NORTHERN IRELAND ASSEMBLY

Guidance for External Candidates on Completing an Application Form on
iTrent

The Human Resources Office advice is always that applicants should give
themselves plenty of time to complete and submit their application form. If you
experience problems in using the system you should contact the Human Resources
Office on 02890 520327 at an early stage during normal working hours (Mon — Fri
0900-1700).

PLEASE NOTE: the online system may not be compatible with your electronic
device. HR Office advice is always to check compatibility before attempting to submit
your online application. It is best to use a desktop computer or laptop because, at
present, the system may not be compatible with your smartphone and/or tablet.

When you click on the link to the online application form on the NI Assembly website,
the following screen will appear.
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[EXISTING USER LOGIN %) The asterisk symbol denotes mandatory fields which must be completed

FORGOTTEN PASSWORD

IAPPIICATIONS Please enter your User name and password. If you have forgotten your password please use the link below. If you are a new user, select the New user

MY PROFILE registration link.
[CONTACT US

User Name *
Password *

New user registration

Forgotten your password?

Log in Back

Done €D Internet | Protected Mode: On faor ®M100% -

Please set up a new user account by clicking on the ‘New user registration’
link as shown on the screen shot above. If you have any problems with the
password at this stage, or throughout the application process, please contact HR
Office as soon as possible.



Fill in the details as requested in relation to personal details, reasonable adjustments
and/or guaranteed interview scheme using the ‘next’ button to move to the next part
of the form. You should note that the ‘summary’ button acts as the ‘save’
function and should always be used to save information as you progress
through the form or should an applicant wish to exit out of a form and come
back to it at a later time.

If you are required to enter qualifications, use the drop down menus to choose the
appropriate qualification level and use the scroll bar for relevant subject. Use the
drop down menu for the grade and then enter the commencement study/end
date/obtained date using the calendars as shown below.
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Sean Log off

FORGOTTEN PASSWORD

— = Page 4 of 7
MY PROFILE
[CONTACT US
Qualifications

Please provide details, if applying under essential criteria (i), of at least a primary degree in any subject. Applications will be considered from applicants
with formal qualifications of an equivalent or higher standard.

Qualification level [jggree E

Subject |Please select = 3
Accounting

Accounting and Finance

Art

Art and Design

Biology

British Industrial Society

Business Studies

Chemistry

Classical Greek >

Grade |please select El

Study commencement date =
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Qualification date obtained

Place of learning

Qualification Subject Grade Study i i i ion Place of learning

level commencement expe&ed end date obtained
date date

Edit

Other qualification/subject not listed - -
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If you need to add any other qualifications use the ‘add’ button. If your qualification
and/or subject is not listed in the drop down menu, please use the ‘other
qualification/subject not listed’ text box. If you run out of characters when entering
the information, you will need to abbreviate accordingly e.g. the name of the
University you attended.



When completing the essential and/or shortlisting criteria boxes, you need to be
aware that the system does not count down the number of characters remaining nor
does it automatically stop you from exceeding the character count limit. Please
ensure that, when you have completed the essential criteria fields, you click the
‘summary’ button as this will inform you if the maximum data length has been
exceeded. If you exceed the limit and try to save the form, using the ‘summary’
button, the message below will appear.
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Supporting Information 1 Liverpool manager Jurgen Klopp has picked a full-strength squad for the Europa League tie at Rubin »
gatrlwiz; Christian Benteke, who has made three substitute appearances since returning from injury, is ‘
included.

Youngsters Pedro Chirivella, Cameron Brannagan and back-up goalkeeper Ryan Fulton have also
travelled to Russia.

Midfielder Joao Teixeira is ineligible and defender Connor Randall, who made his senior debut against
Bournemouth last week, has not travelled.

Klopp takes different approach to Rodgers

New Reds boss Klopp has adopted contrasting selection policy to predecessor Brendan Rodgers, who
left six senior players at home for their first Europa League trip.

Rodgers' youthful side earned a 1-1 draw at Bordeaux in September, before another much-changed
team also drew 1-1 against Swiss side Sion at Anfield.

Klopp replaced the sacked Rodgers in early October and took charge at Anfield for the first time when
the Reds hosted Russian side Rubin a fortnight later.

The German named a strong side, which was held to another 1-1 draw, and looks set to do the same in
the return fixture,

How things stand in Group B

i

Second-placed Liverpool trail leaders Sion by four peints, and are one ahead of Rubin.
Following Thursday's match in Russia, Liverpool host Bordeaux on 26 November before a trip to Sion in
their final game on 10 December.

Jose Mourinho will solve Chelsea problems - Jorge Mendes

Chelsea manager Jose Mourinho "will solve" the club's current problems, says the agent of the Blues
boss.

The Premier League champions are 15th in the table after six defeats in 11 matches and out of the
League Cup.

"He doesn't need to prove anything to anybody,” the Portuguese's adviser Jorge Mendes told BBC
Sport's Dan Roan.

"He knows what to do. Many people are saying these things but there is no chance [he will leave]. He
will solve the problem. He is the best."

Chelsea eased the pressure on Mourinho on Wednesday by beating Dynamo Kiev 2-1 in a Champions
League group match at Stamford Bridge.

Blues fans sang their manager's name throughout the game and he thanked the supporters for

their "amazing" reception.

P‘Aourmho‘s side are at Stoke - who knocked them out of the Leadue Cub on penalties - in the Premier

(b} The provision of sound written and oral advice to members on complex and/or sensitive issues.
Please include relevant dates of when this experience was obtained.

Each box has a capacity of 3700 characters which includes spaces.
Supporting Information 2 bbbbbbbbbbbbbbbb

Done & Intemet | Protected Mode: On v B100% -

To progress, you will need to edit the character count to meet the character count
limit. You are advised to use Word to gauge your character count and further
advised not to copy directly from Word to the iTrent application form as it is a HTML
system and errors could occur with the text. It is better to copy text from Word to
Notepad and then from Notepad into the application form.



The asterisk symbol denotes mandatory fields which must be completed as shown in
the screen shot below. You will not be able to move to the next section of the form
unless you populate at least one of the boxes with text.
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When all essential and/or shortlisting criteria boxes are complete, you will be asked
to complete a declaration, please place a tick in the box as per screen shot below.
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EXISTING USER LOGIN Sean Log off
FORGOTTEN PASSWORD

MY APPLICATIONS page 7 of 7

MY PROFILE

CONTACT US

Declaration
I have read, understand and accept the statements and procedures detailed within the Job Specification.

The responses detailed in this application form are true, complete and accurate to the best of my knowledge and belief.

Tick to confirm [Z]*

Previous Summary

Dene & Internet | Protected Mode: On Ya v ®100% v




Once the declaration box has been ticked, you must hit the summary button
which will return you to the page that will allow you to submit your application.

You should then hit the ‘apply’ button at the top of the screen as indicated in
the screen shot below.
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EXISTING USER LOGIN Sean Log off
FORGOTTEN PASSWORD
MY APPLICATIONS. 2
Clerk Assistant
MY PROFILE

CONTACT US Please remember to press the button to submit your application once you have completed to your satisfaction

Apply

Please complete the application pages as listed below. The icons will indicate when a page is completed which will help you to track your progress
through the pages. Sections marked with an asterisk are mandatory fields and must be completed to allow the form to be submitted.

Please note that once a section is completed and you move to the next it will automatically save, however if you come out of the form without
completing the current section or without returning to the summary page it will not save.

i

Application pages Icon guide

(7] Personal Details
#*  Mandatory field.

(7] Reasonable Adjustments
“ Help icon guide.

(7] Guaranteed Interview Scheme
(¢ Mandatory fields complete.

ualifications and Memberships
@ T {J Mandatory fields incomplete.

& Essential Criteria
(7] Shortlisting

The apply button will be activated when all mandatory fields have been completed.
(V] Declaration

Apply L4
Other options

B eriitiiresion e Svnewsviidond Selecting delets will permanently remove your application.

Delete
For reference, the application closing date and job details are shown below.
Job details
Toh title Clark Assistant i
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When the ‘apply’ button has been pressed, you will see the screen below asking if
you wish to continue or cancel and return to the form. This is the final chance for you
to amend your form and if you are content to proceed you should hit the ‘continue’
button.

@ Confirmation - Windows Internet Explorer provided by The Northern Ireland Assembly |11 o T o ) el
mv (i8] https://nisssli webitrent.com/ nisssil webrecruitment wd/run/ETRECI1SGFPUSESSION = BTECC42AR3C5 1 E5895CRCRATBES108aMMD=7313200¢r v & [ 4] x| [ Bing o~

sk Favorites | 5[] Suggested Sites ¥ @] Web Slice Gallery +

|28 |- | @& confimation % | J Mrent [ B B v & v Pagev Safety~ Tools~ @~

Northern Ireland
Assembly

Sean B

CONTACT US Your application will be submitted, please select Continue to proceed or Cancel to return to the Application summary.

Continue Cancel
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Once the ‘continue’ button has been pressed, you will receive a message to advise
that your application has been submitted and you will also receive an e mail to this

effect. If you do not receive this email, you should contact the HR Office as soon as
possible.



AUTOFILL

If you have previously submitted an application form on the iTrent system, the next
time you apply you may find that the current application form has been autofilled with
previous information. To turn off the autofill function, please follow the instructions

below.

Turning off Autofill in Internet Explorer

NoOOAWN =

Click on the Tools menu icon.

Click on Internet Options.

Select the Content tab.

In the AutoComplete section click on Settings.

Uncheck Forms and User Names and Passwords on Forms.
Click OK in the AutoComplete Settings Window.

Click OK in the Internet Options Window.

Turning Off Autofill in Chrome

PN~

Click the Chrome menu icon. (Three lines at top right of screen.)

Click on Settings.

At the bottom of the page, click “Show advanced Settings”.

In the Passwords and Forms section, uncheck “Enable Autofill to fill out web
forms in a single click”.



