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EXECUTIVE SUMMARY

Flinders utilises an e-recruitment system called PageUp, to manage its recruitment activities.

This recruitment system offers Flinders an experience that is user friendly, intuitive and promotes an
agile, adaptable and streamlined experience for applicants who can use a range of web-enabled
computer and mobile devices to apply for new positions at the University and to track their progress
in real time.

This user guide provides applicants with an overview of the features and benefits of the recruitment
system, as well as a series of step-by-step instructions regarding navigation and operation.

If you are a supervisor or Appointment Committee member, you may find the information on the
employment and staffing or about e-recruitment pages.

If vyou require assistance after exhausting all these resources, please contact
recruitment@flinders.edu.au. Your query will be responded to during business hours.
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Recruitment system overview — features and benefits

The Flinders recruitment system is a web-based software, which offers applicants a user-friendly
process when applying for opportunities at Flinders University.

A user-friendly applicant profile

Each user will create a recruitment profile which is unique to the email address the user chooses at
the point of their first application. Once this profile is set up, the system will save key points of data
(i.e. — your work history, qualifications, personal information) and automatically populate future
applications you make.

Greater visibility and control of your applications

The recruitment system provides you with greater control and visibility of the recruitment process.
This means you will be able to save applications mid-process and complete them at a later date,
amend entire applications before the closing date and monitor the progress of your application over
time.

Increased efficiencies during the offer phase

The offer phase, including the issue of offer paperwork, will be administered through the
recruitment system. This will create efficiencies in the transition of staff into positions and will
provide the University with real-time notification of your acceptance.

Interactive and modern interface

Along with contemporary technology features, such as the ability to upload documents from cloud
based storage (i.e. — Dropbox, Google Drive) and a web display that will adjust to the size of the
screen you are working from, the recruitment system provides a responsive, applicant focused
platform through which your job applications can be managed efficiently, safely and effectively.
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Setting up an email job alert

You are able to set up job alerts, so that opportunities which might be of interest to you are emailed
directly to your nominated email account. This means you do not need to remember to regularly
check the Flinders job boards to be made aware of new opportunities.

NB — you do not need to have a recruitment profile set up, in order to set up an email alert.

Click the >> Alert me hyperlink appearing o
at jobs@flinders (see below)

he top right hand side of the vacancies page available

Flinders

UNIVERSITY

Johs@Flinders
Jobs @ Flinders
- Vacancies

Senior appointments
vacancies

Professional staff
vacancies

Academic vacancies
Intemnal vacancies

Casual register
How to apply

+ Essential information for
applicants

work at Flinders
Jobs @ Flinders email list

+ Casual Employment
Information

Jobs archive

nin Current students Staff Library Quick links

Campus map

STUDY INTERNATIONAL RESEARCH

Flinders > Intemal Vacancies

Internal Vacancies

Expressions of Interest/Secondment Register

No expressions of interests/secondment registers curmently available
Current opportunities

Position Location Closes
Research Officer - Eye & Vision Health

Ophthalmology

Bedford Park 6 Feb 2017

Internal Only | HEQE | Part-time (0.4 FTE), & month appointment | Faculty of Medicine,
Nursing and Health Sciences | School of Medicine | Opthalmelogy | Flinders Medical
Centre

Project Officer - Science of Leaming Bedford Park 2 Feb 2017
Internal Only | HEQT | Full-time, Fixed-term 12 month appointment | Faculty of Science
and Engineering | Flinders Centre for Science Education in the 21st Century | Bedford
Park

ALUMNI

ABOUT CONTACT

Already Applied?

pdate your details, view your application and
&gs >> Login

9%t your preferences to have oppitunities
Emailed to you == Alert me

Jok search

E3 Work Type

£ Locations
Categories

Help with this system

You will be taken to a new screen (below):

ders
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Jobs@Flinders
Jobs @ Flinders
- Vacancies

Senior appointments
vacancies

Professional staff
vacancies

Academic vacancies
Intemnal vacancies
Casual register

How ta apply

+ Essential information for
applicants

+ Why work at Flinders
Jobs @ Flinders email list

+ Casual Employment
Information

Jobs archive

803

Internal Vacancies

STUDY INTERNATIONAL RESEARCH

Flinders > Intemal Vacancies

Job mail subscription

You can create a job alert and we will send you an e-mail when a position becomes available
that matches your search criteria.

To edit your job alert details please re-enter your search criteria, this will automatically overide

your previous subscription. You can also unsubscribe from job alert

Email address

Keywords

Work Type
Categories

Locations

Back to jobs listing

I'm not a robot

Subscribe

ALUMNI

ABOUT CONTACT

Already Applied?

Update your details, view your application and
progress >> L ogin

Job Alert

Set your preferences to have opportunities
emailed to you => Alert me
Job search

Help with this system
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For ease of viewing, we recommend starting from the top of the page and working down, beginning
by entering your email address in the box highlighted in yellow (below)

Job mail subscription

A( te a job alert and we will send -mail wh ition b ilabl H H H
t:ai?;‘_;;izi:ulrosej"ih?:’:ite“ri:_wI send you an e-mail when a position becomes avallable TO view a” the Category OptlonS, CI|Ck the grey

To edit your job alert details please re-enter your search criteria, this will automatically overrid bOX containing a Wh|te arrOW, appea ring neXt to
your previous subscription. You can also unsubscribe from job alert. X
the category title (zoom below)

Email address

Koywords " Work Ty pe

Work Type ZOON‘ \"EW

Categories

Locations

NB — in order to best tailor your preferences, we recommend expanding all the category options.

Click on each box corresponding to a working area, skill, classification or location for which you
would like to receive email notifications. Your preference(s) will then be indicated with a tick mark
(example below):

Classification Continue scrolling to the bottom of the page and click

Cemal Appointment inside the box appearing next to the text “I’m not a robot”

HEO10 + (below)
HEO3
HEO4
HEOQ5
HEOG Back to jobs listing
« HEOQT7
« HEOQS
HEOS
Level A . n
Level B I'm not a robot
Level C
Level D
Level E

IIII

Professional Subscribe
Buildings & Property
Centre for Innovation in Leaming & Teaching
Communications & Engagement

J pooutlve SUPporL & Administration A green tick will appear in this box once this step is
Flinders Connect, Student Administration, & Recruitment com plete.
HR. WHS. Payroll & Prof. Development
Information Technology Services

! Integrity, Governance & Risk
Library .
Management CI|Ck
Office of Graduate Research
Planning Services

|#! Project Management & Project Support
Research Services Office
Technical, Laboratory & Research Support

Subscribe

THE 2025 AGENDA




iy

UN

Once your email alert subscription has been set up, your screen view will change to the following,
with the words, “Ok, we will send you jobs like this” appearing in the green highlighted box:
ad

Okta Sipnin Cur ol Library Carmeas map Crilck links

=
ﬁﬁind&rs | &)i STUDY  INTERMATIONAL  RESEARCH  ALUMNI  ABOUT  CONTACT
UNiv

FTREITY

Jobs@Flinders Flinders > Iniemal Vacancias

abs @ Finders

Internal Vacancies Already Applied?
. Ifu-.l‘.f T Update your dstails, viaw your appBcation and
Satien appeiedEit e 5 Lol
¥ac 5 2
Prafessicanl s1af Job mail subscripticn Job Alert

Vac

Cles Sot your prefomencns s hove spparunilios

Academic vacancles ¥ou can create @ job alan and we vl send you an email whan a pesition becomas avadsble italind ta yon 3> Aded
ol sl that malches pil ceah cilesa Job Search
Cacuial regisien Ta edit youf job slerl details pleass re-after your seanch crisaria, this will sutomaSicelly overide o wah (bs syeien

vous previous subscriplion . Yiou can afso wnsubscibe fiom job alen v

Amending your job alert preferences

The system will store one set of criteria/preferences per email address. When you are ready to
change your preferences, click on >> Alert Me and repeat the process of setting up a job alert. Any
changes you make will be saved and override your previous settings.
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Applying for a position/creating your recruitment profile login

The first time you apply for a role in the new recruitment system (via jobs@flinders), you will be
required to create your unique recruitment profile and login. This will involve answering some short

questions and the upload of your CV/resumé.

Flinders

UNIVERSITY

Jobs@Flinders
Jobs @ Flinders

+ Vacancies
How to apply

+ Essential information for
applicants

+ Why work at Flinders
Jobs @ Flinders email list

+ Casual Employment
Information

Jobs archive

Intemal Vacancies

| 503

Current students Staff

Library

STUDY

Flinders > Internal Vacancies

Internal Vacancies
Expression of interest

No expression of interest currently available
Current opportunities

Position

Senior Lecturer - Mock Position

Campus map

Quick lin

INTERNATIONAL RESEARCH
Location Closes
Adelaide,

Bedford Park 21 Dec 2016

Internal Only | Academic Level C | 12 month full time appointment | Faculty of Education

Humanities and Law | Flinders Law School |

Senior Lecturer - Criminology (Mock Position)

Bedford Park

Adelaide, 21 Dec 2016

Bedford Park

Internal Only | Level C | Fulltime 12 month appointment | Faculty of Education

Humanities and Law | Flinders Law School |

Bedford Park

ALUMNI ABOUT CONTACT

Already Applied?

Update your details, view your application and
progress => Login

Job search

Work type

Full time (2
Part time (1

Locations

Adelaide (2
Bedford Park (2

Categories

Administration (2
Finance (

Human Resources (1
Information Technology
Management

Services |

Help with this system

Click on the job title of the vacancy you wish to apply for.

You will be taken to a new screen (below) showing the advertisement text, the position description

and two

of creating a profile and applying for the vacancy.

Apply now  buttons (circled in red). Clicking on either button will commence the process

STUDY

S inders | 5O3

JobageFlinders Firoes > memal Ustanzes

Internal Vacancies

INTERNATIONAL RESEARCH ALUMNI

ABOUT

CONTACT
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Clicking the | Applynow | button will open a new browser window containing the following:

NB - The recruitment system has been
calibrated to operate seamlessly with the
Flinders email systems. Flinders cannot
guarantee the safe and timely delivery of
recruitment-related emails to any other

Begin application

E-mail address: test. applicant2@flinders.edu.au

#| By continuing, you agree that you have

read our Privacy Statement email service.
ﬁ If you are an internal staff member,
enter your Flinders email address and

tick that you have read the privacy

Mew applicants: statement.
Be sure to type your address correctly as communication about your
jeb application will be sent here. Click the blue “Next” button.
Existing applicants:
If you have previcusly applied for a position with us, please use the
: - e - ) . If you have already created a

same e-mail address as your previous application.

o ) L ) } recruitment profile with this email
This will assist us in processing your application as quickly as possible. .
You can update your e-mail address upon starting your application. address, you will be taken to a new
screen (below), prompting you to enter

your recruitment profile password.

If you do not remember your password, click
the blue hyperlinked text stating “Don’t
know your password?” and the system will
issue an email with instructions on how to
reset your password.

Begin application

E-mail address: test1@flinders. edu.au

Click m This will take you straight to
the application form (please click the blue
hyperlink above to move directly to this

piece within this document). Den't know your password?

Password: |

MNew applicants:

Be sure to type your address correctly as communication about your
job application wil be sent here.

Existing applicants:

If you have previcusly applied for a position with us, please use the
same e-mail address as your previous application.

This will assist us in precessing your application as quickly as possible.
You can update your e-mail address upon starting your application.
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Pre-populating your profile using your CV/resumé

c
2

If you have not used this email address to apply for a role previously, you will be taken to a new
screen, requesting you upload a CV/resumé OR requesting access to one of your social media
accounts, in order to pre-populate some of your application fields.

@ﬂ.in@sr,% | 50§

Save time on your application

We can help fill out the application by pre-filing some of the information:

[ DOC |
DOCX] -
v hd
Attach resumé from: Prefill using:
e uosane
L
>
O We would recommend uploading a CV/resumé at this point. This will assist you in the application
(,\3, process by identifying and transferring information from your work history, qualifications and
personal information, making the remaining application process faster for you.
You can upload a CV/resumé from your PC or other cloud based storage device by clicking on one of
the three blue buttons appearing under the words “Attach resumé from” (zoom below)
Once you have uploaded your document, the file name will appear in
m black, instead of the words “Attach resumé from”. Click | &7
m Save time on your application
. We can help fill cut the application by pre-filing seme of the information:
| TAT
” PDF bocx =
- - v
Test Applicant CV.decx (15 kb) Prefil using:

Attach resume from:

f Facebook

e

:

:

Click
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Entering your personal details

Next, you will be brought to the personal details screen. Complete any fields marked with a *
(highlighted yellow in the image below).

Save and jump to: Home = Personal details = Application information = Document uploads = Submit

Personal details

Pre-filing of your applicant profie was successfull

Title:*

First name:*

Last name:*

Preferred name:*

E-mail address:*

Home address:*

City/SuburbTown:*

Country:* Ausiralia

State / Territory:*

PostCode/Zip:

Phone number:™

Mobile number:

SMS text notification:

& Yes
Mo
Employment status:® Select
Password:*
Confirm password:*
Password strength: Mot entered |

Save and confinue | Save and exit

Please fill in al mandatory fields marked with an asterisk (*).

At the bottom of the screen, click

NB — you will be prompted to complete and mandatory fields you may have missed, before being permitted to
move past this screen.
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Completing the application form

You will be brought to a new screen, asking for your response to key application questions. These
questions will vary from role to role:

Save and jump to: Home > Personal details > Application information > Document uploads > Submit

Application information

Please note that internal vacancies are only available to current Flinders University Employees including casual employees
who have worked at the University in the six months prior to the closing date of the position and are employed during the period
the vacancy is advertised

Does your current manager know that you are sesking Select =
employment elsewhere within Flinders?*

Please note that a reference may be sought from your current Manager before an offer of employment can be made

You are required to provide a brief one page overview of how you meet the Role Responsibilities and Essential Criteria of
this position through your current or recent experience.

@ Save and exit
Respond to any mandatory questions marked with a * and click

You will be asked to provide a CV/resumé and a response of no more than three pages addressing
your suitability against the Role Responsibilities and Required Capabilities, found within the Position
Description.

Save and jump to: Home > Personal details = Application information = Document uploads > Submit

Document uploads

“Your current resume and addressed essential criteria must be uploaded in order to submit this application. Documents must be uploaded in the:
following formats: DOC, PDF, TXT, RTF

Please uplead your respoenses to the Role
Responsibilities of this position. PLEASE NOTE: you
cannot edit the contents of a document once it's
uploaded. Always check your file is corredt before
attaching it to your application*

il

Click the blue file link {right) to preview th Test Applicant CV.doc (15kb] ﬁ
CV you have loaded to PageUp. If this gocument needs

replacing, click the blue “delete” buttefl. You will then be
required to upload both your CV afd application
responses from your PC or cloyd-based storage device*

Scanning Tips:
Set your scanner to 7;

ZOOM VIEW

pi or the “screen” setting, scan in black & white, and save your file in JPEG format.

Upload your response from
your PC or cloud-based
storage device. This will
result in the document
name and file type
appearing on the page.

Please upload your responses to the Role
Respensibilities of this position. PLEASE NOTE: you
cannot edit the contents of a document ence it's
uploaded. Always check your file is correct before
attaching it to your application™

Click the blue file link (right) to preview the most recent Test Applicant CV.docx {15kb) ﬁ
CV you have loaded to PageUp. If this document needs If you have previously
replacing, click the blue “delete” butten. You will then be

required to upload both your CV and application uploaded your CV/ resume,
responses from your PC or cloud-based storage device® the name of the document

will appear in place of the
document upload options
(view left).

Scanning Tips:
Set your scanner to 72dpi or the "screen” setting, scan in black & white, and save your file in JPEG format.

[ | swensen
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Your screen will then change to display the following:

Save and jump to: Home = Personal details = Application information = Document uploads > Submit

Document uploads

YYour current resume and addressed essential criteria must be uploaded in order to submit this application. Documents must be uploaded in the
following formats: DOC, POF, TXT, RTF.

Please upload your responses to the Role Test Applicant GV doc (15 kb) ﬁ
Responsibiliies of this position. PLEASE NOTE: you ) )

cannot edil the contents of a decument once it's
uploaded. Always check your file is correct before
attaching it to your application®

Click the blue file link (right) to preview the most recent Test Applicant GV docx (15kb) ﬁ
CV you have loaded to Pagelp. If this document needs

replacing, click the blue “delete” button. Yfou will then be
required to upload both your CV and application
responses from your PG or dioud-based storage device®

Scanning Tips:
Set your scanner to 72dpi or the “screen” sefting, scan in black & white, and save your file in JPEG format.

ZO0OM VIEW

K

Please upload your responses to the Role Test Applicant CV.docx (15 kb) ﬁ
Responsibilities of this position. PLEASE NOTE: you ’ : :

cannot edit the contents of a document once it's

uploaded. Always check your file is correct before C“Ck the bIUe text hyperllnk(S) to Open
attaching ftto your appicaton” and view your attachments. If you are
happy with the contents, close the

Click the blue file link (right) to preview the most recent . . ﬁ
Test Applicant CV.docx (15kb) d .
ocument(s) and click

CV you have loaded to Pagelp. If this document needs
replacing, click the blue “delete” butten. “You will then be
required to uplead both your CV and application

respenses from your PC or cloud-based storage device®*

NB - Clicking “save” in Word on a document
Scanning Tips: that you have opened from this screen will
Set your scanner to 72dpi or the "screen” setting, scan in black & white, and save your file in JPEG format. NOTSCIVE the Changes bCICk to the recruitment

system.
ﬁ awumml

If you notice your .doc or .docx file that requires changing:
a) edit the document in Word (i.e. outside of the browser window)
b) click “save as”
c) close the file

Return to your recruitment profile and upload your amended document.
a) click m appearing next to either of your documents
b) navigate to the newly saved file and upload it

NB — clicking delete may remove BOTH documents from your submission. You may need to reattach both files.

Once you are satisfied with the submission documents, click

NB — there is no requirement to upload a cover letter. If you have crafted one and wish to include it in your
application, please copy the text from your letter and paste it to the top of your CV/resumé.
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You will be brought to a new screen below, asking you to confirm that the information in your
documents is correct. You can review your responses and documents, by clicking the dark-grey lines

in the top right hand side of the grey toolbar
R

Submit application

Submit application

To complete your application, press the "Submit application’” button. By submitting this application, you are confirming that all information contained in this
application is correct. To review your application please click on the menu in the top right corner.

st avicaion I s e

This will expand the menu and make your screen appear as follows:

Submit application —

Save and jump to:

Home

Personal details
Application information
Document uploads

Submit

Submit application

To complete your application, press the "'Submit application’ button. By submitting this application, you are confirming that all information contained in this
application is correct. To review your application please click on the menu in the top right corner.

Depending on your browser type or your zoom settings, the menu may appear as a slimline menu
(below):

Save and jump to: Home = Personal details = Application information = Document uploads = Submit

Click on each blue hyperlinked menu item to review the information you have provided in each
section.

NB — clicking “Home” performs the same action as “Save and exit”. Your application will be saved before you
are returned to your recruitment profile home screen.

Once you are satisfied with your application, click

Save and jump to: Home = Personal details = Application information > Document uploads = Submit

Submit application

To complete your application, press the ‘Submit appiication button. By submitting this applicatin, you are confirming that all information contained in this application is correst. To review your application please dick on the menu in the top right comer

THE 2025 AGENDA
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Amending incomplete mandatory questions

If you are attempting to submit an application, but have omitted a mandatory document or
guestion, you screen will change to display the following. The mandatory sections missing from your
application will be hyperlinked in blue text (below):

Submit application
Submit application

You are unable to submit this application as you have notviewed all pages or not completed all mandatory questions.
The following pages have not been viewed or they contain mandatory questions that need to be completed:

« Application information
« Documentuploads

Click the above links to view these pages and to complete any mandatory questions.

| Save and exit

By clicking on the blue hyperlinks (zoom left), you will be taken
specifically to the section of your application which requires a
response.

« Application information
« Document uploads

i ZOOM VIEW

Once you have completed all the mandatory sections and have successfully submitted your
application, you will be taken to a new screen, confiming that your application has been submitted.

Application submitted

“four application has been submitted.

You will also receive a system-generated email confirming this (see sample below):

From: Recruitment@flinders.edu.au

Sent: Wednesday, 21 December 2016 3:28 PM
To: test‘applicant@ﬂinders.edu.au|

Subject: Application received

Dear Test,
Thank you for your recent application for the position of Senior Lecturer — Mock Position

Your application will be processed and assessed through an appomntment Committee 1n line with the specific requirements for this position. Please be advised that the selection process will commence
following the closing date.

To view the closing date, please visit internaljobs flinders edu au and search for this position
We will be using this email address to communicate with you during this recruitment process. To keep abreast of changes in the recruitment process. we recommend you:

Add recruitment(@flinders.edu.au to your safe list in your email settings, and;

Log into your PageUp profile regularly, to monitor the status of your application
We appreciate the time you have taken to prepare your application and thank you for considering this internal opportunity
Kind Regards,

Recruitment (@ Flinders
Flinders University
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On the jobs@flinders web page, click >>
Login to be taken to the recruitment profile

@ Flinders | a_')i STUDY  INTERNATIONAL ~ RESEARCH  ALUMNI  ABOUT  CONTACT
N R log in screen.
Jebs @ Flinders Internal Vacancies Alresgf Applisa?
Expression of interest Updafe your detailz, view ypur application and
Haw ta seply Ho sxpression of intsrsst cunsnlly available o Logio
+ E al infs a Job séwgh o . N
applicants Current opportunities Existing applicant login
¥ work at Flinds Position Location Closes Help wit
Flinders email list
There are no jobs available. =
sual Employment E-mail address:
Jobs archive
Password:

W Don't know your password?

FOLLOW US
livBo

QUICK LINKS DIRECTORIES CONNECT

Enter your email address and the password
you created for your recruitment profile.
(For internal staff, we recommend using your

Flinders email address) Click m

NB - If you have forgotten your password, click the “Don’t know your password” hyperlink to

commence the reset process.

Once you have logged in, you will be taken to your recruitment profile home screen (below):

& finders | 5O

Rt 0 e AN GAID Ko you Lot wwid ke Iof 04 I 8 o about pourset PROFLE
B sk can ursberstand whare joud resby Mmake 3 derence, every 185a b ol PO 1O 304 Counts| AN oF COUrHe = FO6 CN SRS DIV U3 1O Teume
w
Incomplete applications
Y0u hawe 5o mcomelede ppicasons
S T

THE 2025 AGENDA



https://www.flinders.edu.au/employment/

—H.

ers

VERSIT

@ UN
Navigating your recruitment profile
The home screen

Once you have logged in (see previous chapter on logging in), you will be taken to your recruitment
profile home screen:

& Rinders | 5O

(Vi eicton | i ot i |

This grey tool bar will be visible on every page you visit. Clicking these menus will help you navigate
the system at large.

| / Home dats prodle 1 cca |

Clicking Home 4 the grey toolbar will always bring you back to the home screen.

Your application history appears in the dashed red box (above), zoom view (right) | 'ncomplete applications

You have no incomplete applications

Submitted applications
P Senior Lecturer - Criminology (Mock Position) (492282)

The Current status for each role (yellow highlight, image right) will change as
your application moves through each recruitment process.

Faculty of Education, Humanities & Law

Appiication submitted 14 Dec 2016 at 3:36pm ACST.
Statuses may include:

Application acknowledgement — your application has been received and an b Senior Lecturer - Mock Position (492280)
email notification has been sent to your registered email account Faculty of Education, Humenities & Laiw
Application under review — your application is with the Appointment Committee | e womeessee o szmmacst
for consideration
Application outcome — your application has been considered by the Appointment Committee.
Information regarding this outcome will be provided to you via email

Withdrawn — you have withdrawn your interest in this vacancy

Offer — an electronic offer is ready for your review and action

Offer declined — you have declined an offer made to you for this vacancy

Offer accepted — you have accepted an offer made to you for this vacancy

Any application WhICh is mlssmg mandatory responses will appear under Incomplete applications
(see below). Click [ 21 to update and submit your application. Refer to Updating an
existing application/finalising an incomplete application for instructions on this process.

Incomplete applications

- Disney Director (492285) SpEEE——
oo o 23

Faculty of Social and Behavioural Sciences
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Update profile i

| Homs daia prodle y cooi |

Information in this tab relates to your work history, preferences, education and personal information
(e.g. — address, email, phone number). We recommend updating relevant sections of this tab as
your situation changes, because it can be used by the Appointment Committee during the
recruitment process, while saving you time at the point of each application.

For information on how to update this information, please refer to Updating your recruitment
profile.

Update resumé L

| oms i : |

You are able to store one CV/resumé in your applicant profile. The document stored here will
automatically appear in each application you make, although it can be removed and replaced during
each process.

For applicants who are registered against a casual or secondment register, this document will be
used to determine your suitability for roles as they arise.

It is recommended to maintain an up-to-date CV/resumé. For information on how to update this
section of your profile, please refer to Updating your resumé/CV.

Account ¢

Use this menu to amend your password, or log out of the recruitment system. For steps and
information on these processes, please refer to Changing your recruitment profile password or

Logging out.

THE 2025 AGENDA
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Viewing an existing application

You are able to view each submission you have made for each of the vacancies appearing under
“Submitted applications” appearing on your recruitment profile home screen.

& Rinders | 5O

AR 50 AN R W0 Y0 DR e Tk a1 08 0 488 1 ore Sbaout pouTSE

Bo Mtk can dersiand whare joud resby make 3 dslerence, every 185e b af PO pou 364 Counis| And of Coure - pou Can 3y PIVE L3 FOur TeTume

Incomplete applications
Y0u hawe 5o mcomelede ppicasons
Submitted applications

" et Puassman | (402787

S T

You will be brought to a new screen, containing the original advertisement and position description,
which will look like this:

Application detalls

D appled 14 Dacembar 7016 & 3:36pm
Curmant status: Oer declined
Commaents.

Jub Descrigion C1as

jon Flepors o
et Application

TULEION 1o Sxcallenca in teaching and rasearch. | al5o has A long-sanding COMMItMent 10 nhancng sducationsl oppGNUNIes for A1 And & prowd record of communiy angagement

Wi im b inpite schisvement in our shid

Mand o prepare cur gradates i sbrace the challenges and cpporiunibies thal lie abwead
The Faculty of Education, Humanmes and L

o of four taculbes at Finders University m Adesaide, Soul Austialia

n. Through its hres Schools, h
najor foci for e Facully, and are re

15 3 divarse rANgR of coursas atBeth undergrady
i in e broed rarge of isciping-based. iner-di

and postgracut kel delven
mary and professional acivites in wi

modes inclading
engaged. The

L1t with our Appreach 1o lep
18 liw degree and the farmal protessional b

e o an acclaimed programme in Crimnal Jusoe [avatabe 1 i and non-law stude

Reole Responsiilities
[ 16153 0N W

e BD_Project Cficor 3 paationss HE

You can email a copy of your responses to the application questions by clicking “Email application”

You will be brought to a new screen, requiring you to confirm this action by clicking “Email
application” once again

E-mail application

Would you like a copy of your application sentto your e-mail address at test1@flinders.edu.au?
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jobapplications@flinders edu.au <jobapplications-809 Bree Downs-Woolley 2:27 PM

Copy of application

@ Click here to download pictures. To help protect your privacy, Outlook prevented autematic download of seme pictures in this message.

Dear Test,
Regards.
- Start of application -
Please note that internal vacancies are only available to current Flinders University Employees including casual employees who have worked at the University in the six months prior to the closing date of the position and are

employed during the period the vacancy is advertised

Does your current manager know that you are seeking employment elsewhere within Flinders?
Yes

Please note that a reference may be sought from your current Manager before an offer of employment can ke made.

You are required to provide a brief one page everview of how you meet the Role Responsibilities and Essential Criteria of this position through your current or recent experience.
Your current resume and addressed essential criteria must be uploaded in order to submit this application. Documents must be uploaded in the following formats: . DOC, PDF, TXT, RTF

Please upload your respanses to the Role Responsibilities of this position. PLEASE NOTE: you cannot edit the contents of a document once it's uploaded. Aways check your file is cormect before attaching it to your application
Test Applicant CV.docx (15kb)

Click the blue file link (right) to preview the most recent CV you have loaded fo PageUp. If this document needs replacing, click the blue “delete” bution. You will then be required to uplead both your CV and application responses from your PC or
cloud-based storage device

Test Applicant CV.docx (15kb)

Scanning Tips:

Set your scanner to 72dpi or the “screen” setting, scan in black & white, and save your file in JPEG format.

- End of application -

NB - the “Email application” action will not provide you with the option to view your supporting documents. To
do this, please see Updating an existing application in this document.

From the “Application details” page (below), you may view the responses provided to an application,
without the option to email it to yourself.

Application detalls

14 Dacamper 2015 a3 36pm
Offer declined

Academic Level ©
£110.501 - 5127, 182
Full-ima 12 mantn appaintmaet
Associatm Fromsor

F i

mizne

e for delegale
Thursday 12 January, 1100 am

83 e

o for axeBlisnca in Mazhing B Fsaasch | l5e RAS B lONg-TARHING COMMITSAnt 15 SAnANENG SdUCIANS) ORBAMLRIGSS for Al ANA § pred recard of community angagamant

1 i1 Gt SIUDENLS AN 347 800 ¥ reDare OUT Jradusies 1o erbrace e challenges 4nd opporues MALle Ahsad

one ot four taculies 31 Flinders Universiy in Adelaide, Soum Ausyalia

2ims for tha Wighast Standards af asademic aucallencs, And NAs  MRGEINGN e achipyamant And innovssan. TReough o1 firs oBart A 4RATSA 1ANGS OF £OUPAS 31 both UNUGIGPRGURIS 0d pAHGrAdL IEval, 8
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Flinders Law Schools mi
Hunction of

o ‘make a diferen
ncsety. Students obtin &

arts vt 0ur approach io legal e
et and T Bl professional Tars

jon. Cur Eachelor of Laws and Legal Practice (LU P} programme provides a prodessionally accredind law course which empharsises professional legal skills and criscal parspacives on fe
eeded 0 bie admiled 10 pracise lam a3 & SOACAOr of BTt

iabie to

nd non-iaw swdents) a Bachelor
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Role Rosponsibilities

) 16153 ON W fact Oifiear 3 pastions. MECHT ar B_PS

2016 paf

Wou are required 1o provide a brisf one page overdew of how you mest the Essentisl Crteda of this position thiough your cuement or recent experience. Pleass oo Position Description attathed blow for futher datals about the roke.

€ sppcaion || View sawns ] Bck b horne

You will be brought to a new screen, displaying the same information that is presented in the “Email
application” feature. Click ﬁ to return to the Home screen.

Application answers

Appiicanion: Senior Locurer - Grimingiogy (Mock Fosion)

Plense note that infemal vacancies are only available to cument Findses University Employees including casual employees wha have worked at the University in the six months prior fo the closing date of tha po

n and are emplayed curing the pedod the vacancy i advertised

Dons your curnnt manager kngw thatyou Are seeking employment elsewtien witin Flinders?
Yes

Pleasa noto tha a reforence may be sought fram your curnt Manages bofor an offer of employment can be made
You are roqubed to provide a brief one page avervew of how you mest the Rk Responsiilities and Essential Criterta of this position thiough your cument or mcent experence
Youl current resuma and dddressed a5sential onlena Must Be uploaded in order b submit this application. Dotumants must be uploaded in the Sallowing feemats: DOC, PDF, TXT RTF

Flanse upload ool teponses ¥ e Foke Fesponsdites o Mis posibion. PLEASE NOTE: you cannol st fe contents o1 2 document once ifs uploaded. A
Test Apphcant CVdocx (15K}

£ EhBLK U B 2 Codnect bafore alaching il your apgicason

G T i M liik (ght) to preview M mostrecen CV you have ioaded i Fagelin, I his Socument needs faplacing. click Te blus "delel buion. You wil Men be required 10 wpieed both your GV and application respores fiom your P of doud-baved slorage device
Tast Applcant CV.dsex (15kh]

Scannmg Tips:
S0t youT SraNAe: 10 0P OF e “ECMen” SRENG. SCAN In biack & whits, and sawe your Sie i JFEG fomat
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Updating an existing application/finalising an incomplete application

The process for finalising an incomplete application, OR updating a submitted application are the
same.

& finders | BOY

o4 BN QY BOOVIS U FOUF TeTETa

Incomplete applications
Vs v reephn mpiscabonn
Submitted applications

b e o _—

If you have already submitted an application, but would like to
make amendments, click “Update your application” (zoom view
right)

If your application is incomplete, click

A new tab will open in your browser window, allowing you to adjust your responses to the
application questions (screen view below):

801

Save and jump to: Home > Application information > Document uploads > Update

Flinders

UNIVERSITY

Application information

Does your current manager know that you are seeking Yes -
employment elsewhere within Flinders?*

Please note that a reference may be sought from your current Manager before an offer of employment can be made.

You are required te provide a brief one page overview of how you meet the Role Responsibilities and Essential Criteria of
this position through your current or recent experience.

. __—cmem

Click @ to progress through to the documentation amendment page.

NB: clicking will take you straight to the final submission page, omitting the opportunity to amend
your application documents.

Clicking continue results in a new screen (below) appearing in your browser window:

THE 2025 AGENDA




Save and jump to: Home = Application information = Document uploads = Update

Document uploads

Please upload your responses to the Role
Responsibilities of this position. PLEASE NOTE: you
cannot editthe contents of a document once its
uploaded. Always check your file is correct before
attaching it to your application*®

Test Applicant CV.docx (15kb)

Click the blue file link (right} to preview the most recent Test Applicant CV.dacx (15kh) m
CV you have loaded to PageUp. If this document needs

replacing, click the blue “delete” button. You will then be

required to upload both your CV and application

responses from your PC or cloud-based storage

device™
Flease upload your responses to the Role Test Applicant CV.docx (15kh) ﬁ CIICk the blue text hype rllnk(s) to open a nd
Responsibiliies of this position. PLEASE NOTE: you : ' . .
cannot edit the contents of a document once its view your attaCh ments. If yOU are ha ppy Wlth
uploaded. Always check your file is correct before the ContentS Close the document(s) a nd C H
attaching itto your application® ’

Click the blue file link (right) to preview the most recent TestAppIicamC\.f.chxw15kb:m NB - C/ICkIng ”Save” on a dOCUment you have

CV you have loaded to PageUp. Ifthis document needs N N
replacing, click the blue “delete” button. You will then be Opened from thlS screen WI/I NOT save the Changes
required to upload both your CV and application .

responses from your PC or cloud-based storage back to the recruitment SVStem'
device™

If you have a .doc or .docx file that requires changing
d) edit the document in Word (i.e. outside of the browser window)
e) click “save as”
f) close the file

Return to your recruitment profile and upload your amended document.
a) click [ appearing next to either of your hyperlinked documents
b) navigate to newly saved file and upload it

NB — clicking delete may remove BOTH documents from your submission. You may need to reattach both files.

Once you are satisfied with the submission documents, click

You will be brought to a new screen which looks like this:

603

Save and jump to: Home = Application information = Document uploads = Update

Flinders

UNIVERSITY

Update application
By pressing "Save & Exit" your updated responses will be saved.

By saving these changes, you are confirming that all information contained in this application is correct and true and complete

Click “Update application” to finalise your amendments (above)
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If you have omitted a mandatory document or question, you screen will change to display the
following. The mandatory sections missing from your application will be hyperlinked in blue text

(below):

Submit application
Submit application
You are unable to submit this application as you have notviewed all pages or not completed all mandatory questions.
The following pages have not heen viewed or they contain mandatory questions that need to be completed:

« Application information
« Documentuploads

Click the above links to view these pages and to complete any mandatory questions.

| Save and exit

By clicking on the blue hyperlinks (zoom left), you will be taken
specifically to the section of your application which requires a
response.

i ZOOM VIEW

« Application information
« Document uploads

Once you have completed your submission, clicking “submit application” or “update application” you
will be brought to a new screen, confirming that your application has been updated:

803

Application updated

Flinders

UNIVERSITY

Your application has been updated

You will also receive an email confirming this:

From: Recruitment@flinders.edu.au
Sent: Wednesday, 21 December 2016 3:28 PM
To: test‘app\icant@ﬂinders.edu.au|

ji A ion received

Dear Test,
Thank you for your recent application for the position of Senior Lecturer — Mock Position

Your application will be processed and assessed through an appointment Committee in line with the specific requirements for this position. Please be advised that the selection process will commence
following the closing date.

To view the closing date, please visit nternaljobs flinders edu au and search for this position.

[We will be using this email address to communicate with vou during this recruitment process. To keep abreast of changes in the recruitment process, we recommend you:
Add recruitment@flinders.edu.au to your safe list in your email settings, and:
Log into yvour PageUp profile regularly. to monitor the status of your application

'We appreciate the time you have taken to prepare your application and thank you for considering this internal opportunity.

Kind Regards,

Recruitment @ Flinders
Flinders University
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Incomplete applications

oo Sapaciion
Submitted applications

e e 2

You can withdraw your application from any role, at any time, by clicking “Withdraw” i
appearing alongside each active application (zoom view right) m

You will be brought to a new screen (below):

Withdraw application
Flease fill in all mandatory fields marked with an asterisk (*).
You are about to withdraw your application to Senior Lecturer (Mock Position)

Flease indicate the reason for your withdrawal*

Flease provide details of your withdrawal*

There are mandatory fields on this screen:
a) provide a reason using the drop down menu (yellow highlight, image above)
b) provide further details regarding your withdrawal in the free-text box (green highlight,
image above)

Click “Withdraw application” to finalise this action.

You will receive an email confirming this change:

From: Recruitment@flinders.edu.au

Sent: Wednesday, 21 December 2016 2:35 PM
To: test.applicant@flinders.edu.au

Subject: Confirmation of offer declined

Dear Test
This email is to confirm your decision to withdraw from the recruitment process for the position of Senior Lecturer — Mock Position.

If you have indicated that you are looking for an amendment to an offer of employment through the withdrawal process, the HR Client Services team will be in touch with updates as
they become available. Please monitor your email and preferred phone number as listed in your recruitment profile to ensure you are kept updated in a timely manner.

Otherwise, Flinders University thanks you for your involvement in our recruitment process.
Kind regards

Recruitment (@ Flinders
Flinders University
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Updating your recruitment profile

As your experience, qualifications and future preferences change this information may require
updating. We recommend reviewing your profile at the point of each application.

Your recruitment profile stores information including your:
e name, address and contact details (mandatory)
e qualifications
o skills
e future working preferences (e.g. hours, locations, job type)

Home

Click on the toolbar appearing at the top of your screen.

You will be brought to a new screen, containing your personal details. It will also have a navigation
menu on the left hand side of the screen.

NB - clicking the blue/hyperlinked word(s) in this menu will take you to the corresponding page. The page you

are currently viewing will appear in Bold black text.

Edit profile
Personal details Title:® Mr o
Education
o First name:* Test
EEY Last name* Applicant
Lecation preference
Availability Preferred name:™ Test

> Language

E-mail address:” test1 @flinders.edu.au

Home address:* 1 Main Street

City/Suburb/Town:* MNewtown

Country:* Australia v
State / Territory:* SA =
PostCode/Zip: 5000
Phone number:* 1234 5678
Mobile number:
SIS text notification: Vs
= No
Employment status:* Current employee -

Please fill in all mandatory fields marked with an asterisk (*)

Information marked with a * is mandatory. All other fields are optional. You are welcome to update
as many or as few of these pages as you like.

NB — always click ﬁl'l- appearing at the bottom of each page, to store your updates.
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Updating your resumé/CV

Keeping a current resumé on your recruitment profile will speed up the submission process each
time you apply for a role. The system will “read” your resumé and draw your work history,
qualifications and personal details into each application form.

Home Update profile

/

Click  updzizresume — on the toolbar appearing on the top of your profile screen.

You will be brought to a new screen (below).
If a resumé is already loaded against your profile, it will appear as a blue hyperlink. Clicking on this
will open the resume for your review.

Update resumeé
Current resume:

Test Applicant CV.decx (15kb)

Update your resume by clicking Attach file to select a file frem your computer. After selecting a file you will be returned to this screen. Click Save.

e i e
 save Jif cancel |

NB - Clicking “save” on a document you have opened from this screen will NOT save the changes back to your
recruitment profile.

If you have a .doc or .docx file that requires changing:
a) edit the document in Word (i.e. outside of the browser window)
b) click “save as” and give the file a new name
c) close the file

To replace your resumé (or add a new one), you have the option to upload a file from:
Your PC or hardware based storage
Dropbox

Google Drive “

Upload your document from whichever platform is appropriate to you.
Once uploaded, your new document will appear in the area shaded yellow (below)

Update resumé

Current resume:
Test Applicant CV.docx (15kb)

Update your resume by clicking Attzach fiie to select a file from your computer. After selecting a file you will be returned to this screen. Click Save.

dummy doc for CV upload.docx (11 kb

 >ﬁﬁ

Click ﬁto store your new file.
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You will be brought to a new screen (below) confirming your changes. Click | | to return to

your home screen.

Update resumé

“four resume has been updated.
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Accepting an offer of employment

Offers of employment may be issued by the HR Client Services team within the People and Culture
Division, via your recruitment profile.

You will receive an email to your Flinders address, prompting you to log into your profile and take
action against an offer:

) 9:18 AM
Application outcome

Dear Test

We would like to formally offer you a secondment to the position of Senior Lecturer — Mock Position.

In order to view your employment contract. which outlines the terms and conditions of your employment, please follow the steps below:

1. Go to internaljobs finders edu au. and log into your recruitment profile. If you have forgotten your password, please click on the ‘Forgotten Password' link. A new password will be generated and sent to your email
Z‘dfﬁimp of the screen you will see a yellow bar. Click on the "View Offer link to review your employment contract

3. Please open and review each of the offer documents before accepting or declining your offer. You will not be able to accept this offer until you have completed this action

4. After viewing your employment contract, you will need to close the contract and retum to the previous screen. If you are happy with the details of the employment contract, please click on the 1 accept’ button.
Should you require further information or have any queries, please do not hesitate to contact Recruitment at Flinders on 8201 3054 or 8201 3170

Kind regards,

Recruitment @ Flinders
Flinders University

Once logged in to your recruitment profile, note the yellow tool bar appearing at the top of the
screen (below), which will include a blue hyperlink to view offer (zoom view below)

Vit B B Pt B sl St e s kit Lochatns . Criminal Puyehotody Msck Poatisn] aogicstin
[l

o haun s ncoemplets spplcatoss

<0
Om
Incomplals applluﬁnns Vls
w

ou have been made an employment offer for your Senior Lecturer - Criminal Psychold
View Offer

Submitted applications

b Seni e

Clicking on the blue view offer hyperlink will take you to a new screen (below):

Employment offer

ou st read and agree i the berms of fe ofier Defore yoU Can J00ept o ecine the ofer

CHNGAIAIIGNS J5u harve been Made 3N mgoyment o S your Senice Lecturer - Criminal Prychology (MOck Position) appicaticn
Please revien 31 000uments bkow bestre JCEOING o SECnG your effe

Once you have accepeed your Dfer, §.Can De rereved agai from wihin the “view apphcaton’ ink of e oo

By dscesneg the effer you e zeeteming ihe dzdeung

- | seciare hat amy RGN Andice BIOUMERINGN TooVRIed Y e I PESIton 10 tha oler of omeloyment B Wue and S22ueale b3 the Beat of Iy kNOwieSye B UNSErand Moy mploment may B Ierminated 1 8 4 found that | have pravied laine andity mislesding formation andics dosumentabien in i segard
1 cevify It 1o Whe bes! of my knowieSge my Eresent physcal and mertal healh wil i 1o way Grevent me iom satalaclonty pericrmrs the fol range of dubies of Ihis posticn
i oo the Empicres o Service (8., home sddress. financial instistion Setaln, emergency cORLICt) are UDto-cate and | endertake ¥ amend T3¢ 33 ATIoCrate

} By accepting the offer you are confirming the follov

- | declare that any infermation and/or decumentat

PP - ZOOM VIEW

[ 100cme [l Back o home

- | certify that to the best of my knowledge my pres]
- Confirm that my personal details on the Employe:

DUMMY letter of offer pdf
Application received - internal vacancy. pdf

You will notice two blue hyperlinked documents in the middle of the screen (zoom view right). Your

offer may contain more or less offer documents, depending on offer being presented to you.

NB - You must click to open and read each document, in order to accept your offer.
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Once you have read each document, click the “I have read and agree to the terms of the offer” radio
button (zoom view below).

Employment offer

ou st read and agree i the berms of fe ofier Defore yoU Can J00ept o ecine the ofer

Cangralusstons. you hive besn made an smpicyment ofer for your Senior Lectarer - Criminal Paychology [Mock Position) appication

Fioase review 3 documents Balow besine 3C0eDNG of Geckning your offer

Once you have accepeed your Difer, §.Can De reirieved agai from wihin the “view appbcaton’ ink of e oo

#| | have read and agreed to the terms of the offer.

/ ZOOM VIEW [ 1accept |

have re53 and agresd 1o e berm of the ofer

[ 100cme [l Back o home

NB - clicking the “I have read and agreed to the terms of the offer” radio button makes the
- 1| jtton selectable. If you are unable to click this button it will be the result of one of the following:

a) you have not read each of the offer documents. Try closing these open files and try again
b) the “I have read and agreed to the terms of offer” radio button is not ticked as per the zoom
view

If there are no additional documents to complete, you will automatically be returned to the home
screen.

NB — you may be required to complete additional documents (i.e. — superannuation, novated leasing, personal
history and emergency contacts). Please refer to Completing additional offer documents for more information.
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Completing additional offer documents
(e.g. — superannuation guarantee, personal history form)

If you are required to complete additional documents as part of your acceptance of offer, they will
automatically appear after accepting the letter of offer.

Save and jump to: Home = 17% Superannuation = Submit

17% Superannuation

Membership of UniSuper's Defined Benefit Division or Accumulation Super (2) Account, which offers a higher rate of superannuation, is
compuisory for this new position. Under this scheme, a member contributes 7% of salary, unless a lower contribution or pre-tax option is
nominated, with the University contributing a further 14% of salary to either the UniSuper Defined Benefit Division or Accumulation Super (2)
Account. In addition, the University contributes 3% to UniSuper's Accumulation Super (1) Account. Please note that there is an age restriction for
first-time membership of the Defined Benefit Division or Accumulation Super (2) Accounts. In such cases, all contributions will be made to the
Accumulation (1) Account

Further information is available in the Defined Benefit Division and Accumulation 2 Product Disclosure Statement which also contains an
form to be : with your to HR Client Services as soon a possible

I?‘:l

A blue hyperlink indicates a form that needs to be dowloaded, completed, scanned and uploaded
through your recruitment profile. These forms are essential to your employment, but will not
preclude you from starting in your new position. You may/have more than one additional form to
complete.

Once you have actioned any additional forms click

You'll be taken to a new screen, which looks like this:

Upload the
UniSuper application form uplosd additional
documents you
have completed
and scanned

using one of
b il these three

options. /

Baes we e e Voees » 7% Seped amsnaion » UviSees apolcdbon kive upioar - Dedenil

Ermame ppoed jon corpialsd sarrsd LriSapa
gilatim et

Click

You will be taken to a screen which looks like this:

Save and jump to: Home = 17% Superannuation = Submit

Submit form

To complete your form, press the "Submit’ button. By submitting this form, you are confirming that all infermation contained in this form is correct.

e

To finalise the submission of your additional offer documents, click m

You will be brought to a new screen, confirming that you have completed the additional forms
process:

Submit form confirm

“four form has been submitted.
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Viewing your offer documents post-offer acceptance

Your recruitment profile will store your offer documents online after you have accepted them, and
can be retrieved at any time.

After you have accepted an offer of employment, your home screen will appear as follows:

Hem
5t 30w an g 50 e o i, e for s 1 e e sy, PROPLE
P
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L/ A Please note that offer documents can be retrieved from within the “view application” link of the job.

} Senior Lecturer - Criminology (Meck Position) (492282)
Faculy of Education, Humanities & Law
Appiication submitted 14 Dec 2016 at 3:36om ACST.

Current status. Offer accepted paperwork complete

NB - the yellow task bar prompts you to click the [0
screen, which looks like this:
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This screen contains the details of the original advertisement and copies of the responses you
provided in your application.

L_» Importantly, your offer document(s) will appear at the bottom of the screen (dashed red box above,
zoom image right).

Click on the blue hyperlinked text Documents: D DUMNMY letter of offer. pdf
to view, print or download your

D Application received - internal vacancy. pdf

THE 2025 AGENDA



linders
NIVERSITY

c

Declining or requesting an amendment to an offer of employment

Activity surrounding an offer of employment (e.g. — issue, acceptance, decline or amendment) may
be facilitated through your recruitment profile. The steps to decline or request an amendment to an
offer are identical, however, the information you provide through the process will differ.

NB - If you have not received an offer of employment from the HR Client Services Team within the People and
Culture Division and wish to withdraw from a vacancy, the procedure on how to execute this can be found in
the chapter called Withdrawing your interest in a vacancy.

On the home screen of your recruitment profile, note the yellow tool bar appearing at the top of the
screen (below), which will include a blue hyperlink to view offer (zoom view below)
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Clicking on the blue view offer hyperlink will take you to the offer screen (below):
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L You will notice two blue hyperlinked documents in the middle of the screen (zoom view right). Your
offer may contain more or less offer documents, depending on the conditions of the offer being
presented to you.

Assuming you wish to request an amendment to your offer, OR you wish to reject the offer
comp [

You will be brought to a new screen, which looks like this:
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Withdraw application
Flease fill in all mandatory fields marked with an asterisk (*).
You are about to withdraw your application to Senior Lecturer (Mock Position)

Flease indicate the reason for your withdrawal*

Flease provide details of your withdrawal*

There are mandatory fields on this screen marked with a *:
a) provide a reason using the drop down menu (yellow highlight, image above)
b) provide further details regarding your withdrawal in the free-text box (green highlight,
image above)
c) if you have specific amendments or requests on what you’d liketo see in your amended
offer, please detail them here

Click “Withdraw application” to finalise this action.

You will receive an email confirming this change:

From: Recruitment@flinders.edu.au

Sent: Wednesday, 21 December 2016 2:39 PM
To: test.applicant@flinders.edu.au

Subject: Confirmation of offer declined

Dear Test
This email is to confirm your decision to withdraw from the recruitment process for the position of Senior Lecturer — Mock Position.

If you have indicated that you are looking for an amendment to an offer of employment through the withdrawal process, the HR Client Services team will be in touch with updates as
they become available. Please monitor your email and preferred phone number as listed in your recruitment profile to ensure you are kept updated in a timely manner.

Otherwise, Flinders University thanks you for your involvement in our recruitment process.
Kind regards

Recruitment @ Flinders
Flinders University

Where your request can be met, the HR Client Services Team within the People and Culture Division
will issue a new offer via your recruitment profile for your review and action. Please see Accepting
an offer of employment. You will be notified via email when this information is available to review.
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Changing your recruitment profile password

From any recruitment profile page, you will see the grey tool bar at the top of your browser window.

Click  Account
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A drop down menu will appear (zoom right) Logout

Click “Change password”.
Change password

A new screen will appear, asking you to enter your existing password and to enter your new

password, twice:
Change password

Oid password: | =eeevess

MNew password: | sveseen

Confirm new password: freserenens]
Strength: |ﬁﬂm> J |
Cancel

HINT - a strong password will have at least six characters and contain at least one of each of the

following:
o A capital letter
o Adigit
e Asymbol

Once you have entered your new password, click
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A new screen will pop up, confirming that your password has changed. You will need to input your
new password in order to re-enter your recruitment profile:

Existing applicant login

E-mail address: test?(@flinders.edu.au

Password:

m Don't know your password?

Upon entering your new password on this screen, you will be taken to your recruitment profile
home screen, so that you may log in with your new password.
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Logging out

Logging out protects your safety and the privacy of your information stored on your personal profile.
While your recruitment profile will “hibernate” your profile after long periods of inactivity, it is best

practice to log out at the end of each session.
From any recruitment profile page, you will see the grey tool bar at the top of your browser window.

Click  Account
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A drop down menu will appear (zoom right) Logout

Click “Logout”.
Change password

A new screen will appear, confirming you have been logged out (below):

803

Successfully logged out

ou have successfully logged out of the application system.
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