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1. Web Recruitment — Introduction to Release R4

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
o 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;
o 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

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

The second release of the Web Recruitment System focused on:
o Allowing applicants to copy personal details, qualifications and employment history from a
previous application;
e Allowing recruiters to generate rejection emails and letters to applicants;
Allowing recruiters to generate reference request emails and letters;
o 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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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.

1.2 Release 4 overview

Release 4 focuses on:

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

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

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

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

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

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

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

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

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

Departments/institutions should request appointments via Web Recruitment wherever possible and the
New Appointment team will transfer successful applicants to CHRIS using their screens within the
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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.

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

New appointee information

Web Recruitment
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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. Overview of the Application Process

When a job has been selected for online application in new RAS, an Apply button will appear
automatically on the University Job Opportunities advert. In addition, a link to the Job
Opportunities advert will be inserted automatically into adverts placed in external media, along
with wording instructing applicants on how to apply.

UNIVERSITY OF

CAMBRIDGE Abost us  Contact us

Job Opportunities Jobs

Jobs Applying forajob  Righttowork  What we can offor  Livieg in Cambridge Temporary Employment  Work experionce My applications

Acadomic  Resocarch  Professorships/Directorships  Academicrelated EEETIEIEUIEEET

Service Technician

Supporting the work of a maderm, highly reguised, well-resourced and iemovative fadlity, you will DEPARTMENT /LOCATION
enjoy working as part of a 1sam sUPEOoTHing exceliencs in madal Dased aCadurmic ressst

SALANY
Alter initial trsioing you will be able to operate simpie machinery, indluding dismanting and CR14-£10. 188
exssembling equiprment for wi ng and sterilisation, You will slo be involved in the collectios >.81 LB 1835

of waste, Experentce of working in & ssnils
REFERENCE
n2u87

sful candidote will be reguired to
CATEGORY

Aasimtars 3
click oo the "Apply’ butto elow, Thiz will route you to t it

em, where you will neod to register an account (# you have not

PUSLISIED
deting the online applcation form
Marc J

For further detalls, ploase contact tha general office at NTCOS ok cam. ac.ulk

CLOSING DATT
Meacd guate reference SWOZRAT7 on your application and In any correspandence about this e

acan ! A

] % al v and is commn t 2ty PPONt L

SRy
Tho Uriversity Dias a rasponsibility 1o ensure that all omployess are sligible to fve and work in the Share this fod on ¢ 0]
X

Further information

« Further Information

When an applicant clicks on the Apply online link, they will be taken to the following screen where
they can register or, if they have applied before, they can log back into their account.
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8= UNIVERSITY OF
9" CAMBRIDGE

I Wt Hesunert

Home Lisggn Negistm

My Applications at

The ‘Wets Recrustmedd apoiicadon & prowded and maraged try the LinBae Acrermnitatve Savvice

The applicant will be asked to enter a minimal amount of information to register, as shown below:

% UNIVERSITY OF
* CAMBRIDGE

! Wab Recrviiment

Login Register

Regietar

Your emall addrass "

YOU hasd to chooss the passwoed you will uss 50 1o In. The gasaword must

a be beh eight and sbdean charmc ng
u have at OWEFCa5E lamer

& havealls e letie

e have at

. MOf cor y COVIOUS S60uen(es \ & ety ol 43

e mcommand A 350 Conlang puncLaion charRtarg

Password Again *

Hafore you cam regisfer an accourd you need 1o condim that

VU 2RR0 N 3RCH0N On e S il D3 on our HR wed pages

ersiand and SCosgt how the Ursversily ol uoe and slore you! Dersonal gsta

PMiease tick the boa to conkem
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When registering for the first time the user will be sent an e-mail with a link they will need to use
to activate their account.

T a90 . T N 2 ctivate sccount - Message (ML) T
I |

Meiisge Insent Optians Format Ted Revien

- Calibei (Bom =111 = A” A" | IS+~ i= - ’ll &s‘ 9} L! ‘4 ;/’]“ iyl { \

—t
XN ! High Importance
Paste B 7 . oA - i & Addeess Check  Attach Attach Signature Zoom
v J Format Paenter u 2 EEa =¥ Book MNames Fit Nem~ . $ Lowmportance
pbosrd T Humye neled T Toum
From » CHRIS Helpdesk @admin cam. o0k
)
To
Send
2
Subject Actiate account

This email was sent automatically by the University of Cambridge’s Web Recruitment System, In response to your recent user registration.

In order to activate your account, please either click on the link below or copy and paste it into the address bar of your web browser:
nttp://lgcathost:8080/recruit-ul/pages/auth/registerConfirmation.xhtmPg mallAddress=kandadl @rmail. comBid=fa3b124 77344 33865dc 75076247 c5d

If you did not recently register with us, please ignore this email.

This request was made from:
1P address: 0:0:0:0:0:0:0:1

*** please do not reply 1o this email as It s sent from an unattended mailbox and replies are automatically deleted. ***

Once the applicant has registered and activated their account, they will be presented

with the correct application form (featuring any additional sections for DBS, basic disclosure and
security checks, if required) for the vacancy:
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@88 UNIVERSITY OF
%" CAMBRIDGE

[ Web Recrasimes

Home My Applications Logout

Personal Detalls * Redoroncos Upload Equal Opportunities Interview Conuderations

Applying Tor Vecancy: VKOOSTS

,,,,,,,,,,

mber (whess feid

Subma

Address Line 2

They will then be able to complete their application online.

For vacancies using the CHRIS/6 form, it will be possible for applicants to upload a CV, covering
letter and up to 3 other documents you have specified as being required in the advert and/or HR7

Further Information document (5 documents in total).

Applicants can save and return at any time, mark sections as complete then check the details of

their application in a PDF before submitting.

Note: If the applicant forgets their password at any point then they can request a password

reset using the Forgotten Password Link:
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Home Login Register

& Pease log-n to e system by entenng your amsad address and e password you craated whan you
egsienn

Email address

Applicants are unable to amend their application form once they have submitted it. This is made
very clear to them within the form itself and in the Applicant Guidance. They are advised to
postpone submission of their application until nearer to the closing date if they are expecting
information within it to change before then. Applicants are advised to contact the relevant
department/institution contact directly if they wish to notify us of a factual change such as a new
name or address.

Applicant guidance and FAQs are available for the applicant within the system should they need
extra help or support when using the online application. Details of an email address
(WRSTechnicalsupport@admin.cam.ac.uk) are also shown so that the applicant can report any
technical difficulties; applicants are requested to contact the relevant department/institution for
guestions about the vacancy itself.

The applicant interface was improved with Release 2.0.2 to provide:

e The option to copy personal details, qualifications and employment history from a previous
application;

e The ability to state that a referee is ‘corporate’ rather than a named individual and provide
contact details appropriate to a corporate reference; and

¢ Increased length of the Suitability for the role field to 11,000 characters.

An automatic acknowledgement of the application is emailed to the applicant.
The applicant is also invited to take part in a survey at the end of the process to give feedback on

their experience of the Web Recruitment System. The results will be monitored by the central HR
teams and used to assess future system and policy changes.
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4. Rejection Correspondence

When an applicant has been rejected, regardless of selection stage, this is not shown on their
account screen but an e-mail is sent to their registered e-mail address. Any customised content will
be inserted in paragraph two, as highlighted below:

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

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

Thanks for applying Owen. Unfortunately your experience was not guite what was needed on this occassion.

We'd welcome the opportunity to work with you again and so would encourage you to keep applying for research
vacancies related to this field.

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

Yours sincerely,

Where an applicant is rejected at Selection Stage One or later, an additional paragraph will be
inserted to explain whom they should contact if they wish to receive feedback. This will appear as
paragraph 3 (as highlighted below) where a customised paragraph has been added, or as
paragraph 2 where no customised paragraph has been included:

Thank you for recently participating in the selection process for the above post. | am sorry to tell
you that we will not be taking your application any further on this occasion.

The selection panel enjoyed meeting with you and felt that you demonstrated transferable
knowledge and experience effectively during the interview. However, we had a very strong field of

candidates, many of whom had worked in similar roles in higher education before.

If you would like to discuss this further or receive feedback, please contact Mrs Sarah Jones on
01223 555555 or via sarah.jones@recruit.cam.ac.uk.

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

Yours sincerely,
Sarah Jones

Recruitment Administrator
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5. Certificate of Sponsorship (CoS) details

When an applicant has been recorded as requiring a Certificate of Sponsorship (CoS), and a
request has been generated for them to provide further details in the system for their CoS
application, they are sent an e-mail in the following format:

Mo Shatt Saret Sentt T V07004

Mar par et Grgee

e Primare poid Contidentind Uniersty af Camtmage - Praesde Cus Detach

Dear Dr Hancock,
Application for Professor of Software Development ref: 02787

We have recently been in touch with you about your application for this job. As you do not already have the legal right to
take up this job in the United Kingdom, we need to apply to the UK Government for a Certificate of Sponsorship before
you can apply for a visa and we can progress your application further. To help us to do this, we need you to tell us some
more information about yourself.

Please log in to our online recruitment system (at https://hrsystems.admin.cam.ac.uk/recruit-ui/) and follow the
instructions under the heading "Additional information required”.

Yours sincerely,

When the applicant clicks on the link provided in the email they are directed to the Applicant log-in
screen where they will need to enter their username and password.

When the applicant logs into the system, the first screen they see explains at the top that they need
to provide additional information:

My Aggilcationn Gaadanon notes and Help

Wie Save mace 8 condbona) offer of enpidyrratt B pou R the secahcy Luled SOW A0S su feRure S0me e slorralos 10 e slie 19 Drotesd Iuthe) eo sotortng you

Faste thok 00 Be Suoply IMoMegnen LA JEw 10 Dege SOMDEing the v form

Proguess Job equ Date Action
03240 Swmce Mvesigator Soentsd = 1T Jun 2014 13507 44 7 Supply Infarmaton -
THE page W OWY N8 SEZATATITIS gTU Paee SIIOIRE UBNG e WEb TRCTUIITAIT Tattem

8 1 you weh © sESYy o 8 "W POSASN TIN You Wt 98 s v Be o Opsomuntes Page
I Sulnitied cotumm. ¥ e

gt of the scsan butiee an

00 yel are marked wih 3 dads Mas 20! passed. yow 000 odt Pede by ciking Edit AppRoation You con

far by chzeng the Sown attun o

Ve
g Review Application tha we sow o o dowsiced » pof cocument

e
DVened eQyr el ord

8 Flasss ok Save of Suve and Next on sach sastee Sefirs Mg o0 12 socther tre Ofherevis pour wark wl be et

Revewn Apptcaton
100 Oy clekirg Heview Appdication 10 otitae § POF G00ment 0OMBTNg your S008I800N

St amE hetore e DIOG CHTe . [IU CAN Aee ETaK yT @eSte by

SNED Wit & Lok 0 e Solenitied Column Y OU O8N wlw U 800

8 Foe Dalg 1 0onoRing pOuf SpECncn. plasse Sonsull the Apgscant Guidance
Progress Job Submitted Closing Date
B 03240 Senor Investigalor Sciestist v 28-Fe-2015 ¢ Review Appicatios =

The applicant can then click on ‘Supply Information’ and a form is displayed with three tabs.
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Here, they will provide/update personal and visa details, and upload any required supporting
documents, which will be needed for their Tier 2 CoS application.

This form has the same design as the main application form and the applicant can save and return,
mark sections as complete and then check the details in a PDF before they submit it.

My Applications Guidance notes and Help Logout

Confirm Personal Details » Visa Details > Supporting Documents = Submit »

Confirm Personal Details
Flease check that the informatlon below Is accurate and that all of the required fielde are compiate. The Information that you enter here will be used to complete your applicatlon for a Tier 2 Cerifficate of

Spansorship. If yau require any aseistance duning this prac2es then pleasa contact the racruler for your vacancy (36 specifiied In the adven andsar Further Information gacument)

Personal Details Current Residential Address

Tithe: * Mr= = Address: * 18 Village Reoad
Sumame [ family name: * | Lane Ciiy ortown: * | Comberion
Forename: * Margaret County, area, district or
provinge: *
Place of Birth: *
Country: * United Kingdom [=
Couniry of Birth: *
Postal cede:
In which country will you ee- Plasze Select <o =
be applying for your visa? *
Current Visa Details
Do you have s current UK --Plmas= Salect-- [¥]

visa? *

Type of cument visa:

Expiry date of current visa:

[ Mark this s=ction 2= complete
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My Applications Guidance notes and Help Logout

Confirm Personal Details » Visa Details » Supporting Documents » Submit »

Certificate of Sponsorship Eligibility

Click the button below 0 go o the UK \Wisas & Immigration websHe and complate thelr Pointes Calculator.

m WWnen asked 1o sela

hizh Tlar you are applying for, please seiact Tler 2 | Skilled Workers).
= Tha Tier 2 categ u are apptying far I Tier 2 {Genaral).

= You shauld answer when asked ¥ you have a valld Ceriificale of Sponsorship.

m YOU BhOuUld anEwer “Y2E" when asked If you will b2 gaming 3t least the approprista salary

©nea compleie, add up the number of points calculated for "aftributes”, "English Enguage® and "Malnienance” and enter the fofal figure Inta the box
bizdow.

Points calculator

Mumter of Poinis Calculated

Hawe you held any UK Tier 2 visa in the past 12 months which has now ended? *

—Please Select- =

If yes, are you currently resident outside the UK?

—Ple3se Select- | T
Hawe you held UK Tier 2 visas continuously since & April 20117

—Please Select- =

[0 Mark this section as complete

-

A link to UKVI’s points calculator is supplied so that the applicant can check their points score before
proceeding.

My Applications Guidance notes and Help Logout

Confirm Personal Details 3 Visa Details = Supperting Documents » Submit »

Supporting Document Upload

We quL|’E the foi |Ol'.'|'|g documents 10 b= able 1o requesta Tier 2 Cenificate of SF-JI' 5 OIS '||P far you. These dacuments can efthar D_\' upl lnaded I.i"‘g this page o 'all.errat'.'ely posted to:
Dr Bloggs
Here
Document NIA? Posted? Uploaded? Filename
Where any of the documents are in different names, evidence of the change (e.g. mamiage
certificats) L
Translations of evidence of qualification, where not in English o
. 5 . . - S . M:iMy Documents'Aeademic
Copies of evidence of any required academic or professional qualfications © Delete File = Y .
Template. pdf

Copy of xisting UK visa (if current) o

Copy of your passport . v

"  Mark this section as complete

-

The Supporting Document Upload screen provides details of documents that the applicant may
need to provide and, for each one, requires them to upload a copy or indicate that they have posted
it, or that it is not applicable to him/her.
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Once the sections are complete the applicant must complete the declaration before submitting.

UNIVERSITY OF

CAMBRIDGI

Wes Reousment

My Appikcations Gaslance notes sod Help Logout

Confem Parsonal Detals » Via Dwtnds » Lupporting DoCumeits »

An applicant can also click on ‘Review information’ to check his/her details and uploaded
documents before submitting them:

Comnfirm Personal Details » Visa Details » Supperting Docurnents » Submit »

Review Additional Information
Pleage use the bution below 1o downioad and review a copy of the aoditional Information you have entersd.

1 you wieh to comect any Information then pleasa ugs the nawvigation tabs above to correct your Information.

4 Review Information

A PDF version of the information provided will then be displayed for checking:
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E g UNIVERSI I'Y OF Certificate of Sponsorship Applicant Details
¥ CAMBRIDGE Tier 2
Personal Details

Vacancy: DED3139 - Assistant Director of Research

Applicant: Margaret Lane

Submitted / Confirmed:

Personal Details Current Residential Address

Tite: Mrs Address: 13 Village Road

Surname: Lane CityTown: Comberton

Foremame: Margarst County / Area:

Place of Birth: Postal Code:

Country of Birth: Country: United Kingdom

Current Visa Details

Do you have a current UK visa?

Type of current visa: -

Expiry date of current visa: -

Eligibility

Mumber of points from UK Visas and Immigration calculator:

In which country will you be applying for Your visa:

Have you held any UK Tier 2 visa in the past 12 months which has now ended?

If yes, are you currently resident outside the UK?

Have you held UK Tier 2 vizas continuously since & April 20117

Supporting Documents

Document Name N/A | Posted | Attached
Version: 3.1.0 Genearated: 10:52 .18 Jul 2014

Once the applicant is satisfied that the information is correct, they can then submit the CoS details

by clicking on the ‘Submit Information’ button:

Submit Informaticn

The applicant is then asked to confirm before continuing and a message is displayed to show that

the information has been received.
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