Public Appointments Online Application System
Frequently Asked Questions

Q.	What should I do if I am having difficulty applying online? 

A.	These FAQs should cover our most common issues. If you are still experiencing difficulties, please call us on 0300 244 1898 or email PA_Applications_Mailbox@gov.scot. Please note that normal office hours are Mondays to Thursdays 8.30 am to 5 pm and Fridays 8.30 am to 4 pm.

Q.	Do I have to apply online?

A.	We now operate a two stage application process. First of all, you should click on the Apply for this job online link at the top right hand side of the advert for the role you are interested in applying for in order to complete your contact details, monitoring information and declaration of interest.

Only when you have completed stage one should you proceed to stage two which requires you to download following the link provided an application form and complete, sending via email to PA_Applications_Mailbox@gov.scot by the deadline. 

If you do not complete both stages of the application process we will be unable to progress your application. 

Q. 	How can I get an application form?

A.	The application form can be found by clicking on the application form link within the advert and following the instructions on screen to download an application. This should be saved as a .doc or .pdf. Alternatively you can request due to a required reasonable adjustment an alternative format such as plain text, Braille or large print, please contact the Public Appointments Team direct by calling 0300 244 1898, or by e-mailing PA_Applications_Mailbox@gov.scot. 

Q.	How do I apply online?

A. 	First you must be registered and have activated your candidate account as below.  Next you should log into your account.  Finally you should click on the Apply for this job online link at the top right hand side of the advert (or on mobile devices this may default to the bottom of the screen) which will allow you complete the first stage of your application, before proceeding to the second stage of downloading and submitting a completed application form via email to PA_Applications_Mailbox@gov.scot.

Q. 	How do I register a candidate account?

A.	On the advert click on the Apply for this job online link at the top right hand side of the advert. Next enter your email address. You will then receive the message 

“Please verify your email account with us by clicking on the link we have just sent to xxx@xxx.com. If you have entered an incorrect email address, or do not receive a notification within 5 minutes, please check your email junk/spam folder. If you have still not received the email, please try to add our email address, scottishgovernment+autoreply@talent.icims.eu to your safe emails list. If this does not work, please try again as you may have entered an incorrect email”.

Go to your email account and the system generated email and confirm using the link provided. This will register your account where you can create your profile and apply online.

Q. 	What if I have not received an email with my account activation link. 

A.	Account activation emails are sent automatically, but may take up to 5 minutes to arrive. If you have still not received the email, please try to add our email address, scottishgovernment+autoreply@talent.icims.eu to your safe emails list. If this does not work, please try again as you may have entered an incorrect email. Should you still experience problems please contact us on  0300 244 1898 or email PA_Applications_Mailbox@gov.scot.

Q. 	What do I do if I have forgotten my password? 

A.	Click the ‘Log back in’ button at the top right hand corner. You'll be directed to the Login page, where you will see a link for Forgot your password? Click this link, enter your email address, and then check your email for directions to reset your password. Your password should contain eight characters – upper case, lower case and one number or symbol.

Q. 	How can I change my password?

A. 	You must first log into your account.  Click the ‘Log back in’ button at the top right hand corner. You will be directed to the Login page, where you'll see a link for Forgot your password? Click this link, enter your email address, and then check your email for directions to reset your password.

Q.	Can I change the email address my candidate account is registered to?

A.	You can update your information by logging in to your existing profile and clicking the Update your profile button. This will bring up your profile page, where you can make updates to your personal information  

Q.	I did not finish the first part of my application online. How can I complete it?

A.	The system will automatically save your online application and allow you come back to complete your application. You can do this through the candidate dashboard in your online profile. In the Actions column, you will see a Continue Application button next to all jobs in which you have an incomplete application status. Clicking this button allows you to continue your application only from the point where you left off.

Q. 	Do I have to complete the online details in order?

A.	The first part of the application process requires you to complete a basic online application. This has to be completed in order and all the fields are  mandatory. You must complete these before you can proceed to the next page. 



Q.	Can I make changes to my online details after this has been submitted?

A. 	In order to update your application details only if the advert is still live you can do so by clicking on the Withdraw button. Then go back into your dashboard and search for the vacancy. Then click on the Apply for this job online button. This will then display your answers previously submitted which you can then update as appropriate and then re-submit your application.  

Q. 	How will I know that my completed application form has been received?

A.	You will receive an email acknowledging receipt of your completed application form when you send this to the PA_Applications_Mailbox@gov.scot.

Q.	How can I check my status for a role I have applied for?  

A.	You can check your status by logging in to your profile and reviewing your candidate dashboard. The dashboard will display all positions you have applied to, along with the status of each one.

Q.	Why is my application form not showing in my candidate dashboard?

A.	You can check your status by logging in to your profile and reviewing your candidate dashboard. The dashboard will display all positions you have applied to, along with the status of each one. Also in the Actions column, you may see a Withdraw button next to jobs for which you have a completed application. You can click this button to remove your name from consideration for the job.
Should you have any question please contact us on 0300 244 1898 or email 
PA_Applications_Mailbox@gov.scot.

Q.	How do I register for job alerts?

A.	To register for job alerts, go to the public appointments webpages on gov.scot and the notifications section. You can send your full name and email address:
· by email to: public.appointments@gov.scot  
· or by post to: Public Appointments, Area 3F North, Victoria Quay, Edinburgh, EH6 6QQ
· or contact us by telephone on 0300 244 1898

We will add you to our register of interest list to receive notifications of Public Appointment vacancies being advertised via email. To stop receiving these alerts email or contact us as above. 

You can unsubscribe at any time by emailing: public.appointments@gov.scot or by post to the address above.
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