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Please Note:  

 

Internet Browser 

If there are parts of the screen not displaying, 

please use internet browser Chrome or Internet 

Explorer 11 
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2nd Stage New Process 

What is the 2nd Stage New Post Process? 

This process is applied after the postholder has been in the new post for a reasonable time 

(normally 3-6 months) and is familiar with the role and job requirements. The postholder 

and manager should check the job description and agree any changes. 

The updated, revised job description will then be submitted to a panel for a fresh 

evaluation. 

 

Before starting the 2nd Stage New Post Process, please ensure that you have 

completed the following; 

o The revised job description has been agreed by both the Line Manager and 

Postholder(s) 

 

o You have the correct CAJE refererence from the Employee Relations Team 

NSS.HRERRTeam@nhs.scot   

 

o Both the Line Manager and Postholder are available from the date the revised job 

description is submitted. The panels may wish to contact the Line Manager and 

Postholder if they have questions regarding the content. 

 

 

 

 

 

 

 

 

mailto:NSS.HRERRTeam@nhs.scot
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Once you have logged on, the first screen you will see will always be the Homepage, as 

follows; 

 

 

 

 

 

A pop up box will appear when you click 

“Do You Have the Right Template” with a 

list of all the Job Evaluation templates 

including the Review Application template. 

Each template will open as a Word 

Document that you can save to your 

desktop to use; you can do this by 

simply clicking on the template title. 

To return to this main 

menu, click here. 

Please Note:  

The eJEP system has a timeout facility, therefore 

if your screen has been left inactive for 10 

minutes or more, the system will automatically 

log you out. 
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Each Process has an information button marked “i” that you can click on for the definitition 

of each process. 

 

 

Once you click the information button, the following pop up box will appear; 

 

 

 

 

 

 

 

By clicking the “i” button, a pop 

up box will appear giving a 

definition of the 2nd Stage New 

Post Process. 

Here is also a link which will open the 

New Post Process Map that you can 

find on HR Connect, for a more in-

depth explanation of the process. 
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From the main homepage, you will be able to begin submitting the revised job description 

through the 2nd Stage New Post Process; 

 

 

Once you click “2nd Stage New Post Process”, the following page will appear: 

 

 

 

 

 

 

To commence the 2nd 

Stage New Post Process 

please click here. 
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You will need to populate this page with the key details of the post submitted for the 2nd 

Stage New Post, starting with the Post Title, CAJE Reference and SBU. 

You are also asked to provide any relevant comments regarding the post. 

 

 

 

The following page will appear once you click the “i” icon, giving you the definitions of Single 

and Generic posts; 

 

 

 

Click the “i” to view the 

definitions of Single 

and Generic posts. 

Please contact the Job 

Evaluation Team on 

NSS.HRERRTeam@nhs.scot 

for the CAJE Reference 

number. 

Please ensure the comment 

is kept brief and relevant. 

mailto:NSS.HRERRTeam@nhs.scot
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The revised, amended job description must be agreed by both the Line Manager and 

Postholder(s) before the post is formally submitted. 

 

 

 

In line with the 2nd Stage New Post 

Process, any revised job description 

should be discussed and agreed by 

both the Postholder and Line Manager.  

If you select “No” when asked if the revised job 

description has been agreed by both the 

Postholder(s) and Line Manager, the system will not 

allow you to continue. 

 

By clicking here, an email will open 

with the ERR team email address 

for you to contact if you require 

further guidance. 



8 
 

In some cases, there will be more than one postholder attached to the revised job 

description, if so, ender the full name of the first postholder followed by a comma, and 

continue with all the names. 

 

For example; 

John Smith, Anne Smith, Alan Smith, Joan Smith 

If there is not enough space for all the postholder’s names, please write all the names on a 

word document and upload onto the eJEP system and write “Names on Documents” under 

“Postholder(s)” 

See page 12 for guidance on how to upload documents 

 

The following page will appear once you click the “i” icon, giving you instructions on how to 

enter all the Postholder’s details if there is more than one Postholder; 

 

Click here to find the above 

pop up box explaining how to 

enter Postholder(s) name(s). 
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You will be asked if you require any further support before submitting the revised job 

description. 

 

If you select “Yes” on the above screen, the following pop up will show; 

 

 

By clicking here, an email will open 

with the ERR team email address 

for you to contact if you require 

further guidance. 

This question is simply asking if you 

have any further questions to ask 

the ERR Team before submitting 

your revised job description. 
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Once you have completed this section of the 2nd Stage New Post Process, the post is ready 

to “Save “and move onto the next stage. 

 

 

The following screen will appear once you have clicked “Save”. 

This will generate the reference number for the post on eJEP system.  

Please note the reference is not the CAJE reference, this reference is only used by the 

system to locate your 2nd Stage New Post. 

 

 

 

 

Click “Save” once you have 

completed this section. 

Click “View Post” continue 

to the next stage. 

A reference number is generated by 

the eJEP system. Please note this is 

not the CAJE reference number. 

Please Note: At this stage the 

post has not been submitted, 

only saved. 
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By clicking “View Post” you should now see the following page; 

 

 

 

 

Once you double click on the post, the following screen will appear; 

 

 

 

 

 

 

 

 

 

 

 

The page will automatically open the 

“Unsubmitted Posts” tab, this shows the posts 

which you have saved but have yet to upload 

the Review Application onto the system. 

 

Double click the post to continue to the 

next stage of uploading your document(s). 

 

The system will open the Edit Post tab as at this 

stage you are still able to edit the information 

as the post has not yet been submitted. 
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When you scroll down to the bottom of this page, you will see the upload boxes where you 

will upload your revised job description. 

 

 

Click “Browse” to search for the document you wish to upload. 

Once you have located the document on your drive, click “Open” 

 

 

 

 

 

 

 

Upload File: Upload any relevant document. 

Click “Browse” to search for your file. 

Upload Job Description: Upload the revised 

Job Description. 

Click “Browse” to search for your file 
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Please note that once you have clicked “Open”, this will attach the document. However you 

must click “Upload File” for the document to be uploaded onto the system. 

 

 

Once you click “Upload File”, you will be redirected back to the top of the page as shown 

below: 

 

 

 

 

 

 

 

You must click “Upload File” 

for the document to be 

uploaded onto the system. 
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Scroll down the page again, and under “File Uploads” and “Job Description Uploads” you will 

see the documents you have uploaded. 

 

 

If at this stage you are not looking to submit the post for any reason, click “Update Post” 

and this will update any changes made, upload any documents added and will keep the post 

saved as “Unsubmitted”.  

The following screen will appear when you click “Upload Post”; 

 

 

 

 

Here you will see which documents 

you have successfully uploaded. 

Update Post: Click here if you wish 

to only save the Review. 

Submit Post: Click here if you wish 

to submit the Review. 

When you click “Update Post” this screen will 

appear, explaining that your post has not been 

submitted, as you have only saved the updates. 
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When you are ready to submit your revised job description, return to the main screen, and 

select your post under “Unsubmitted Posts” Tab. 

 

 

 

Once you double click on your post, select “Submit Post” and the following screen will 

appear; 

 

 

 

 

 

 

 

 

 

 

 

Please Note:  

Once you submit the revised job description 

you cannot make any amendments  

or upload any new information at this time. 
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Now that you have submitted your revised job description, you will receive an automatic 

email confirming your submission. 

 

 

 

You have successfully submitted your 2nd Stage New Post, please refer to the 

“Tracking Your Post User Guide”  

for further guidance on how to track and update your posts. 

 

 

 


