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[bookmark: _Toc359835859][bookmark: _GoBack]How to access the eRecruitment system

Log in to MyEd    www.myed.ed.ac.uk  and open the eRecruitment channel.
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Click on the Launch eRecruitment button.

If you are unable to locate eRecruitment in MyEd, you can add the eRecruitment channel.
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1. Click on a Tab
2. “My Tab” has been clicked on.
(NB: To indicate it has been clicked on,
 the tab background colour is red.)
3. Click on Customise

A drop down panel will open, which will allow you to “Add Stuff”

[image: ]Click the Scroll down arrow until you find the “eRecruitment” channel.


[image: ]Hover your mouse over the “eRecruitment” channel and then click on Add


This will add the “eRecruitment” channel into your “My Tab” space.
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This is available in video tutorial, called “Customising your layout” and can be viewed at: 
http://www.ed.ac.uk/schools-departments/information-services/computing/comms-and-collab/myed-portal/using-myed

When you click on the Launch ERecruitment button in MyEd, you will be directed to this screen:
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Click on the Staff Requests button.
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eRecruitment is 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
candidates to roles.

If you require access to eRecruitment as a new user, or if there is 3 problem with your existing access, please contact
the HR Systems team for assistance (HR.Systems@ed.ac.uk or 508126).

For Guidance on using eRecruitment please refer to the comprehensive user manuals available on our webpages
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