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Quick reference guide for
external expert reviewers
The recruitment system ReachMee

ReachMee
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When acting as an academic reviewer for the University of Bords you are requested to use
the recruitment system to access advertisements and applications in the recruitments you
are involved in.

Send your Assessment Statement via e-mail to hr@hb.se.

If you have any questions or problems navigating the system, please contact HR by e-
mailing hr@hb.se.
1.Login

1. To access the material open your web browser and go to the URL:
http://login.reachmee.com/hb

2. Type your username and password and click on Log in.
If you don’t have access to the system, please contact HR at hr@hb.se.
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Log in

User name Tﬁ@‘w 6(9' W éﬁ/ﬁl’bé
Password \Mmf W

B Remember me . | e

Language: §EpE{IEII

Trouble with login?
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2. Project view

2.1 To open a recruitment project

1. Click on Project in the menu on the top of the page.

2. Click on the left handed side, on Assigned projects. (see picture below)
If you are a reviewer for several projects you will see all your assignments here.

3. Click on the Projects name to see the candidate view.
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ReachMee Stari

Start / Projects

Projects

Number of projects: 1

My projects
Assigned

Finished search filter 0 universitetslektor Q Active filters: |

All projects

Name

Universitetslektor Test

o
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2.2 Advertisement view

1. Click on the Projects name.
2. On the left-handed menu you will find Advertisement. Click on Advertisement to
read the qualifications required for the position.

ReachMee Projects Candidates Reports Admin

Start / Projects / 641.Registrator / Advertisement

Advertisement

alternative job ad: +add ([Zedit &remove

€ Desaiotion
( & Advertisement

= Application procedure

Publishing Registrator
. The Professional Services is a cohesive organisation that provides support for th
i Candidates at all levels.
B Close project Avdelningen Ekonomi soker en registrator.

Arbetsbeskrivning

Registratorn utgsr en resurs inom omradet arkiv och registratur. Arkiv och regis
uppratthallandet av offentlighetsprincipen samt myndighetens och forskningen
arkivering och I6pande dvervakning av myndighetens dokumentflode. Varje dag
oppnandet av hagskolans e-breviada. Registratorn arbetar i ett team bestdende

Registratorn deltar aktivt i avdelningens utvecklingsarbete och ar ett stod i arer
arendehanteringssystem inom de narmsta aren.

3. View of Candidates
3.1 Candidate Review

1. Click on the name for the project to view candidates.

Namn Diarienummer  Organisation  Kandidater Skapat Annons  Publicering

H 622 Universitetslektor 2018/xx 6500 HR 1 2018- Skapad ingen aktiv
01-18

2. The picture below shows the candidate list. Here you will find the candidates that
you have been asked to evaluate.



ReachMee Start | Projects
Sart / Projects / 622 Universtetsiektor Test / Cancidates

Candidates smwpsocessuide

2 2

AESESEMENT

Candidate list . arch fiixe o areh, Q

3.2 Read applications

Click on the candidate to see the candidate profile.

Here you will find enclosed documents such as applications, CV, publications and
pedagogical portfolio etc. If the candidates have been asked to answer any sample
guestions, you will find the answers here as well.

ReachMee Start  Projects = Candidates  Reports  Admin &' @+  Katrin Axelsson~
Start / Projects / 36. Docent Katrin -TEST / Candidate profile
« Back To List next candidate »
Description .
_ Karin Katt s
Advertisernent
Hate || & Send ema || & Print || #) Bock appointment

i= Application procedure Candidate priority

Publishing Katrin Axelsson
T o YWY
' ETEs Arrived 2211/2016 09:11
last updated 26/04/2018 16215 ) )
5 ct
Candidate list Closed for editing 22/11/2016 09:11 Status in project
Internal application -
Calendar Rejected but
W Taos: +Add interesting in other
Close project = projects
Candidate prefile = Email messages
Rejected
E-mail: Edit application 0 Hired
Birth year: Application withdrawn
S
Address: Solrosgatan 5
45518 Borés Move candidate
Phone:
LinkedIn Profile:
Personal CV: HEEEETETE &
Mo file has been uploaded yet ) R
Personal letter: L0 SR .
Mo fle has been uploaded yet ~
Introduction ]
Mark as an employee:
Career site: Hemsida Refusa o

Parked candidates 0
Selectlon survey questions

Attach cover letter

M PE Nilsson.doc (31 Ka)

Mazx nr of files: 1

26/04/2018 00:00:0




4. Print/save documents on the computer

Remember to remove downloaded and printed documents when they are no longer needed.

4.1 Print/save several applications

1. Gotothe view of candidate. Select all candidates by clicking the box at the top of
the candidate list, or select the applications you wish to print.

E id~ 0 Nam
L 24
i 22
E 21

2. Click on under the candidate list.

3. Click on Export candidate information.

4. Select what to export and generate pdf.

Export short candidate profile

An overview of the candidates personal data, p
selection questions.

= Document type

O Personal profile

[ Personal letter
o] cv
[+ Other documents

Generate PDF
PDF

5. Download files (click on the box on the right side of the page)

ii 'ﬂ Export short candidate profile
Ao



4.2 Browse documents/save/print one application/document

There are limitations with downloading documents and save them due to the legislation
GDPR. It is recommended to use the new function “browse documents”. With this
functionality you can easily browse all the documents that the candidate has uploaded.

Browse documents/save as

1. Go to candidate profile. (see instruction under section 3.2 Read Applications)

2. The documents will be viewed as shown below.
To browse the uploaded documents, click on the symbols in the left handed corner.

3. Save as pdf, click on the print symbol in the right handed corner, click on change
and save as pdf.

! Personligt Brev Madelene Einerborg HB.pdf (37 Kb)

Max nr of files; 1

Print

Totak: 2 pages

Betyg Hogskolan. pdf

——r

|| Save as PDF

Desti

Bition

Change...

HOGSKOLAN I BORAS

VETENSKAP FUR PROTRSSION

Pages Ol

e eg.1-5, 8 11-13

Margins Default -

Options Background graphics

Problem to browse documents?
4. If the document won't be viewed you need to download the document.
5. Click on the green symbol up in the left corner.

&« C | @ Secure | https://site201.reachmee.com/hb/#/commissi... ¥t

] 3420-cther-634--3- 24888459 - Windows Phots Viewer |

Fée. =| Prnt =  E-mail Bum = Open =

‘ o PB Nilsson.doc

Filen kan inte visas utan maste laddas
ned.

Ladda ned filen genom att klicka pa den
gréna pilen i vanstra hornet. Kom ih3g att
ta bort din nedladdade fil nar du inte

behéver den langre.

'E_] PB+Nilsson (1).doc

s Show all x




Print one application/document
1. Goto candidate profile. (see instruction under section 3.2 Read Applications)

2. Open the document you wish to print.

1]

! Personligt Brev Madelene Einerborg HB.pdf (37 Kb)

Max nr of files; 1

5. Questions?

If you have any questions or problems navigating the system, please contact HR by e-
mailing hr@hb.se.
Send your Assessment Statement via e-mail to hr@hb.se.
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