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1 Purpose of Document 

The purpose of this document is to provide guidelines for users of the aCloud Recruitment portal, 
which is the new recruitment system at The Pirbright Institute.  
 
This guide uses generic system images to direct you to each area of aCloud. This means the content 
of the images will not always match our system exactly and should only be used as a guide. 
 
We hope that you find this guide helpful and if you have any feedback or questions please contact us 
on askHR@pirbright.ac.uk or call the HR team.  
 

2 Contents 

This document breaks down into three sections. 

1. Candidate Portal 
2. Applying for a position 
3. Additional Tabs 

 
 

3    Candidate Portals 
To apply for a position you will move through various webpages: 

Area of system 
Landing Page 

Vacancy Search Options 
About the process 
Privacy Statement 

Bio/Custom Questionnaire 
Application Forms 

Equal Opportunities Questionnaire 
Exit Early Questionnaire 

Withdrawn Questionnaire 
Account activation 
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4 Applying for a position 
The first screen you will see will be the landing page. Here you can choose your search criteria for 
finding a role. Next you can begin applying for a positon by selecting the position title. 
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Once you have reviewed the position and job description and if it is a role you wish to apply for then 
click on ‘apply now’ at the bottom of the screen  
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4.1  Application Process 

During the application process, please note some of the stages and questionnaires are optional, 
anything marked with an ‘*’ (asterisk) is mandatory field and input is required. 

 

4.1.1  About the Process 

The first page of the application process is the ‘About the Process’.  Read through the ‘Next Steps’ 
information before proceeding to the next stage. 

 

 

 

Click ‘Continue’ to move onto the next stage to the privacy statement. 
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4.1.2 Privacy Statement 

Please ensure you read through the privacy statement and the privacy notice before continuing into 
the next page. This is important information about how we process your personal and sensitive 
details and your rights to your data which we hold. 

If at any point during the selection process you click ‘exit’ you will be prompted by a message to 
confirm that you wish to exit without saving.  If you click ‘ok’ you will be asked again to confirm or go 
back to process your application. If you have re-confirmed that you wish to exit you will then be 
presented with the exit early questionnaire to ask why you do not wish to proceed - see 4.1.8.  
Please click to continue once completed.  

 

 

 

Click ‘Continue’ to proceed to the next stage 

 

4.1.3 Bio and Custom Questions 

Please complete this section to support your application and to progress to the next stage. These are 
mandatory fields. 
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Please click ‘continue’ to proceed to the next stage. 
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4.1.4 Registration 

At this stage you are required to create an account if you do not already have an account with us to 
complete the application.  Please follow the instructions to activate your account.  

 

 

 

It is a requirement to confirm that you have read the privacy notice and you must tick on both boxes 
in order to create your account, otherwise you will not be able to proceed.  You only have to 
complete this once.  

 

Please Note:  You will receive emails from our recruitment system.  The emails are clearly marked 
as ‘Pirbright Careers’.  The first email will be sent to confirm you have created an account and will 
ask you to then activate your account.  

 

 

 

 

 

 



9 
 

  
  

   
  

4.1.5 Application form 

If you have not activated your account you are still able to complete the application form but please 
be mindful that once your application has been submitted it will not be processed until the 
activation process is completed.  A reminder is set at the top bar of this next step stage.  

 

 

To continue with the application process please complete the application form, please note fields 
marked ‘*’ are required to be completed to progress your application  
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You have the opportunity to upload your publications, CV, covering letter and other supporting 
documents you feel that will help your application. 

 

 



12 
 

  
  

   
  

 

 

 

Please ensure you read through the declaration before accepting the conditions and we recommend 
you check that all the relevant information you have supplied is required and correct before your 
application is submitted.   

Please note you will not be able to make any changes once your application is submitted.  If you 
notice there are any errors in your application after submission please contact askhr@pirbright.ac.uk 
to let us know. 

If you are happy with the information you have provided and have clicked that you have read and 
accepted the conditions then please click ‘continue’.   

Your application has now been submitted. 

 

4.1.6 Equal Opportunities 
 

The information you share with us will support our equal opportunity monitoring purpose. The data 
you provide will remain anonymous and separate to your application  

mailto:askhr@pirbright.ac.uk
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Please click continue to proceed to the next stage. 

 

4.1.7 Account activation 

 

Please ensure you check your inbox for account activation email from ‘Pirbright Careers’, to process 
your submitted application. If you have not received an activation email please check your email 
address is correct under ‘My Details’ tab on the top bar and then click ‘Resend email’.  

Once you have activated your account a message will appear to say “Your application is being 
processed” in the text box under the job title of the job you have applied for. 

 



14 
 

  
  

   
  

 

Once your account has been activated please log in to resume to your application 

 

 

 

 

 

4.1.8 Exit Early 

If at any point during the selection process you click ‘exit’, you are leaving the application process 
and your application will not be progressed. You will be presented with the exit early questionnaire. 
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Click ‘Continue’ to leave the system. 

 

4.1.9 Withdrawing your Application 

Once you have completed an application and you change your mind for any reason, you can choose 
to withdraw the application by going to the ‘applications’ tab in the navigation bar selecting the 
position title and then selecting the withdraw button. 
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Click ‘Withdraw’  

 

Once you have selected this you will be presented with a withdrawn questionnaire before exiting the 
system.  
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5.     Additional Tabs 
 

The additional tabs on the top bar help you to navigate through the portal and be in control of your account. 

 

5.1 Job alerts tab 

This allows you to select particular areas of our business that you may be interested in hearing about 
when opportunities arise and would like to be notified.  You can also revisit this page at a later date 
and change your selection or choose to turn these notifications off, if this is no longer useful. 

  

5.2 Applications tab  

This allows you to see the current progress of your applications. It also shows previous applications 
you have applied for. 
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5.3 Messages 

Please check ‘messages’ for any communications from us in regards to your submitted applications.  
A copy will be sent to the email address you provided on your application. If action is required please 
do so promptly to process your application efficiently and swiftly.  

 

 

 

5.4 Account tab  

This tab allows you to change your preferences in relation to your account.  
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5.5 My details  

This contains all the personal details you have provided as part of your application process. You can 
edit any of this information, update your CV and add a cover letter.  It is not a requirement to add 
educational and employments details at this stage. 

 

 

 

 

 

 

 

 

 

We hope that this guide has been helpful to you in navigating our recruitment system.  

If you are having any technical problems or you have any feedback or questions please contact 
askhr@pirbright.ac.uk. 
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