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Welcome to the Recruitment 
Gateway Training Manual

• The Recruitment Gateway is an online, 
secure platform which will enable a 
more streamlined recruitment process 
within the HSE.

• The Gateway will replace the current job 
order form which has 9 MS Word 
variations and instead provide a dynamic 
form

• Services will be able to track the progress 
of the job order, such as identifying who 
is recruiting for it (i.e. the NRS or their 
local recruitment team), and how far 
along in the process it is.

• Services will also be able to request 
amendments and cancellations to their 
job order if necessary directly on the 
Gateway.

This manual has been designed to support users when using the Gateway and forms part of a
wider suite of training content. Videos, Quick Reference Guides and FAQ documents are also
available on HSELanD.ie to support users on using the Gateway (guidance on where to find these
supports can be found in Chapter 8 of this manual).

The following page outlines how the manual is structured in greater detail, and how you may wish
to leverage it as you engage with the Recruitment Gateway.

Recruitment Gateway
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What is the Recruitment Gateway?

Overview

• The Recruitment Gateway enables the creation of a job order digitally.

• All job orders will be submitted through the Gateway, including those that 
will be recruited locally, and those that will be recruited by the National 
Recruitment Service (NRS). Any necessary attachments can also be submitted 
through the Gateway. 

• This will be achieved through the completion of a dynamic and intuitive digital 
form. The form will be accessible via computer/laptop or mobile device. For 
optimal use the form is best accessed on a large screen.

• Users will be able to save draft job order forms, as well as review the status of 
their job order which will improve visibility and oversight on job order 
submissions.

• Users can also request amendments or cancellations to their job order via the 
Recruitment Gateway.

• Users must have access in order to use the Gateway. There are four user roles 
which enable local services to complete their internal approvals on job orders 
directly on the Gateway.

• The four user roles are:

1. Requester

2. Approver 1

3. Approver 2

4. Submitter

• Whilst the Recruitment Gateway has these four roles, users are not required 
to use each role if it is not relevant for their area.

• The User Model can flex to suit the needs of each local service and their 
internal approval process. Chapter 3 outlines the User Model in greater detail, 
and provides insights into how to leverage the User Model in a way that suits 
all services.

Click the home icon to return 
to the start of the manual
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What is the Recruitment Gateway?
What has changed?

Prior to the development of the Recruitment Gateway:

• Job orders were completed manually on a Microsoft Word form.

• Several job order templates existed, and the correct template depended on 
the grade being recruited.

• Job orders were emailed to Local HR Teams.

• Job orders were emailed to NRS and landed in a queue to be logged manually 
by the job order team.

• Job orders were sent to Local HR Teams and NRS with incomplete information 
fields – 60% of job orders received by the NRS were incomplete and required 
further attention.

• As a result, multiple interactions between the sender and recruiter were 
required to complete the job order form and progress recruitment.

• All updates or edits required to a job order were completed by directly 
contacting the Local HR Team/NRS.

The Recruitment Gateway will:

• Enable job orders to be completed in a single digital form in a dynamic way 
and remove the need for various job order templates.

• Encourage new ways of working – users can only submit a job order for 
approval when all mandatory fields are complete.

• Improve data accuracy by providing consistent, standardised information for 
selection on the job order form. 

• Provide a single platform to create and submit job orders both locally and to 
the NRS.

• Submit job orders directly to NRS which will automatically create a job order 
record. This will remove manual effort for the NRS team, improving efficiency 
and timelines.

• Allow users to oversee the progress of their submitted job orders and request 
any amendments/cancellations directly via the Gateway.

• Reduce the amount of verbal/manual interaction with Local HR Teams/NRS 
regarding job order progress.
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Navigating the Recruitment Gateway
What does it look like?

The Recruitment Gateway has been designed to be user-friendly and intuitive. It 
offers various functionalities such as creating a job order, requesting a job order 
amendment and reviewing the recruitment status of submitted job order.

As per the below image, the Recruitment Gateway has five core features.

1. Job orders

2. Amendments & Cancellations

3. Approvals

4. Help

5. User Profile

1 2 3 4 5

User Profile

Click the home icon to return 
to the start of the manual
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Navigating the Recruitment Gateway
What does it look like?

What does each functionality entail? 

Job Orders • Users can create job orders digitally, save drafts and check if the job 
order has progressed or been rejected.

• Users can see the progress of their job order e.g. has it been approved 
within their internal approval structure? Is it being recruited for locally 
or by the NRS? What stage is it at with NRS?

Amendments & 
Cancellations

• Users can request amendments or cancellations for job orders they 
have created.

• They can directly request an amendment to the job order on the 
Recruitment Gateway, and won’t need to contact Local Recruitment 
or the NRS with change requests.

Approvals • Local services have been consulted and will align internal job order 
processes with the Recruitment Gateway in order to approve/reject 
job orders.

• By assigning each user a particular permission, services will be able to 
digitise their internal job order approval process.

• The Recruitment Gateway does not digitise the National Approval 
processes (Form A, B, A1 etc). Users must continue to arrange the 
relevant approvals for the post.

Help • Users can leverage the glossary of Gateway terms to support them 
when using the functionality

User Profile • Users can review and update their user details such as their email 
address and telephone number directly on the Recruitment Gateway
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• In order to fully use the Recruitment Gateway, users will be required to 
engage in various online form features. This includes using:

• Drop downs

• Look ups

• Free text

• Yes/No functions

• Calendars

• Tabs and tables

Users must leverage the above features as they progress through the job order 
form and use all Gateway features. Support on how to engage with each feature 
is provided on the following pages.

It is advised that users refer to this chapter should they experience difficulty in 
navigating the Gateway.

Navigating the Recruitment Gateway
What does it look like?
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Drop Down list information fields 

A drop-down list will have the following icon beside the information field 

Click the          icon to see a list of data to select from  

Click the icon to see a list of data to select from 

Look up list information fields

A look up list will have the following icon displayed  

Once the look up icon has been selected, you will 
be directed to a look up table. Use the scrolling 
bar on the right-hand side or search in the search 
bar on the top right-hand side for the relevant 
area. 

Free text fields

To provide an answer in these 
fields, click in the white box and 
type the relevant information. 
Any text can be entered. 

Search bar option

Example:

Example:

Example:

Example:
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Yes or No field 

Click either Yes or No as 
appropriate

Calendar

Users will be required to use the 
calendar icon for parts of the job 
order e.g. when inputting the 
projected start date of the job 
order or the contract end date. To 
do this, select the calendar icon 
and select the relevant date. This 
information will load onto your job 
order once selected.

Tabs and Tables

Users can review all activities on 
their job orders, amendment & 
cancellation requests and approvals 
(for Approver 1, Approver 2 and 
Submitter) by clicking on the 
relevant tab along the top of the 
Gateway. In this example, a user has 
selected Job Orders > My draft job 
orders. Users can also click the Help 
and User Profile tabs. 

When users click into the Job Order, 
Amendments & Cancellations or 
Approval tabs, they will be able to 
review various tables of activities. In 
this example, a user can see a table 
of all their draft job orders which 
provides high level information on 
each draft job order.

Users can see full detail of the draft 
job order by selecting the drop-down 
arrow on the right-hand side as 
captured in this sample. 

Example:

Example:

Example:

Example:
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Using the Recruitment Gateway
User Model

The Recruitment Gateway has been designed with four types of users in order to 
grant flexibility for each local service to align it to their internal recruitment 
approval process. The four user types are; Requester, Approver 1, Approver 2 
and Submitter. The following pages provide on overview on each role.

Requester 

1

2

Approver 1

Approver 2 Submitter

✓ Create job order

✓ Save draft job order

✓ Create Amendment & Cancellation 
requests

✓ Review job order status

✓ Assign job order to Approver 1, or 
Approver 2, or Submitter for review & 
progression

✓ Create job order

✓ Save draft job order

✓ Create Amendment & Cancellation 
requests

✓ Review job order status

✓ Approve/Reject job order from 
Requesters and progress to Approver 2, 
or Submitter

✓ Assign job order to Approver 2 or 
Submitter for review and progression

✓ Create job order

✓ Save draft job order

✓ Create Amendment & Cancellation 
requests

✓ Review job order status

✓ Approve/Reject job order from 
Requesters and Approver 1’s, and 
progress to Submitter

✓ Assign job order to Submitter for 
review and progression

✓ Create job order

✓ Save draft job order

✓ Create Amendment & Cancellation 
requests

✓ Review job order status

✓ Approve/Reject job order from 
Requesters, Approver 1 and Approver 2 
belonging to their Area/Group.

✓ Ability to assign job order for local 
recruitment, or submit to NRS

✓ Ability to change the job order from 
Local Recruitment to NRS and vice versa.

✓ View and action job 
orders/amendments/cancellations for 
their area/group

Click the home icon to return 
to the start of the manual
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Using the Recruitment Gateway
User Management & Access - Matrix

Action Requester Approver 1 Approver 2 Submitter

Create job order

Save job order

Create Amendment & 
Cancellation
requests

Review job order status

Assign job order to 
Approver 1, or 
Approver 2, or 
Submitter for review 
and progression

Ability to assign job 
order for 
local recruitment, or 
submit to NRS

Approve/Reject job 
orders assigned to them

Approve/Reject 
amendments & 
cancellations assigned 
to them

View & action job 
orders, amendments & 
cancellations for the 
area/group

Ability to change 
recruitment from NRS 
to Local and vice versa

1 2
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Using the Recruitment Gateway
User Model

What user model is being used in my service?

• Depending on your internal recruitment approval structure, services will 
leverage all or some of the user roles available on the Recruitment Gateway.

• Each Head of HR or designated nominee has established the user model for 
their respective area. 

• If you are unsure what user model has been implemented in your service 
area, please confirm this with your relevant HR Department.

• The following page outlines all the potential user structures which are 
possible on the Gateway.

• All services will be following one of these structures.
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Using the Recruitment Gateway
User Model

Approval Structure Matrix

Requester 

1

Approver 1

2

Approver 2
Submitter

Structure 
1

Requester 

1

Approver 1
Submitter

Structure 
2

Requester 
Submitter

Structure 
3

Submitter

Structure 
4

Local / NRS
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Using the Recruitment Gateway
User Model - Responsibilities

Role Responsibility

Requester • You have a responsibility to enter job order data accurately.

• You have a responsibility to attach necessary documentation to your job 
order for the recruitment process.

• You have a responsibility to progress the job order as per the user 
model structure agreed for your area.

• You have a responsibility to log onto the Gateway frequently to keep 
track of your job orders.

• You have a responsibility to correctly identify the Garda Vetting 
requirements of the role.

• You have a responsibility prior to raising a JO that you have completed 
the approval to hire process.

Approvers (1&2) • In addition to the Requester responsibilities outlined above, you have a 
responsibility to review all job orders assigned to you in detail, including 
reviewing all attachments and ensuring they are correct. 

• You have a responsibility to either follow up with the Requester or 
reject the job order if all information is not accurate and relevant 
attachments are not included. 

• You have a responsibility to progress the job order as per the user 
model structure agreed for your area.

Submitters • In addition to the Requester and Approver responsibilities outlined 
above, you have a responsibility to ensure the job order is required 
within your service area.

• You have a responsibility to appropriately assign it to either local 
recruitment or NRS teams, considering all potential panels before 
actioning this.

User responsibilities

Submission of a job order through the Recruitment Gateway effectively triggers 
the recruitment process. As a user of the Recruitment Gateway, you have a 
responsibility to ensure data entered is accurate and relevant, that all pre-
approvals have been signed off, relevant information is collated and attachments 
are ready to be uploaded. In particular:
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Using the Recruitment Gateway
User Management & Access

How do I get access to the gateway?
For future users of the Gateway, the below steps must be taken to gain access:

Step 1: Ensure you have access to HealthIRL

• All users of the Recruitment Gateway, will need to have access to the 
HealthIRL domain.

• Where a new Gateway user is also a new HSE employee, they will likely 
already have HealthIRL access.

• However, where a new Gateway user is an existing HSE employee, they may 
not already have HealthIRL access and will need to gain this before requesting 
access to the Gateway.

• If a new user requires access to HealthIRL before requesting access to the 
Gateway, they should email healthirl.migration@hse.ie as soon as possible
to arrange HealthIRL migration as required.

Step 2: Request Gateway access

• Complete a Request Form indicating the type of user permission that you 
need.

• Requests will require approval from the Head of HR (or delegated nominee) 
before being granted access to the Gateway. When a user submits the 
Request Form requesting these permissions, an email will be sent to the 
appropriate Head of HR (or delegated nominee) which will allow them to 
approve or reject the request. 

• You will be advised when access is in place. 
• Please find the access request form on 

https://healthservice.hse.ie/staff/benefits-and-services/hr-
forms/recruitment-gateway/

A sample of the request form is captured in the following page.

mailto:healthirl.migration@hse.ie
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Using the Recruitment Gateway
Access & User Management

Access Request Form
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Using the Recruitment Gateway
Access & User Management

What happens to a user’s permissions if they leave the HSE?

• If a user leaves the HSE, their access to HealthIRL will be removed and they 
will no longer be able to access the Recruitment Gateway.

How do I change my user permission?

• If a user requires a different type of permission, they can indicate this on the 
Access Request Form.

• Authorisation from local HR will be sought before the change is implemented. 
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Navigating the Recruitment Gateway
Finding the Recruitment Gateway

Finding the Recruitment Gateway
• Users will be able to log on to the Recruitment Gateway using their HSE email 

address and password that they use to access their laptop/pc

• Users will require a computer or mobile device and Wi-Fi connection to use 
the Recruitment Gateway

• Please access the Gateway via Microsoft Edge, Google Chrome or Mozilla 
Firefox. 

• The Recruitment Gateway should not be accessed via Internet Explorer. 

• Users can access the Recruitment Gateway by clicking the following link: 
https://recruitmentgateway.powerappsportals.com

Please note: If you have forgotten your password for the Gateway, please 
contact the National Services Desk for support 
at eHealth.nationalservicedesk@hse.ie or 0818 300 300

Type 
https://recruitmentgateway.powerappsportals.com 
into your search bar in your internet browser and 
press enter

Once loaded, you will be directed 
to the  Recruitment Gateway 
homepage. 

Select sign in and use the 
credentials you currently use to 
access your system to log in

https://recruitmentgateway.powerappsportals.com/
mailto:eHealth.nationalservicedesk@hse.ie
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Users will have the following options on the Gateway regarding job orders:

• Create job order

• My draft job orders 

• My job order pending approval

• My approved job orders

• My rejected job orders

24

Job orders
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! Users can click Create job order to create their job order, and view the status of all job orders 
through the other options e.g. my draft job orders, my job orders pending approval etc.

! The job order contains mandatory information fields which are recognisable by a red asterisk *
beside them.

! Users will be unable to progress or save a job order without completing all mandatory fields.

! There is information pop-ups provided beside each field which users can see by hovering their 
mouse over the relevant field. These provide additional tips or guidance to help users complete the 
form.

! Please use the glossary on the Help tab of the Gateway to assist you when completing the job order, 
particularly for information fields you are unsure of or need further context before completing.

Please note:

Click the home icon to return 
to the start of the manual
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Grade

• This section of the job order form focuses on all information relating to the Grade of the post.
The digital form is dynamic, and therefore alters depending on the information provided.
Complete this section by providing answers to the below fields:

Creating a job order
Users will work through various sections of the job order form. A progress bar will be presented
along the top of the form to show progress. The following pages provide a high-level overview of
each section and helpful tips to consider when working through them.

• When you select a grade category, the list of options under grade and job title will change to only
provide you options related to that grade category which you have selected.

• If the job title that you need is not listed, you can create a new one for your job order by selecting
‘N/A’. If you do this, the uncategorised job title field becomes mandatory. You must then enter
your required job title in the Uncategorised job title field. Once you have completed this section,
click save & proceed at the end of the page.

• You can save your progress, leave the job order and return to it at a later date if required. To do
this, ensure you are clicking save & proceed throughout.

• Grades and Job Titles are often listed with ‘senior’ at the end of the phrase e.g., Physiotherapist,
Senior instead of Senior Physiotherapist. In the instance of a job title, users should make sure to
look through all options provided before selecting ‘other’ and creating a new job title

Helpful tips:
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Location & Service

This section of the job order form focuses on all information relating to the Location and Service of
the post. Once you have completed the information in this section, select Save & Proceed at the end
of the page.

• When you select a CHO area/Hospital Group/National Service, the list of options under
Geographical area and Location will change to only provide you options related to that
area/group/service.

• If your location is not listed, you can create a new location for your job order by selecting
Location not listed and typing your new location in the Location details field. If you do this, the
Location details field becomes mandatory.

Helpful tips:
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• If you require assistance when filling in Department Description and Supervisory Structure, please
refer to the Glossary on the Help tab of the Gateway for guidance.

• Please ensure the Whole time equivalent correctly reflects the weekly working hours inputted. The
information in these two fields should correlate.

• If you select a non-permanent contract type, you will be required to insert an end date OR duration.
You cannot input information into both fields – choose which field suits your job post.

• If the Hiring Manager is not creating the job order, users can capture the Hiring Manager information
on the form. If you are a Hiring Manager filling in this form, please enter your own contact details.

• It is important that the Hiring Manager information is inputted accurately as it will be used for future
Expression of Interest communications.

• Multiple Additional Post Specific Requirements can be selected. Please select any appropriate
requirements. If the Additional Post Specific Requirements for your post are not listed, please select
Other and then enter the appropriate details in the Additional Post Specific Requirements other
field.

• Please ensure that you articulate these requirements accurately as this information will be shared
with the candidate at a later stage in the recruitment process

Helpful tips:

Post details

This section of the job order form focuses on all role information relating to the post. Once you have
completed the information in this section, select Save & Proceed at the end of the page.



28 Recruitment Gateway Training Manual

Helpful tips:

Post details

This section of the job order form focuses on all role information relating to the post. Once you have
completed the information in this section, select Save & Proceed at the end of the page.

• Additional information is provided on the form to assist you in determining if Garda Vetting is
required for the role. Please read this information in detail.

• Users should only confirm that Garda Vetting is required if absolutely necessary for the role.

• If users do confirm it is necessary, they will be able to select from a long list of Garda Vetting
requirements.

• Users can receive support on whether or not they should request Garda Vetting by clicking into
this circular – https://www.hse.ie/eng/staff/resources/hr-circulars/hr-circular-012-2018-re-garda-
vetting-requirements.html

If Garda Vetting is not required for your role,
you must outline how the role does not require
Garda Vetting in the field provided.

If Garda Vetting is required for your role, you
must provide the reason why the role requires
Garda Vetting by clicking the Select button.

https://www.hse.ie/eng/staff/resources/hr-circulars/hr-circular-012-2018-re-garda-vetting-requirements.html
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• It is important that information captured here reflects the Approval to Hire form that you
possess for this post.

• Users must not submit job orders without a completed Approval to Hire form and PPHA form.

• Ensure your PPHA form is saved with ‘PPHA’ in the document title.

• Once you have entered the relevant information click Save & Proceed. You will then be
prompted to attach these forms directly to the job order record on the Gateway.

• You will be able to attach documents from your desktop. You can attach more than one
document at a time.

Helpful tips:

Approvals & Funding

This section of the job order form focuses on all information relating to Approvals & Funding for the 
role. Once you have completed the information in this section, select Save & Proceed at the end of 
the page.
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• Depending on your local service approval structure, you will either select an Approver 1, Approver
2 or Submitter. You will only select one Approver/Submitter.

• Select an Approver that you typically send job order to however, if you do not recognize the
names on the list and are unsure who to assign it to, contact your Local HR team to confirm same.

• Once you have assigned the Approver, you can either save the job order as a draft or progress it
for review.

• Depending on what you choose, you will be able to see the job order in your drafts or those
awaiting approval.

• If you progress your job order and would like to see the outcome, check your Approved job orders
and Reject job orders tabs.

• It is important that users pay close attention to the Job Order Reference number (which will be
visible on each table within My job orders pending approval, My draft job orders, My approved job
orders and My rejected job orders) as they keep track of what they have inputted onto the
Gateway.

Helpful tips:

Assign Approver

Once you have completed the job order, you will be provided with a full view of the entire job order
for review. At the end of this page, you will be prompted to assign it to an Approver (Note: if you
have Requester, Approver 1 or Approver 2 status. If you are a Submitter creating a job order, this
will automatically populate with your name and will automatically fall into your approved job order
tab).

For Requesters, Approver 1 or Approver 2’s, select the relevant Approver from the drop-down list
depending on your local internal approval structure.

Once you are ready to progress the job order, change the Job Order – action to be taken field from
‘Save to draft’ to ‘Progress for review’.
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Retrieving a Job Order

If the Approver/Submitter, that you assigned the job order to is unavailable to progress a submitted 
Job Order and it is still pending approval, it is possible to retrieve the Job Order, make amendments 
(e.g. select an alternative Approver) and resubmit for approval.

Select the option ‘My job orders pending approval’ from the Job Orders menu. 

Select the arrow to the right of the job order and click 'Retrieve Job Order' button. This will retrieve 
the Job Order from the Approver/Submitter. The Job Order will now be found in 'My draft job 
orders’. Proceed to progress the job order as normal from draft. In the 'Job Order Status’ section of 
the form, the user can select a new Approver and then resubmit the Job Order for approval.
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Job Order tables

Users can view the progress and status of their created job orders via the Job Orders tab on the
Gateway. Please see a high-level overview of each tab below:

My draft job 
orders

• Job orders in this table have not progressed for recruitment.
• A Job order will remain in this table until users are ready to progress 

with it.
• A Job order can also be deleted if users do not wish to progress it.

My job orders 
pending 
approval

• Once you have progressed a job order, you will be able to view it in 
your ‘My job order pending approval’ table.

• If a job order remains in this drop down, it means that it hasn’t been 
reviewed by the relevant Approver/Submitter you assigned when 
creating the job order.

• Submitters will not have this option on their view of the Gateway as 
all job orders created by a Submitter are automatically approved.

My approved 
job orders

• Once the Approver/Submitter that you assigned to the job order to 
has reviewed and approved your job order, you will be able to view it 
in the ‘My Approved job orders’ table.

• If your job order is listed under this drop down, it means that the 
Approver/Submitter you assigned it to has approved it, and either 
progressed it onto the next stage of approvals, or submitted it for 
local/NRS recruitment.

• This table will provide information on your job order e.g. you can see 
if the NRS or local is recruiting for it. If it is being recruited by NRS, you 
can see a high level status of the job order e.g. Expressed or Campaign 
Underway.

My rejected job 
orders

• If the Approver/Submitter that you assigned to the job order to has 
reviewed and rejected your job order, you will be able to view it in the 
‘My Rejected job orders’ table.

• If your job order is listed here, it means that the Approver/Submitter 
you assigned it to has rejected it, and has not progressed the job order 
further.

• If the Approver/Submitter you assigned the job order to rejects it, 
they will be required to insert a reason for the rejection.

• You will be able to review this reason in the table within the ‘My 
Rejected job order’ table. You will also receive an email to notify you.

• The job order may have been rejected for a number of reasons 
including (list not exhaustive):
• There isn’t a need for the job order
• There isn’t budgetary approval for the job order
• There is an error on the job order so the Approver/Submitter has 

rejected it and requested that you edit the job order and re-submit 
it to them for review

• Submitters will not have this option on their view of the Gateway as 
all job orders created by a Submitter are automatically approved.
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Users will have the following options on the Gateway regarding amendments & cancelations:

• Request amendment

• Request cancellation

• My draft amendments

• My amendments & cancellations submitted for review

• My approved amendments & cancellations

• My rejected amendments & cancellations

34

Amendments & Cancellations
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! After progressing a job order, users may wish to amend it. Instead of emailing and/or phoning Local 
recruitment or the NRS, users will be able to request the amendment directly via the Recruitment 
Gateway.

! Similar to progressing job orders, users will require their amendment requests to be reviewed and 
approved as per their local internal approval process via the Gateway.

! Users cannot cancel an amendment request.

! Users cannot create more than one amendment request for a job order at the same time. If they 
raised an amendment request, they need to await the outcome of that request before raising 
another request for that job order.

! Therefore, it is advised that users make all their edits/amendments in a single request instead of at 
different times.

! Until an amendment or cancellation request is approved, the original job order remains live in the 
recruitment system.

Please note:

Click the home icon to return 
to the start of the manual
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Creating an amendment or cancellation request

Users will use the Amendments & Cancellation tab to create a request. They will be prompted to
select the job order that they wish to amend or cancel and a high-level reason for the request e.g.,
change required to location.

Amendments

• When a user has entered the reason for the request, they will be presented with a full view of the
job order where they can edit the job order fields and change the information required e.g.
change location or hiring manager details.

• Users will then submit this request to the same Approver/Submitter they assigned the original
job order to.

• Users can create a draft amendment request.

Cancellations

• Once users have requested a cancellation and selected the job order they wish to cancel, they
will also be able to include a reason for the cancellation request.

• Once a reason has been entered, this request will go directly to the Approver/Submitter they
assigned the original job order to.

• Users cannot create a draft cancellation request.

Helpful tips:
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Amendment & Cancellation tables

Users can view the progress and status of their amendment and cancellation request via the
Amendments & Cancellations tab on the Gateway. Please see a high-level overview of each tab
below:

My draft 
amendments & 
cancellations

• Requests in this table have not progressed for review
• Draft requests can remain in this table until users are ready to 

progress with the request.
• Draft requests can also be deleted if users do not wish to progress 

with the request. 

My 
amendments & 
cancellations 
pending 
approval

• Once you have progressed a request, you will be able to view it in your 
‘My Amendments & Cancellations pending approval’ table

• If a request remains in this drop down, it means that it hasn’t been 
reviewed by the relevant Approver/Submitter you assigned it to.

My approved 
amendments & 
cancellations

• If your request is listed under this drop down, it means that the 
Approver/Submitter you assigned it to has approved it, and either 
progressed it onto the next stage of approvals, or submitted it to local 
recruitment/NRS for action.

• This table will provide information on your job order e.g. you can see 
if the NRS or local recruitment team is recruiting it. If it is being 
recruited by NRS, you can see a high level status of the job order e.g. 
Expressed or Campaign Underway.

• When an amendment request is approved, this will update the original 
job order that users can see in the ‘My approved job orders’ table. 
Therefore after an amendment is approved, the exact same 
information on that particular job order will be evident in ‘My 
approved Job Orders’ and ‘My approved Amendments & 
Cancellations’ tables.

• When a cancellation request is approved, the original job order will be 
removed from ‘My approved job orders’ table.

My rejected 
amendments & 
cancellations

• If your request is listed here, it means that the Approver/Submitter
you assigned it to has rejected the request, and has not progressed 
the request further.

• If the Approver/Submitter you assigned the request to rejects it, they 
will be required to insert a reason for the rejection.

• There are two scenarios in which amendment/cancellation requests 
may be listed under the ‘My Rejected Amendments & Cancellations’
table:

1. One or more of the Approver/Submitter in your internal approval 
structure has rejected it, and has not progressed the job order 
further

2. The request was approved by your internal approval structure 
however, it was rejected by the recruiter of the original job order 
(either Local recruitment or the NRS)

• If the request is rejected in either of the above scenarios, the rejecter 
will be required to insert a reason for the rejection. You will be able to 
review this reason in this table. You’ll also get an email on same.
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Users will have the following options on the Gateway regarding Approvals:

• Job orders pending my review

• Job orders approved by me – Local (Submitters only)

• Job orders approved by me – NRS (Submitters only)

• Job orders rejected by me

• Job orders for my area (Submitters only)

• Completed job orders for my area (Submitters only)

• Amendments pending my review

• Amendments approved by me

• Amendments rejected by me 

• Amendments and Cancellations for my area (Submitters only)

• Completed Amendments and Cancellations for my area  (Submitters only)

38

Approvals
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! Users with Requester permissions will not see the Approvals drop down on their homepage or along 
the top of their display.

! It is important to highlight that those with Approver 1, Approver 2 and Submitter permissions can 
still leverage the Job orders and Amendments & Cancellations functionalities as if they are creating 
a job order themselves.

! However, such users may also be required to review and approve job order and requests from 
other members within their service area or team.

! This will depend on the user model that your service area has implemented.

Helpful tips:

Click the home icon to return 
to the start of the manual
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Approval tables

Users can view the job orders and amendment/cancellation requests assigned to them on the
Approvals tab on the Gateway. Please see a high-level overview of each tab below:

Job orders 
pending my 
review

• Job orders assigned to Approvers or Submitters will be stored in their 
‘Job orders pending my review’ table.

• Each local internal approval structure will determine the process by 
which job orders will be assigned for Approver/Submitter review. Job 
orders which are awaiting review by the Approver/Submitter will 
appear in this table (See Chapter 3).

Job orders 
approved by me 
(Approvers)

• If an Approver approves a job order and wish for it to progress, they 
will be able to view job orders they have approved in the ‘Job orders 
approved by me’ table.

• There may be a scenario whereby an Approver creates their own job 
order. In this instance, they are essentially ‘approving’ their own 
request. Such job orders will also be highlighted in this table.

• If an Approver would like to see the status of the job order (e.g. who is 
recruiting it, what stage the job order is at if recruited by NRS) that 
they have approved, they will be able to do so by viewing this table. 

Job orders 
approved by me  
- NRS/Local
(Submitters)

• If an Submitter approves a job order and wish for it to progress, they 
will be able to view job orders they have approved in the ‘Job orders 
approved by me – NRS/Local’ tables.

• There may be a scenario whereby an Submitter creates their own job 
order. In this instance, they are essentially ‘approving’ their own 
request. Such job orders will also be highlighted in this table.

• If a Submitter would like to see the status of the job order (e.g. who is 
recruiting it, what stage the job order is at if recruited by NRS) that 
they have approved, they will be able to do so by viewing this table.

• Submitters can use this menu to change the Recruitment Type from 
Local Recruitment to NRS Recruitment and vice versa. 

Job orders 
rejected by me

• If an Approver or Submitter rejects a job order, they will be able to 
view this in the ‘Job orders rejected by me’ table.

• As noted, Approvers and/or Submitters may reject a job order 
because a certain piece of information must be revised or changed. In 
this scenario, when the original job order creator reviews the rejection 
reason and updates the job order, they will edit and re-submit the job 
order for approval again.

• Once this is actioned, the job order will no longer be identifiable in the 
‘Job orders rejected by me’ table, and will instead be located back in 
the ‘Job orders pending review’ table for the Approver/Submitter to 
re-review.



40 Recruitment Gateway Training Manual

Job orders for 
my area 
(Submitters 
only)

• As Submitters make the final decision on whether a job order is 
progressed and where it is recruited by (either locally or NRS), it is 
important that Submitters have oversight on all job orders being 
raised for their area.

• If a job order is assigned to a Submitter who is on a period of leave, or 
cannot access the Gateway, it is important that other Submitters can 
progress that job order and not cause delay to recruitment timelines.

• As a result, Submitters are able to review and progress job orders in 
their area that were not originally assigned to them by clicking into 
‘Job orders for my area’ table. 

• This is a functionality only available to Submitters.

Completed job 
orders for my 
area 
(Submitters 
only)

• Submitters are able to review all job orders in their area that have 
been actioned (submitted or rejected) by clicking into ‘Completed job 
orders for my area’ table. 

• This is a functionality only available to Submitters.

Amendments 
pending my 
review

• Amendments & Cancellation requests assigned to Approvers or 
Submitters will be stored in the ‘Amendments pending my review’
table.

• Each local internal approval structure will determine the process by 
which job order amendment/cancellation requests will be assigned for 
Approver/Submitter review. Amendment/Cancellation requests which 
are awaiting review by the Approver/Submitter will appear in this 
table (See Chapter 3).

Amendments 
approved by me

• If an Approver or Submitter approves a request and wishes for it to 
progress, they will be able to view it in the ‘Amendments approved by 
me’ table

• There may be a scenario whereby an Approver or Submitter creates 
their own amendment/cancellation request. In this instance, they are 
essentially ‘approving’ their own request. Such job orders will also be 
highlighted in this table.

• If an Approver and/or Submitter would like to see the status of the job 
order Amendment/Cancellation request (e.g. who is recruiting it, what 
stage the job order is at if recruited by NRS) that they have approved, 
they will be able to do so by viewing this table. 

Amendments 
rejected by me

• If an Approver or Submitter rejects an Amendment/Cancellation 
request, they will be able to view this in the ‘Amendments rejected by 
me’ table

Approval tables

Users can view the job orders and amendment/cancellation requests assigned to them on the
Approvals tab on the Gateway. Please see a high-level overview of each tab below:



41 Recruitment Gateway Training Manual

Amendments & 
Cancellations 
for my area 
(Submitters 
only)

• As Submitters make the final decision on whether a job order 
Amendment/Cancellation request is progressed, it is important that 
Submitters have oversight on all requests being raised for their area.

• If a request is assigned to a Submitter who is on a period of leave, or 
cannot access the Gateway, it is important that other Submitters can 
progress that job order and not cause delay to recruitment timelines.

• As a result, Submitters are able to review and progress requests in 
their area that were not originally assigned to them by clicking into 
‘Amendments & Cancellations for my area’ table.

Completed 
Amendments 
for my area 
(Submitters 
only)

• Submitters are able to review all amendments and cancellations in 
their area that have been actioned (submitted or rejected) by clicking 
into ‘Completed amendments for my area’ table. 

• This is a functionality only available to Submitters.

Approval tables

Users can view the job orders and amendment/cancellation requests assigned to them on the
Approvals tab on the Gateway. Please see a high-level overview of each tab below:
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• View the detail of the job order by clicking on the Review button to the right of the job order 

• When you have reviewed a job order and are happy for it to progress for recruitment, scroll to the 
end of the job order form and select Approve under Approver 1 Decision, Approver 2 Decision or 
Submitter Decision information fields (depending on what role you are) as per the below 
screenshot. 

• Select the next Approver/Submitter to review the job order from the drop down. Please select just 
one Approver/Submitter. 

• Click Save/Submit (this option will vary depending on your permission type).

! Additional step for Submitters:

• Submitters will also be required to decide if the job order should be recruited locally or by the NRS. 
Include your decision using the drop-down under the Recruitment Type field. Click Submit.

Please note: This decision should align with the Recruitment Operating Model which was launched on 
31/08/22. Submitters will have the final say on whether a job order is recruited for locally or if it will be 
recruited by the NRS.

Approving a job order

Please note: 

As shown in the above screenshot, users will only be able select from the drop down box aligned to 
their user permission type. For example in the above screenshot, a Submitter cannot enter a 
decision in the Approver 2 Decision field – this is flagged as an error

Approving & Rejecting Job Orders, Amendments & Cancellation requests

Users will leverage the ‘Approvals’ tab to review job orders, amendments & cancellation requests
assigned to them. The following guidance follows the example of approving a job order, however,
please follow the same steps when reviewing and approving/rejecting an amendment or

cancellation request.

Helpful tips:
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Rejecting a job order

• If you have reviewed a job order assigned to you and you do not believe it should progress for 
recruitment, you can reject it. Approver 1, Approver 2 and Submitter user permission roles will 
follow the same process to reject a job order.

• To reject a job order, scroll down to the end of the job order form and select Rejected from the drop 
down under the Approver 1 Decision, Approver 2 Decision or Submitter Decision information fields 
(as before, you will only be required to enter your rejection response in the user role that you have 
been assigned. E.g. if you are a Submitter, select Rejected from the Submitter Decision information 
field)

Please note:

• You may reject the job order because a piece of information is incorrect, or you would like the job 
order creator to attach a different form or include additional information before you progress it.

• If this is the case, insert what needs to be changed on the job order in the rejection reason box and 
ask the job order creator to incorporate this feedback and re-submit the job order.

• The job order creator will see this on their view of the Gateway. They will be able to review and edit 
the form as per your feedback and re-submit it for your review

Helpful tips:

• When you have selected Rejected, a Rejection Reason box will appear (as per the below
screenshot). This is a mandatory information field.

• Type in a high level reason as to why you are rejecting the job order e.g. incorrect WTE, wrong 
approval form is attached. 

Approving & Rejecting Job Orders, Amendments & Cancellation requests



44 Recruitment Gateway Training Manual

FAO Submitters: 

! Please consider if you need to contact the NRS to confirm whether a suitable panel held by them 
might suit your job order before recruiting for this locally. Please contact the askNRS helpdesk for 
this. You may also wish to use the ‘Additional Information field at the end of the job order form to 
raise this with NRS. 

! If you have selected Local under the Recruitment Type field, you may wish to save the job order as 
a pdf and use this going forward to find a suitable local panel for the job order, or to create a new 
campaign locally.

! To save a job order as a pdf, please refer to Chapter 8.

! If you have selected National Recruitment Service (NRS) under the Recruitment Type field and 
submit the job order, it will automatically progress to the NRS team who will commence the 
recruitment process – you are not required to email the team on this matter. 

! As a Submitter, you will be able to review a high level status of all job orders being recruited by 
NRS in the JO Status column under ‘My approved job orders’ table. The original creator of the job 
order, as well as those who approved the job order (Approver 1 or Approver 2) will also be able to 
see a high level status in their own views of ‘My approved job orders’ table (Requesters) and ‘Job 
Orders approved by me’ table (for Approver 1’s and Approver 2’s).

Helpful tips:

Approving & Rejecting Job Orders, Amendments & Cancellation requests
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A functionality is available for submitters to change the Recruitment Type via two menu options
• Job Orders approved by me – NRS
• Job Orders approved by me – Local

Changing a Job Order Recruitment Type (Submitters Only)

Changing a job order from Local Recruitment Type to NRS Recruitment 

Navigate to the menu under Approvals and select ‘Job Orders approved by me – Local’. 

Click the arrow next to the Job order that you wish to change. From here, click ‘Resubmit and Send 
to NRS’. 
If you were the original creator of the Job Order, the Job Order will have been moved to ‘My draft 
Job Orders’. Please go to that menu and resubmit the job order to NRS.  

If you were not the original creator of the Job Order, the Job Order will have been moved to ‘Job 
Orders Pending My Review’. Please go to that menu to re-approve and send to NRS.
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Changing a Job Order Recruitment Type (Submitters Only)

Changing a job order from NRS Recruitment Type to Local Recruitment 

Navigate to the menu under Approvals and select ‘Job Orders approved by me – NRS’. Click the 
arrow next to the Job order that you wish to change.
From here, click ‘Change Recruitment Type NRS to Local’. The system will automatically direct you to 
‘My amendments/cancellations pending approval’

An amendment request for this change in Recruitment Type is now sent to NRS. 

The Amendment Request to change from NRS Recruitment to Local Recruitment will be reviewed by 
NRS so that they can take appropriate action. Once NRS approve the amendment request, the Job 
Order will be visible in the ‘Local Job orders approved by me’ menu.

• As the Recruitment Type is changing, the Contract Type may also need to change as some contract 
types are specific to NRS and/or Local Recruitment.

• Make sure to change the ‘Job Order – Action to be Taken’ field from ‘Save to Draft’ to ‘Progress to 
Review’.

Helpful tips:
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This section will take you through the following functionalities in the User drop down menu:

• Profile

• Sign Out

Click the home icon to return 
to the start of the manual
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User Profile
Profile

Context

• All Recruitment Gateway Users will be able to view their user details in the 
Profile table.

• This will provide an overview on the user’s name, email, phone number and 
what service area they work in.

• Users will also be able to see what type of access they have for example, 
Submitter permissions.

• The information reflected on the profile screen is how users will be contacted 
by NRS (if required).

• It is important to keep information on the Profile screen as up to date and 
accurate as possible.
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User Profile
Sign Out

Context

• Once users have completed their actions or tasks on the Recruitment 
Gateway, they will be able to sign out by navigating to the Sign Out tab.

• It is advised that users completely sign out of the Recruitment Gateway when 
it is not in use, instead of closing out of the screen or keeping it running in the 
background.

• This is because updates from different users of the Gateway regarding the 
progress of a job order or approval will not be updated and reflected until 
each user fully signs out and logs back into the Gateway.

To sign out, select your name followed by sign out
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In addition to the chapters outlining the key functionality of the Recruitment 
Gateway, there are some additional helpful considerations which users should 
leverage when engaging with the Recruitment Gateway. This chapter will outline 
such supports which include:

• AskNRS Page 53

• Training Supports Page 54/54

• Saving your job order as a pdf Page 55

• Accessibility considerations Page 56

• Helpful prompts Page 60

• Requiring a new or blended grade code Page 61

Click the home icon to return 
to the start of the manual
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Additional Supports

askNRS Helpdesk

• The askNRS Helpdesk will support Gateway users with queries as and when 
they arise.

• It is advised that users engage with the training material on the Gateway prior 
to contacting the helpdesk. However, if users still require assistance, please 
contact the helpdesk:

o asknrs@hse.ie

o Telephone: 0818 473677

o The help desk will be operational from 9am to 5pm with the 
exception of weekends and bank holidays. Outside of office hours 
the help desk will receive queries by email.

If you have a query on your job order:

• Please note that AskNRS will not be able to respond to any queries on job 
orders that are being recruited locally as they do not have visibility of those 
job orders.

Training Supports

• In addition to this training manual, practical videos, FAQs and a Quick 
Reference Guide have been developed to assist users with using the 
Recruitment Gateway.

• It is advised that users use these supports along with this manual when 
initially familiarising themselves with the Gateway.

• These training supports are held on HSELanD.

• Please see guidance on where to access these on the next page:

mailto:asknrs@hse.ie
tel:0818473677
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Additional Supports

1. Log in to HSELanD (https://www.hseland.ie)

2. Click on ‘Hubs & Resources’ on the 
navigation bar at the top of the page

3. Click on ‘Discovery Zone’

4. Select Human Resources in the drop down 
list

5. Scroll to the bottom and select HSE 
Recruitment & Selection Toolkit

6. Select HSE Digital Recruitment 
Improvements

Steps for accessing Gateway Training Materials on HSELanD

https://www.hseland.ie
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Additional Supports

Saving your job order as a pdf

• Open the full view of the job order by clicking on the View Details button to 
the right hand side of the job order 

• Press ctrl and P on your keyboard at the same time

• You will be brought to the below screenshot. 

• Ensure the printer selected reads ‘PDF’

• Click Print

Save the document by 
entering a relevant file 
name e.g. Job Order YZ 
1234, save as a pdf 
under the Save as type 
drop-down and click 
save.

This will save to your 
downloads on your 
desktop.
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Additional Supports

Accessibility

• The Recruitment Gateway is a digital, web-based functionality that must be 
accessed via an internet browser such as Mozilla FireFox, Google Chrome or 
Microsoft Edge. It is not compatible with Internet Explorer. 

• Each internet engine provides supports regarding accessibility features for 
users who may have visual or audio impairments

• The recommended internet browser to use when accessing the Gateway is 
Microsoft Edge. This is because:

• It is the default browser when using a laptop or PC device that uses 
tables Software (therefore it is already downloaded onto your desktop)

• It provides the best accessibility features including read aloud, enlarging 
font and screen size and immersive reader mode

The following pages provide an overview on how to leverage accessibility 
features when using the Gateway on Microsoft Edge.

Please also refer to additional supports by clicking the below links:

Accessibility - HSE.ie

Simple 'how to' guides to make your device easier to use | My Computer 
My Way (abilitynet.org.uk)

https://www.hse.ie/eng/accessibility/
https://mcmw.abilitynet.org.uk/
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Read Aloud Feature

• To activate read aloud, select the read aloud feature as per Step 1 in the above screenshot. This will 
enable the read aloud feature, which will read out the content displayed on the webpage. 

• As per Step 2 in the above screen shot, users may pause, rewind or fast forward the audio if required.

• Users can also select voice options (as per Step 3 in the above screen shot) to change the voice 
settings.

3

1

2

Additional Supports
Accessibility considerations
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Read Aloud feature

• To edit the voice settings, users can select Voice Options as per step 3 in the above screenshot.

• Users can change the speed of the voice delivery to make it slower or faster.

• Users can select a voice that they wish to hear the content of the webpage e.g. English (Ireland) or 
English (United States).

• Users may wish to hear the content of the webpage in a different language such as Bulgarian, or in 
Czech. This can be achieved by scrolling and selecting the preferred voice and language as outlined in 
Step 4 in the screen shot above.

3

4

Additional Supports
Accessibility considerations
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Zoom Feature

To zoom in or out on the Gateway, select the three dots at the top left hand screen on your browser 

Click the + or – to zoom in or out of the 
Gateway depending on your preference

Additional Supports
Accessibility considerations
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Additional Supports
Helpful prompts

Improved functioning tips

• With many online Gateways and platforms, a considerable amount of 
information and data is processing in the background at an exceptionally fast 
pace, sometimes this can be impacted by your internet browsers cache 
and/or cookies.

• Eventually, this may impact the speed of the Recruitment Gateway. 
Therefore, it is advised to regularly clear your cookies and/or cache when 
using the Recruitment Gateway.

• Alternatively, users may wish to access the Recruitment Gateway in ‘private’ 
or ‘incognito’ mode to avoid the potential cache/cookie risk.

• The guidance on how to clear caches/cookies to use incognito browsers will 
vary depending on the browser that you use. Users can use Google to find 
instructions on how to how to clear cookies/cache or use incognito browsers 
on their particular browser.

Home Page

• If at any stage the user requires to return to the home page, click the home 
page icon on the left-hand side of the top ribbon on the Recruitment 
Gateway.

• It is important to save any work before clicking the Home Page icon.

Information Pop Ups

• Information pop ups have been provided throughout the Recruitment 
Gateway to provide further guidance and clarity:

Red Asterisks

• There are certain mandatory information fields which require information to 
be inputted in order for the job order to progress through the Gateway.

• Mandatory fields can be identified by the red asterisk:
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Additional Supports
Requiring a new or blended grade code

• Depending on the job post, users may require a new grade or the use of a 
blended grade.

• Please see the current blended grade codes below which can be used on the 
Gateway.

• The information on the Gateway in relation to Grades is strictly aligned with 
the national grade list. Therefore, if users require a new grade or a new 
blended grade, please contact the Strategic Workforce, Intelligence and 
Planning team (https://www.hse.ie/eng/staff/resources/our-workforce/)

https://www.hse.ie/eng/staff/resources/our-workforce/



