Logging in to Unit 4 Recruitment for the first time:

If you had an account as a hiring manager on the previous applicant tracking system, you will also have an
account in the new Unit 4 Recruitment applicant tracking system. Please follow the steps below to log in.
Please direct any enquiries to Resourcing@shropshire.gov.uk

v Use the link on the intranet to Unit 4 recruitment to get to the log in page:

v Your username will be SC-XXXXXX where the X’s represent your new employee number in

Business World.

You can find your new employee number by logging on to Unit 4 Business World, and on the

‘Your Employment Section’ select Personnel Information as below.
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Your new employee number (called Resource ID) is displayed in this screen, as shown below.
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Example for the person above their username for Unit 4 Recruitment would be SC-200007

You can also find your new employee number by utilising the list of old to new numbers on
the intranet, link here.


mailto:Resourcing@shropshire.gov.uk

v" You will then see this log in screen. Click the forgotten password link underneath the Log In
button.

uniT

Username

[

Password

=T

Forgotten your password?

v" You will then be asked for your email address. Enter your email address and press continue
(that was linked to your previous hiring manager account). This will likely be your
Shropshire.gov.uk email address if applicable.

uniT

Enter your email address to reset your password

Email

Back

v" You will then receive a password reset email like below. Click on the link in the email.



Fri 28/03/2018 13:39

H hireserve.sctest@gmail.com
[CAUTION] Reset Your Password

To @ sam Moore

o Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

el

hi Sam,

You have been sent this email because a password reset was requested for your
recruitment system account.

Your password now needs to be reset before you can access the system. Follow the link
below to do this:

https://recruitment.unit4.com/ve/ic fo 1shot url.page?
p_web site id=61168&id=bkgZmbYANwWUNNwINYDFOIRGNTWAHKELZHDipKCx

This link remains valid for three days. If you don't use it within that time, or you need to
change your password again, go to and follow the 'Forgotten your password?' link to be
sent a new email.

Kind Regards

HR Services

v' This is the screen you will see. Add your new password and confirm it then press update. The
password will need to be 8 characters long with at least 2 numbers.

Update your password for UNIT4 Recruitment

Your password must be 8 or more characters and contain at least 2
numbers.

Password

Confirm Password

v" You will now be able to log on with your username (specified above) and your new
password.



@ Your password has been changed
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Password
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Forgotten your password?

v If you have any further questions or are having trouble logging in please contact
Resourcing@shropshire.gov.uk
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