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Simply Recruitment: Adding a New Vacancy & 
Vacancy Maintenance. 
 
This document provides step-by-step guide for users to give an easy understanding 
on how to add a new vacancy and amend the details. 
 
If at any time you need help or just need some questions answered please use our 
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive 
articles and an option to open a support ticket.  
 
Thank you  
 
The Simply Personnel Team. 
 
 
 

 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.simplypersonnel.co.uk/
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To add a new vacancy in your recruitment module select New Vacancy. 
 

                                       
 
This will open up the following window. 

       
 
Enter a reference number, assign it to a post (position in your company) and enter 
the closing dates, location and salary. 
 
Note: if you have the self service module you can show the vacancy to you 
employees. 
 

              
 
 
Once you have completed all the required information, click on finish. The system will 
confirm that the vacancy has been added and ask you if you would like to enter any 
further details. 
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If you select YES you will be taken through to the vacancy details page: 
 

                
 
The main page will show the information that you entered when you created the 
vacancy it is also where you will change the status once the vacancy has been filled. 
 
You can keep a record of all of the advertising by entering it on the advertising page 
click on add at the bottom of the page and completed the details. 
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You can also keep track of the cost for each vacancy by completing the box in the 
costs page. 
 

                                   
 
The Applicant page is where you can add an applicant to the vacancy, if you highlight 
the applicant you can send them an email or go directly to there applicant record. 
 

      
 
 
 
 
 
 
 
    



 

   
© The Simply HR Software Company Page 6 of 8  

The open actions page will show what stage each applicant linked to the vacancy is 
at. 
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To view all of your vacancy’s and amend information click on Existing Vacancy from 
the main dashboard.   
 
                                  

                                 
 
This will take you to a further window, where you can search by different methods for 
the vacancy. 
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