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TUTORIAL FOR FAC -1 FOR USING  

RECRUITMENT MANAGEMENT SYSTEM  

 

Welcome to the Tutorial for FAC-1 of the Online Recruitment Management 

System of Banaras Hindu University! 

 

The Chairpersons of FAC-1, 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 ï 1: Displaying list of applicants for a particular post   
 

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

 
Figure 1 

On this screen the users will have to click at the link named ñProcess of 

Recruitmentò, upon which they will get a screen as in Fig.  2.  
 

 
Figure 2 

http://bhu.campuslabs.in/
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In this screen, upon clicking at ñRecruitment Processò, they will get a link for 

ñManage Candidatesò as in Fig.  3.  
 
 

 
Figure 3 

Upon clicking on ñManage Candidatesò, the users will get a screen as shown in Fig.  

4 , in which they have to make several entries. 
 
 

 
Figure 4 

The ñfrom dateò and ñto dateò have to be filled-in giving the dates between which 

the applications received have to be processed in the current round . The first 

advertisement was advertised on 15th February, 2013, while the first cut -off date was 

30th March, 2013.  So in this phase of processing, we have to consider only those 

candidates, who have applied between 15 February, 2013 and 30th March, 2013.  

Therefore in the ñfrom dateò box, 15/02/2013 has to be filled in while in ñto dateò 

box, 30/03/2013 is to be filled.  If the processing is being done after the second cut -

off date i.e. 30/09/2013, this date will be filled in ñto dateò box. 

 

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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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 ñemployment noticeò in the next box 

using the drop down menu.  The FAC-1 has to select ñRolling Advertisement for 

Teachingò in this box. Upon this selection; the ñPost Nameò of the 

Department/Centre/School of the User will be displayed as shown in Fig.  6 . 
 

 

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

all candidates who have applied against the posts displayed in ñpost nameò box. 

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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Figure 7 

Since only those candidates are to be entertained who have completed and duly 

submitted their forms online, ñForm Completeò option has to be selected in ñform 

statusò box as shown in Fig. 8. However, if the user wishes, he/she can also view 

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

 
Figure 8 

Initially, no selection shall be made in the ñrecruitment statusò box, unless the status 

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 

selected in ñrecruitment statusò box.  

The ñlist now!ò button shall now be clicked to 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 candidates in a single page by clicking on ñ[Show All]ò 

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 clicking ñShow Column Selectionò button  as shown in Fig. 11, 

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

be displayed.   


