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SSTU0042 - CDEC Vacancies University of Sussex

SSTUO0037 - CDEC Employers

To query

1. Enter one of the following

e Type, e.g. ‘Graduate Jobs - Immediate Start’

e Employer, e.g. ‘Leo%’ (the ‘%’ symbol will return any name starting with ‘Leo’)
2. Usethe W button to scroll through the matches
3. Click Search to enter another query

If you want to count the number of matches, press the F12 key

& Sussexr Administrative Systems =]}
Tasks Edit Query hlock Record ltem Window Help

Print | Save |

Delete |

ol |
T
1 Enter |OPE[%x - Sector | Vacancy Code IAI]IJ ;|19?31

. . Edlucation
information

into 'Type' or Employer [Sutd Guardian UK | 5 gero| * | Employer Maintenan.. |
, , Joh Title | Teach EMglish in China th h th
Employer rough the

Location |intemational matches *| vaancystant [

Places Yacancy End
Salary Source |CODEC »| Received Date [04-JURN-2007

Hours Closing Date |3D-OCT—2DU? Rermove By Pick |
Contacts How to Apply

DECDetaHsl Employer | Depanmentl History Applicationsl

Joh Description

3. Click

Job Description |stydent Guardian UK is lo Search to h English in the Manhai District, Guangdong Province,
the central partofthe Pear| enter another |sto Hong kong / Macao). This is & great oppotunity for
new graduates to explore query fvel the nearby Asian countries. The position would run
from September to the end “the hours would amount to a maximum of 18
sessions aweek (each session 48 mins). The company will provide return flights, a manthly salary, fully
furnished accammodation, local school holidays and free Chinese language lessons.

Bl msmmvinian i nmnmmmin s bk imns vennmd bomncsvmdiimde mnd sl Cealind, dm nosdias cbendeeed e

Record: 2/7 [ . | |zomc=

To Insert Data where Employer Details already exist on the system

1. Click Insert to create a new record

2. Choose the ‘Job Type’ in the field marked ‘Type’ by clicking on the arrow to the right-hand side of the

field and selecting from the choices

3. Set the first part of the ‘Vacancy Code’ by clicking on Sector and selecting the relevant code

4. Select the Employer:
a. Type in the name of the employer e.g. Barclays
b. Click on the arrow to the right of this field
c. Select the relevant Employer.

5. Enter the Job Title




1. Click Insert

. c..55ex Administrative Systems

=1o ]

b Edit Query block Record [tem Window Help

to create a new FREIEH ies Helen Moore Dat : 2l 12-JUN-2007 14:33
record arch | Insert | Back | Furwardl 4 | 1 | Delete | Print | Save | Exit |
[ Vacancles g [ 3- Click Sector
2. Choose the e Iplacemem I j Carg:?(?;mpanies and g;z;?;f'_]de o II_ and select the
'Job Type' by + relevant code
clicking the drop- ——7 | [Een
down arrow =] Discipli 2| vacadsgtart
Places Wacancy
Salary Source | 'I Received Date
4. Enter the M pick_|
Emplqyer name cription' Contacts | How to Apply | CDEC [ | Appsgtions |
and click on the
arrow 5. Enter the
T Tescription Job Title
Barclays Bank (Barclays Bank)
Barclays Bank (Barclays Brighton) -
of
Eindl Qancell
Choices in list: 8 (Choices in full list: 9686)
Recard: 1/1 | |Enter-au.. |Listofvalu.. | |z050=

6. In ‘Location’ click the arrow to the right of the field to select the relevant location

7. In‘Discipline’ click the arrow to the right of the field to select the relevant discipline

8. Enter the number of places

9. Enter the salary. Do NOT use the £ symbol

10. Enter the number of hours

11. Enter the closing date

12. Click Pick to the right of the ‘Remove By’ field to select a date for the vacancy to be removed by OR

type in the information
13. Click Save at the top right-hand of the screen. The system will then generate a new vacancy code.

&Sussex Administrative Systems

Tasks Edit Query block RBecord [term Window Help

6. Click to select

Helen Moore Data

7. Click to select

the Location = Back | 72550 the Discipline prnt_| 56"9\ [ et |
r“- I.alll..
Type cements j | j Sector Vacancy Code IE_ i ;
8. Enter the ‘\’N\ Car@ers Companies and Consuttancies 13. Click Save .

number of places

9. Enter the
salary. Do NOT
use the £ symbol

Joh Description

10. Enter the A
number of hours

ployer [Barclays El?h(@arclays Bank Crawley)

* | Employer Maintend

The system will
then generate a

‘E[ Discipline |Any numerate discipline ‘il Yacancy Start

new vacancy
code

“acancy End
Sa nia Source |CDEC »| Received Date |12-JUN-2007
Haours dable Clozing Date |20-JUN-2007 Remove By |12-JUL-2007 Pic

Contacts |H0wt0App\y|CDECDetails| EsMhloyer | Depanmentl

History

Applications |

11. Enter the
closing date

scription

12. Click Pick to
vacancy to be

in the information

select a date for the

removed by OR type

m

Enter a query; press F8to execute, Cirl+Q to cancel.

|

Recard: 111

| |Enter-gu.. |Listorvalu.. | |zosc=
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Additional Information

Job Description You can type in any relevant details

Contacts Shows the current contacts listed for your employer

How to Apply You can type in details on how to apply, OR you can click /Apply Help - which lets you
select standard phrases

CDEC Details You can enter details on the vacancy, which are primarily to be seen by other CDEC

staff
Employer Displays the Employer contact details
Department Displays specific Department contact details for the company
History Displays who has input the vacancy details

Applications Lets you enter application details.

To move from this block back to the main details, click Back at the top of the screen.

To Insert Data where Employer Details do NOT already exist on the system

1. Click Insert

2. Enter the type of job into the 'Type' section

3. Search for your company to see if it exists. To do this, enter the Employer name, click on the arrow
to the right of the 'Employer’ field, see if any details are returned

4. If no details are returned, click | Employer Maintenance .

1. Click Insert o]

Tasks Edit Query block Record ftem Window Help

’213 S8TUO0042 CDEC Va cies Helen Moaore Database: TRAIMIMG Started 11-JUL-2007 17:00

Se Ingert | Back IForwardl 4 | 1 | Delete | Print | Save | Exit |

2. Enter the type

of job into the Type fyacatonwork =]  [TOCHECK =] _ Sector |  Vacancy Code | !
"Type' textbox > !

Emplayer [Moodle Candy / & | Ernployer Maintenan |

Job Title | A

Location | =l W 2| vacaneyStat [
Places [ | Wacancy End —
3. Enter the Employer name source [cDEC =] Recetves Date [11-JUL-2007
and click on the arrow ing Date | Remove By pick_|

Job D " T T [k e i | Employer | Departrment | Lisd 1 L 1 -

4. If no details are returned, this shows
that the Employer does not already
exist in the database, so click
Employer Maintenance to add your
new Employer details

Job Description

|

|

Record: 111 B - |uistorvan.. | |z0sc=
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This opens 'SSTU0037 - CDEC Employers’

Seanch | Insent I Back IForwardI

L 2

nd Departments Helen Moore D

Tasks Edit Query blockl Eecord ltem Window Help

t

Do you want 1o look up ..

Flease enter part or all of an Employer, Department
or Contact name and click on the Search button

University of Sussex Administrative Computing Services
CDEC Employer Enquiry

& an Employer?
© a Departrnent?
© ora Contact?

Search |

\

5.

6. Click Search

g8 S5TUO03T C

Edit Guery hlock Record ltem Window Help

s and Departments Helen Moore Dat;

5. Click Search
Enter the Surname ofthe person you are looking for. J
Record: 141 Il | |=08¢=
Click Search. The screen now looks like this:
. c.._cox; Administrative Systems i =] |

tarted 17-0CT-2007 14:35

Search | Insert | Back IForwardI 4 | 1 | Delete | Print | Save ¢ Exit |
7. Click Insert iployefs and Department
—foyer [Noodle Candy Sector |FDD ﬂ Leisure
yx&s 123, Street Road Telephone [01273 123486 Edtension | 11. Click Save
Brightan Fax Hesa Sic |
8. Enter the name East oy
Click here to copy the
Of the Employer postal name and address: _@J
Uk Post Code |BN1 1NB Or International |
Email Locgfion | =l
10 Enter the Url W nuodlecand\r.co.uk\ O I Updated of: By
address and other /
. epartments -
relevant details Vacancies:

12. Every employer must be created with a
department. Click Create Department

F Create Department

Vacancies |

9. Click the arrow to
select a Sector code

Click here to copy the _@J
postal name and address:

Create Contact |

I

Record: 21?7 | - | |z0sc=
6. Click Search
7. Click [Insert
8. Inthe ‘Employer’ field enter the name of the employer
9. Enter the Sector code by clicking on the arrow to the right of the field and making your selection
10. Enter the address and other relevant details, such as the telephone number and email address
11. Click Save
12.

Every employer must be created with a department. Click Create Department
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The screen now looks like this:

Lo
Tasks Edit Query blockl Record lterm Window Help
Search | Ingert | Back | Forward | 4 | 1 | Delete | Print | Save | Exit |
Employ and Departl A S
Ermployer [Moodle Candy Sectar Wﬂ Leisure
Address [123, Street Road Telephane [01273 123466 Btension [ | 16. Click Save
13. Enter the name Brighton Fax [ Hesagic [
of the Depar[ment East Sussex Click here to copy the
postal name and address:
Department 14. Click the arrow to
Deat | < %] sector |_5|4/ select a Sector code
Address | Telephare [ Extension | ¢
| Fa [ Hesasic [
Code of Practice |
15. If the address is : ntal oo e s H o[ 5
the same as for the | UK Post Code Or International I—
company details, tick gmail | Updated On: By: 17. Click
this bor>]<. Oghderwise, Back  to exit
ggig:]st € address \ Publish T End I— out Of this
Lacal section
| Use C Address [ Events | History | Back Shadowing [ |
FRWM-40102: Record must be entered or deleted first J
Record: 111 ] - |Listofvan... | -05C+ [
13. Inthe 'Department’ textbox, enter the name of the department, for example: Noodle Candy Sports
Dept
14. Enter the Sector code by clicking on the arrow to the right of the field and making your selection.
15. If the address is the same as for the company details, tick the ‘Use Company Address?’ tickbox .
Otherwise, enter the address details
16. Click Save
17. Click Back to exit out of this section

In this example, the ‘Use Company Address?’ tickbox M above has been ticked, so the Department
address details appear as the Employer address details.

Tasks Edit Query block Record fem Window Help
-

Search| Insert | Back |Forward|

& Sussex Administrative Systems

— Employers and Depart
Ermployer [Moodle Candyl sector [FOD | 2] Leisure
Address |123, Street Road Telephone (01273 123456 Extension I
Brightan Fax Hesa Sic |
East Sussex Click here to copy the
postal name and address:
Uk Fost Code |BMN1 1MB Or International
Email Location | =]
Ut |http: S noodlecandy. co.uk Updated an: By:
Comments |
— Departments -
= Wacancies:
Hoodle Candy Sports Dept —I 123, Street Road a  ——
Brighton )
Click here to copy the
East Sussex postal name and address:
01273123456
Create Contact |
Create Department | : j \
18. Click
Create Contact
Record: 207 [ o | |z05¢= |
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18.
19.

20.

To enter department contact details, click ' Create Contact

To close out of this screen, click Save to commit changes and Back at the top of the page to
return to the main details

Click Exit to exit out of the ‘Employers’ form. You will then return to the ‘Vacancies’ form. Click the
arrow to the right of the ‘Employer’ field to look for your new company
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