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All UAll UAll UAll Userssersserssers    
 

Logging into the system: 

 

If you already have an account 

on the Application System, 

then you can either log in 

through the login form on the 

Index page, or by clicking on 

‘Applications’ and then ‘Log in’.   

 
You must take care when you 

enter your username and 

password, because your 

password is case sensitive.  If 

you are having problems 

logging, you may want to 

check that you do not have 

CAPS lock on, and then try 

again.   

 

If this still does not work, then you can request a new password from the system via the ‘Forgot 

Details’ link in the login box. 

 

Dealing with usernames and passwords: 

 

If you have lost or forgotten your 

password or username, then you 

can request them through the 

‘Forgot Details’ link in the Login box, 

provided you still have access to the 

email account that you registered 

with.   

 

You can then fill in either your 

username, email or both and a new 

password will be generated by the 
system and emailed to you.   

 

The system cannot retrieve your original password, as it is encrypted in the database for security. 

 

If at any point you wish to change your 

password, you can do so through the ‘Quick 

Links’ box from the Staff index page, via 

Change Details.   

 

You must enter your old password correctly, 

and your new password twice to change it.  

Please note that passwords are case 

sensitive, so do check that your CAPS lock is 
not on if you are having problems with your 

password. 
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Change Details: 

 

All staff users can update 

their user details, and 

change their password via 

the ‘Change Details; option 

in the Quick Links box. 

 

 

 

 

 

 

Getting Help: 

 

If at point you need help, then there is a Frequently Asked Questions (FAQ) page accessible from 

the ‘Help’ link on the site bar.  If those do not answer your question, then you can contact the 

Support Team, via the Contact Form (a link to this is also available on the Index page). 

 

 
 

Depending on your problem, you should receive a response within 48 hours. 
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Staff MembersStaff MembersStaff MembersStaff Members    
 

Managing your Vacancies: 

 

 
When you log into the system as a staff member, you will be presented with a page that will allow 

you to deal with the vacancies that you manage.  You will have various options available to you. 

 

Adding a Vacancy: 

 

You can select to add either a 

PhD or a Post Doctoral 

position.  Once you have filled 

in all the details about the 

vacancy, click on ‘Save 

Details’ to add the vacancy to 

the system and begin 

accepting applications for it. 

 

Once you have added a 

vacancy to the system it will 
be added to the list of 

vacancies that you manage 

and be available from the 

Staff Home Page. 

 

View Vacancy: 

 

[View] will take you to the view vacancy 

page, where you can view the details 

and current status of a vacancy (the 

same page that everyone else sees). 
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Edit Vacancy: 

 

[Edit] will allow you to alter the details of a particular vacancy. 

 

 
 

Change Vacancy Status: 

 

[Change Status] allows you to change the status of the Vacancy. 

 

You have the option of 

deleting the vacancy.  This 

means that no one else will 

be able to apply for the 

vacancy, and all the existing 

applications made to the 

vacancy are marked ‘Vacancy 

Deleted’.  This operation is 

irreversible. 

 

You can also close the 

vacancy.  This changes the 

closing date of the vacancy, 

sets all ‘In Progress’ 

applications to ‘Vacancy 

Closed’; in addition, no 
further applications can be 

made for the vacancy.   

 

This operation can be reversed, by re-opening the vacancy, reversing the status changes of 

partially completed applications.  Once the closing date has been altered via [Edit], applications 

can begin to be made again to the vacancy. 

 

Reports and Statistics: 

 

[Report] enables you to view and print a formatted report on the vacancy.  It provides details 

about the vacancy, statistics, and then provides details of applicants who have completed their 

applications for the vacancy.   
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It also links to files that they have uploaded 

(which can be opened and printed also). 

 

 

 

 

 

 

 

 

 

 
 

[Statistics] provides statistics about the distribution of males/ females, country of origin and age 

of the applicants who have applied for a particular vacancy.   

 

 

These statistics 

can also be 

printed out, via 

the handy link 

at the top of 

the page. 

 

 

 

 

 

 

 

 

 

 

You can also view a graphical representation of these statistics by clicking on the link from the 

[Statistics] page.  You will then be able to view the statistics as a series of pie charts. 
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Manage Applications: 

 

[Manage Applications] allows you to 

view how many applications have 

been made to a particular vacancy 

and what their status is (i.e: awaiting 

references, completed and not yet 

submitted). 
 

 

 

 

 

 

 

 

 

 

 

 

It also allows you to view all the 
details of each completed application, 

and also ‘print’ them out. 
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AdministratorsAdministratorsAdministratorsAdministrators    
 

Managing Staff Members: 

 

 
 

Once you log in as an administrator, you have many options to do with managing staff members 

and vacancies. 

 

Add Staff Member: 

 

Any administrator can add a staff 

member.   

 

This can also be used to add other 

administrators in conjunctions with 

the status change page. 

 
 

 

 

 

View Staff Members: 

 

 

This page allows you to view all 

current staff members, and 

administrators.   

 

It shows their usernames and staff 

details. 
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Delete Staff Members: 

 

If a staff member leaves the 

department, then you need to 

have a way to delete them from 

the system. 

 

If a staff member is deleted 

from the system, then their 

vacancies will need to be 

reassigned to someone else so 

that they are not lost in the 

system. 

 

Pick the staff member to delete and the one who you want to assign their vacancies too, and then 
click on ‘Delete’.  Please note that this operation cannot be reversed. 

 

Change Staff Status: 

 

This page allows you to 

promote staff members to 

or demote them from an 

administrative position. 

 

The only exceptions are 

that you cannot demote 

yourself, and you cannot 

demote ‘admin’ the primary 

administrator account. 

 

Once a staff member has 

been granted the 

administrative privilege, they will be able to do all the actions set out in this manual. 

 

Manage Vacancies: 

 

As an administrator you are 

able to view (but not alter) all 

the vacancies currently on the 

system, their status and who 

is currently managing them. 

 

You can also reassign a 

particular vacancy to a 

different staff member if the 

need arises. 

 

 


