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Internal FAQs 

Login, User ID, and Password 

Q: How do I apply for positions within Capital Health? 

A: To apply for positions within Capital Health, you must log in to ‘E-Recruit’.  More detailed information 

regarding E-Recruit can be found below. 

Q: What is E-Recruit? 

A: E-Recruit is where all of the current job vacancies within Capital Health are posted.  E-Recruit is also 

where you can view pay advices processed prior to March 27, 2010. To view pay advices processed since 

March 27, 2010, please visit the Employee Self Service Page. 

Q: How do I log in to E-Recruit?   

A: There are several ways to do this depending on whether you are accessing E-Recruit from within 

CDHA (intranet) or from a personal or public computer (internet).  Please see the questions below for 

specific answers regarding each method. 

Q: How do I log in to E-Recruit from within CDHA (intranet)? 

A: In order to log in to E-Recruit you will require a user name and password.  If you forgot or are unsure 

of this information, please see the User Name/Passwords section below. 

If you are using a computer from within CDHA you will automatically be taken to the intranet home page 

when you open up Internet Explorer.  Once you are on the home page, perform the following actions in 

sequence: 

1. Click on the ‘For Employees’ link toward the upper right-hand side of the page.  You will now be 

taken to the ‘For Employees’ intranet page. 

2. Click on the ‘E-Recruit and Historical Pay’ link located on the left hand side of the page.  You will 

now be taken to the log in screen for E-Recruit. 

3. Enter your User ID and password to log into E-Recruit.  You will now be taken to the main E-

Recruit screen. 

4. From here you have the option to upload a resume, view available job opportunities, or check 

on the status of a previous job application.  Please see the appropriate questions in this 

document for instructions on how to perform each of these tasks. 

Q: How do I log in to E-Recruit from outside CDHA (internet)? 

A: In order to log in to E-Recruit you will require a user name and password.  If you forgot or are unsure 

of this information, please see the User Name/Passwords section in this document. 



If you are using a computer outside of the CDHA network, you must access E-Recruit from the World 

Wide Web.  To access E-Recruit from the World Wide Web (internet), perform the following actions in 

sequence: 

1. Open your internet browser (Internet Explorer is the only browser officially supported by E-

Recruit) and go to the Capital Health public website (http://www.cdha.nshealth.ca). 

2. Click on the ‘Employees’ link under the ‘Information For’ section.  You will now be taken to the 

Employee Quick Links page. 

3. Click on the ‘Employee Logins’ link on the left hand side of the page.  You will now be taken to 

the log in screen for E-Recruit. On the right-hand side column under ‘Contact Us’, click on 

‘Current Career Opportunities’. This will take you to the ‘Search and Apply’ page. 

4. If you scroll to the bottom of the page, ‘Search and Apply’, click on ‘Internal Job Postings’.  You 

will not be taken to ‘E-Recruit’. 

5. Enter your User ID and password to log into E-Recruit.  You will now be taken to the main E-

Recruit screen. 

6. From here you have the option to upload a resume, view available job opportunities, or check 

on the status of a previous job application.  Please see the appropriate questions in this 

document for instructions on how to perform each of these tasks. 

Q: What is my E-Recruit User ID? 

A: Your User ID is your employee ID# with three zeroes in front of it.  For example, if your employee ID # 

is 12345, then your E-Recruit username is 00012345.  

Q: How can I find my employee ID #? 

A: There are different ways to find out what your employee ID # is, you can: 

1. Ask your manager or the person who records your time to access it in Time Capture. 

2. View it in the upper right quadrant of your pay advisement 

3. Call People Services by dialing 473-5757 and choose option 4.  You will be required to provide 

information such as your SIN or other details in order to verify your identity. 

4. On your T4 statement (not available before the 2010 T4s) 

Q: I have multiple positions within CDHA.  Which ID # should I use? 

A: It is important that you use the employee ID that corresponds to the bargaining unit that you are 

applying for.  For example: John works in both an NSGEU position and an NSNU position and wants to 

apply to a full-time NSGEU position.  If he logs in to E-Recruit and applies to the position using the ID for 

http://www.cdha.nshealth.ca/


his NSNU position, he will not be seen as an internal NSGEU employee because his seniority would not 

be visible to the system.  In order to apply to the position as a bargaining unit member he needs to make 

sure he applies to the competition using the ID associated with his current NSGEU position. 

Q: What is my E-Recruit password? 

A: This depends on if you have logged into E-Recruit previously.  If you have never logged in to E-Recruit, 

your default password is DDMMSIN where: 

 DD = your day of birth 

 MM = your month of birth 

 SIN = the last three digits of your social insurance number 

As an example: if your birthday was December 31 and your Social Insurance Number was 123 456 789, 

your default password would be 3112789. 

If you have logged into E-Recruit before, please see the question in this document about forgotten 

passwords.  

Q: What do I do if I forget my username and/or password? 

A: If you can not remember your password, please contact IT helpdesk at 473-3399 or call 473-5757 and 

choose option 5, followed by option 2, to have your password reset. 

Q: How do I set up the Forgot my Password Functionality? 

A: You can have a password emailed to your CDHA Outlook email account if you have forgotten your 

password.  You must set up a password hint to do this. 

To set up a password hint, perform the following actions in sequence: 

1) Log in to E-Recruit, you will now be taken to the E-Recruit main screen. 

2) Click on the ‘My System Profile’ link in the menu on the left-hand side of the page.  This will 

take you to the General Profile Information page 

3) Click on ‘Change or set up forgotten password help’ 

4) Choose a question from the drop down list 

5) Answer the questions and click OK 

6) Click Save on the General Profile Information page 

If in the future you forget your password you can use the ‘Did you forget your password’ link on the 

sign on page, answer your question and a password will be e-mailed to your CDHA outlook account. 



Q: What happens if I enter my password incorrectly too many times? 

A: If you enter your password incorrectly 3 times, you will be ‘locked-out’ of your E-Recruit account.  In 

order to re-gain access, you must have your password reset. 

Q: How do I reset my password? 

A: If you have been locked-out of your E-Recruit account, please call the IT Helpdesk 473-3399. 

Q: How do I change my password? 

A: In order to change your password, perform the following actions in sequence: 

7) Log in to E-Recruit, you will now be taken to the E-Recruit main screen. 

8) Click on the ‘Change My Password’ link in the menu on the left-hand side of the page.  This will 

take you to the Change Password Screen 

9) In order to change your password you will have to enter your current password in the ‘Current 

Password’ box, the new password you would like to create in the ‘New Password’ box and then 

re-enter your new password in the ‘Confirm Password’ box. 

10) Click the ‘Change Password’ button.  Your password has now been changed to what you wrote 

in the ‘New Password’ box. 

Q: Does my password expire? 

A: Your password will expire after 180 days and you will be required to change it at this time.  

Q: Is my password case sensitive? 

A: Yes, your password is case sensitive. 

Resumes and Cover Letters 

Q: How do I upload a resume?  

A: In order to upload a resume, please log into E-Recruit.  Once you have logged in, perform the 

following actions in sequence: 

1. Click on the ‘Self-Service’ link on the left-hand side of the screen.  You will now be taken to the 

Self-Service screen. 

2. Click on the ‘Recruiting Activities’ link.  You will now be taken to the Recruiting Activities screen. 

3. Click on the ‘Careers’ link.  You will now be taken to the Careers Home screen. 

4. Click on the ‘Job Search’ link near the top of the screen.  You will now be taken to the main Job 

Search screen.  From here you may search by Keyword, Job Family, Job Opening ID (how to find 



job opening ID), Permanent or Casual Status, Full/Part-Time Status and Sort by Posted Date and 

Job Location.  To see all available positions select ‘All Job Families’ in the Select Job Families box 

and click on the ‘Search Button’.  The results will now be displayed. 

5. Click on the Posting Title to view a full job posting.  You will now be taken to the Job Posting 

details for the position you have clicked on. 

6. To apply to the position, click on the ‘Apply Now’ button toward the top of the job posting.  You 

will now be taken to the Choose Resume screen. 

7. Select the ‘Upload a New Resume’ option and click on the ‘Continue’ button.  This will take you 

to the screen where you can upload your resume from your computer. 

8. Click the ‘Browse’ button to search for the file on your local hard drive you would like to upload.  

Once you have selected the file, click the ‘Upload’ button.  The word ‘Processing’ will likely flash 

in the top right-hand corner of the screen.  This is normal and may last a few seconds or as long 

as a few minutes. 

9. You will now be taken to the ‘Enter Resume Text’ screen.  Type in your desired resume name in 

the ‘Resume Title’ box (John’s Resume, for example) and then click the ‘Continue’ button. 

10. This is where; you can view your application status, upload a cover letter, or submit your 

application. 

Q: How do I upload a cover letter?  

A:  Uploading a cover letter is different from uploading a resume in that you need to apply to a position 

before you can upload a cover letter as an attachment.  To upload a cover letter, perform the following 

actions in sequence: 

1) Log in to E-Recruit. 

2) Choose the position you are interested in and proceed to apply for it. 

3) Choose whether you are going to upload a new resume, apply using an existing resume or apply 

using an online application and click on the  ‘Continue’ button.  You will now be taken to the 

Complete Application screen. 

4) On this page you will see a heading that reads ‘Add a Cover Letter to your application’ 

(optional).  Click on the blue link beside this that reads ‘Add Cover Letter’.  You will now be 

taken to a screen which asks you whether you would like to upload a cover letter or use an 

existing cover letter.  In this case we will choose to upload a cover letter.  Click the ‘Upload 

Cover Letter’ option and then click on the ‘Continue’ button. 

5) Click on the ‘Browse’ button, select the document you would like to upload from your computer 

and click open.  Now click the yellow ‘Upload’ button to upload your cover letter. 



6) On the next page you will be able to give your cover letter a title.  Use this opportunity to give 

each cover letter you upload a unique name so you will not get your documents confused in the 

future.  Once you are satisfied with your title, click the ‘Continue’ button. 

7) Your cover letter is now attached to the competition.  To finish your application please see the 

question regarding applying to competitions. 

Q: What format does my resume or cover letter have to be in? 

A: Most common file types will work, however, E-Recruit is most ‘friendly’ toward certain file types, such 

as Microsoft Office (.doc or .docx), Adobe Acrobat (.pdf) or Rich Text Format (.rtf) documents.  Some 

types of files create problems when you are trying to upload them.  Here are some things you can do to 

make sure you do not encounter any problems: 

 Scanned images are not acceptable.   

 Try to keep your resume simple and avoid excessive use of lines, fancy bullets, graphics and 

borders. 

 Do not place your credentials next to your name at the top of your resume (John Nurse, RN or 

Janet Banker, MBA for example). 

 Remember that the information in your resume is what counts, not how it looks.  Keeping your 

formatting simple will make the uploading process much easier. 

Q: Can I upload multiple resumes or cover letters? 

A: You may upload as many resumes or cover letters as you like.  Please keep in mind that you will need 

to give each resume or cover letter a unique name when you upload it.  For example, you can not 

upload two resumes with the title ‘Sarah Resume’.  You can easily get around this by naming the second 

resume ‘Sarah Resume 2’. 

Q: Can I delete my resume or cover letter? 

A: You are unable to delete an old resume or cover letter.  If you have a resume you no longer wish to 

use, you must ensure that you select your desired resume when applying for a position.  Only the 

resume you select to be included with a particular application will be used when considering your 

eligibility for a position. 

Q: Can I update my resume or cover letter? 

A: You are unable to update a resume or cover letter you have already uploaded.  If you would like to 

update your resume, you will need to upload a new resume that contains the information you would like 

to include.  Please be sure to select this resume when applying to the position you are interested in. 

 



Q: Do I need to upload a resume or cover letter each time I apply for a position? 

A: Once you upload a resume or cover letter it will be available for you each time you log in to E-Recruit.  

The only time you need to upload a new resume is if you want to change information or provide 

information that is not on a resume you have currently uploaded. 

Q: Can someone help me create a resume or cover letter?  

A: Unfortunately we do not have the resources to provide this level of service.  However, there are a 

number of helpful resources available.  A simple internet search on resume advice will produce 

numerous useful web pages.  Here are some great websites for resume help:  

http://www.jobsetc.ca (Gov of Canada)   

www.jobjunction.ca    

http://www.jobsearchservices.ca   

http://www.nsaho.com   

Navigating 

Q: How do I search/apply for jobs? 

A:  In order to apply for jobs, please log into E-Recruit.  Once you have logged in, perform the following 

actions in sequence: 

1. Click on the ‘Self-Service’ link on the left-hand side of the screen.  You will now be taken to the 

Self-Service screen. 

2. Click on the ‘Recruiting Activities’ link.  You will now be taken to the Recruiting Activities screen. 

3. Click on the ‘Careers’ link.  You will now be taken to the Careers Home screen. 

4. Click on the ‘Job Search’ link near the top of the screen.  You will now be taken to the main Job 

Search screen.  From here you may search by Keyword, Job Family, Job Opening ID (how to find 

job opening ID), Permanent or Casual Status, Full/Part-Time Status and Sort by Posted Date and 

Job Location.  To see all available positions select ‘All Job Families’ in the Select Job Families box 

and click on the ‘Search Button’.  The results will now be displayed. 

5. Click on the Posting Title to view a full job posting.  You will now be taken to the Job Posting 

details for the position you have clicked on. 

6. To apply to the position, click on the ‘Apply Now’ button toward the top of the job posting.  You 

will now be taken to the Choose Resume screen.  If you need to ‘Upload a new resume’ please 

see the question about how to upload a new resume.  If you have already uploaded the resume 

http://www.jobsetc.ca/
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you would like to use, select ‘Use an existing resume’, choose your desired resume from the 

drop down menu that appears and then click the ‘Continue’ button. 

7. Since you have uploaded your resume, it is not necessary to fill out the rest of the application 

screen, such as Work Experience, Education, Job Training, Licenses, etc.  If this information is 

indicated on your resume you can simply click on the yellow ‘Submit’ button near the very 

bottom of the page.  

8. Click the ‘OK’ button at the warning screen to submit your application.  You will be now taken to 

a screen that says ‘My Applications’ and there will be text underneath that heading which reads 

‘”You have successfully submitted your job application.” 

9. You are now finished applying.  To view your status in the job competition you have just applied 

for, please see the relevant questions in this document. 

Q: How do I check the status of an application I have made? 

A: To check the status of an application you have made, please perform the following actions in 

sequence: 

1) Log in to E-Recruit. 

2) Click on the ‘Self-Service’ link on the left-hand side of the page.  You will now be taken to the 

Self-Service page. 

3) Click on the ‘Recruiting Activities’ link.  You will now be taken to the Recruiting Activities page. 

4) Click on the ‘Careers’ link.  You will now be taken to the ‘Careers Home’ screen. 

5) Click on the ‘My Career Tools’ link toward the top of the screen.  You will now be taken to the 

‘My Career Tools’ page.  On this page you will see a list of each job competition you have 

applied for and what your status is.  There are a number of ways your status might be listed: 

 “Applied” means your application is received  

 “Routed” means you have moved to the next stage of the recruitment process and your 
application has been referred to the hiring department. This does not guarantee an 
interview. You will be contacted if chosen for an interview.  

 “Hired” means you have been offered the job.  

 “Unsuccessful” means that another candidate has been chosen to fill the job.  
 “Withdrawn” means you have either self-selected out of the competition at any stage or we 

were unsuccessful in contacting you for an interview.  
 

Q: How do I withdraw from a competition? 

A:  You are unable to withdraw from a competition through E-Recruit.  In order to remove yourself from 

a competition please either: 



 Phone 473-5757 and choose option 4 to speak with someone about removing your application 

 E-mail peopleservices@cdha.nshealth.ca with your name, the job competition # you would like 

to withdraw from and your employee ID #. 

Q: How to I find the job ID #? 

A: To find what the job competition # is for a particular position, perform the following actions in 

sequence:   

1)  Log in to E-Recruit.   

2) Follow the steps to Search/Apply for jobs to get to the job posting you are interested in. 

3) Once you have brought up the job posting, the number you are looking for will be listed as the 

‘Job ID’ and will be listed under the ‘Job Opportunity Details’ heading.  The number is a 7 digit 

number beginning with a 1. 

Q: How do I save searches/set up e-mail notifications? 

A: In E-Recruit you can save a search for easy recall later, and you can provide an e-mail address so that 

each time a position matching that criteria is posted you will receive an e-mail notification. 

 In order to save a search and set up e-mail alerts, please log into E-Recruit.  Once you have logged in, 

perform the following actions in sequence: 

1) Click on the ‘Self-Service’ link on the left-hand side of the screen.  You will now be taken to the Self-

Service screen. 

2) Click on the ‘Recruiting Activities’ link.  You will now be taken to the Recruiting Activities screen. 

3) Click on the ‘Careers’ link.  You will now be taken to the Careers Home screen. 

4) Click on the ‘Job Search’ link near the top of the screen.  You will now be taken to the main Job 

Search screen.  From here you may search by Keyword, Job Family, Job Opening ID (how to find job 

opening ID), Permanent or Casual Status, Full/Part-Time Status and Sort by Posted Date and Job 

Location. 

5) Select the job families and other criteria you are interested in searching for.  To select multiple job 

families, hold down the CTRL key while left-clicking on the items you are interested in.  Let’s say, for 

example, that you want to search for all of the jobs which match the follow criteria: permanent part-

time in the Administrative/Clerical and Management job families.  To do this: 

a) Hold down the CTRL key and left-click on ‘Administrative and Clerical’ and while still holding the 

CTRL key click on ‘Management’ in the Select Job Families box. 

b) Select ‘Regular’ from the ‘Permanent/Casual’ drop down box. 

mailto:peopleservices@cdha.nshealth.ca


c) Select ‘Part-Time’ from the ‘Full-Time/Part-Time’ drop down box. 

d) Now you are ready to save your search. 

6) Click on the yellow ‘Save Search’ button.  You will now be taken to the Save Search screen. 

7) Give your search a name, for example: “Admin Search”.  Type the name that you have chosen into 

the “Name Your Search” text box.  Do not click ‘Save Search’ yet.  We will now set up an e-mail alert 

so that you will receive an e-mail each time a job is posted that matches the criteria you have 

selected. 

8) Click the box beside the text “Use As a Job Agent” so that a check mark appears in the box. 

9) Enter the e-mail address you would like to use in the text box next to “Send Job Agent notification 

to” 

10) Now click the yellow ‘Save Search’ button.  Your search has now been saved. 

11) To run the search click on the yellow ‘Run Search’ button beside your desired search. 

12) Note: to go to previously saved searches from the home screen, follow steps 1-3 in this tutorial and 

then click the blue ‘My Saved Searches’ link toward the top of the screen.  

Additional Questions 

Q: Can I apply if I don’t have an electronic version of my resume? 

A: Yes, you can complete the online application within the E-Recruit system.   

Q: Can I e-mail or Fax my resume? 

A: All applications must be submitted through E-Recruit either using the resume upload functionality or 

completing the on line application.   

Q: How do I apply for casual work? 

A: All casual positions will be posted on E-Recruit.  To apply for a casual posting, please follow the 

normal steps to apply for a position.  Be sure to check E-Recruit frequently as new positions are posted 

daily. 

Q: How often are new jobs posted? 

A: This depends on the current needs of the organization, but new postings may be added as frequently 

as each weekday.   

 



Q: I need some help with my resume/I have gone through this guide and am still having trouble.  

What should I do? 

A: If you require more hands-on help please contact 473-5757, option 4, to set up an appointment with 

a Human Resources Assistant. Please ensure you have your resume in Electronic form (e.g. floppy disk, 

USB memory stick, CD or an attachment saved in an e-mail) and that you have your E-Recruit logon 

information.   


