifying Vacancies

Review the newly created Vacancies in the Vacancy Workbench in the
Windows application and in the Portal. Approve, Reject, Open and delete
new Vacancies and make them live on your website.

5. Documents and Job Descriptions

Attach documents and Job Descriptions using to Vacancies using the Vacancy
Workbench Toolbar.

6. Review | Frame

Check the Vacancy details being presented within the | Frame.
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7. Viewing and applying for Vacancies

Use the | Frame to browse for Vacancies and to and apply for roles using your
online application Forms. Register for an account to do this.

8. Candidate Management

Process candidates through Recruitment lifecycle stages using the Portal and
Windows Application. View and print candidate details from the Portal.

9. Appointing

Understand how to appoint a candidate and generate a new employee
HR reference.

10. Try out your workflows

The workflows are switched off when they are delivered. Look at the flow of
data from one person to another and check that the notifications people
receive are suitable for your organisation. You can change both the email
recipients and the email content yourself, so you do not need to note these
types of changes in your UAT form.

11. Workflow Workbench

Workflows which fail to send for any reason, for example a missing email
address, will be sent to the holding areas known as the Workflow Workbench.
It is good to familiarise yourself with how this works because you will need to
monitor it regularly once you are live in order to resolve problems and release
any held workflows.

12. Complete the UAT Feedback form

Please ensure you note all issues, queries and change requests on the form
and return it to us by the agreed date.

Please note that acceptable change requests do not include additional
functionality. If you require further functionality to be added to the portal,
please let us know and we can provide an estimate of the services required
to build it.
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Outcome

You should now be familiar with how to operate the recruitment module. Your
feedback should be completed by the agreed deadline so we can make any
final changes during the period pre-booked into your project. Final UAT to be
completed by the sign off date.

At this point the module will be ready for you to run your first Vacancies live.

Recruitment Module Launch Guidelines

The Recruitment Module provides you with a means of:

o Automating your Recruitment Process; removing paperwork and manual
processes.

o Managing Vacancies and Candidates more effectively.

o Providing full control and visibility of the Recruitment process to the HR
team.

o Getting jobs to market quickly, with real time links to your website.

o Ensuring that job applicants provide the information that matters to you
as an employer.

o Maintaining an automated, auditable record of recruitment activity,
keeping applicants and colleagues informed at every stage.
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Recruitment - The Launch

Once you have completed all the preparation tasks, your Recruitment module
should be ready to launch. The process of how you introduce the module to
your team is entirely up to you but here are some ideas which may help.

1. Soft Versus Full Launch

Consider a pilot launch for a couple of Vacancies or a single location, to ensure
everything is working as expected prior to a mass launch. Releasing to small
numbers in batches can be easier to manage.

2. Training Materials

If required, prepare user guides for all staff using the module to supplement
pre and post launch induction training sessions.

3. Educate Your Line Managers

Consider whether you will have a “buy in” training session for your Line
Managers. This can make them into product champions and lead to them
enthusiastically using the module and adapting to the procedures you lay
down.

4. Be Prepared for Queries
At the time of launch, it is helpful to have made some provision for questions

arising about the recruitment module from the users as they become familiar
with it. A “Frequently Asked Questions” document can be a useful time-saver.
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In Scope Configuration

In scope Configuration included with the standard Recruitment module:

Application form configuration

Iframe / Job Advert

Candidate Summary PDF —accessed in the Portal for Shortlisting
Standard Workflows

Standard Stages Vacancy & Candidate

Standard Queries (Workflows and Portal)

Standard CSS:

1. Application Form Error Warnings for incomplete mandatory fields
2. “Newly added” on The | Frame / Job Advert

3. “Closing soon” on The | Frame / Job Advert

4. Colours (tabs and buttons)

Chargeable work available upon request
E Teach integration

Any non-standard workflows i.e. documentation generation
Re-write of completed Application Forms

New Stages

New forms/views on the Portal
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