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Setting up your access to Recruit
[bookmark: _GoBack]
Access to Recruit is generated when you send in your first advert to appear on the Jobs Derbyshire website.

Your access will enable you to;

· Preview your draft advert
· View applications for your job, both online and offline
· Share job applications with other panel members.  

Setting up your Recruit access using the system generated email

· You will receive an email once your account has been created in recruit.  The email provides a link to Recruit which will take you to the system login page.
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· You do not need to enter your user name or password on this screen but just click on the ‘Forgotten password’ link’. 




· This link will take you to this screen in which you need to enter your email address and then click Go.
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· You will then receive an email with a reset password link.  The email also provides your username.  Please note your username is your payroll number/SAP logon not your network logon which for some users can be different.
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· You then need to create a password.  Your password must be between 8 and 30 characters long and must contain lowercase character, uppercase character, numeric character and special character (e.g. £, $, *, %, &). Once you have entered your password and confirmed it click ‘Go’ and you will be taken to the Recruit login screen where you will be required to enter both your username and password to gain access to Recruit.

Future Access

To access the system in future you will need to click on the following link: https://derbyshire.recruitsaas.com/Login.aspx 

You will need to retain this link so that:
· you can access the system to create a start the recruitment process, 
· update details of your recruitment(s)
· track progress of your recruitment(s) 

You can access the link easily later by:
· Adding it to your internet favourites
· Creating a shortcut on your desktop
[bookmark: Desktop_shortcut]

Creating a Shortcut on Your Desktop
You need to have recruit open so use this link to access it https://derbyshire.recruitsaas.com/Dashboard.aspx. The link displays in top left hand corner of the screen.
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Highlight the link:  https://derbyshire.recruitsaas.com/Login.aspx    If you click in the link will then hightlight it and appear as below.   [image: ]

Right click on the mouse and select ‘copy’.

Navigate to the desktop on your PC/Laptop.



An easy way to do this is to use the button at the bottom right handside of your screen.  Click here and everything you have open will minimise.
[image: ]

Right click on the mouse to display on the following menu:
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Scroll to ‘New’, the following menu will appear:
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Select ‘Shortcut’ and the screen below will display:
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Click into the box and right click the mouse and select ‘paste’, then click on ‘Next’
[image: ]
When the following box appears, enter ‘Recruit Login’ into the field ‘Type a name for this shortcut’ and click ‘Finish’.
[image: ]

Your new Recruit Login shortcut will appear on the desktop of your PC/Laptop.
[image: ]
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9. The new folder: ‘Recruit System’ will be created in your favourites and this will have the
as a link called ‘Recruit System Login’

1) Add to favorites | ¥
Favorites Feeds History
)0 Recruit System -

E

| € recnic vieicome

Access to this system, data and associated networks are for
authorised users only. Unauthorised access, or modification of
data without permission, is unlawful, and could result in
disciplinary or legal action being taken. Access to this system
is monitored for both audit purposes in order to prevent
unauthorised access attempts, and, to ensure compliance with
current information security procedures,

Itis essential that you keep your login details secret, and take
reasonable steps to keep them secure, for example, by using a
strong password. You should not re-use your login details for
this system on other websites, or share them with other
individuals. By continuing to use this system, you accept
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‘What item would you like to create a shortcut for?

“This wizard helps you to create shortcuts to local or network programs, fles, folders, computers, or
Internet addresses.

Type the location of the item:
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Type a name for this shortcut:

Recruit Login

Click Finish to create the shortcut.
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Access to this system, data and associated networks are for
authorised users only. Unauthorised access, or modification of
unlawful, and could result in

is monitored for both audit purposes in order to prevent
unauthorised access attempts, and, to ensure compliance with
current information security procedures.

Itis essential that you keep your login details secret, and take
reasonable steps to keep them secure, for example, by using a
strong password. You should not re-use your login details for
this system on other websites, or share them with other
individuals. By continuing to use this system, you accept
these conditions of use.
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