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1. Introduction

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

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

The new Recruitment Administration System (RAS) is then used to:
¢ Find the details of a vacancy which exists in CHRIS (posts which have been graded or are
being refilled); or
e Enter the vacancy details for a new academic or research post (these are not individually
graded so have not already been set up in CHRIS at this point).

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

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

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

¢ Insert a URL in external adverts for the vacancy, which routes to the relevant advert on Job
Opportunities.

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

The first release of the Web Recruitment System focused on:

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

Allowing recruiters to view, email and print applications;

Allowing recruiters/administrators to manage and record the results of the selection process;
and

e Transferring the successful applicant(s) into the CHRIS Recruitment Module.

The second release of the Web Recruitment System focused on:
¢ Allowing applicants to copy personal details, qualifications and employment history from a
previous application;
o Allowing recruiters to generate rejection emails and letters to applicants;
Allowing recruiters to generate reference request emails and letters;
¢ Allowing referees to upload their reference into the system after a reference request email has
been sent to them.

The third release of the Web Recruitment System focused on:
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1.2

Allowing recruiters to generate an email to the successful applicant where they need to provide
information for a Tier 2 Certificate of Sponsorship;

Allowing applicants to log back into their Web Recruitment account to enter the additional Tier
2 CoS information and upload supporting documents;

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

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

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

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

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

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

Release 4 overview

Release 4 focuses on:

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

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

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

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

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

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

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

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

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

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

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

Diagram 1: HR systems linkages in the recruitment process

New RAS

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

Existing post information

Job Opportunities
pages

CHRIS

Recruits click link

Web Recruitment

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

New functionality

1.4 System support

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

This manual (shaded in grey below) forms part of the wider set of documentation for Web Recruitment
summarised in the table. These documents can be found on the HR Systems Web Pages (found at
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/web-recruitment-system), along with

additional supporting information (including links to videos and release notifications).

Title

| Document Type

Description |

Guide for Selectors User guide A guide designed for selectors that describes the process of logging on to
Web Recruitment, viewing and downloading application packs.
Managing Vacancies User guide This is the main user guide, which explains how to find vacancies in the

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

Tier 2 Certificate of
Sponsorship —
Requesting Applicant
Details

Quick reference

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

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

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

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

Details application.

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

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

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

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

Managing Offers

Quick reference

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

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

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

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

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

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

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

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

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

Requests

check and process Appointment Requests from departments/institutions.
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3. Setting Up Online Applications

To enable applicants for a vacancy to use the online application form, you need to take the following
steps in new RAS:

1.

Log on to new RAS and add/find a vacancy. The new RAS user guide can be found at:

http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/recruitment-administration-
system-ras

Progress as per the normal new RAS process until you reach Step 2 — Job Details. Here, you
will see a new section relating to the application form:

Application Form
Form Type
& CHRIS5 © CHRIS6

Apply Online
#Yes © No

Number of Referees
GoC 3

By default Apply Online will be set to ‘Yes’. If for some reason you do not want applications
for the vacancy to be made via the new Web Recruitment system then click on the ‘No’ radio
button.

The type of application form (CHRIS/5 Application for Employment or CHRIS/6 Cover Sheet
for CVs) will be defaulted by RAS, in accordance with existing University policy (found at
http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning/determine-application-
method), as follows:

Academic — CHRIS/6

Research — CHRIS/6

Assistant — CHRIS/5

Academic-related — CHRIS/5 or CHRIS/6; you have the option of stating the required
form for this type of vacancy.
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Application Form

patin Type

# CHRIS5 © CHRIS6

Apply Online
*Yes © No

Nuenber of Referees

Click on the appropriate Form Type.

Please note: the Web Recruitment system will not allow applicants to add
attachments a CHRIS/5 Application Form so they must not be asked to do so in job
adverts. CHRIS/5 applications do not require attachments because all the details that any
applicant would provide in a cover letter and CV are requested within the form. For
example, the Suitability for the Role section should be used by an applicant to explain,
using specific examples, how they meet the requirements for the role so a cover letter is
unnecessary.

The number of referees for the vacancy will default to two. If you require the applicant to
provide three referees then click on three:

Number of Referees
5

An extra space for the third referee will be displayed within the on line application form.

3. New RAS will look at the screening checks you have selected for the vacancy on Step 2 — Job
Details to determine which sections of the online application form should be displayed for your
vacancy.

If you have selected any of the Disclosure and Barring Service (DBS) checks (or the position
already has one selected and it remains applicable), whether essential before employment or
not, then the Web Recruitment System will display a DBS section in the application form for
applicants to complete information about any spent or unspent criminal convictions they may
have.

If you have selected a basic disclosure (or the position already has this selected and it
remains applicable), whether essential before employment or not, then the Web Recruitment
System will display a basic disclosure section in the application form for applicants to
complete details of any unspent criminal convictions they may have.

If you have selected a security check (or the position already has this selected and it remains
applicable), whether essential before employment or not, then the Web Recruitment System
will display a security section in the application form for applicants to complete.
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Screening Checks
NAME ESSENTIAL BEFORE
EMPLOYMENT
DES Check

Disclosure and Barring Service (DBS) -
Enhanced

Disclosure and Barring Service (DBS) -
Standard

OH Medical Clearance
Security
Clinical Checks

Clinical School checks

Honorary Clinical Contract
INMC Registration

4. In Step 5 — Advertisements, it is strongly recommended that you upload a HR7 Further
Information document (formerly known as Further Particulars) to be displayed at the bottom of
your University’s Job Opportunities pages advert. You do this by clicking on the Add further
information file button before you add an advertisement.
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Viewing a vacancy

(KA00G56) University Senior Lecturer ( Honorary Consultant)

Siyra SRy ST
Jobi Details Funding Parmission

No advertisements for current vacancy.

= Add ndvertisement

No further information files for current vacancy.

Add further information file

Providing this information will ensure that prospective applicants have all the information they
need to decide whether or not to apply for your vacancy. This file is also visible to referees to
assist them in completing a suitable reference.

In addition, the HR7 Further Information template (http://www.hr.admin.cam.ac.uk/forms/hr7-
further-information-template) contains a section which prompts you to inform applicants about:
e The online application process;
o Up to 5 documents that you would like applicants to upload in their application
(CHRIS/6 forms only) such as a CV, covering letter and research publication lists;
¢ Who they should speak to if they have any questions about the vacancy.

5. When you preview your advert for a vacancy in RAS, you will be able to see wording which
will be auto-inserted for you to direct applicants to:
e Click on the Apply online button (which will be inserted onto your Job Opportunities
advert); or
e Click on a link to the Job Opportunities advert (which will be inserted into adverts in
external media to route applicants to where they can find the Apply button):

The auto-inserted wording about how to apply online means that you do not need to include
information in your advert about the application process. However, please ensure that you do
provide details of the person applicants may contact if they have a question about the vacancy
or selection process.
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Library Invigilator test (Maternity
Cover)

Department/Location: University Library, Cambridge
Reference: VE02153

Closing date: 29 November 2013

Intereting and varied position

Maternity cover: This post is fixed-term until 31 January 2014 or the return
of the post holder, whichever is the earlier.

Once an offer of employment has been accepted, the successful candidate
will be required to undergo a health assessment.

To apply online or view further information please visit:

http://dev.iobs.internal.admin.cam.ac.uk/job/2492

Note: Once you have written your advert(s), it is essential that you set up the University
Job Opportunities pages as a published media type in the Media Bookings
section of new RAS. Without this, there will be no way for applicants to access
the Apply button that they will need to click on to be routed to the Web
Recruitment System and the online application form.

Media bookings

MEDIA/PURLICATION DATE SENT

University Job Opportunities Not published Piblish § Previey ) [ Hemove |

All other steps in new RAS not described here should be completed in the normal way. Please
see the new RAS User Manual for further details. This can be found on the HR Systems
Landing pages at:
http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/recruitment-administration-

system-ras

An Overview of the Applicant Process document has been created to provide a summary of
how the online application works from the applicant’s perspective. This document is found on
the HR Systems web pages.
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4. Logging In and Locating a Vacancy or an Applicant
4.1 Logging in to Web Recruitment

Use your Internet browser to go to https://hrsystems.admin.cam.ac.uk/hr-admin-ui/

:ﬁ]: Tip: For future use, you may like to add the above link to your favourites in your browser or
create a shortcut on your desktop.

:ﬁl: Tip: The system can also be found on the HR Systems landing pages at:

http://www.hrsystems.admin.cam.ac.uk/

1. The screen below will be displayed. Click on the link Log-in with Raven button to access the
system.

UNIVERSITY OF
"AMBRIDGE

/ HR / HR Admin Web Application

Home

Home

Welcome to Cambridge University's HR Admin pages.

Log-in Status: You are not currently logged in
Please log-in using the button below.

Log-in with Raven

The HR admin application is provided and managed by the Unified Administrative Service.
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2. Enter your Raven user-id and password.

UNIVERSITY OF
CAMBRIDGE

Compubing swvce |

Raven

Login [Malp  Wivy ous this page book differest?]
The meds rescurcns you reguesied regures vt Sertdy v
] 4R M welh Application and =

AGEIN. SMN, 85

concer NN

The Raven weo authertcstion swsterm i prowded and menaged by the Ussversary
Comgnbng Servies

Study at Cambridge About the University Research at Cambridge

you.

JERSITY OF
CAMBRIDGE

I HR | HR Admin Web Apglication

‘Wacancies Offers Reports Admin Logout

Vacancies

Below iz a list of vacancies you have access to. Use the s=arch baxes or page through to find a specific vacancy.

A Find Applicant
Show vacancies with recruitment complete

A star (*] indicates an applicant has requested Ressonable Adjustments to the interview process

Job Reference

- Job Title & Status

= Al IZ‘ Closing Date & Applicants Actions Access
AGD428T eProcurement Administrator (Chief Clark) Advert live 21-Jan-2018 0 # Mansge Vacancy Administrator
AHO4020 Research Associate Advert live 31-Dec-2015 1 # Manage Vacancy Administrator
AHO4021 Research Associate Testd Advert live 21-Dec-2018 0 # Mansge Vacancy Administrator
AHO4028 Research Associate SW TEST 1 Advert live 31-Dec-2015 [1} # Manage Vacancy Administrator
AHO4233 Frogramme Leader Advert closed 01-Jan-2015 1} # Mansage Vacaney Administrator
AHD4235 Programme Leader Advert closed 01-Jan-2015 o # Manage Vacancy Administrator
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4.2

How to search for a vacancy in Web Recruitment

4.2.1 Search Option 1 — By status

1. Log into the Web Recruitment System. The Vacancies Tab will display all the vacancies that

you have access to.

I HR | HR Admin Web Apglication

Vacancies Offers Reports Admin Logout

Vacancies
Below iz a list of vacancies you have access to. Use the s=arch baxes or page through to find a specific vacancy.

A Find Applicant

Show vacancies with recruitment complete
A star ('*] indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

- Job Title & Status

= Al lE‘ Closing Date & Applicants Actions Access
AGD42ET eProcurement Administrator (Chief Clark) Advert live 21-Jan-2015 0 # Manage Vacancy Administrator
AHD4028 Research Associate Advert live 31-Dec-2015 1 # Manage Vacancy Administrator
AHO4021 Research Associate Test3 Advert live 21-Dec-2015 i # Manage Vacancy Administrator
AHD4028 Research Associate SV TEST 1 Advert live 31-Dec-2015 [1} # Manage Vacancy Administrator
AHD4233 Frogramme Leader Advert closed 01-Jan-2018 1} # Manage Vacancy Administrator
AHO4235 Frogramme Leader Advert closed 01-Jan-2015 i] # Manage Vacancy Administrator

By default all incomplete vacancies (i.e. those where the advert is still live and those where the
selection/offer process is still in progress) are displayed.

You can display Completed Vacancies by ticking the box.

Show vacancies with recruitment complete |+

Please see the section on completing recruitment for further details.

You can also choose to display only vacancies where the advert (and therefore online
applications) has closed or where the advert is still live by selecting from the drop-down menu
in the Status column.
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Advert closed
Advert closed
Advert live
Advert live

Advert live

4.2.2  Search Option 2 — Using the filters

Log in to the Web Recruitment System. The Vacancies Tab will display all the vacancies that you
have access to.

UNIVERSITY OF
MBRIDGE

I HR | HR Admin Web Application

Vacancies Offers Reports Admin Logout

Vacancies
Below is a list of vacancies you have access to. Use the ssarch boxes or page through to find a specific vacancy.

A Find Applicant

Show vacancies with recruitment complete

A star {“] indicates an applicant has requested Reasonable Adjustments to the inteniew process

Job Reference

- Job Title & Status

= Al IZ‘ Closing Date & Applicants Actions Access
AGD42ET eProcurement Administrator (Chief Clerk) Advert live 31-Jan-2015 0 & Mansge Vacancy Administrator
AHO4020 Research Associate Advert live 31-Dec-2015 1 # Mansge Vacancy Administrator
AHO4031 Research Associate Test3 Advert live 21-Dec-2015 0 # Manage Vacancy Administrator
AHD4028 Research Associste SV TEST 1 Advert live 31-Dec-2015 [1} # Manage Vacancy Administrator
AHO4233 Programme Leader Advert closed 01-Jan-2018 1} # Manage Vacancy Administrator
AHO4235 Frogramme Leader Advert closed 01-Jan-2015 ] # Mansge Vacancy Administrator

At the top of the Job Reference column you will see a white search box. Enter data into this box
to search for specific details on a vacancy.

Job Reference
£

AW

There is no need to press enter on your keyboard when using the filters; just type into the field and
the screen will filter automatically to provide a list all the data that meets your search criteria.
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Job Reference

- Job Title & Status &
& Al E Closing Date & Applicants
AW

AW02219 Research Associate Open 11-Apr-2014 30"
AW02231 UAS - 26 Open 12-Apr-2014 3*
AW02247 Assistant to Stu Open 12-Apr-2014 30"
AW02269 Research Associate Open 11-Apr-2014 30"
AVW02283 UAS - 26 Open 12-Apr-2014 30

At the top of the Job Title column you will also see a white search box. Enter data into this box
(without pressing ‘Enter’ on your keyboard) to search for specific details on a vacancy.

lob Titlg =

[Res earch

You see the screen filter automatically to provide a list all the data that meets your current search
criteria.

Job Reference

~ Job Title ¢ Status &

i Research Al E Closing Date < Applicants
AKD2161 Research Assistant Open 11-Apr-2014 30*
AMD2263 Research Assistant Open 11-Apr-2014 30"
AR02217 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02229 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02241 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02245 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02266 Research Fellow UAS - 23 Open 12-Apr-2014 0
AR02281 Research Fellow UAS - 23 Open 12-Apr-2014 0
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4.3 How to search for an applicant in Web Recruitment

1. Log into the Web Recruitment System. The Vacancies Tab will display all the vacancies that
you have access to.

INIVERSITY OF
MBRIDGE

/ HR ! HR Admin Web Application

Vacancies Offers Reports Admin Logout

Vacandies

Below is a list of vacancies you have acosss to. Use the sesrch baxes or page through to find & specific vacancy.

A Find Applicant

Show vacancies with recruitment complete
A star ['*] indicates an applicant has requested Reasonsble Adusiments to the interview process

Job Reference

- Job Title & Status

hd Al E| Closing Date < Applicants Actions Access
AGD4267 eProcurement Administrator (Chief Clerk) Advert live 31-Jan-2015 [1} # Manage Vacancy Administrator
AHD4D20 Research Associste Advert live 31-Dec-2015 1 # Manage Vacancy Administrator
AHD4021 Resesrch Associste Testd Advert live 31-Dec-2015 [1} # Manage Vacancy Administrator
AHD4028 Research Associate SV TEST 1 Advert live 21-Dec-2015 o # Manage Vacancy Administrator
AHD4223 Frogramme Leader Advert closed 01-Jan-2015 1] # Manage Vacancy Administrator
AHD4235 Programme Leader Advert closed 01-Jan-2016 3} # Manage Vacaney Administrator

2. Click the Find Applicant button at the top left of the page

e UNIVERSITY OF
CAMBRIDGE

¢ HR / HR Admm Web Applcation

Home Vacancies Admin Logout

i sl aluacauciss you have sceess to. s the seddch boxes of page ihvough 1o And & specific vacancy }
£ Find Applicant -
I
-
A Biar Indicatas an applicant has recuesied Raasonadie AJarEtmeants 10 the Interviaw pIOCess S
et =
Job e:iem.e Job Title 2 Statiss &
= Al = Closing Date < Applicants
&
AHD2327 Senior Clark Opon 12-Apc- 2014 0 |
AKD2161 Research Assistant Opan 11-Apr-2014 30 f P’
AKD2264 Lecto Open 12-Ape-2014 o n "f
AKD22%0) Lector Opan 12-Apc-2014 0 L '!
&
AM02215 UAS - 21 Open 12-Apr-2014 3| L] ')
LTSS g SS S W Wy e e SRR SR VP TP T R L
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3. The Find Applicants window will be displayed. This will allow you to search for an applicant
across all your vacancies by entering certain data, for example Forename, Surname, Date of
Birth. Enter the data you wish to sort by and then click on the Search for Applicant button.

Forename:

Date of Birth:

Vacancy Ref:

Find Applicants

the corresponding vacancy.

Search results are limited to the first 50 applicants found

Surmame: Brown|

NI Mumber:

Vacancy Title:

Use this window to search for an applicant accross all of the vacancies to which you have access. Clicking on an applicant will navigate to

£ Search for Applicant

4. The results of your search will be displayed.

A Search for Applicant

Applicant Name Vacancy Info
Brown, Donald AW02269: Research Associate 0
Brown, Louise AW02269: Research Associate 0
5. You can click on the ‘i’ icon under the Info column to review the submitted date, stage and
status details of their application.
Hate %_
Full Name: Brown, Amber
Submitted 12-Feb-2014
Date: 165:23:26
Stage: Application
Received
Status: Active
Page 18
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5 Managing vacancies

5.1 Introduction

If you are listed in RAS as the recruiter for the vacancy (i.e. if you were the person that requested
permission to fill in RAS) then, initially, you will be the only person with the ability to access that
vacancy. You will have Administrator access, which means that you can view and process
applications.

Additional access of different levels can be added using the Permissions function. See the section on
this topic for more details.

The vacancy list displays all the vacancies to which you have any form of access rights. The type of
access you have will be shown in the right hand side of the table.

Vacancies
Eelow is a list of vacancies you have access to. Use the search boxes. or page through to find a specific vacancy.

A Find Applicant

Show vacancies with recruitment complete |+
# star :* }indicates an applicant has requested Reasonable Adjustments to the interview process

Job Reference

A Job Title Status
= . Closing Date < Applicants Actions Access
Al [=]
AGD4287 eProcurement Administrator (Chief Clerk) Advert live 21-Jan-2015 a # Manage Vacancy Administrator
AHO4028 Research Associate Advert live 31-Dec-2015 1 # Manage Vacancy Administrator
AHO4021 Research Associate Testd Advert live 31-Dec-2015 [1] # Manage Vacancy Administrator
AHD4038 Research Associste SV TEST 1 Advert live 31-Dec-2015 0 # Manage Vacancy Administrator

All vacancies that have not been marked as Recruitment Complete will not be displayed, unless you
check the box to see these:

Show vacancies with recruitment complete

Please see the section on completing recruitment for further details.

You can also change the status to display only those vacancies where there is an Advert live (i.e. the
closing date for applications has not yet passed) or vacancies with an Advert closed (i.e. the closing
date for applications has passed).

Status <

LAl
i HI

Advert live
Advert closed

To look at the history of filled vacancies (for example, to review the recruitment process the last time the
job was advertised) then you can use the Job Reference and Job Title search boxes, or sort your
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vacancies based on Closing Date. Remember to tick the Show vacancies with recruitment complete
box, as required.

Note:

To facilitate compliance with the University’s existing retention policy for recruitment
documentation, un-successful candidate data older than 12 months will be deleted from
the system automatically, unless the successful candidate requires a Tier 2 Certificate of
Sponsorship. This is because UK Visas and Immigration (UKVI) requires us to retain
recruitment documents for 12 months or until a UKVI compliance officer has examined
and approved them, whichever is the longer period.

Anonymised candidate information will also be retained for the purposes of equal
opportunities trend analysis. In exceptional circumstances (e.g. because of ongoing legal
proceedings), you must contact your HR Business Manager or the Head of Recruitment
to agree that recruitment data may be kept for longer than the standard period. Once this
has been agreed, the CHRIS Helpdesk will need to be instructed to add an exception flag
to the vacancy along with a reason to prevent the data being deleted according to the
normal purging schedule.

Once you have identified the vacancy you wish to view/manage, you can choose to give others access
to the vacancy.

5.2 Giving others access to a vacancy

5.2.1 Introduction — Web Recruitment roles explained

The ability to access a vacancy in Web Recruitment is granted on a vacancy by vacancy basis.

Initially, when the vacancy is imported from RAS, there will be a single administrator (admin)
user granted access automatically: the RAS user for the vacancy. This person will be responsible
for assigning user roles to others as required. People without a Raven password, such as people
external to the University, cannot be granted system access. Any external members of appointing
bodies will need to be emailed an application pack or provided with hard copies (please see
section on emailing an applicant pack for details).

There are three different user roles for a vacancy that you can assign to anyone with a raven
password. These are documented in the table below:
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Role | Available actions

READ: Has the ability to:

e View applications and see what stage and status they are.

e View documents uploaded to the vacancy and applicant
records.

e View all pending and completed correspondence.

e View at vacancy level whether any of the applicants have

requested reasonable adjustments (but not which applicant).

Create an applicant/ referee report.

Report on a vacancy.

Generate an HR11 selection grid.

View offers for a vacancy.

WRITE: Same as above plus can:

¢ Change an applicant stage/status.

e Add notes to an application via the notes window

(pending).

Upload documentation to the vacancy and application.

Configure a vacancy.

Customise rejections and send rejection emails.

Re-activate rejected candidates.

Switch correspondence to manual.

Download pdf rejection and reference documents.

Preview, confirm or cancel a pending task.

Request a reference.

Manually upload a reference.

ADMIN: Same as above plus can:

¢ Add, edit and remove manual applicants.

e Edit an applicant.

e Give others access to the vacancy by assigning one of the
three user roles to them.

e See at applicant level which applicants have requested
reasonable adjustments.

e View reasonable adjustments requested, in the Notes field for
an applicant.

¢ Complete recruitment on a vacancy.

¢ Complete offer details and submit an Appointment Request to
the New Appointment Team.

e Record that a CoS is required and request CoS details.

e View a CoS report.

e Cancel the CoS process.

Please note that:

¢ Functionality for making an Offer is restricted to ADMIN users;

e The process for transferring the successful applicant to the CHRIS Recruitment
Module is no longer available to ADMIN users as this is now managed by the New
Appointment Team;

e The CoS request function is now an integral part of the Offer process and hence the
ability to request a CoS is only available to ADMIN role users; and
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e WRITE users can also now perform vacancy configuration for correspondence.

There are also four roles that can be applied to a user to give them system-wide

permissions. These access levels can only be granted by a SUPER-USER, normally the MISD
systems administrator or the CHRIS Helpdesk. They are designed for use by central HR teams
and technical development and support.

Role Available actions

NEW_APPOINTMENTS: | Has the ability to receive new appointment requests for all areas,
to view the applicant pack, the offer details, the CoS details and
the appointment request form. Has the ability to transfer the
successful candidate from the Web Recruitment System into
CHRIS ready for further processing and appointment. Can also
view the transfer status and investigate or dismiss any errors.

SUPER-USER: Has ADMIN level permission to all vacancies in the system,
including the ability to change the retention policy for a vacancy.

SUPER-READ-ONLY: | Has READ level permission to all vacancies in the system.

REPORTER: Used by reporting system. Will have an associated list of
organisational units on which they can report using Discoverer.

5.2.2 Assigning Access Rights

To grant other access to a vacancy you are administering:

1. Click on the Manage Vacancy button next to the vacancy.

# Manage Vacancy -

2. The Vacancy Overview screen will be displayed. Select Permissions.
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Vacancy Overview

Agrprliosnts

Vacancy overview

Process Apphcants 18

Manoge Mamual Agphicants 16

Vacana Aguration
SCICy Lomgu View 80 (atage spole sbont f0 this vaciicy

HEeEte SO0 0N CONMIATILEEONE Shdd (PARROUS rasuest
(RIETY Y PRAF BT

el Heh 8 redteg 10 U ety

Masetan vacanty NN ard ol hraerey

Tanks

.
-
-
Marage Pajectan Cormapondunce 2
Marage Rafarsnce Saquests

Manage Cof Tagquests (7
Positans svalsble tor thes vacancy

Curresposden s -

RES plesse 1omiast (he CHRIS weiposst

Mwaiting Cenfimasen (00

Completed and Oy 100

2 N Arao
View or Record Carmexpondence s e e

AHO04029: Research Associate

Wetoanme 30 the seoanty Management sea. 1o Nere you e sbie 09

DWE) DOSIONS CAN D APPONTed A s vatenty I lere me 20 DOSRONS Saled. 0AS | At Daen of 0as! 24 Aouss SACo yOu 52| US TV sacOney an

Apphrast K (eleree repon

Dowrlaad on Tdoel wonbook 1ortsmng Tute s sheety on
popieant cortect Stk Bat. 8 peleree COntact detain Rt and
AN BOPIE AN IS WD TONNeGT Oelads

Applicant & referee repon

12-Aug-2a14

Notes ()

Apobcaton Stages Meda

Attachmeetts (0) Application Stages Overview

The Vacancy Permissions screen will be displayed:
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Vacancy Permissions
Lse this form to allow other people to view [ edit this vacancy and its applicants. The roles available are listed in the Applicant Guidance
m + Add new user adds = new user
- Remowe removes s user
m Always click Save permissions to save your changes
CRSID Role Remove
av4i4 READ - = Remove
pab61 READ = - Remove
nmm31 READ = = Remove
pam26 ADMIN  * - Remove
pg3d8 READ - = Remove
kmja2 READ = - Remove
mpe52 READ o = Remove
jmg1004 READ = = Remove
zes42 READ ~ = Remove
{1 0f 1) 1
+ Add new user B Save permissions

3. Click on the ‘Add new user’ button.

img1004 READ = - Remove
zesd2 READ = = Remove
(1 of1) 1

+ Add new user B Save permissions

A new row will appear as shown below.
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img1004

sesd2

4+ Add new user

READ

READ

READ

(1 of 1) 1

B Save permissions

- Remaove

= Remove

- Remaove

4. Add the CRS-ID (e.g. aa999) for the person you wish to give access to the vacancy and
select a user role for the person.

Role

Roles within the Web Recruitment System are explained at the start of this section.

5. Click on Save permissions, or click on the Add new user button again to add an
additional user.

jmg1004

zesd2

mgEEE

READ

READ

WRITE |

{1 of 1) 1

4+ Add new user B Save permissions

- Remove

= Remove

- Remove

Note:

The CRS-ID is being checked against the CHRIS system to identify the email
address for the user. If there is not email address in CHRIS you will need to
get the user to contact the CHRIS Helpdesk to resolve this before you can
add them. Only the CRS-ID is shown (not the name) so please ensure that it
is accurate otherwise the person you have selected will not be able to see
the vacancy in the Web Recruitment System.
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5.3

Note:

Note:

ﬁ] Tip:

A single person may have multiple CRS-IDs. You will need to ensure that
you enter the ID that the person wishes to use to log on to Web Recruitment.

It is inadvisible to allow large numbers of ADMIN roles on one vacancy. This
could lead to confusion, for example, if one administrator has generated
correspondence and another updates the contact details before the letters
have been sent. ADMIN users also have the ability to add further ADMIN
access and granting this level of access should be considered carefully so as
to avoid unexpected cascade effects.

If you have added someone incorrectly then just click on the Remove button
to delete their access to this vacancy.

aj23

READ [=] — Remove

Storing recruitment documents and notes against a vacancy

5.3.1 Uploading and storing vacancy documents

You may find it helpful to store documents relating to the recruitment process for a vacancy within
the system so that you have everything saved in one place. For example, you may like to upload
the following documents for a vacancy:

HR7 Further Information template (http://www.hr.admin.cam.ac.uk/forms/hr7-further-
information-template);

HR6 Selection Criteria template (http://www.hr.admin.cam.ac.uk/forms/hr6-selection-
criteria-template);

HR11 Selection Results Grid (http://www.hr.admin.cam.ac.uk/forms/hrl1-selection-results-
grid);
HR15 Selection Process Schedule (http://www.hr.admin.cam.ac.uk/forms/hr15-selection-
process-schedule).

@ Tip: Store documents against a vacancy if they relate to the job, the recruitment process or
multiple applicants. Store documents against an applicant if they relate to one applicant only.

Please note: under Data Protection legislation, all applicants are entitled to make a subject
access request to see all personal data held on them, including documentation from the
recruitment process. Therefore, it is vital that any recruitment documentation stored within the
system or elsewhere) contains appropriate information which demonstrates that a fair, objective
process took place. It is strongly advised that you complete the University’s online training on
data protection (http://www.training.cam.ac.uk/cppd/event/1208963) if you have not done so
already and you are going to have WRITE or ADMIN access in Web Recruitment.

To upload such documents to a vacancy that you are administering:
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1. Click on the Attachments option.

Correspondence

Awaiting Confirmation (2)
Completed and Others (4

View or Record Correspondence

Permissions

Motes (0]

Attachments (0]

The Vacancy Attachments screen will be displayed. This includes information about the
types of file that can be uploaded.

AWO02219: Research Associate

Vacancy Attachments

You can upload decuments which relate fo the vacancy as a whole, such as a selection resulis grid or Appeintments Commitiee minutes. Select the
documents and press the upload button. The following file types are supported: * pdf, *.doc, *.docx, *.ppt, *.ppbx =.bd. *.rf.

Flease note that for security and compatibility all documents are converted to PDF format.

If you have read-only access fo this vacancy then you will be able to view attachments but not upload or delete them.

+ Choose

Time Filename Action

MNo records found.

2. Click on Choose. Your file directory will then be displayed.
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3. Select afile to be uploaded and click on Open.

The file name will be displayed on screen.

HR7 Further Information.doc

+ Choose 2 Upload @ Cancel

Time

No records found.

Filename

Action

The document will then be uploaded. The time and file name will be displayed as shown

below.

4+ Choose

Time

17-Jul-2014 14:01:44

28-Jan-2014 10:26:58 UL - LfL jobs.ac.uk screenshot

Pre-Installation Checklist Form

Filename

Action

+ Download File

+ Download File

-

:"?: Tip: To check the file content, click the Download File button in the action field. To

delete the document, select the Delete File option in the action field.
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Action

Download File -

I4=

@ Delete File

5.3.2 Recording vacancy notes

You are able to add notes against a vacancy, which provide an auditable trail of information. You
may wish to use this function to record that key events have taken place in the process,
particularly where there is more than one person providing administrative support for a vacancy.
For example, you may wish to record the date that short-listing will be completed by the
Appointing Body, that you have sent invite to interview letters out or that you have booked a
particular room for interviews. Information about individuals should not be recorded here - you
can also add notes to individual applicants (see the section on adding notes to an applicant’s
record).

1. Click on the Notes option.

Correspondence

Awaiting Confirmation (2)
Completed and Others (4]

View or Record Correspondence

Parmissions

Motes jﬂf

Attachments (1)

The Vacancy Notes screen will be displayed.

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 29



Web Recruitment System — Managing Vacancies and Applicants C@' S

Vacancy Notes

These notes provide a history of the wacancy - they are an suditable trail and can be used o note interviews or other relevant information. You can also add
notes to individual spplicants. You should not include personal information sbout any individual applicant in these wvacancy notes.

fou can also add notes to individual applicants. You should not include personal information about any individual applicant in these vacancy notes.

If you have read-only access to this vacancy then you will be able to view notes but not add or edit them.

Mew Mote (920 characters remaining)

Interviews will be helo on 1st Augubt. Room F25 booked 14:00 to 16:00

+ Add Note

2. Enter your note in the New Note text box.
Vacancy Notes

These notes provide s history of the wacancy - they are an auditable trail and can be used to note interviews or other relevant information. You can also add
notes fo individual spplicants. ¥ou should not include personal information about any individual applicant in these vacancy notes.

“ou cen slso add notes to individual spplicants. You should not include personal information about any individual applicant in these wvacancy motes.

If you have read-only access to this vacaney then you will be able to view notes but not add or edit them.

Mew Mote (930 characters remaining)

Interviews will be helo on 1st ﬁugubt. Room F25 booked 14:00 to 16:00

+ Add Note

Added

Date Note
by
17-dJul-
2014 mg666  the interview are scheduled for Monday
14:03:35

3. Click on Add Note. The details of your note, the date it was added and your CRS-ID will
appear in the table underneath.

MNew Mote (1000 characters remaining)

Added

Date . Note
13-Mar-
2014 het27 Interviews will be held on 03/04/14. Room F59 booked 12:00 - 16:00
17:40:07
.~ Add Note
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5.4 Viewing the advert/further information for the vacancy

1. If you want to remind yourself of the advert details when reviewing applicants, you can click on the
View Advert option from the drop-down menu.

* Download Applications -

' @ Create Selecfion Grid 1 has req.

=@ Email Applications : mame :

B View Advert

NSO WIS T M L

This will display the text from the University Job Opportunities advert for the vacancy.

AMO02263 Research Assistant

Job ref : AM02263

Post Title : Assistant post

Title : UAS - 21 (Maternity Cover)
Org Unit : Pensions Section, Bedford
Category : Assistant staff

Max Salary : £15,658-£18,005
Published : 16-Dec-2013

End date : 12-Apr-2014

Maternity cover. This post is fixed-term for 3 months or the return of the post holder, whichever is the e

Once an offer of employment has been accepted, the successful candidate will be required to undergo
(DBS) and a security check.

To apply online for this vacancy, please click on the "Apply' button below. This will route you to the Univeg
where you will need to register an account (if you have not already) and log in be efore completing the on
ERVOVER S L T RO T O W LS N RIS SO e

The HR7 Further Information document (if published with the advert on Job Opportunities) is also
shown underneath the advert.
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4. Managing Applicants Through the Selection Process

6.1 Introduction

Applicants can be managed through the stages of the selection process, and actions undertaken in
relation to applicants, by making use of the facilities within the Process Applicants screen.

1. From the main vacancy listing screen, select the vacancy you wish to process and click on Manage
Vacancy button.

Vacancies

£ YRCICies You Pave sccems b

& Find Agglvant

Show vasancies wit wir camphets

& star (") ncbcates an appicant has requesied Raosonabis Adpatments 33 the IMeniew pIocess

Job Refarence

Job Tite © Status
Al Closing Date & Apphcants Actions Accass
AKDE260 Aseociate Dean Adeet; COEEQ 10-Jan-2015 0 & Manage Vacany Acminiaty ator
AKD4261 Azsociae Daan Adven cicssd 10Jan-2015 0 a Manage Vacancy Acsuiniats mior
CO4249 Research AssistantiAssociate Advert closed DE-Jan-3014 s Adiministemtos
002192 Lector Advart irve 0AZr- 2018 o A Manape Vacaney Asminisorator

2. Select Process Applicants.

Vacancy Overview

Applicants

Process Applicants (20)

Manage Manual Applicants (4)

Vacancy Configuration

The applicants screen will be displayed with the Received tab selected. This shows all applications
that have been received but a decision on them (e.g. that a particular application has been rejected)
not yet recorded in the system.
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All(30) = Received (30) phort Listing (0)  Selection One (0)  Selection Two (0)  Selection Three (0)

s Y e

Application Received

This shows all applicants whose applications have been received but who have not been assessed. You can use the o
processes. For example:

m [fyou sift out unsuitable candidates who do not meet one or more essential selection criteria before carrying out a 5
them on this tab

m [fyou are not sifting out applicants, then you will wish to move all applicants from this tab to the Shortlisting stage
interviewing there.

m You could use Selection One for a preliminary round of interviews/selection tests and Selection Twu fora secon

Committee/Board stage when an appeintment needs to be approved by an Appointments Committee or Board of Elec

to use all the stages
You must move all candidates formally considered by an Appointments Commitiee or Board of Electors to the Committ
to
Statutes or Ordinances.

You must move all candidates you have made a conditional offer to the Offer stage.

For rejected candidates, change their status to Rejected. $
If a candidate has withdrawn, change their status to Candidate Withdrawn. {

To progress a candidate to the next stage, choose the appropriate option from Set stage to...

Download Applications -
A star {"] indicates an applicant has requested Reasonahle Adjustments to the interview process ‘j
Candidate name <
Notes  Files Actions
R Y " Al T e e VP

You can view all applications at other stages in the process by clicking on the relevant tab.

1+

The All tab shows all applicants for the vacancy, stating the stage they have reached (e.g. short-
listing) and their status (e.g. rejected).

-
.‘-

All(30) Received (30) Short Listing (0) Selection One (0) Selection Two ['

All Applicants

This page shows all applicants for this vacancy. Either select an action on an individual
down menu at the top of the table.

it oA o A e N P
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6.2 Adding, Sharing and Reviewing Applications
6.2.1 How to view PDFs of applications for a vacancy

You can view a PDF of an individual, selected or all applications for a vacancy.

1. Toview an individual application, click on Download Application next to the relevant
applicant.

~

Candidate name ¢ . = Acti Status
otes iles ctions Al |Z|

Abbott, Pauline 0 0 + Download Applicati(@ - Active

A pop-up window will appear, showing a PDF of the application(s).

Note: If you are using Internet Explorer and experience any error messages when viewing a
PDF, this is likely to be due to an issue with plug-ins on your PC. If this occurs, a
workaround is to download the file and then open it from your file system. This will
bypass the Adobe plug-ins for Internet Explorer.

2. To view multiple applications (either a selection or all applications), tick the box to the left of
the relevant applicants names or click on the select all box, as shown below.

Candidate name %

Abbott, Pauline

A

+«  Alexander, Leonard
o Alford, Kelly

o Anderson, Chris

3. Click on the Download Applications button.
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4+ Download Applications -

nas requested Reasonable Adjustments to t
Candidate name %

o Abboft, Pauline

o Alexander, Leonard

o Alford, Kelly
Your browser will then prompt you to save or open the pack.

4. Select Open.

A PDF/A pack of the application will be displayed, which will include the applicants’ application
forms and, in the case of a CHRIS/6 form, any attachments they provided.

The PDF/A can be printed using File/Print.

Note: The Equal Opportunities and Request for Reasonable Adjustments sections of the
application form are not displayed in this PDF. They have been automatically
separated out by the system as this information must not be used as part of the
selection process.

Note: If you are using Internet Explorer and experience any error messages when
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viewing a PDF this is likely to be due to an issue with plugins on your PC. If this
occurs a workaround is to download the file and then open it from your file system
and this will bypass the Adobe plugins for Internet Explorer.

5. To look at a bookmarked version of the PDF, click on the bookmark icon in the left hand menu
as shown below.
TL Selectedipplications.pdf - Adobe Reader e T p—c—
R & | &[] (= @ ox]-] | BB ]| & 3|2 Comment |

@) The the you have opened compes with the POF/A standard and has been opened read-only 1o prevent modifiaticn.

B UNIVERSITY OF Application for Employment

nnnnn

1» CAMBRIDGE

Applicant Name Emma Mayhew

Position applied for Seniof Investigator Soentist
Department Whippie Library

Vacancy reference 03240 Seniof Investigator Scientist

You can then see the documents in the pack listed separately by applicant.

A SetaciuctAscuwsont g - Kadobe Feader - — e )
e B Vew Wevkw b = = -
ABE s el B A =3 Commant
- i

3 lm 10} §
'hj B Iy UNIVERSITY OF Appcation for Employment
, ~
ollll - ¥ CAMBRIDGE
ﬁ * I acciication
1= Eanma Maytew Aoy lare Freea Mayhew
|
& W Antachmere Demo Pvtes mrhed b Tenar ITsaIaGENY Lomree
feedback foom Daatruee WOk Liowry
F anuchmant Derr Vacarcy ieveeos 0240 Gamor Mmetganr Soaetat
feedback Sorm
B Loo Pty PERSONAL DETALS
* T agpiicaton Lee
sty Rl Vinten
& Aischment Srntnavenst Erenne
Attendees e i
Curind ey e
o
Motes
Py preee rema
SACTRENY PACee TRNTER
Lol s RO put ) S
Adw poc 4 MEESE worker 06 0 you Saew The perraiard 1M b3 werk 1 e LUK - ke
soaruse x4 Driah o LEA chtee)?
Na
I 52, £ yOU sty Tave WTRaEEY peermse B wosk = the UKY
evay e ey
Na
0wl DRMOR S00CEY PO I TYPe a0 G000t
S e
ety > Wescr Fen
SEEEEE— L 4

You can click on any applicant or document to go directly to their application form or
attachments.
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Bookmarks

= B
2F Emma Mayhew

3 UNIVERSITY OF Application for Employment
' CAMBRIDGE

& Applicant Name Lee Pinhey
+} i N .
T I:P Apphcatlon. Position applied for Senior Investigator Scientist
Emma Mayhew Department Whipple Library
I:P Attachment: Demo Vacancy reference 03240: Senior Investigator Scientst
feedback form
PERSONAL DETAILS
(¥ Attachment: Demo
feedback form e Ehey
= 5t First name(s) Lee
= {F Lee Pinhey =2 .
# [P Application: Lee Current address .
Pinhey Barbados
[P Attachment:
Attendees
Primary phone number K¢
Secondary phone number
Email address simon02@yahoo.com
Are you a setted worker (i.e. do you have the permanent nght to work in the UK — for
example as a British or EEA citizen)?
No
if no, do you already have temporary permission to work in the UK?
Immigration status
No
if yes. please specify your visa type and end date:
UK NI Number
Availability or Notice Period

A number of departments/institutions provided feedback that they want to be able to
view applications as soon as they are submitted so that short-listing can be conducted on a
staggered basis. The system has been designed to meet this requirement but you should
be aware that this means that:

e Appointing bodies must carry out benchmarking once the closing date has passed to
ensure that they have assessed all applications consistently. Only then should
applicants be informed of the results. Please see the Recruitment Guidance for
further information.

e Applicants cannot amend their application themselves once they have submitted it.
Departments/Institutions can amend contact details, add notes and update a
successful applicant’s details before transferring to CHRIS.

6.2.2  Viewing reasonable adjustment requests

As explained in the Recruitment Guidance, we have a legal duty to make reasonable
adjustments to the recruitment process for applicants with a disability. In the online application
form, applicants with a disability are invited to request any reasonable adjustments that they may
need.

Where an applicant makes such a request, this will not be shown in their application form. This is
so that information about their disability or the adjustments that they require are only shared with
those making selection decisions when accommodating the type of request they have made
makes this unavoidable.
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Where one or more applicants for a vacancy have requested a reasonable adjustment, this is
indicated on the vacancy screen with a red asterisk (*) next to the number of applicants.

A star (%) indicates an applicant has requested Reasonable Adjustments to the interview process
Job Reference Job Title ¢ Status ¢ . A .
Al E Closing Date % Applicants
AHO2327 Senior Clerk Open 12-Apr-2014 0
AM0D2263 Research Assistant Cpen 11-Apr-2014 30"

Only those with Admin access to a vacancy can view reasonable adjustment requests. Any
recruiters who have only been granted Read or Write access to a vacancy are responsible for
checking with a colleague with Admin access if there is anything that they need to be aware of in
order to accommodate a reasonable adjustment request. Those with Admin access are
responsible for checking for reasonable adjustments, ensuring that they are put into place and
only sharing the information with colleagues as far as is required to accommodate the
adjustment.

Those with Admin access will be able to see which applicants have requested a reasonable
adjustment by clicking on Process applicants - the notes field next to the relevant applicant will
show an asterisk (*) next to the number of notes.

Candidate nama 2 Status <
Submitted Date & Notes < Files © Actions p,
AR -

+ Downloat) Apgphication - Relectnd

Nov-2013 1656 24 F & Doemioad Agoication - \CI/ 0

The reasonable adjustment request made can then be viewed by those with Admin access by
completing the following steps:

1. Select Manage Vacancy from the vacancies list and then the Process Applicants option.

Vacancy Overview ?
Process Applicants (30 Q'
Vacancy Configuration ;
Tasks
2

The applicant(s) who has made a reasonable adjustment request will be indicated by a red
asterisk in the Notes column.
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A star (") indicates an applicant has requested Reasonable Adjustments to the interview process

Candidate name < N Eil Acti Status
otes iles ctions Al E

Abbott, Pauline 2 0 + Download Application - Active

2. Click the drop down arrow to the right of Download Application and select the Add/View
Notes option from the menu.

Astar (") indicates an applicant has requested Reasonable Adjusiments to the interview process
Candidate name = o = et Status
otes iles ctions Al E

Abbott, Pauline 7 0 + Download Application | = Active
Alexander, Leonard 2 0 © Email Application M Active

~ AddView Not
Alford, Kelly 27 0 & Admin Attachments I v Active

+ Edit Applicant
Anderson, Chris 2% 0 ’ PP - Active

3. The application notes will be displayed. This will include any notes added to the vacancy.

Date Added Added to Note
by
12-Feb-
2014 Applicant  Application
15:23:23

13-Mar-
2014 het27 Vacancy Interviews will be held on 03/04/14. Room F59 booked 12:00 - 16:00

17:40:07

Reasonable Adjustments requested: | am dyslexic and would require extra time to
complate any written test

4. If the applicant is invited to the next stage of the selection process, you will need to ensure
that the reasonable adjustments that have been requested are put into place. If you need
advice on accommodating a reasonable adjustment, please contact your HR Business
Manager/Adviser.

6.2.3 Adding an applicant to a vacancy

In certain circumstances, an applicant may be unable to apply online (for example, because they
have a disability which means that they cannot use our system).

Where this is the case, applicants are instructed to contact the relevant department/institution to
request the application form in a medium that they can use. Whilst the Web Recruitment System
is in the process of being implemented across the University, electronic copies of the CHRIS/5
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and CHRIS/6 forms will still be available on the HR web pages at
http://www.hr.admin.cam.ac.uk/forms

Information on providing application forms in alternative formats is found at
http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning/determine-application-

process/alternative-formats

Please note: once a non-online (manual) application has been submitted to you, basic
details about the applicant must be entered onto the Web Recruitment System and
attachments uploaded (such as a PDF scan of the application). This ensures that:

There is a full audit trail for your selection process stored in one place;

You will be able to use the offer process and make an Appointment Request for the
applicant (if he/she is successful) in Web Recruitment;

The New Appointment Team will be able to transfer the applicant’s details into CHRIS;
The Compliance Team will have access to a complete set of applications/CVs in the
system for those who reach the final selection stage, as required for the Resident Labour
Market Test when the successful applicant requires a Tier 2 CoS; and

The University has complete equal opportunities data.

To record an applicant who has not applied online:

1 Select the vacancy to which you would like to add an applicant. Click the drop down arrow on
the Manage Vacancy button then click on Manage Manual Applicants on the menu to the
left:

Vacancy Overview

Applicants
Process Applicants (1)

Manage Manual Applicants (1)

Vacancy Configuration

Tasks

Manage Rejection Correspondence
Manage Reference Requests

Manage Co5 Requests (0)

Correspondence

The following screen will be displayed:
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AHO04029: Research Associate

Manual Application List

O thiz page you will be able to create, edit and remowve manual applications from this vacancy. When a manual application hags been filled in pleasze click
the "Submit Application' button on the Upload Documents page. Once submitted a manual application cannot be changed.

Applicant Submitted Date Stage

John, Smith 12-Dec-2014 15:07:55 Offer in Progress

2  Click on the New button and the following screen will be displayed:

UNIVERSITY OF
CAMBRIDGH

MR /IR Asren Wes Appication

Vacenaies DGO

ol Apphvant Entry * Upload Docunmsnms
e Viecinoy Redwence
Plepnes Sl - AWO21%
Vacaary Te
Farvyy rame Resewrch Assooate
pary Diwte N
TApe 2014 =
Swen rTee §
Aconcae Sutue
AQUACanTN W pIOGIess
hodro ) .
» e spphcant & Bt sspean Losnemic ArosSerss nasonal with 200t o wark b e UK?
e "ne
¥ ouat o By sbinady have parmessien 0 wadk n s UK?
Addreom Loe
You W
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OrrTa= FRone A b

[y Wy regard Petashsd 8% Ny ey Omatatier *

i 92 _

This screen has two tabs. The first tab, Manual Applicant Entry, allows you to enter a
minimum amount of essential information about the applicant. This includes details such as
title, name, address, right to work status and equal opportunities information.

The screen shows the vacancy details on the right hand side.

Vacancy Details

Wacancy Reference:
AWD2219

Wacancy Title:

Research Associate

Closing Date
11-Apr-2014

Applicant Status

Application in progress

Please check that you are editing the correct vacancy.

:@: Tip: At any point during the process, you can click on the Save button to save the
details entered so far and then return to the form later.
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Do they regard themselves as having any Disabilities: *

--- Please Select ---

--- Please Select ---  [=]

Dr

Miss

Mr

Mrs

M=

Frofessor
Frofessor Dame
Professor Lord
FProfeszor Sir
Reverend Or
Feverend Professor

This list is a subset of the titles that are acceptable within the CHRIS system.
Choose the value that most closely corresponds to the details provided by the
applicant.

4  Enter the applicant’s given name (forename) and family name (surname). These fields
are free format text fields.

VN mames:

Farmiy rame; *

5 Enter the address details for the applicant. A number of the fields (such as Town and Country)
are mandatory.

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 43



Web Recruitment System — Managing Vacancies and Applicants

Address Line 1

Country. *

6 Enter the remaining details for the applicant, including right to work details, contact details and
equality and diversity information.

Note: The Equal Opportunities section is mandatory but there is a Prefer not to say option for
each question. This should only be used if the applicant used this response or left a field
blank (the downloadable CHRIS/5 and CHRIS/6 forms tell applicants that any blank
response will be treated as Prefer not to say). Entering an accurate value is important for
monitoring our Equal Opportunities policy and for meeting the University’s obligation to
provide the Higher Education Statistics Agency (HESA) with complete and accurate
anonymised employee data.

7 Click on the Save button if you would like to save your work and go on to add an attachment, or
return to complete the applicant’s details at a later time.

8 To upload attachments for an applicant, click on the Save and Next button.

Cancel Save Save and Next
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9 This will take you to the Upload Documents tab to upload an attachment for an applicant. If
you have received a paper-based application then you can scan it and save it as a PDF for
upload, or if you have received an application by email then you can save it and upload it.

Home Vacancies Logout

Manual Applicant Entry Upload Documents *

Supporting Document Upload

Use this form fo upload the application documents, such as the applicant's CV, covering letter or application form so that they can be ma
to keep the application documents in their original format as well.

Current supported formats are * pdf (preferred), * docx, * pptx, *.doc, * ppt, *.rit, = bd;
If you have scanned the supporting documents, then most scanning software allows you to scan as a pdf;, otherwise, you can paste a copy of the
There is @ maximum uploaded file size of 2MB;

n
n
n
» Please note all uploaded files are converted to pdf documents.

Where you are uploading something other than a pdf file, you are advised to review the converted versions of the uploaded files to check

+ Choose

Uploaded

. Filename
Time

No records found.

You can upload documents in any of the following file formats:

o Pdf

e Doc and Docx (Microsoft Word Format)
e Generic Rtf

o Txt

e Ppt and Pptx (Microsoft Power Point)

Note: It is highly recommended that PDFs are uploaded wherever possible. A maximum limit of
4MB is permitted per file with a limit of five files totalling no more than 20MB per application. Limits
are set because there is a limit to the size of attachments that can be sent via email. Selection
panels/appointing bodies may need to be emailed an applicant pack (including all applications and
their attachments) and so limits have to be set with regards to uploaded documents to facilitate this
process.

10 To upload a document, click on the Choose button.
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UNIVERSITY Ol
CAMBRIDGE

I HR ¢ MR Admen Web Apshcaton

Home Vi [

Use this form %o of
10 ke the appiey
Ourrem supportel

Thete m o Mz

.
.
.
s Plodrs rote 30 o

+ Chooss

Uploaded
Time

No rocoeds Sound

Manual Applcer

I you have scendiil

Where you are upMy

Orgongs = New foider
2 het2? O\\irteimnal heow | boms_desctenes) (M)
@ L* R Share [\unternahgeneral) ()
Application:
¢ ) Chen
Apphcamens
Archvve
CHRIS at the ISG
CHRIS Traming
o
Iformation Team
o | Pumlic
Current Proect Dacuments
Frp_Incoming
Masagernen Reparts

Termglates

File mame

Current Propect Decuments
Fip_ncoming

Management Reports

Templates

Uncontroles Peogect Documents

1E] N Micreacit Office Pusinher Docame

v |ABFies(".%)

Opens v Cancel

11 Navigate to the correct location in your file directory and select the file that you wish to upload

before clicking on Open.

UNIVERSITY O1
CAMBRIDGI

130 0 MM Adee Web Ao

Vonm i Torm 5 ol
1D been e appiacl

Whiars ye ave ustfy

* Chaowe

Upboeded
Time

Reprtimg 19
T

Trert brstances

FHeaane 2opicrton bor Fricech Possendco

) Apacaten A Eaacch P3umcndscs

<

- |ARFe -

| Ops» [w} Concel

12 When the file has finished uploading, the file name will appear in the file list. Do not continue

click on any buttons or navigate away from the screen until this has happened.
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Document Upload

Use this form to upload the application documents, such as the applicant's CV, covering letter or application form so that they can be made
available to the selection panel and other users. You will need to keep the application documents in their original format as well.

u Cument supported formats are * pdf (preferred), *.docx, *.ppke, *.doc, *.ppt, *.rit, =&k

m [f you have d the d . then most ing software allows you fo scan as a pdf, otherwise, you can paste a copy of the
scanned image into 3 Word document and upload that;

m There is a maximum uploaded file size of 4MB;

m Pleaze note all uploaded files are converted to pdf documents.

Where you are uploading something other than a pdf file, you are advised to review the converted versions of the uploaded files to check that
they are frue representations.

+ Choose
Uploaded Time Filename Action
17-Jul-2014 12:49:32 Pre-Installation Checklist Form ¢ Download File =

Cancel Submit Application

From here you can see the time and file name of your upload, and you can also download a
copy of the document or delete the file.

To view the uploaded document, click on the Download File button in the Action field.

Your browser will prompt you to save or open the file.

:%J: Tip: If you have uploaded an incorrect document then click on the Delete File option and
the file will be deleted. Ko

* Dosnbsad Fiw | = |

—— & & Dalata Fig -
dh

ek

13 When you have entered details of the applicant and uploaded any attachments, return to the
Manual Applicant Entry page and click on Submit Application to register the application
against the vacancy.

Cancel Submit Application

The applicant should now appear under received applications when the Process applicants
menu item is selected in the vacancy. The application will initially be given a status of Received.

6.3 Sending out application packs and application-related information

If members of the appointing body are unwilling for you to give them access to view applications within
the Web Recruitment System, or if they are external to the University, you can distribute copies of
applications to them by downloading and printing an application pack OR by emailing an application
pack.

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 47



Web Recruitment System — Managing Vacancies and Applicants

Depending on the stage of the selection process, you may need to provide them with all or a selection of
applications. Therefore, you will need to select the applicants whose applications you wish to download
into the pack by ticking on the box to the left of each one.

Candidate name

o Abbott, Pauline

+  Alexander, Leonard
o Alford, Kelly

+  Anderson, Chris

{5 Andrews, Jeremy

You can select all applicants on a page by clicking on the select all box at the top left of the table of
applicants.

b

o Abbott, Pauline

an

Candidate name %

o Alexander, Leonard
o Alford, Kelly

W Anderson, Chris

o Andrews, Jeremy
W Andrews, Paul

v Ball, Emma

6.3.1 Downloading an applicant pack

Once you have selected the applicants you want to feature in the pack, click on the Download
Applications button at the top of the screen.
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‘ + Download Applications \ -
Srirre as reguested Reasonable Adjusiments to the interview process

Candidate name % Status

Notes  Files Actions Al El
v Abbott, Pauline 0 0 + Download Application - Active
«  Alexander, Leonard 0 0 + Download Application - Active
«  Alford, Kelly 0 0 + Download Application - Active
«  Anderson, Chris 0 0 + Download Application - Active
+  Andrews, Jeremy 0 0 + Download Application - Active

Your browser will then prompt you to save or open the pack.

Do you want to open or save SelectedApplications.pdf from staging.hrsystems.admin.cam.ac.uk? Open Save = Cancel

Select Open or Save as required. You will be able to print the pack as necessary, although other
options should be explored first to avoid wasting paper.

6.3.2 Emailing an applicant pack

Once you have selected the applicants you wish to feature in the pack, click on the Email
Applications option at the top of the applicant list.

+ Download Applications -

| @ Create Selection Grid t has requested Reazonable Adjusiments to the interview process (admin users only)

- — ' name % Status
= Email Applications | Submitted % Notes  Files Actions Al =
& View Advert
5oel, Mikmil 12-Dec-2014 18:44:17 1* 0 + Download - Active
Gpoi, Yamshi 12-Dec-2014 185709 1* 0 + Download - Active
Hendon, car 12-Dec-2014 15:58:55 1 0 + Download - Active

An email will then be sent to your account which has an attachment with the selected applicants’
details.

Note: The generated pack will reflect the format of the application form for the vacancy.
For example, where the vacancy uses a CHRIS/6 form then, for each applicant, the
pack will consist of the application form followed by the attachments the applicant
has submitted (such as a CV, covering letter and list of research publications) in the
order that the applicant uploaded them. If you require documents to be in a particular
order, please instruct your applicants on this in your HR7 Further Information
document.
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All attachments are converted to PDF/A format as an applicant submits them. The
application pack will therefore be a multi-page PDF file which should be accessible to

most people regardless of their local PC environment.

Note: As the CHRIS/5 form is five pages in length, an additional blank page has been
appended to the back of the application form so that if a pack is printed a second

applicant’s data is not on the back of the first applicant’s form.

Note: Various email systems have different limits on email sizes. Where there are a greater
number of applicants, or where applicants have submitted more attachments, you

may need to send several emails to circulate the applications for a vacancy.

6.3.3 Creating a selection grid

A selection grid can be generated and downloaded from the system for selectors to record the
results of a selection activity or stage in the process. The grid is a version of the HR11 Selection
Results Grid which is pre-filled with the names of applicants who are at the selection stage you are
currently in (i.e. the tab you are in when you create the grid). It also includes the applicant’s right to
work status (i.e. whether or not they are a settled worker) so that, when completed, the grid can be

used as evidence of your selection process for the Resident Labour Market Test (where the

successful applicant requires a Tier 2 CoS).

1.

If you want to create a selection grid, click on the Create Selection Grid option from the drop-

down menu found before the list of applicants within the relevant selection stage tab.

+ Download Applications -

@ Create Selection Grid |t has requ
: name

= Email Applications

& View Advert

Select the format for the grid.

{HR11) Selection Results Grid

Please select the file format you would like for the HR11 Selection Results Grid:

POF (.pdf) '
1 e N
Ward Document {_docx) Cancel Generate Report
Excel Format ( xdsx)

Rich Text File {.rtf)
4
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3. Click on Generate Report.

This will display the selection grid in the format you selected.

M UNIVERSITY OF

< - Selection Results Grid
¥ CAMBRIDGE
Vacancy Tle Language Teacting O Vacancy Raference Number (v
Degamment | MSE00nN ';ul;i:i);; u l:(' ,v. '.t.}):’«;.rlir::n Selection Stage 3(.quzu 3
Mamms of Asyrsnaors Sgnatire of Assmsees
Decision Fuks
Comiitaly Salted Secaon Crferm Soore Totto [0 o] Geosion s Connersfisasons
wonee T [ WS W o w3 e e | Cmena

M Patiioe Seath

You can now save or print the grid for use by the selectors.

6.3.4 Generating applicant and referee reports

Please see the Web Recruitment manual on Generating Applicant and Referee reports on the HR
systems web pages for details of how to generate reports to use for mail merging, selection and
reporting.

6.4 Updating applicant records and their progress

When you are within one of the stage tabs for a vacancy, there are a number of actions that can be
carried out on an individual applicant basis:

e Updating the stage and status of applicants;
e Editing the personal details of applicants;

e Adding attachments; and

¢ Adding notes.

The following sections describe these processes.

6.4.1 Updating selection stages and statuses

An individual with Admin or Write access to the vacancy is responsible for recording the details of
the selection process and moving applicants between stages. It is a department/institution
decision as to whether a member of an appointing body is given this level of access to record
decisions made during each stage of the selection process, or whether this is done on their behalf.

A number of stages have been defined and these are:

e Application Received (Received);
e Progressed to Short-listing (Short-listing);
o First Selection Stage (Selection One);
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Second Selection Stage (Selection Two);

Third Selection Stage (Selection Three);

To be considered by Appointments Committee/Board of Electors (Committee/Board); and
Offer in progress (Offer).

The brackets in the list above indicate the abbreviated name of each stage as it shows on the
tabs across the top of the screen. For clarity, a full version of each stage name is used in the
drop-down list where you change the status/stages of applicants.

You can use as many of the stages as are appropriate to fit your local requirements or your
particular vacancy. Please see the Recruitment Guidance for information on planning your
selection process (http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning).

1. From the main vacancy screen, click on the Manage Vacancy button next to the vacancy
you wish to manage.

Resaarch Associste Opan 11-Apr-2014 30 # Manago \’acxﬂ:r,
v,
el

2. Select Process Applicants.

WVacancies Admin

Vacancy Overview

Applicants

Process Applicants (20)

Manage Manual Applicants (4)

Vacancy Configuration

A list of applicants will be displayed.
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Candidate name 2 Status
Notes  Files Actions All |z|

Abbott, Pauline 3 1 + Download Application = Active
Alexander, Leonard 3 0 + Download Application - Active
Alford, Kelly 2 0 + Download Application - Active
Anderson, Chris 2= 0 + Download Application = Active
Andrews, Jeremy 2* 0 + Download Application - Active
Andrews, Paul 2% 0 + Download Application - Active
Ball, Emma 2 0 + Download Application = ctive

Initially, all submitted applications which have been received but not yet assessed appear in
the Application Received tab. There is also an All tab which lists everyone who has
applied for the vacancy and their current stage (e.g. Received, Short-listing) and status (e.g.
Active, Rejected). Applicants will always show on the All tab, as well as under the tab for the
process stage that they are currently in.

The number of applicants at a given stage is shown next to the stage name.

AWO02219: Research Associate

All(30)  Received Short Listing (0)  Selection One (0)  Selection Two (0)  Selection Three (0)  Committee/Board (0)  Offer (0)

Application Received

3. Click on the tab that reflects the selection stage you wish to view or process. This will display
the current applicants at that stage of the process.

When you first begin managing applicants, you will be clicking on Received as all applicants
will be listed there.

4. Tick the box to the left of the applicant(s) you wish to process.

«  Alexander, Leonard 3 0 + Download Application = Active
«  Alford, Kelly 2 0 + Download Application - Active

Anderson, Chris 2* 0 + Download Application ~ ~ Active
«  Andrews, Jeremy 2* 0 + Download Application = Active
\/{b Andrews, Paul 2+ 0 + Download Application - Active

DAl Eraman . n L M Trmd Bomnlimmbime -
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5. At the bottom of your list of applicants, there is a drop-down menu with an Apply button next
to it. Click on the drop-down menu arrow to open up the options.

Active @ Apply

You will see in the list that you can either:

¢ Change the selected applicants’ status (i.e. to indicate whether they are active in the
stage of the process you are currently reviewing or if they have been rejected or
withdrawn at that stage); OR

¢ Move the applicants to another stage in the process (e.qg. if you are inviting them to a first
round interview/selection event then you would move them to First Selection Stage).

Set Status To

Rejected

Candidate Wahdaswn
Set Stage To
Application Raceived

rogressed jo shorl-sshng

Apply

6. Choose the status or stage you wish to allocate to your selected applicants from the drop-
down list and then click on Apply.

Rejected

Apply '{t")

7. The Confirm Action screen will be displayed.
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Confirm Action %

4 Applicant{s) Selected:

Are you sure you want to change the Status of the following applicants to REJECTED 7

m Alford, Kelly m Alexander, Leonard m Andrews, Jeremy m Andrews, Paul

Yes No

If you have recorded a status of Rejected or Withdrawn for certain applicants, those
applicants will now be greyed out and showing a status of Rejected or Withdrawn (as

applicable).
A star (™) indicates an applicant has requested Reasonable Adjustments to the interview process Updates Successful
Candidate name % Candidates records updated
Notes  Files Ac
(5]
Abbott, Pauline 3" 1 + Download Application = Active
+ Download Application = Rejected
4+ Download Application - Rejected
Anderson, Chris 2+ 0 + Download Application = Active
+ Download Application - Rejected
+ Download Application - Rejected

If you applied a new stage for certain applicants using the drop-down menu, they will have
moved from the stage they were in (e.g. Application Received) and their details will be
moved to the new stage you selected (e.g. Short-listing or First Selection Stage).

You can use the Status drop-down to view Active Only, Rejected, Withdrawn or Offer
statuses.

Withdrawn
(Offer Statuses

Applicants can be processed through all stages relevant to the vacancy’s selection process.

Note: If you are conducting long-listing to sift a large volume of applications down to a
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manageable number, any of those rejected should be given a status of Rejected
within the Application Received tab. Any applications not sifted out and which you
will give a complete review in order to carry out short-listing should be moved to the
stage Progressed to short-listing. If you have a small number of applications and
intend to carry out short-listing on all of them, all applicants should be moved to the
stage Progressed to short-listing. Guidance on long-listing and short-listing can be
found at http://www.hr.admin.cam.ac.uk/recruitment/step-3-recruit-and-select.

You could use First Selection Stage for a preliminary round of interviews/selection
tests and Second Selection Stage for a second round of interviews. You do not
need to use all the stages.

You must move all candidates formally considered by an Appointments Committee or
Board of Electors to the To be considered by Appointments Committee/Board of
Electors stage. Only use this stage when an appointment needs to be approved by
an Appointments Committee or Board of Electors formally constituted under the
Statutes or Ordinances.

Note: Itis important that you update the system with all applications received
outside of the system (manual applications) and the outcomes for each stage
of the selection process for all applicants because:

e Otherwise recruitment data generated for departments/institutions/HR will be
incorrect. For example, equality data required for Athena SWAN applications, (to
justify/assess positive action in the recruitment process, or reporting how
successful our equality policies are) will not give an accurate reflection of where
applicants reached in the recruitment process.

e Any HR11 Selection Results Grid that you download from the system to record
the assessments made in the selection process will not be complete and
accurate for the purposes of the Resident Labour Market Test (where the
successful applicant requires a Tier 2 CoS).

e The graph identifying where each applicant saw the vacancy advertised will be of
limited use (as will the future standard report on this).

e It enables you to ensure that all applications have been considered and
progressed to the next stage or rejected, without the need for a separate manual
tracking process.

e The University’s internal auditors for recruitment will expect to see a clear audit
trail which shows that all applications received have been assessed and
progressed or rejected. This was one of the concerns raised in the previous
audit.

e It ensures that you are able to maximise the benefits of other features within the
Web Recruitment System. For example:
o Moving rejected applicants to ‘Rejected’ enables users to generate
rejection emails/letters from within the System.
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Moving the successful applicant to ‘Offer’ stage enables you to record
offer details in the system instead of in the CHRIS Recruitment Module
and removes the need for you to complete a CHRIS/10A form. It also
means that you can generate an offer letter from the system and submit
an electronic Appointment Request to the HR New Appointment Team.

O

It is not possible to mark a vacancy as ‘Complete’ (i.e. that the selection process
has ended) without recording the outcomes of the selection process (i.e. if
applicants have not been rejected or made an offer). Please see section on
Completing Recruitment for a Vacancy for details of why it is important to be able
to complete a vacancy in the system.

6.4.2 Editing the details of an existing applicant

If an applicant contacts you during the recruitment process to inform you that his/her personal
details have changed (e.g. name, contact details), you can edit these within the system.

1. Click on the drop-down list in the Actions column. Select Edit Applicant from the list.

Abbott. Pauling

Aford, Kely

Andarzon, Chrs

Candidate name < Status
Notes  Flles Actions
Al -
' A &t
) & Download Applicatian v
- Received
2 Emad Appacation 2 o
Newandes, Leanard 2 ) i PP . < Actrvn at
~ Add/View Notes Recsive
0 @& Admin Attachments . Active at
Racgived
7 Edit Applicant o
' L Active at
Received

An Edit Applicant Personal Details pop-up window will appear, as shown below.
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2. Amend the details you need to change in the relevant field, then click on the Save Applicant
button at the bottom of the window.

T i N L e O e e W I e LR IO
Contact Details

Primary telephone 01223 4567222
number: *

Secondary
telephone
number:

Email address: * pauline.abbott@gmail.com

B Save Applicant

o e i ey A0 SR8 Mg P Danrgh

3. Click on Close at the bottom right-hand side of the window.

AT -
-~ vy

- Lt T - -
T i o e e J— T - B )
et e S et T =1 - il e

Country: = United Kingdom [=]

m I/' -

Email address: * pauline.abbott@gmail com

B Save Applicant

Please note: an entry describing the change that has been made, when it was made and
your CRS-ID will be recorded automatically in the Notes for the applicant concerned.

6.4.3 Adding attachments to an existing applicant

You may wish to save documents relating to an applicant with their record in the Web
Recruitment System so that all information about them within the recruitment process is found in
one place. For example, you may wish to upload:

¢ HR8 Response to Enquiry (http://www.hr.admin.cam.ac.uk/forms/hr8-response-enquiry-
template);

e HR10 Assessment Record (http://www.hr.admin.cam.ac.uk/forms/hr10-assessment-
record);

e HR13 Invite to Interview Letter (http://www.hr.admin.cam.ac.uk/forms/hrl3-invite-
interview-letter-template);

e HR17 Assessor Notes template (http://www.hr.admin.cam.ac.uk/forms/hr17-assessor-
notes-template);
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¢ HR4 Salary Case for Approval (http://www.hr.admin.cam.ac.uk/forms/hr4-starting-salary-

case);

¢ HR23 Welcome Letter (http://www.hr.admin.cam.ac.uk/forms/hr23-welcome-letter-
template).

(? Tip: Store documents against an applicant if they relate to one applicant only. Store
documents against a vacancy if they relate to the job, the recruitment process or multiple
applicants.

Please note: under Data Protection Legislation, all applicants are entitled to make a subject
access request to see all personal data held on them, including documentation from the
recruitment process. Therefore, it is vital that any recruitment documentation stored within the
system (or elsewhere) contains only appropriate information which demonstrates that a fair,
objective process took place.

1. To upload an attachment for an existing applicant, click on the drop-down list in the Actions
column for the relevant applicant. Select Admin Attachments.

Candidate name %
Notes  Files Actions

Abbott, Fauline 2 0 *+ Download Application -

= Email Application
Alexander, Leonard aF 0 hd

~ Add/View Notes

Alford, Kelly ¢ 0 m Admin Attachments -

Anderson, Chris 2* 0 S ————— =

The following screen will then be displayed, including information about the types of file you
can upload.
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Applicant admin attachments

You can upload documents which relate specifically to this applicant, such as a record of any
interview notes or assessment scores. These documents will not combined with the candidate’s
application to form part of the application pack. Select the documents and press the upload button.
The following file types are supported: *.pdf (preferred), *.doc, *.docx, *.ppt, *.ppt, *d, *.nif.

Please note that for security and compatibility all documents are converted to PDF format.

If you have read-only access to this vacancy then you will be able to view attachments but not
upload or delete them.

+ Choose

Time Filename Action

Mo records found.

e Attachment Window close

2. Click on Choose. Your file directory will then be displayed.

8 Chocee Fie = Lpoad — ~E— T ——

00| (v Compuen » ol (rmmmeromaiiverre,_deectaris) M) o My Docamerts + w [ b i Srwnts oy Dressementi P

BT Athana Swan L0gn in PAS

oot LU stance
syl

-4 02 Appvenal fa e BAS fix

) brojact Geoup Agarets U 33422

New 345 St wawd boge

PAS2 ) Room becking

Cerupaenst Heath gradhng sowerd_ 2013 00 163

MG FOLDER Dcrapatianal Hesth . B @ ren

B Dewninack W) 63

B 5% feedbiack WE

L) e BAS ervad it st S1h Segn L3

1] Pecrutment Prosents - Belesse | Stabenobes bnpect anabses of

o et

) Lactiers 3ndd Senkr | ecnures (chaical snd rom chracel] - Fanatneent sphcmon

) ferctioral fagprwmarts - faparting L)

B Sarmie of the K Przpect Rapert - beck s Verwen

- | ) -

(e = [ coms

3. Select a file to be uploaded from your file directory. Double-click on it or click on Open.

4. You will be returned to the pop-up window. You will see the name of the file you have
selected. Click on the Upload button as shown below, to upload the file (you can click on the
Cancel button if you have chosen the wrong file).

Copyright © 2015 University of Cambridge Last Modified: January 2015 Page 60



Web Recruitment System — Managing Vacancies and Applicants C@l S

Applicant admin attachments

You can upload documents which relate specifically to this applicant, such as a record of any
interview notes or assessment scores. These documents will not combined with the candidate’s
application to form part of the application pack. Select the documents and press the upload button.
The following file types are supported: * pdf (preferred), *.doc, *.docx, * ppt, * ppte, * bt *0if

Please note that for security and compatibility all documents are converted to PDF format.

If you have read-only access to this vacancy then you will be able to view attachments but not
upload or delete them.

+ Choose 2+ Upload @ Cancel

HR10 Assessment Record.doc x

Time Filename Action

Mo records found.

The document will then be uploaded and displayed in the table of attachments as shown
below.

Applicant admin attachments

You can upload documents which relate specifically to this applicant, such as a record of any
interview notes or assessment scores. These documents will not combined with the candidate’s
application to form part of the application pack. Select the documents and press the upload button.
The following file types are supported: * pdf (preferred), *.doc, *.docx, * ppt, *.pph¢, *.txt, *rif.

Please note that for security and compatibility all documents are converted to PDF format.

If you have read-only access to this vacancy then you will be able to view attachments but not
upload or delete them.

+ Choose

Time Filename Action

(i)
2014-03-
13T18:37 .54 642 HR10 Assessment Record

»~ Download File
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:(?: Tip: To check the file content, click on the Download File button in the action field
next to the relevant document in the table of attachments.

Action

Download File !

.............

To delete the document click the drop down arrow next to the Download File
button.

Action

Download File qb

Select Delete File.

Action

Download File -

@ Delete File

| g

Click on Close at the bottom right-hand side of the pop-up window to return to the main
applicants screen.

6.4.4 Adding notes to an applicant’s record

It is possible for you to add notes to an applicant’s record, which provide an auditable trail of the
applicant’s progress through the process. Notes are automatically added by the system when
you amend the stage an applicant has reached or an applicant’s status.

You may record information such as:

¢ Contact with the applicant, for example, if he/she contacts you to withdraw his/her
application or to inform you that he/she cannot make the interview date/time offered.

e That a manual application you have added was screened and put forward by an agency
that has been helping you to source candidates.

e Reasons for an action taken, for example, a summary of why the individual’'s application
has been rejected (although detailed reasons should be provided on a document such as
the HR10 Assessment Record, particularly for stages after long-listing).

Please describe the source of the comments (for example, phone conversation with the
applicant or notes from the interview panel).
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Please note: under Data Protection Legislation, all applicants are entitled to make a subject
access request to see all personal data held on them, including documentation from the
recruitment process. Therefore, it is vital that any recruitment documentation stored within the
system or elsewhere) contains appropriate information which demonstrates that a fair, objective
process took place.

1. Click on the Actions drop-down menu for your chosen applicant (next to Download
Application).

2. Select Add/View Notes.

Alexander, Leonard 2* 0 *+ Download Application =

= Email Application
Alford, Kelly i 0 -
~ Add/View Mot I

Anderson, Chris 7 0 LAY [ T AN = T T =Ta] ) -

# Edit Applicant
Andrews, Jeremy 2 a ey e >

3.  An Add Note to Application pop-up window will appear. Write your note in the New Note
text box and click on Add Note.

Application notes

These notes provide a history of the application - they are an auditable frail and can be used to note changes to the applicants details, interview
notes or other relevant information.

Please describe the source of the comments (eg phone conversation with applicant, notes from interview panel efc)

Mote that any notes made here are subject to the Data Protection Act, and are disclosable to the applicant

If you have read-only access to this vacancy then you will be able to view application notes but not add or edit them.

Mew Mote (T40 characters remaining)

Kelly Alford telephoned Gill West on 13/03/2014 to inform us that she is unavailable for interview on 03/04/14. An alternative
interview date has been requested. Gill is liaising with the Appointing Body to see if this is possible before going back to Kelly.

~ Add Note

4.  Your note, the date and your CRS-ID will be displayed in the table underneath.
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5.

6.5

Date Added Added to Note
by
12-Feb- ] . . .
. _— Reasonable Adjustments requested: | am dyslexic and would require extra time to
2014 Applicant  Application complete any written test
152323 P y
13-Mar-
2014 het27 WVacancy Interviews will be held on 03/04/14. Room F59 booked 12:00 - 16:00
17:40:07
13-Mar- Kelly Alford telephoned Gill West on 13/03/2014 to inform us that she is unavailable for
2014 het27 Application  interview on 03/04/14. An alternative interview date has been requested. Gill is liaising
18:45:46 with the Appointing Body to see if this is possible before going back to Kelly.

Click Close at the bottom right-hand side of the pop-up window. You will be returned to the
main applicants screen for the vacancy.

Sending rejection correspondence and reference requests

Please see the Web Recruitment user guide on Generating Correspondence on the HR Systems web
pages for details of how to generate and send rejection correspondence to applicants.

Please see the Web Recruitment user guide on Generating Correspondence on the HR Systems web
pages for details of how to generate and send reference requests using the system.

6.6

1.

The Offer Stage

When the selection process for the vacancy has been completed and a successful applicant
has been selected, you must move him/her (or them, if you have more than one successful
applicant to the Offer in Progress stage.

o Davies, Fraszer 2

Oiffer in Progress ™

Apply
O

The following Confirm Offer dialog box will then appear.
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Confirm Offer x

1 Applicant({s) Selected:

‘fou are about to move the following applicants to the Offer stage. If known, please state whether an applicant wil
require a Certificate of Sponsorship, these CoS requests can be managed under the 'Manage CoS Requests'

section

Applicant Name Co5 Required?
Ball, Emma CoS Hequired =]
Mo, don't update applicants Yes, update applicants

The confirmation window will indicate whether a Tier 2 CoS may be needed by the
successful applicant based on his/her responses to right to work questions in their
application form. However, you must double-check the successful applicant’s right to work
status with him/her and establish if he/she needs a Tier 2 CoS.

i
\) Please ensure that you record the requirement for a CoS (or not) accurately for
each of your vacancies in Web Recruitment

It is very important that this information is recorded correctly because the University
is required by law to keep certain documents and information from the recruitment
process indefinitely where an individual requires a Tier 2 CoS. The Web
Recruitment System will only retain records beyond the normal University retention
period for completed vacancies where the successful applicant is recorded as
requiring a CoS (or it is otherwise instructed to do so by a super-user).

As required, you can amend the default by selecting from the drop-down list. Once you have
made any changes and you wish to move the successful applicant to the Offer stage, click
on the ‘Yes, update applicants’ button.

2. The applicant(s) will then be displayed in the Manage Offers screen, where you will be
routed automatically after moving an applicant to Offer in progress.
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¢ HR | HR Admin Web Applaton

Vaconoes Offess Beports i Logout

DC04259 Research Assistant/Associate (Offer to Mr Mohan Reddy)

Offcraycivie Offer overview for Mr Mohan Reddy Applicant information

Thes poge guies you Beouch the by sieps m the ofer process. wed ndeales the progrees you N Motan Geddy

| 1) Confirm ofter pastion have made it e oMer 1o o partie nefiasont
ave Made e oer or o particuler appicont e

o Suterined 11.Dec-2014 15:22:37

OF LT naVIgane Dack 10 1M STreen 3t any e using the ef hang meny

Stotus: Active

W S YOU Featem the Liyie 30 oRee 05 b repec o secton of the

Reznstment Oy ce belore procesding

S53%p One: Confarm Position
Cheh on the Suson below to select e postion for which you are making an ciler. Once

confemed. the cetals of TS 20slon will be Sefeufted in he Recond ofler detalis saslor

Comfirm pasithon for this offer

Please see the Managing Offers user guide on the Web Recruitment system page, which
describes the six step offer process in detail.

A quick reference guide to managing offers can also be found on the Web Recruitment
system page.

As well as appearing within the six step offer process for the vacancy, the applicant will also
appear on the Offers tab that lists all of the offers to which you have access across your
vacancies:

Offers in progress

BB D00 E90w 10U 1D MITBE CFrS GUIDAY B SICANT RS 1 WY Yoy N0 Bteet Oree 30 DRl N Dees TSI g 13 New ACCORTTWEES 1| @i hof Whew 0N 168 ML 1) e (OTOARG o cod D

W00 Peki

SO0 QA MR AT D Bl APPOImIN] MU st made

Appiicant Name § Job e =
Ofter Mogrees Offer Deeatn Acthms

IR Or S Busd ' arpaey Catxarte My Astow & Nurtage e
CHRIS Posithon: 70034848

The screen shows offers where the six step process has not been finished (i.e. an
Appointment Request has not yet been made) by default.

You can view offers where an Appointment Request has been made by ticking the box at
the top of the screen:

+ Include applicants with the status Appointment request made

The ‘Offer’ progress bar show the status of the offer:
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S ACCRpiod

B * v " Status: Condeons!
: ))" sl CHRIS Position: 70032400

Click on Manage Offer to re-enter the Offer process for that applicant.

@ Mange (fter

Note: each applicant at this stage is managed individually and you can no long
perform tasks across multiple applicants.

If an applicant has been move to offer incorrectly then go to the Vacancies tab, click on
Process Applicants, click on the Offer tab, and select Change stage from the action list

for the relevant applicant.

M | Mt Adimen Weels Aggis aon

Otters Reponts

[>C04259: Research Assistant/Associate

Vacancy Overview

P Apol ) - o - Vv smmntee Towd (1 Offec (1)
Manage Marual Appdcants (0)
Offer
Vacancy Configuration
Delow s 0 road ondy et of of sppkc ants witin e ofier siage These applicanty shouid now be maneged using the WManage Offery’ arsa of Be
wiem

Tavies
I Rrry ROPACASE Srn 10 B BA1 SOTHAOUSl Dy CAN Dl MOVS DECK 10 & SIe0uS SINE cg Mo Change Sage’ faatuoe of D suten bt

Manage Rejpection Comespondence

Manage Fafeserce Reguests
Munage CaS Raqumes (8) Manage These Offers Manage These Offers {Super-User View)
respanden e
Awating Confimation 3] Candittate name Status Actions Notes  Files
Completed and Othess (2) I,
Chouoery. Rav ALIVe ¢ Wansge Offe -
View or Record Comespondence
" ¢ Dowricad
Sowd bkt Actve 0
Permszians * Cnanga Stags
Goah TN Actve « Emal Ao aton 0
Notes {00

z = AddMew Noles
Kann Shecam Conatony Offsr Reysclad =

Attachments [01) & Acmin Altachments

Komata Sifae Conatons Offar iaoe 7 EOE Aroicant

You will then see the following pop up window:

Change Applicant Stage

Flease select the stage to which this applicant should b= moved. The applicant status
will be changed to Active.

Application Received |

Cancel Change Applicant Stage

Select the stage from the drop down list:
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pplication Received

Application progressed to sho-listing
First Selection Stage
Second Selection Stapge

Third Selection Stage

To be considered by Appointments Committee/Board of Electors

Then click on the Change applicant stage button.

The applicant will be moved out of the Offers tab and will appear back in the stage you have
selected.
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5. Managing Offers

ADMIN users should record the offer details using the six step offer process.

¢ HR | HR Admin Wed Applsaton

Vaconoes Offess Beports rnen Logout

DC04259 Research Assistant/Associate (Offer to Mr Mohan Reddy)

Offer overview Offer overview for Mr Mohan Reddy Apphicant information

Thes poge gudies you Peouch the by siaps m the ofer process. wod ndcales the progrees you N Motun Geddy
| 1) Confirm ofer pastion Save made b S oller S & Dastieuier spaliosnt
bt ente el e s Suserined 11.Dec- 2914 15:23:37

O TOm nevigane Dack 12 1M STreen 3t ang me usng the et hand mens -
0 O ' v Stotus: Active

* iy shongy woo

o S YOU rewtem e Myks an ofee andd s repections sechion of the

Reznstment Sucance el

e procoeding

| S3%p One: Confam Position
Cheh on the Duton below to select the postion for whic h you are malang an Giter Once

onfemed. the cetalls of DS 2osn will be Selfeufed in e Recond offer detalis saslor

Comfirm posithon for this offer

You will be required to:

¢ Confirm the position you are appointing to;

e Record the details of the offer that you are making;

e Select whether to create a system-generated offer letter or to prepare the offer letter
outside of Web Recruitment and upload it;

e Confirm details of how, when and by whom the offer letter was sent (for both manual and
system generated letters);

e Record the offer outcome;

¢ Record additional details in order to submit an Appointment Request to the HR New
Appointment Team within the system.

The Managing Offers Guide explains this process in detail.

The system will guide you through the stages in order to that the next stage becomes available at
the appropriate point in the process.

Note: You should use the six step offer process wherever it is possible for you to do so.
You will then no longer need to transfer the applicant to the CHRIS Recruitment Module,
record details of the offer there or use the CHRIS10/10A form.
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6. Completing Recruitment for a Vacancy
A vacancy should be marked as recruitment complete when:

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

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

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

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

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

¢ Not appear in a user’s list of vacancies (unless a user actively chooses for complete
vacancies to be displayed), making the screen less cluttered.

Note: Itis very important that you do mark a vacancy as complete within 12 months of the
closing date for online applications. Otherwise, you may cause us to retain recruitment
documentation for longer than is permitted.

8.1 Completing Recruitment for a Vacancy

1) In order to complete recruitment on a vacancy, select the vacancy and click on Manage
Vacancy.

{ HR | MR Acmn Web Applcetion

Reports
Vacancies
2 Find Apgican
= VAEANCEN W
i * HT RCONT AN R regumeted Faseonatle AAUIETErtS S S irORnsem DI e
Job Reference

a Jobs Tatle < Stxius ) )

e ~ Closing Date 0 Applicants Acsons Access
AKIDM260 Assoc@ts Dean Adven closed 10-Jan-2015 0 & Manage Vacancy Adrriatrnto
AKDL0 Y Aszocate Dean Advert closed 10Jan-201t8 v A Manage Vacancy Admes strator
DCOa250 Res£AICN ASHILIrt ASSOTiae Allver closed 0S-Jan-2015 " a Manggs Vacanty Adtreiatrator
DOo42 Lector Actvert inn 3 A0 2015 0 A Marage Vacancy Aderusiatraton
DC04206 LEciy Adver! Ive 30 Apr-2015 0 & Marage Vacanty Admymistrmton
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Note: Recruitment can only be completed for a vacancy when the vacancy closing date
has passed (i.e. the Job Opportunities advert has closed).

2) The vacancy overview screen will be displayed:

et S Asnn Web Appicaton

Wien HR Procewsing Reparty Logout

AHO04339: Programming Officer[Non-Clinical-Research]

Vacancy Overview

Applicants

Vacancy overview
Process Applicants (28)
Frushed recrutng? Compiste red nutmeant for this vacancy

Mansoe Macwal Applicants 1)

Welsome 10 Ihe «30anay Manapement srea, Bom heve you are abile to Agphicant & referve report
Vacancy Configuration ¥ y v
Dowsiad an Eatal wORDOOR Stripmng Yres woirabaals an
8 View et manage Rppicancns D the vasansy
Tashs SEECATS contacs detads It 8 referee comact dwade e ans
8 HINGW MRETIN COMITRNCETONS N BN 08 (Sguests

0 8 IR0RCAN 51 Wi DOTIST i
Manege hes ¢ e 8 Marage acarcy pertzases
R e T ® \dew and son i tmwes relatng 10 this wacanty
Manage Reference Requests 8 Mariam GREANGy NOMS AN EERCTTeTE Applcant & referes report

Manage Cob Reguests (1)

= " Fositions svailable for this vacancy
HerApCOdus s

The Sigwng FoSons 5an De MpOOTIn for fup vasascy I tharm am NG PESBCNE OB Ang 1 has Dear 5T maar 24 20WS BNCE JOG BT 45 TV VESANCY ON

Awsiting Confimation ) FAS, plesse contest the CHRIS Huodess

Completed and Others {1)
T T

Wiew or Record Carmespongdence
TI033208 Programming O%oer(Mon -Clinost Resesron) Favi Choustery 20202015
Permissions
Notes (0)
Attachments 00

Application Stages Overview

3) Whenever it is appropriate to complete recruitment on a vacancy, a link will be displayed on the
overview screen. Click on the Complete recruitment for this vacancy link.

The following message will be displayed:
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Completion of activity in Web Recruitment

1 applicant has been requested to be appointed

Please remember to send any outstanding appointment paperwork to the New Appointment team.

Do you want to complete recruitment for the vacancy KA00424: Research Associate?

I confirm recruitment activity for this vacancy is now complete within Web Recruitment. | understand this
will make the vacancy read-only, and that this action is not reversible.

Mo, not yet

4) Tick the confirmation box then click on ‘Yes, complete recruitment’.

Are you sure you want to complete recruitment for the vacancy AH04339:
Programming Officer[Non-Clinical-Research]?

| confirm recruitment activity for this vacancy is now complete within Web Recruitment. | understand this
will make the vacancy read-only, and that this action is not reversible.

Cancel Yes, complete recruitment

Note: If you have any outstanding actions on the vacancy, the system will display messages
to indicate what these are (e.g. an applicant at offer stage where an Appointment Request has
not yet been made or correspondence tasks awaiting confirmation). You will need to address
these before completing recruitment.

8.2 Handling outstanding tasks awaiting confirmation

You will not be able to complete a vacancy with any form of task awaiting confirmation. Tasks can be of
two types:

¢ Rejection task;
e Reference task.

The following sections describe the options for handling these two types of outstanding task.

Both types of tasks can be either cancelled or reverted back to manual (meaning that you will manage
the correspondence outside of the system). The following sections provide an overview of the
processes. Please see the guide to ‘Generating Correspondence’ within Web Recruitment for more
details of how to deal with tasks awaiting confirmation.
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Note: If you sent rejection correspondence or a reference request outside of the system, ideally
you should revert the outstanding tasks to manual and record the method you used for the
correspondence. This has the advantage of providing a clear and complete audit trail
should any queries/issues arise in the future, or in the event of a recruitment internal audit.

8.2.1 Cancelling a correspondence task

Please note that, before you follow the instructions below, you should ensure that the vacancy
configuration information is complete. Please see the guide to Generating Correspondence within the
Web Recruitment document library on the HR Systems web pages for more details.

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

MY Adtren W Agicason

Vacanoes Offers Nmpcrs Admin Lgoas

DC04259: Research Assistant/Associate

Vecancy Oventew

Process AopRcants G4 Sywiwen Managed (4) art o

Marage Manusl Asgicams (0

Tasks Awaiting Confirmation

Vecancy Conlfiguration
Bl = 8 fmt of sy ramapes Iaks TUS Y SWRNTS SSORTTRRECD, ey P 1T et Seert st £ S oot

8 Press Praview 10 mew 5 20mesponoence 18 | wil by sees by U recseet

8 Press Set 10 Marial &5 5nange T fype of S Stk 12 Manus Conetponcence
Manage Rejactcn Coresposdance B Frwes Confrm orce o wrm nasoy win e Sesaoecence
Marage Refarerce Recuwits

Marege CoS Requests 5

Agpaoant Cremea By A - Crexied Oate Aqtion
¥opoor, As r SAmon Felerance Tash 23 Ter 22 2T 2 Perew
Awalting Conflrmation (4]
Completed and Others () Kustet. Mutash Srups Margmeat Aaternnce Taek 00-lan- 20185 5530 32 =" Prevew -
View or Recoed Comespondence 2
b 2t - - Nayah Sams Sgp Margacet Nutwwnce ek Dd-Jan-2018 4844 42 B Fravew
Panmissions Kumar, Ratean Vrr Samon Majacion Task 17-Jue-3088 140301 o Prvaw
ones (M
Naoses (@ (et ' wle
Artachments 10
Cantumn Salecre Tasks Cancel Selacred Tachs

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

Tasks Awaiting Confirmation

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

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

Applicant Created By All [=] Created Date Action
Kapoor, Anil Wirr, Simon Reference Task 23-Dec-2014 12:17:51
Kumar, Rathan Wirr, Simaon Rejection Task 17-Dec-2014 16:12:31 @ Preview =
{1 of 1) 1 10[=]
| Confirm Selected Tasks ” Cancel Selected Tasks

2 You will be asked to confirm the cancellation.

Confirm Cancellation

Are you sure you want o cancel the selecied tasks 7

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

Yes Mo

3 When you refresh the screen, the task will have been removed.

System Managed (1) Manual (1)

Tasks Awaiting Confirmation

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

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

Applicant Created By All (=] Created Date Action
Kumar, Rathan Wirr, Simon Fejection Task 17-Dec-2014 18:12:31 B Freview h
{1 of 1) 1 10[x]
Confirm Selected Tasks || Cancel Selected Tasks
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Note: If you chose to cancel automated rejection or reference tasks, you should keep your own
records of what you sent to the applicant/ referee.

8.2.2 Switching a correspondence task back to manual

Please note that before you undertake this task you should ensure that the vacancy configuration
information is complete. Please see the guide to Generating Correspondence within the Web
Recruitment document library on the HR Systems web pages for more details.

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

M Adtren W Agicason

Vacanows Offers Nepcers Adran Lugoase

DC0O4259: Research Assistant/Associate

Vacancy Overview

Precess AcRcants (4 Sywiwen Managed (4) Vart o

Marage Manusl Aseicanms (0
Tasks Awaiting Confirmation

Vecancy Conlfguration
B = 8 St of apwimm ramapes ks St ae SWaTg SSrATTRRRCD, ey N Tyt Seert st £ S reaceert

8 Fress Praview 10 mew B 20mesponoenoe 18 | wil bu Sees by U reose®t
8 Press Set 10 Marusal & 5nange T Hpe oF S Stk 12 Manus Conetponcence
Manage Rejection Corespondence ® Praes Confrm orce ym: s hasoy win e soesaponcence
Marage Refarerce Recuets
Marege Co5 Requests 5
Agpdoant Cresea By A - Crexted Oate Aqtion

Hopoor. Ax T Semon Referance Tosh 23Jes- 204 12T 2 Pavew

Awalting Conflrmation (4]

Completed and Gther (0 Fumat Musash Crgps. Margaat fAaterwnce Tas 09-2an-2085 5523032 o Twrew -
View or Record Comespondence Nayah. Sam Grges. Margatet Nutwwnce Task Do-Jan-2008 1854 42 o Pravew
Noses (@ Al 1 ole
Cantuwm Salecied Tashs Canced Selscaed Tachs
1 Tick the check box next to the relevant task and click on Set to Manual using the option on the
Action menu.
Bction
B Preview -
I = Preview L I
# Set to Manual
2 You will be asked to confirm the action:
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Confirm Action

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

fes Ho

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

Systemn Managed (2) Mamual (1)

Manual Tasks Awaiting Confirmation

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

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

i, . . Created )
Applicant % Created By Al El Date Action
08-Jan-
Kumar, Maheash Griggs, Margaret Reference Task 2015 B Record Cormespondence v
15:38:32
{1 of 1) 1 10[=]
Mark As Complete Cancel Selected Tasks

Once you have reverted a task to manual, you are strongly advised to record details of:

e Any manual rejection letters/ emails sent to the applicant;
¢ The manual reference request sent to the referee; and
e The manually returned reference from the referee.

Please see the guide to Generating Correspondence within the Web Recruitment document library on
the HR Systems web pages for more details.
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7. Purging of Applicant Identifiable Data

The Web Recruitment System aims to make it as easy as possible for departments/institutions to
comply with the University’s existing retention policy for recruitment documentation, whilst
maintaining some flexibility and the ability to generate recruitment management information in the
long-term.

Once you have marked a vacancy as complete, it will normally be subject to automatic purging by
the system 12 months after the vacancy’s closing date for online applications. This means that data
which makes it possible to identify individual unsuccessful applicants will be removed but
anonymised details (including equal opportunities information) will be retained so that it is still
possible to generate reports and undertake trend analysis (for example, for Athena SWAN or equal
opportunities monitoring purposes). Details of the successful applicant, including their application,
will be retained.

The exception to this purging schedule is where the successful applicant for a vacancy requires a
Tier 2 CoS. In these circumstances, immigration rules require us to retain recruitment
documentation for 12 months or until a UKVI compliance officer has examined and approved them,
whichever is the longer period. The system will recognise vacancies where a CoS request has been
made. It will ensure that they are not purged 12 months after the closing date but retained until UKVI
compliance officer has audited them.

You will be reminded in advance when a vacancy is approaching 12 months after its closing date
and is eligible for purging. This will be done through on-screen messages.

If at this point, or any earlier in the recruitment process, you are aware of a legitimate and
compelling reason (e.g. ongoing legal proceedings) why the vacancy should not be subject to the
normal purging rules, you must speak with the relevant HR Business Manager or the Head of
Recruitment. Having considered the data protection implications of your request, he/she will be able
to authorise an exception being made and you will then be able to ask the CHRIS Helpdesk to mark
the vacancy as a purging exception.
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8. Exceptions to the ‘Standard’ Process

10.1 Studentships

Please note that studentships should not be made available to receive applications using the Web
Recruitment System. Studentships are not employment contracts and using a system designed for
recruiting employees may cause confusion on this matter.

10.2 Applicants sourced through agencies

Where you have decided to use a recruitment agency to source applicants, this should be handled
as follows:

® Where you are using an agency, as well as advertising the vacancy on the University’s Job
Opportunities pages and accepting direct applications — any applicants forwarded to the
appointing body for consideration should have their details entered into the Web Recruitment
System using the manual application entry process described in the section on adding an
applicant to a vacancy. Applications sifted out by the agency, which the University does not
see/review, do not need to be recorded in the system.

® \Where you are using an agency as the only means of sourcing your applicants and are not
accepting direct applications through the Web Recruitment System, it will not be possible to
record details of the applications forwarded by the agency in the system. Instead, applicants
forwarded to you should be asked (by the agency) to complete a CHRIS/5 or CHRIS/6 form (as
applicable). These should be handled as described in the Recruitment Guidance at:
http://www.hr.admin.cam.ac.uk/recruitment/step-2-recruitment-planning/determine-application-
method.

® |n order that the University’s equal opportunities data is complete, please provide details of the
applicants’ equal opportunities information as described in the information found at:
http://www.hr.admin.cam.ac.uk/recruitment/step-3-recruit-and-select/close-selection-process.
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