
Registering as an Appointing Officer/Delegate

The following instructions are to guide you through registering either as an Appointing Officer or Delegate. You will only have to register once.
	Appointing Officer
	The manager for the post. Is the only person allowed to create a recruitment plan.

	Delegate
	Can access the recruitment plan in the Appointing Officer’s absence.    The Delegate cannot create a recruitment plan.


Procedure:

1. Using the Internet Explorer go to http://nww.erica.asp.nhs.uk

2. Click on ‘Register’

3. You will see a new window with four tabs across the top: 

-
Personal Details

-
Management Accountant

-
Post and Organisation

· Options
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Please note that you must add your work email not a personal email address (ie Hotmail)

· Click on the ‘Personal’ tab and complete the fields.  All fields marked with a red asterisks are mandatory and must therefore be completed.

· Click on the ‘Management’ tab and complete your management accountant details.  If you do not know who your management accountant is, it is advisable for you to contact your Finance Department.  As before, all fields marked with a red asterisks are mandatory and must therefore be completed.

· When you click on the ‘Post and Organisation’ tab the following window will appear.  

This window asks for information about yourself not about the post you need to advertise.  

By selecting from the drop down menu the Trust or Organisation that you work for the system will automatically allow you to choose your post title from the ‘Choose your Post’ drop down menu.
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If your post title is not stored within the system the following screen will appear asking you to manually complete your organisation and post details. Press ‘OK’ to continue.
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· The final tab is ‘Options.’  The following window appears:
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If you are only registering as a Delegate then check this box.

When you have completed the four tabs, click Finish. 
5. Human Resources will then approve your registration and you will receive an email with a username and password, which you will be asked to change (instructions on how to change your password will be on the email)

You will now be able to logon to ERICa and start the recruitment process.
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