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[bookmark: _Toc359933513][bookmark: _GoBack]How to print a Staff Request

Log in to MyEd  www.myed.ed.ac.uk  and open the eRecruitment channel.
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Click on the Launch eRecruitment button.
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Click on the Staff Requests button.
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Open your staff request by clicking on the [image: ] icon.

Scroll to the bottom of the staff request.




[image: ]Click the Print Friendly button



A new window will open showing the Staff Request.
Scroll to the bottom of the opened window.
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Click the Print button



This will open the print window to allow you to choose which printer you want to print to.
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eRecruitment

eRecruitment i used to complete a variety of recruitment related processes, including: raising/approving Staff Requests,
arranging for vacancy adverts to be posted, short-listing applications, arranging interviews, and appointing successful
Welcome, candidates to roles

Dashboard

If you require access to eRecruitment as a new user, or if there is a problem with your existing access, please contact

My Details the HR Systems team for assistance (HR.Systems@ed.ac.uk or 508126).
Office 365 Email For Guidance on using eRecruitment please refer to the comprehensive user manuals available on our webpages
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