
 

 

 
Web Recruitment- Completing Personal 
Details Page 

If you are encountering issues completing the personal details section of the application form follow 
the guidance below: 
 

 Select personal details from the application Summary  

 Fill out all the Application Pages  
 
 

 



 

 

 Ensure that all mandatory fields are complete (indicated by the red *) 

 
 

 
 

 When adding the address line Number/Street ensure this does not exceed 40 characters  
Tip: - When adding Street use ST, Road use RD.  

 You can only have one of each contact type  

 When you are adding your last contact type, select summary at the bottom of the page as 
opposed to add.  

 



 

 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

In a situation like the below 
the user should not click 
Add – Just go straight to 

summary and the 
application is saved.  

The add button is for added 
information so on the last 
info being entered do not 

click the add button just go 
to summary saves the data  

 


