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Candidate Recruitment (Taleo) Manual 

Section 1: Logging On 
 
Please click on ‘Apply Online’. 
 
1. The log on box will appear 
 

 
 
If you are a Returning User: 
Enter in your user name and password, and click on ‘Login’. 
 
If you have forgotten your password, click on the link ‘forgot your password’ and 
follow the instructions. 
 
2. For New Users, click on ‘Registration’ 
 
3.  This will bring up the Privacy Agreement.  It may appear long, but in essence it is 

explaining to you how we will manage your information and that you agree that 
the information you have provided is true and accurate. 
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4. Read the Privacy Agreement and scroll to the bottom and click on ‘I Accept’.  
 

 
 
Please note: for Internal candidates (existing employees) this recruitment 
system is completely separate to the other TDHB systems.  Therefore your NT 
logon ID will not work here, you will have to create a NEW user ID.   
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5. Type in a User Name 
6. Type in a password  
7. Re-enter the password 
8. Enter in your email address 
9. Re-enter in your email address. 
10. Click on Login  

 
If the system tells you that your email address already exists in the system, please 
follow the instructions to get access or if you have trouble, please email 
recruitment@tdhb.org.nz 
 
 

Section 2: Welcome Back & Personal Information 
 
Personal Information  
 

 
 
1. Complete all the required fields. 
2. Click on ‘Save and Continue’ or ‘Save as Draft’ to save your changes and come 

back and complete at a later date. 
 
Employment Profile 
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1. Source Tracking 

Click on the appropriate option of how you found out about the job.  For example 
‘NZ websites’. 
 
Another menu will appear asking you for a more specific selection, click on the 
most appropriate option.  For example ‘Taranaki Jobs’. 
 

2. Job Posting Notification 
Tick the checkbox if you would like to receive an email notification whenever a 
new position matching your profile is posted. 

 
3. Questionnaire 

Please select an answer to all the questions listed. 
Once completed, click on ‘Save and Continue’ or if you would like to save your 
changes and come back to your application at a later date click on ‘Save as 
Draft’. 
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Section 3: Attach CV/Cover Letter 
 
Attachments 
This is the section where you can attach your CV, qualifications, transcripts etc.  You 
are able to attach up to five files against your profile.  Please note that if you apply for 
more than one job, you can specify which file(s) relates to which job, but the total 
number of files still cannot exceed five.  If you delete one file to be able to attach a 
new file, the deleted file will still be viewable by the recruitment team for the 
application that it was related to. 
 

 
 
3. Click on ‘Browse’. 
 

 
 
4. Find your CV (or other document you would like to attach). 
5. Click on ‘Open’. 
 
6. If there are any comments in relation to the file, please enter them in the 

‘comments’ box. 
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7. Click on ‘Attach’. 
 

 
 
You will see your file displayed  
 
8. To add another file, click on ‘Browse’ and repeat. 
 
Cover Letter 
9. You can either attach a cover letter as per the attachment process, or you can 

type or copy and paste into the text box provided. 
10. Once completed, click on ‘Save and Continue’. 
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Section 4: Referees 
 
Referees 
1. Please complete the blank fields with your referee’s contact details.  Once 

completed, click on ‘Add Reference’ and enter the details of your next referee if 
required. 

2. Once completed click on ‘save and continue’ or ‘save as draft’. 
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Section 5: Summary 
 
Summary 
 

 
 
1. This section provides a summary of each step you have completed.   
2. Please check the accuracy of the information.  If you would like to make any 

changes, please click on ‘Edit’  for the section and make your changes and then 
click on ‘Save and Continue’.   

3. Once you have reviewed your application and would like to proceed please click 
on ‘Submit’. 

 

 
Thanks - Last Page 
Click on Job Search to search for a different position. 
 


