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Printing an Online Application Form

Summary:

-An applicant creates an on-line application when uploading a resume, pasting a resume or manually filling out an application and
applying for job in eRecruit.

-A designated person in the department/school will print out an application for the applicant that has accepted the offer.

Step 1 - Sign into Self Service using your

Net ID and Password. Navigate to the

On-line Application Form page by Mew B

following the breadcrumbs listed below: Search: Main berw >
) Forms

Mizcellaneous recruting forms

[ My Favorites

Home, 7 Belf Semice
. [ Employee Conflict of = Position Description Form = Generic Job Description Form = Online Application Form
Se If Servi ce, |nte$esvt M Position Description Farm E MY Generic Job Description Form M Crling Application Form
Recruiting/Job Openings, I Online Directory
Forms [ Pergonal Information
o . ; [ Payroll and Compensation
On-line Application Form I Bengfts
< RecruitingtJob Openings
¥ Formg
- Pasition Description
Form
(See page A) - Generic Job

Description Farm
- Online Application
Fomm

Page A

Step 2 - When the On-line Application
From link is clicked, the On-line
Application Form page appears. NW Online Application Form
Enter any information you have and click Search. Leave fields blank for a list of all values.
-If a run control id is already established
click the Search button and click on the Find an Existing WYalue Add a Mew Value
appropriate id.

Run Control ID:| hegins with j |
-To add a run control id, click the Add a

New Value link. Search | Clear |Elasic Search Bl Save Search Criteria

Find an Existing value | Add a Mew Value
(See Page B) J !

Page B
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Step 3 - When the Add a New Value link
is clicked, the Add a New Value page
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Printing an On-line Application Form

appears. . _—
NW Online Application Form
-Add any combination of letters and

numbers in the Run Control ID field. Add 2 New Value

Find an Existing Yalug

-When finished click the Add button.

Run Control ID:‘eaema

Add

Find an Existing Value | Add 3 New Value

(See Page C)

Page C
Step 4 - When the Add button is clicked,
the On-line Application page appears
o
-Type the Job Opening ID in the Job
Run Control ID:  gae746

Opening ID field or click the Magnifying
Glass button to search for the Job
Opening ID.

Report Manager  Process Monitor Run

Applicant Online Application to be Printed

-Type in the applicant id in the Applicant Job Opening ID: 567850/ Program Asst2 -
ID field or click the Magnifying Glass ]
button to search for the Applicant ID. Applicant 1D: P  DoedJofn
-Click the Run button.
(See Page D)
B save | [Z] Motify Eradd | FEUpdateDisplay
Page D
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Step 5 - When the Run button is clicked
the Process Scheduler Request page
appears.

-Enter the following information:

e Server Name: PSUNX

e Run Date: Will default to the
day the form is printed

e Recurrence: Leave blank

Run Time: Will default to the

time the form is printed

Time Zone: Leave blank

Select: Box should be checked

Type: Web

Format: PDF

-Click the OK button.

(See Page E)

Step 6 - When the OK button is clicked,
the On-line Application page reappears.

-A Process Instance number will appear
under the Run button.

-Click the Process Monitor link

(See Page F)
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Process Scheduler Request

User ID; HRISSLM Run Control ID: eae746

Server Name: PEUN: ¥| RunDate:  |09/01/2006 o]

Recurrence; RunTie:  |Z2053PM Resetto Curret DatefTme |
Time Zone: Q

NWERCO03 NWERCO03 5QR Report

Distibution

QK Cancel

Page E

Hw Gen Onlineap Rc

Run Control ID:  eaeT46

Report Manager  Process Monitor Run

Process Instance: 126053

Applicant Online Application to be Printed

Joh Opening ID: s67850 O Program Asst 2 HE
Applicant ID: 6681 Q. Doedohn

B save | ELReturn to Search | +[E Previous in List | +[E] Mext in List | [=] Motify | [Ek St | | UpdateDisplay

Page F
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Step 7 - When the Process Monitor link is
clicked, the Process Requests page
appears.

Process List | SanerList

-Under the Run Status column the process
will go through the following statuses: View Process Request fFor
Initiated User ID: HRISSLM — CL Type: Last: W ‘Days v| Refresh

°

* groi:_essing Sever: PSUNX ¥ Name: O, nstance: to |
«  Posting o

e Success Rn Distribution [7)Save On Refresh

Status

Status:
-Click the Refresh button until the Run Process List

Status shows Success and the Distribution me
Status shows Posted. Select (Instance |Seq. [Process Type Uger  [RunDate/Time Run Status Details

125137 SOR Report MAERCO03 HRISSLM 050112006 3:23.53PM COT  Suceess  Posted  Details

(See Page G)
Page G

Step 8 - When the Run Status shows
Success and the Distribution Status shows
Posted the form is completed.

Process List | SenerList

-Click the Details link. T T——
ee Page

Servers |PSUNX %/ Name: Q Instance:| to |
Run v | Distribution [V]Save On Refresh
. L

Status:
Custonize | Fnd | view 41| B Firet ) v3cr3 M Last
Select nmn:e’: Process Type :::::“ Run Date/Time Run Status I]l:trlhullun Details
128137 S0R Report NWERCOD3 HRISSLM 050172006 329.53PMCOT  Success  Posted Details
Page H
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Step 9 - When the Details link is clicked,
the Process Detail page appears.

-Click the View Log/Trace link.

(See Page I)

Step 10 - When the View Log/Trace link
is clicked, the Report/Log Viewer page
appears.

-Click nwerc003 link to view the form.

(See Page J)
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Process Detail

Instance:

125137 Twpe:
HName: HWERCOO3
Run Status: Success

Run Comtrol ID: eqe7 46

Request Created On: 05/01/2006 3:30:40FM COT
Run Amnytime After: 05/01/2006 3:29:53FM CDT
050172006 3:30:57FM CDT

05/0172006 3:31:11FM CDT

Began Process At;

Ended Process At:

ok | cancel

Process

SR Report
Description: MWERCO0D3

Distribution Status: Fosted
Run ________ Wupdate Process

Hold Request

Location: Server GQueue Request
Server: PEUMK Cancel Request
) Delete Request
Recurrence: Restart Request
Datefime  HMActions

Farameters Transfer
Message Log
Batch Timings

iew Lo Trace

Page |

View LogfTrace
Report

Report ID; 62807 Process Instance: 126053 Message Log
Mame: MWERCO03 Process Type: S0R Report

Run Status: Success

MWERCOO3

Distribution Details

Distribution Node:  hr33dev3

Expiration Date:

051292006

File Size (ntes) Datetime Created
Message Log 1,607 05/22/2006 11:50:46.0000004M COT
nwerc003 126053 FDF 6,551 05/22/2006 11:40:46.0000004M COT
Trace File 1,565 05/2272006 11:50:46.0000004M COT
Distribute To
Distribution 1D Type *Distribution ID
User HRISSLM

Return |

Page J
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Step 11 - When the nwerc003 link is
clicked, the On-line Application form
appears.

-Click the button that looks like a printer
at the top of the page to print the form.

-When the applicant comes in for an

interview they will sign and date their
printed on-line application.

(See Page K)
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NORTHWESTERN UNIVERSITY ON LINE APPLICATION FORM

Contact Details:

Applid- ADO74966

First Name. Gino

Country:  USA

Address 1: 922 Saginaw Ct .
Address 2:

City: Carol Stream

Email Address: gman@hotmail.com
Telephone: 630/350-6952

[Last Name. Simone

[State: 1L [ Zipcode 60188

[Email Type: APPL
| Phone Type: HOME

Current and Prior Employment:
May we contact your current employer? Yes

Start Date: 01/01/2000 [Last Day Worked: 01/01/2002
Employer:  Center for Career Development

Job Title: Executive Director
Country:  USA

[City- River Forest [ State IL

Page K
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