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E-Recruitment 

 
E-Recruitment or e Recruitment is the process of personnel recruitment using electronic resources, in particular 

the internet. 

 

To use the E-Recruitment system type the following Url in the browser: - http://125.21.155.16/recruitment 

 

 

The process is divided into two parts i.e.  

1) Administrator level: - Admin will have the rights to create the user, define permission for the user, post 

the job and view the profile received on the jobs ,download CV etc.. 

2) User Level: - User can create their profile in the portal and can update the profile whenever they required 

by creating their login in the system and can apply for the job as and when desired. 

 

1) Administrator Login :- http://125.21.155.16/recruitment/login.aspx 

 

 

The first screen that appears after entering the url is the login screen. User will enter his User Id and 

password and click on login button to enter into the system. 

 

Note: User Name will be the Employee Code of the Employee. 

 

Now based on the authorization if user is of admin rights then following screen will be appear to the user. 

 

 

 

 

Enter ID 

Enter pass 

Login 
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On Clicking on User Creation following Form Will is available to the user. 

 

For entering a new record enter the Employee Code (Employee who will use this portal) by selecting the 

company plant and location along with user name and password. The password expire will show whether to 

expire the userid or not, to expire select Y. This will save user name. For viewing all the user name in the 

system clicks on List icon. And for adding a new name again clicks on the new icon. 

 

To Create a New User Click User Creation Link 
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The List will show the full user list entered in the system. For viewing user click on the view icon and for 

makes changes in the user detail click on Edit icon. 

 

Edit Screen will appear like this 

 

To save Entry. 

To View the list of records Entered. 

To view Entry. 
To edit Entry. 



6 | P a g e  

 

 

 

You can make the changes required and click on submit icon to save the desire changes. 

 

To give user job location access click on job authorization link .This will allow user to have only that location 

access for which admin has permitted him. 

 

On Clicking on Job Authorization link following screen will be available. 

 

Job Posting Authorized 
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Enter the Employee Code of the user to whom you want to authorized and check mark the location for which 

he will be authorized to access. 

 

Note:-Employee Code will be valid of only those employee whose entry has been done in user creation form. 

 

After the entry click on save icon to save the records. For viewing all the entry in the system clicks on List 

icon. And for adding a new authorization again clicks on the new icon 

 

 

To save Entry. 

To View the list of records Entered. 
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The List will show the entire list based on plant available in the system. For viewing the details click on the 

view icon and for makes changes in the authorization click on Edit icon. 

 

Edit Screen will appear like this 

 

 

 

You can make the changes required and click on submit icon to save the desire changes. 

 

Menu Access Permission 
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To give object permission to the user click on menu access permission link. This will use to restrict user based 

permission i.e. on which links he can work and by providing him the permission whether he can edit, delete 

or not. 

 

 

 

e.g. If we want user can only job a post .So in Job Post will row we will made allow access permission yes and 

allow add new yes. So in user login only job posting link will be available and other link on which we don’t 

have give him permission will not available. 

Give the required to the user and click on submit button to save the changes. For viewing all the entry in the 

system clicks on List icon. And for adding a new authorization again clicks on the new icon 
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The List will show the entire list available in the system. For viewing the details click on the view icon and for 

makes changes in the authorization click on Edit icon. 

 

Edit Screen will appear like this 

 

 

 

You can make the changes required and click on submit icon to save the desire changes. 
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To Post a job click on Job Posting Link 

 

 

 

On Clicking following screen will appear 

 

 

Job Posting 
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User can post job for only those location for which he has authorized. Fill the job detail and click on save 

button to save the changes. On saving the job will be available to the candidates on the home page. 

 

Note: - Make keywords comma separated e.g. Hardware, LAN, network, 

 

Once job is posted the applicant will apply on the relevant job. Admin now can shortlisted the applied 

candidates by viewing their profile from the report section. For Short listing the candidates click on short list 

candidate’s link 

 

 

 

On Click following screen will be available. Select the location and the job for which you want to select 

candidates and enter the interview date and time and location and click on view button. It will show all the 

candidates list who has apply for that job .Just check mark the check box of the candidates to whom you want 

to shortlist. 

 

 

Short List Candidates 
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Click on save button to save the short list candidate’s list. Once you done the process click on send mail icon 

to send the mail to all the short list candidates.  

 

 

 

Note:-Once you send the mail you cannot make any changes in that short list candidate’s selection entry. 

 

 

You can also enter the feedback of short listed candidates by click on the feedback link. 
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Select the job location and the job and click on view button the list of shortlisted candidates will be available. 

Now enter the remarks for the candidates as per the interviewer  feedback. 

 

 

 

 

 

Interview Feedback 
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You can view the candidates profile and can download their cv from the reports section 

 

Registered Candidates report will contain data of all the candidates who are registered in the system. you can 

view  the candidates profile and per your required search description. 

 

 

You can search either by his location, Department, industry, CTC etc. It will show the report like this. 

 

Click on view detail to View the candidates profile or in case of downloading cv click on download Cv link. 

Candidates profile will be appear like this. 
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To view the profile of the candidates who had applied for the particular job click on job applied candidates 

report. This report will show the list of candidates applied in reference to the job posted 
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Short list Candidates Report will show the list of short list Candidates against the job posted 

 

 

 

Interview Feedback report will show the feedback of the selected candidates against the job posted 

 

 

 

2) User Level 

 

When a user enter the url http://125.21.155.16/recruitment/ the following screen will appear 
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If the user is not registered on the portal he can registered himself by clicking on Register click and 

completing his profile. 

If a user his already registered he can apply for the job by searching the relevant job from the search link and 

apply on it. 

User can also login in his account by the login link to update his profile. 

 

For searching a job click on search link on which following screen will open. 

 

 

User can view all the jobs by clicking on the search button or can search a particular job from the search 

criteria. 

 

 

 

User can view the job description by clicking on the view icon or can apply by clicking on the apply icon. On 

clicking apply user will be redirection to the login page. 
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User can enter his registered user id and password to login; if he is an already registered user otherwise he 

can click on register icon to register himself first before applying. 

 

If a user is not registered then he will click on register icon and following screen will open 

 

 

For registrations user will fill the sign up detail first by using his valid email id. This email id will be use as login 

user id in the login form. When user click on save icon an OTP will be generated to his mobile no for the 

verification once it’s get verified then only user can login into the system. 

 

On successful sign user will required to complete his profile i.e. personal, educational, work exp., uploading 

his CV and finally releasing the profile as shown. 
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Personal  

 

 

Educational 

 

 

Work exp 
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Document 

 

 

 

 

 User has to finally check mark the check for marking his profile available to the user. 

 

User can also edit his profile and can view the previous job applied by login into his account as shown. 
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To edit the profile user has to click on My Profile Link 

 

 

 

He can edit his profile as required  
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For changing the password click on Account Setting 

 

  
Note: Do not left screen ideal for more than 10 mins. This will lead to expire you session and you have to re login and all your 

unsaved changes will be lost. 

 

 


