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     Frequently Asked Questions                                                                                           
             

1) Do I need to do something when using Internet Explorer 9 or 10?  
 
2) I cannot view the web pages? 

 

3) How to disable Pop-ups blockers in different Web- browsers? 

 

4) My password doesn’t work / I have forgotten my password? 

5) How can I be notified of your current vacancies? 
 
6) I requested a new password but I didn’t receive an e-mail  
 
7) I’ve entered the wrong password too many times and my account is locked, how can I access my 

profile? 
 
8) When I upload documents I get an error message? 
 
9) What could be the reason that I didn’t receive a confirmation of my                                              

application? 

 

10)  I have a technical problem; can I send an application by e-mail?  

 

11)  Can applicants change or delete their application after they have submitted                                                  

it? 

 

12)  If an applicant missed the closing date, can they submit a late application in the system? 

 

13)  What happens if the website is down? 

 

14) How can I see the list of applications that I have submitted? 

  

15) What are the various HELPDESK facilities available for the e-recruitment site? 
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1) Do I need to do something when using Internet Explorer 9 or 10?  
 
 )Æ ÙÏÕ ÁÒÅ ÕÓÉÎÇ )ÎÔÅÒÎÅÔ %ØÐÌÏÒÅÒ ω ÏÒ ρπȟ ÐÌÅÁÓÅ ÍÁËÅ ÓÕÒÅ ÙÏÕ ÃÌÉÃË ÏÎ ÔÈÅ ȰÃÏÍÐÁÔÉÂÉÌÉÔÙȱ ÆÅÁÔÕÒÅ 
below:  
  

 

           

                                                                                                                                                  

 2) I cannot view the webpages? 

Please check whether your pop-up blocker is deactivated. If, for example, the vacancy is not 

displayed, it could be related to the activated pop-up blocker.  

Deactivation of pop-up blocker  

 

 

 

 

 

                                                                                                                                                          GO BACK TO TOP 
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3) How to disable Pop-ups in different Web -browsers  

1. Internet Explorer:  

 
Open Internet Explorer Ą Go to Tools Tab ĄInternet Options 

 

Now Go to Security TabĄ Click on Custom Level as follows: 
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Now Scroll Down, Click on Disable Radio Button for Use Popup Blocker as follows: 

 

Click OK 

Now Go to ĄPrivacy Tab 
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Uncheck the Option: Turn on Pop-up Blocker. Click OK & Restart the Internet Explorer. 

2. Google Chrome 

 

Open Google Chrome Ą Click on Button on Top Right Corner) Ą Click on Settings 

 

 

In the Settings Menu, Scroll down. Click on 3ÈÏ× ÁÄÖÁÎÃÅÄ ÓÅÔÔÉÎÇÓȣ 
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Now Click on Content Settings in Privacy Option 

 

 

In Content Settings, Scroll Down Ą Click on Allow all sites to show pop-ups 

 

 

Now Press OK and Restart the Google Chrome.  



 

Balmer Lawrie & Co. Ltd. 8 

3. Apple Safari  

 

Open Apple Safari, Click on  button on the Top Right Corner. Now Uncheck the Option 
Block Pop-up Windows as follows: 

 

 
 

 

 

 

 

 

 

 

 

                                                                                                                                                           

GO BACK TO TOP  
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4) -Ù ÐÁÓÓ×ÏÒÄ ÄÏÅÓÎȭÔ ×ÏÒË Ⱦ ) ÈÁÖÅ ÆÏÒÇÏÔÔÅÎ ÍÙ ÐÁÓÓ×ÏÒÄȩ 

     9ÏÕ ÃÁÎ ÒÅÔÒÉÅÖÅ ÙÏÕÒ ÐÁÓÓ×ÏÒÄ ÅÁÓÉÌÙ ÖÉÁ ÔÈÅ ÌÏÇÏÎ ÓÃÒÅÅÎȢ #ÌÉÃË ÏÎ ÔÈÅ Ȱ0ÁÓÓ×ÏÒÄ &ÏÒÇÏÔÔÅÎȱ      

link which will open a new dialogue box. Please make sure to insert your username and the e-mail 

address you registered with. An e-mail containing a new password will be sent to you. 

 

 

 
 
 
 
 
 

GO BACK TO TOP 

 
5) How can I be notified of your current vacancies?  

You can register for job agents in order to receive information on our employment opportunities. 

You can search for employment opportunities, define criteria based on key words, contract type, 

etc. and set up the frequency of your e-mails (i.e. daily, weekly, monthly). Whenever a position is 

advertised which matches the criteria you specified, you will receive notification. 

 
6) ) ÒÅÑÕÅÓÔÅÄ Á ÎÅ× ÐÁÓÓ×ÏÒÄ ÂÕÔ ) ÄÉÄÎȭÔ ÒÅÃÅÉÖÅ ÁÎ Å-mail  

&ÉÒÓÔ ÁÎÄ ÆÏÒÅÍÏÓÔȟ ×Å ×ÏÕÌÄ ÁÄÖÉÓÅ ÙÏÕ ÔÏ ÃÈÅÃË ÉÎ ÙÏÕÒ ÓÐÁÍ ÆÏÌÄÅÒȢ )Æ ÙÏÕ ÈÁÖÅÎȭÔ ÒÅÃÅÉÖÅÄ ÁÎ Å-

mail check that your e-mail address and username is correct and if this is correct, use the 

feedback/help form 

http://balmerlawrie.com/feedback   
 
 
 
 

http://balmerlawrie.com/feedback
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7) )ȭÖÅ ÅÎÔÅÒÅÄ ÔÈÅ ×ÒÏÎÇ ÐÁÓÓ×ÏÒÄ ÔÏÏ ÍÁÎÙ ÔÉÍÅÓ ÁÎÄ ÍÙ ÁÃÃÏÕÎÔ ÉÓ ÌÏÃËÅÄȟ ÈÏ× ÃÁÎ ) 

access my profile?  

You can retrieve your password easily via ÔÈÅ ÌÏÇÏÎ ÓÃÒÅÅÎȢ #ÌÉÃË ÏÎ ÔÈÅ Ȱ0ÁÓÓ×ÏÒÄ &ÏÒÇÏÔÔÅÎȱ ÌÉÎË 

which will open a new dialogue box. Please make sure to insert your username and the e-mail 

address you registered with. An e-mail containing a new password will be sent to you. 

8) When I upload doc uments I get an error message  

It is important to use the correct format of Word (doc, docx) Excel (xls, xlsx) or PDF or jpeg. Any 

other format will not be accepted by the system. The attachment must be less than 2mb to upload or 

The virus scanner is restricting the file from being uploaded. 

                                                                                                                                                                                              GO BACK TO TOP  

 

9) 7ÈÁÔ ÃÏÕÌÄ ÂÅ ÔÈÅ ÒÅÁÓÏÎ ÔÈÁÔ ) ÄÉÄÎȭÔ ÒÅÃÅÉÖÅ Á ÃÏÎÆÉÒÍÁÔÉÏÎ ÏÆ ÍÙ ÁÐÐÌÉÃÁÔÉÏÎȩ 

When you register initially, you receive your access data by e-ÍÁÉÌȢ )Æ ÙÏÕ ÄÏÎȭÔ ÇÅÔ ÁÎ Å-mail, please 

check whether the size of your mailbox is eventually exceeded and whether the e-mail possibly is in 

your spam folder.  

For each application, you receive a separate confirmation. Should you not have received an e-mail, 

despite having checked the above, please check in your profile unÄÅÒ Ȱ-Ù !ÐÐÌÉÃÁÔÉÏÎÓȱ ÔÈÅ ÓÔÁÔÕÓ 

of your application. If the status is Draft then the application is not submitted. If the status is in-

process then your application has been submitted successfully. For further query through the help 

form.  

http://balmerlawrie.com/feedback   
 

10) I have a technical problem; can I send an application by e -mail?  

We do not accept applications sent by e-mail. The issue you have may be browser related, in which 

ÃÁÓÅ ÙÏÕ ÃÁÎ ÒÅÆÅÒ ÔÏ ÔÈÅ ÓÅÃÔÉÏÎ ÁÂÏÖÅ ÏÎ ÂÒÏ×ÓÅÒ ÓÅÔÔÉÎÇÓȢ )Æ ÙÏÕÒ ÉÓÓÕÅ ÉÓÎȭÔ ÂÒÏ×ÓÅÒ ÒÅÌÁÔÅÄȟ 

Please send the issue and we will revert to you soonest. Please be aware that HR Support operating 

hours is Monday to Friday 09:30 until 18:30 and that no applications will be accepted after the 

deadline for application defined in the vacancy. 

11) Can applicants change or delete their application after they have su bmitted it?  

No ɀ an applicant cannot withdraw their application at any time. 

http://balmerlawrie.com/feedback
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12) If an applicant missed the closing  date, can they submit a late application in the system?  

No, Vacancies are published on the web for a sufficient window to allow candidates plenty of time to 

apply. Applicants may also register for the Email Alert Service, which will contact them as soon as 

vacancies are published that match their preferences. Delaying the short listing process in order to 

accept late applications slows down the recruitment process and increases the risk that you will lose 

quality candidates that have submitted their applications on time. 

 

13) What happens if the website is down?  
  
         Please try after some time. 
 
 

                                                                                                                                                                                                GO BACK TO TOP 

 

14  How can I see the list of applications that I have submitted?  

                9ÏÕ ÃÁÎ ÖÉÅ× ÔÈÅ ÊÏÂ ÐÏÓÔÉÎÇÓ ÙÏÕ ÈÁÖÅ ÓÕÂÍÉÔÔÅÄ ÁÐÐÌÉÃÁÔÉÏÎÓ ÆÏÒ ÂÙ ÃÌÉÃËÉÎÇ ÏÎ Ȱ-Ù   

!ÐÐÌÉÃÁÔÉÏÎÓȱ ×ÈÉÃÈ ÇÉÖÅÓ ÙÏÕ ÁÎ ÏÖÅÒÖÉÅ× ÏÆ ÔÈÅ ÎÕÍÂÅÒ ÏÆ ÁÐÐÌÉÃÁÔÉÏÎÓ you currently have open, 

together with the reference numbers of the positions and status. If you need to refer to the vacancy 

notice, you can click on the link below Job Posting. Once the closing date has expired, the link is 

deactivated. 

15) What  are the various HELPDESK facilities available for the e -recruitment site?  

 
           There are multiple ways that you can the help the candidate 

           There is a feedback form http://balmerlawrie.com/feedback 

           There is a helpdesk email-id chrd@balmerlawrie.com 

 
 

                                                                                                                                                           

GO BACK TO TOP 

mailto:chrd@balmerlawrie.com

