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Forgotten/Changing your Recruiting Centre account password

To access the online recruitment centre, enter the following URL into your browser:

https://eani.taleo.net

The ‘User Sign In’ screen will appear. Click the 2720t your password?

User Sign In

To access the application, please sign in. Mandatory fields are marked with a red
indicator,

Select a language
English v || Refresh

Remember my selection

*® | Jser Name

* Password

ORACLE Sk

hyperlink as circled below:

Clicking the hyperlink will display the following screen. Follow the instructions provided by

completing your user name and email address and clicking the OK button:

Forgot Your Password?

Flease enter your user name and emall address below, dick O, then follow the
instructions. If you don't have an email address, please contact your system
administrator for assistance at CnlineRecruitmentSystemAdmin@eani.ong.wk.
Mandatony fields are marked with a red indicator.

E ser MName

|HiringManager |

= Email Address

[niringmanager@invalidemail.com| |

ORACLE -
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You will receive the following message on screen:

Email sent!

Instructions on how to change your password have been sent to the email address

associated with this account.
If you don't receive the email, please check your spam folder or try to click on the

reset link again.
For further assistance, please contact your account administrator.

DRACLE Reset  Back to login page

Locate the email that has been sent to you. Note that this email contains an access code that you
will need to copy (highlight the code, ensuring that you do not highlight to copy any blank spaces,
and either right click with your mouse and select ‘Copy’ or use the shortcut Ctrl + C on your
keyboard). Click on the blue hyperlink within this email to reset your password:

Example:

ea:i

Dear SirfMadam,

We have received your password change request. Please click on the below link and follow the instructions provided to reset your password.

Access Code: 8Q2HG6aN@
Click this link to resst your password

Yours sincerely,
System Administrator

Do not reply to this email as this is an automated notification.

The hyperlink will prompt the following page to be displayed. Enter your user name again along with
the access code found within the email (to paste either right click with your mouse and select the
relevant Paste option or use the shortcut Ctrl + V on your keyboard). Next, click the Sign In button:
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Forgot Password

You received an email in regards to a forgotten password. Please enter the login
information as provided in the email. Mandatory fields are marked with a red

indicator.

Select a language

English V| Refresh
D Remember my selection

* User Name

Tip: For security
purposes, the system will
not display the password
you have entered. To

[Manager01

* Access Code

[c51P=0RuU

ORACLE

’ show the password click

the eye symbol.
®

On the next page, you will need to re-enter the access code that you were issued along with your
new password and confirmation of this new password. When you have completed this form, press

the OK button:

Change Password

This page allows you to change your password. Mandatory fields are marked with a
red indicator.

User Name
Manager(1

* Access Code

* New Password

* Confirm New Password

DRACLE 0K Sign Out

The following pop up will be displayed:

Your session has successfully ended.

Thank you for using this Oracle product.

ORACLE

Password Rules:

Passwords are case sensitive and
must contain between 6 and 32
characters. Passwords must
contain at least 1 letter and 1
numerical value and must not
contain more than 5 identical
consecutive characters (e.g.
AAAAA...). Passwords must not
contain your user name.

When resetting passwords, they
must be different to a previously
used password.

Click OK to return to the User Sign In screen, enter your User Name along with your new password

and click Sign In:
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User Sign In

To access the application, please sign in. Mandatory fields are marked with a red

indicator.

Select a language
| Refresn |

D Remember my selection

* User Name
|Managerﬂ1 |

* Password

|.......ll - |
Forgot your password?

ORACLE | g |

You will then be successfully logged into the Welcome Centre:

Recniting

Quick Access
Recussons
Submissions

Haring Mamager | Home | Resoutes * | SenOut

Welcome to the Education Authority’s Online Recruitment System

Recruiting Talent spport a

Frequent users may find it beneficial to add this URL to their browser favournites for quick and easy access in the future.

To get started, click on the appropriate link on the left. To access the Recruiting Centre (also known as Centre Stage) click on either the 'Recruiting’ link under the 'Centres’ heading or the Recruiting link found on the Core
Navigation bar to the top of the screen. The Quick Access panel provides an altemative “one-click” access to items without having to click through to the Recruiting Centre.

If you ever need to return to this Welcome Centre, either click the House icon on the Core Navigation bar at the top left of the screen or click on the Home link at the top right of the page.

g [
Hiring Managers can access all supporting documentation via the Education Authority's website. You can copy and paste the following link into your browser for quick and easy access:

Additional guidance and tools have been developed to support Principals and Managers with recruitment during the COVID-19 pandemic. Thesa can be accessed by copying and pasting the following link into your
browser.
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