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TUTORIAL FOR FAC -1 FOR USING
RECRUITMENT MANAGEMENT SYSTEM

Welcome to the Tutorial for FAG1 of the Online Recruitment Management
System of Banaras Hindu University!

The Chairpersons of FAG1, namely the Heads / Coordinators etc. have been
provided their usernames and password using which, they have to login into BHU
Recruitment Management System at the site http://bhu.campuslabs.in .

Step 1 1: Displaying list of applicants for a particular post

After login, the first screen which the user gets is as in Fig. 1.
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Welcome Abc Xyz

You have logged on campuslabs system as FAC1 - HINDI

Start by clicking on any of the modules on left panel.
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Figure 1
On this screen the users will have t o click at Pracegse of | i nk
Recruitmento , upon which they Rgill get a screen as-c
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You are in Process of Recruitment

Click a link from dropdown menu above.

Figure 2
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http://bhu.campuslabs.in/

I n this scr een, Recpionent Brocess kthen will gett a lifik for
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You are in Process of Recruitment

Click a link from dropdown menu above.
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Upon c | i ¢Manage Gandidates’i, t he wuser s wishown ig Ed.
4, in which they have to make several entries.
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Figure 4

T h efronfi datec a n dio dated0 h av e t ean glvieg the iddtels betiveen which
the applications received have to be processed in the current round. The first
advertisement was advertised on 15" February, 2013, while the first cut -off date was
30" March, 2013. So in this phase of processing, we have to consider only those
candidates, who have applied between 15 February, 2013 and 30™ March, 2013.

Ther ef or dérom dateot hbeo xi 15/ 02/ 2013 has totdateob e

box, 30/03/2013 is to be filled. If the processing is being done after the second cut -
of f date i.e. 30/ 09/ 20 loc3dateot hbiosx .dat e wi I

For filling the date in proper for mat, the help of calendars given adjoining the boxes
can be taken as shown in Fig. 5.
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Recrutment Process

Please select Dates and employment notice to startt

Show Colum Selecton
from date | 16/0212013 | g to date | 3000312013 employment notice | —-Select — = post name | Select — &
? X
categony form status | —-SElect-- « oda > > istnow!
r i
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Figure 5
Similarly, if the user is processing the applications received in response to the
advertisement dated 15-2-2013 after the second cut-off date i.e. 30.9.2013, he/she
shall consider those candidates who have submitted applications between 15.2.2013

and 30.9.2013, and so on.

After filling the dates, we have to select the femployment noticeo in the next box

using the drop down menu. The FAGL1 has to select fRolling Advertisement for
Teachingo i n t hiUpon Ihis x selection; t h e Posii Nameo of t he
Department/ Centre/School of the User will be displayed as shown in Fig. 6.
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One-ime Setup HRMasters ¥ Recrutment Process v

Please select post code! You can proceed by clicking on go button or you can narrow down your search by selecting category or recruitment status!

Caleulate Shortising Seore [IIEHTRE el Open &Close Form™ | | Send Mailto Candidates¥ | | Send Wail to Referees of..¥.

from date | 15022013 | g todate | 30032013 g employment gffice| Roling Advertisement for Tei[=] post name 1451 Professor [+]
—Select —
Rolling Advertisement for Teaching
category | Select [=] form status| Form Complete [+ recruitmentWatus | 02/2015.2014 for Non Teaching et nowt
total : 9
selectall application no name category gender email date of submission action:
1 ] 1451-27 General | Male tpm@klyuniv.ac.in Mar 28, 2013 10:41:36 @ @ wmor=v L4
AM
2 ] 1451-26 General | Male shvsingh@gmail.com Mar 25, 2013 5:25:05 PM @ @ wmor=v
3 B 1451-16 General | Male  vssm @bhu.ac.in Mar 24, 2013 1:35:32 PM & @ wmore™
B 1451-14 General | Male vipin, Sif m Mar 24, 2013 3:42:47 PM & @ wmore™

Figure 6

Here, the User shall select the post for which he/she has to do the processing. After
completing processing of all applications for a particular post, the User shall proceed
by selecting the next post.

In the fACategoryo box, no selection shall be made if the user wants to get the list of

al | candi dates who have appl i edstnameai motx . t he
However, if the user wants to see list of particular category candidates who have

applied against this post, he/she can select the proper category as shown in Fig. 7.
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Recrutment Process

Please select post code! You can proceed by clicking on go button or you can narrow down your search by selecting category or recruitment status!

todate | 30032013 g employment notice | 05/2012-2013 [=] post name 3947 Assistant Professor HH [=]

form status | —Seleci- [+] recruitment status  —Seleci- = st now!

General

General-PWDs
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Figure 7

Since only those candidates are to be entertained who have completed and duly
submitted t hei FormfCGompieged omptiineen fHMHas t dormbe sel
statusO b ox as Fg.h8 Wawevernf the user wishes, he/she can also view

the list of candidates who registered but did not complete their forms.
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Recruitment Process ~

Please select post code! You can proceed by clicking on go button or you can narrow down your search by selecting category or recruitment status!

from date | 15/02/2013 | gy tog yment notice| 05/2012-2013 [~] post name | 3947 Assistant Professor HH []

Form Complete [ recfiitment status | —select— [=] et now

—select—
Form Incomplete
Form cuniele

category | Selett = forgfl status
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Figure 8

I nitially, no s el ec trecroitmenssta@dol bme« , maidhd eisrs tt he
like Pending, Disqualified, Qualified, Shortlisted, Not Shortlisted, Selected etc. has
been allotted to candidates by the FAC-1 during the processing. Separate lists can
then be drawn for applicants having different status. So initially, no option shall be

s e | e c trecmitment stafus o box.
The flistnow!0 b ut t cmow be tligkédlto display the list of all candidates as per

the selections made in the respective boxes. This is shown in Fig. 9.
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Figure 9

The system displays the list of candidates in pages of 15 each; but user can choose
to display the complete list of candidatesin asi ngl e page pShowdll]é c ki ng
as shown in Fig. 9. The single page list of candidates will be as shown in Fig. 10.

Figure 10

The user can also choose the columns which he/she wishes to display. It can be

done by $how ColummSgleciordo butt on as shown in Fig. 11,

clicking which will display a pop-up window in which a list of all available columns will
be displayed.
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