
Agency Training Guide
Oracle Recruit



Accessing Oracle Recruit

You’ll get an email advising you that you’ve been invited to submit candidates for a role with a link to the requisition. 

You can click on the link to take you to the HR login platform.  

If you’re having problems logging in please contact the HR Services Team on 0330 606 1001

Please ensure the following email addresses are whitelisted on your account in order to receive 

emails from us: 
hcnq.fa.sender@workflow.mail.em2.cloud.oracle.com
MyHR@coop.co.uk

mailto:hcnq.fa.sender@workflow.mail.em2.cloud.oracle.com
mailto:MyHR@coop.co.uk


Accessing Oracle Recruit

My Vacancies: here you’ll see all requisitions 

you’ve been invited to apply for.

Manage my Candidates: here you can create 

new candidates.

Once you’ve logged in you’ll see some quick actions on the left hand side:

You’ll need to ensure a 
candidates profile has been 
created in Manage my Candidates 
before you’re able to submit 
them for a role



Accessing Oracle Recruit 
From the Agency Hiring tile, you have the 

following options available:

My Vacancies: see all the requisitions you’ve 

been invited to apply for here.

Manage my Candidates – view all of your 

candidates here.

Referrals – view any candidates you’ve referred 

to a role here.

Job application – view progress on your active 

job applications here.

You’ll need to ensure a 
candidates profile has been 
created in Manage my Candidates 
before you’re able to submit 
them for a role



Creating Candidates
To create a new candidate, click Manage my 

Candidates from the home page, and then click 

Add

Fill out the Basic Info screen with the 

candidates details and attach their CV.

You’ll now be able to add in more information 

about the candidate. Once you’ve completed 

this, click Save and Close from the top right 

hand side of the page.



Viewing Requisitions

To view a requisition you’ve been invited to 

apply for, click My Vacancies from the home 

page.

Click on the requisition title to view more details 

about the job including a job description and the 

recruiters contact details.



Submitting Candidates for a Role

From the My Vacancies menu, select the 

requisition you’re submitting candidates for and 

select Submit Candidates.

Search for the candidate you’re applying on 

behalf of using Advanced Search. DO NOT 

select Create job application on behalf of 

candidate check box. This will bypass the 

application process for the candidate

Select the candidate and from the Create

dropdown menu ensure Prospect candidate is 

selected. This will mean the candidate will 

receive a link to apply for the job.

To complete the application click Apply.



Submitting Candidates for a Role
The candidate will receive an email from you letting them know they’ve been referred to a role. To complete the

application process they’ll need to click View and Apply on the invitation.

If they don’t do this, they wont be considered for the role so you’ll need to let them know they must complete this if 

they are interested. 



Viewing Active Job Applications

From the Agency Hiring tile, click Job Applications to view all your active job applications and whether or not 

the candidates are still in the selection process.


