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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. 
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Recruitment - High Level Overview 

 

The Recruitment process consists of 3 core components. 

1. HR Portal 

2. Windows Application 

3. I 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. 
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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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

© Jane Systems Ltd 2020 

  5 

 

HR Portal – Vacancies 

 

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

1. Request 

2. Current 

3. Pending Vacancies 

4. Rejected 
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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 I 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. 
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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.  
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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. 
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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. 
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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 I Frame (job advert). The details 

can be amended at this point. 

 

 
 

 

2. Vacancy Status 

Ensure the Vacancy Status is set to Open. This status is required for 

publication of the Vacancy on your website. 
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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. Stages 

Move all Available stages to Selected by clicking Add All so they are 

available for use later within the process.  
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You will note that the Vacancy Status has changed from Awaiting Approval to 

Open. 

 

 

 

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. 
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I Frame 

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

careers section of your website. 

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

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

version of the application form as provided by the client. 
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Vacancies - Current 

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

 

Select the required Vacancy to display further details. 
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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 
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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 
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Default Forms Displayed on the I Frame. 

These can be changed by following the below steps: 

1. Open the Recruitment Module. 

2. Open Module Definitions. 

3. Select the forms you want to display on each vacancy by default. 

4. Click OK to Save. 
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Candidate Capture 

This is used to publish different forms on the I 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. 

2. Edit a vacancy that you want to change the forms that are displayed on 

the iframe. 

3. Scroll down to Candidate Capture 

 

 

 

4. Click the arrow to open Candidate Capture. 
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5. Change the drop downs to display the forms you want to display for the 

Vacancy. 

 

 
 

6. Now Click Save.  The vacancy on the I Frame will now display the 

alternative forms. 
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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. 

 

 

 

3. Click on User – HR Record Option – Data Item Access 

4. In the new window that opens change the selection to Recruitment 

 

 
 

 

 

 

 

 



  

 

© Jane Systems Ltd 2020 

  21 

 

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. 

 

 

 
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 
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11.  Click on the location/s then click select. 

 

# 
 

 

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

o New Vacancy requested through the Self-Service Portal. 

o Workflow generated to alert HR a new Vacancy has been requested. 

o Vacancy checked and approved by HR Team in Windows Application. 

o Workflow generated notifying the Vacancy has been opened and 

approved or rejected. 

o I Frame has been created and is now live on the Vacancies section of 

your website. 

o 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 I Frame, see section 

“Changing I Frame Content” for instructions. 

 

Clicking Read More opens further details relating to the Vacancy. 
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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. 
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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  

 

 

Example: 
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This will then publish the Job Description text on the live Vacancy. 
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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 I Frame: 

From the Vacancy Workbench, Select the Paperclip Attachment from the 

Toolbar to import the desired document from your local machine. 

 

 

Re-fresh the I Frame and the document will be present on the Vacancy: 
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Applying for the Vacancy  

 

New candidates will need to Register for an account by filling in the below 

form: 

 

 

Log in to view the current Vacancies and apply. 

Use the link to re-set a forgotten password. 

 

 

 

 



  

 

© Jane Systems Ltd 2020 

  29 

 

Any Vacancies requested through the Portal and approved through the 

Windows Application will appear immediately as live on your website through 

the I Frame. 

 

 

 Select the desired Vacancy by selecting Read More > and apply 
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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. 
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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 

 

 

 

Attachments  

Candidates can attach CV’s and Supporting documents to supplement their 

application using the below import functionality. 
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Submitting Application 

Once all the tabs on the form have been completed, the click the Submit 

Application button. 

 

The Candidate will be advised if there are any errors with the forms, with a 

message for correction presented on screen, for example: 

 

 

A pop box will appear, asking if you want to update your saved application for 

the next time you may apply for another Vacancy. 

 

The I Frame and Application Form part of the process are now complete. 

Thank you message as below confirms successful submission of application 

form. 
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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 

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 

  34 

 

 

 

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

 

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

from the Shortlisted queue.  

 

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

Approved for First Interview. 
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Candidate – Interviews 

 

 

From here, select the Candidate to either Please approve for conditional offer, 

or Rejected after first interview. 

 

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. 
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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 
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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. 

  

 

 
 

Stage now set to Approved for Provisional offer. This can trigger Workflow 

derived Contracts and Offer Letters if configured. 
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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. 

 

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. 

               

 

The basic details used when applying for the Vacancy will be pulled through, 

i.e. Personal details, Qualifications etc. 

 



  

 

© Jane Systems Ltd 2020 

  41 

 

Portal Functionality – Candidates  

The following functionality is available when managing Candidates within the 

Portal. Select the Candidate row to activate functionality  

 

 

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 
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Details 

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

Select the Candidate > Details 

 

 

A PDF is presented which can be printed off.  

The fields are configurable. 
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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. 
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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. 

 

 

 

 

 

 

 

https://jane.people-help.online/how-to/link/first-action/
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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 email to  Candidate 

Change of stage  to approved for first interview notification email to  Candidate 

Change of stage  to approved for first interview notification email to  Candidate 

Change of stage  to approved for second interview notification email to  Candidate 

Change of stage  to approved for provisional offer notification email to  Candidate 

Change of stage  to references requested  notification email to  Referees 

Change of stage  to acceptable references received notification email to  Candidate 

Change of stage  to acceptable references not rec’d notification email to  Candidate 

Change of stage  to Rejected after 1st interview notification email to  Candidate 

Change of stage  to Rejected after 2nd interview notification email to  Candidate 

Change of stage  to Rejected as unsuitable  notification email to  Candidate 

 

Jane Systems / PSP can provide Workflow training upon request. 
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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. 
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All Vacancies will appear in the Vacancy Workbench. 

 

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 

 

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

 

 

Other Characteristics 

You can attach further Characteristics to the Vacancy here, such as 

Employment Status, Contract Type etc. 
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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. 

 

 

Resources 

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. 
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Candidates 

A Candidate can be manually attached to the Vacancy from here, if required: 
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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.  
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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 I Frame / online application form. 

Critically, the Stage Column will provide the HR Team with an up to date status 

of the Candidate’s application. 
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When the Candidate applies for the position through the I 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. 

 

 

Example:  
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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.  
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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. 

 

In this example an Authorised User is requesting a new vacancy  

AU – Vacancy (Submit) 
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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. 
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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. 

 

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. 

 

 

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

screen. 
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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 
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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 I Frame. 

 

 

 

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. 
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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 I 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 I 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 REC02. 

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 

  62 

 

  
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. 
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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 I 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: 

• Sequence of Vacancy display fields 

• Look and Feel 

• 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: 

• Positioning of text 

• Content of text 

• wording of text 

• Input boxes 

• Sequence of input 

• Content of dropdowns 

• Usability 

• Look and feel 

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

 

https://applicant.website/demo/
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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 REC03 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 I 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 I Frame 

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

Use the I 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 I Frame / Job Advert  
3. “Closing soon” on The I 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 

 

 


