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Business Information Services 
bishelp@sussex.ac.uk 
 

SSTU0042 - CDEC Vacancies 
SSTU0037 - CDEC Employers 
 
 

 
To query 

1. Enter one of the following 

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

• Employer, e.g. ‘Leo%’ (the ‘%’ symbol will return any name starting with ‘Leo’) 
2. Use the   �  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 

 
 

 
 
 

 

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. Enter 
information 
into 'Type' or 
'Employer' 

2. Scroll 
through the 
matches 

3. Click 
Search to 
enter another 
query 
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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. 

  
 

 
 
 

1. Click Insert 
to create a new 
record 

2. Choose the 
'Job Type' by 
clicking the drop-
down arrow 

3. Click Sector 
and select the 
relevant code 

4. Enter the 
Employer name 
and click on the 
arrow 5. Enter the 

Job Title 

6. Click to select 
the Location 

7. Click to select 
the 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 
select a date for the 
vacancy to be 
removed by OR type 
in the information 

13. Click  Save . 
The system will 
then generate a 
new vacancy 
code 
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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 

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

3. Enter the Employer name 
and click on the arrow 

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 
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This opens 'SSTU0037 - CDEC Employers’ 
 
 

 
 
 

5. Click  Search. The screen now looks like this: 
 
 

 
 
 

6. Click  Search   
7. Click  Insert  
8. In the ‘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   

 

6. Click  Search 

7. Click  Insert 

8. Enter the name 
of the Employer 

9. Click the arrow to 
select a Sector code 

10. Enter the 
address and other 
relevant details 

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

5. Click  Search 

11. Click  Save 
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The screen now looks like this: 

 

 
 
 

13. In the '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 � above has been ticked, so the Department 
address details appear as the Employer address details. 

 

 
 

13. Enter the name 
of the Department 

14. Click the arrow to 
select a Sector code 

15. If the address is 
the same as for the 
company details, tick 
this box. Otherwise, 
enter the address 
details 

17. Click 

Back  to exit 
out of this 
section 

16. Click  Save 

18. Click 

 Create Contact   
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18. To enter department contact details, click  Create Contact  
19. 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 
20. 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 
 


