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INTRODUCTION 

This guide is intended to assist applicants in navigating the process of creating an account 

and profile within the Applicant Tracking System (ATS),  

As a first-time user of the ATS system, applicants will be required to register an account and 

create a profile before applying for any live jobs. 

Applicants can create a profile through this link to the ATS login page here. 

First time users will need to create an account using the fields on the right side of the 

webpage, as in below screengrab.  

If you have already registered an account, you can simply login using the fields on the left, 

as in below screengrab.  

1.1 ATS Login page where applicants can create an account and then login into an 

existing account. 

https://revenuecareers.thehirelab.com/Register/Job?programmeId=7203
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You will next be presented with the Candidate data protection statement. 

1.2 ATS Candidate data protection statement popup screen for your review 

After reviewing in full, to agree with the privacy terms and conditions listed, please tick the 

relevant checkbox at the bottom of the pop-up screen and press accept on the next line 

down, as in the below image. 

Should you not agree to the privacy policy terms and conditions listed then please proceed 

to press cancel on the bottom line, as in below image, after which you will be redirected out 

of the system as you will be unable to proceed with account creation. 

1.3 ATS Candidate data protection statement checkbox and ‘accept’ and ‘cancel’ 

options available to user. 
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Applicants cannot create accounts on the system without agreeing to the privacy terms and 

conditions listed under the candidate data protection statement and therefore will be 

unable to continue to create an account on the system.  

Next you will be presented with Step 1 of 2 of adding personal details to your account and 

asked to input relevant personal information, such as name, surname, contact number, 

address, etc. 

Please see mandatory fields are marked with an asterisk (*) symbol and all mandatory fields 

must be completed before users may progress to the next page.  

1.4 Step 1 of 2 asking users to input relevant personal details for their account. 

Please note that at any stage of your account creation, information can be saved as a draft 

using the “Save as draft” option at the bottom of your screen, marked with red box in below 

image. 

1.5 ‘Save as draft’ button illustrated to users for use during account creation. 
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The system will automatically save any entered information periodically every 10 minutes. If 

no input is detected for over 30 minutes, your information will be saved in draft, and you 

will be logged out from the system. However, we suggest users manually save their progress 

as often as possible and do not rely solely on the autosave function. 

When you have input all mandatory data requested, please proceed to press ‘Next Step’ at 

the bottom of your screen. 

1.6 ‘Next Step’ button illustrated to users for continuing to next webpage. 

You will next be presented with Step 2 of 2 where details input in the previous screen will be 

displayed for your review.  

1.7 Step 2 of 2 asks users to review personal data input in Step 1 before submitting 

details  

If all personal details displayed are correct, please proceed to press ‘Submit your details’. 

If any personal details displayed are incorrect, please proceed to press ‘Back’ and be 

diverted back to the previous page where these can be amended. Once corrected, please 

repeat the previous steps to return to Step 2 of 2.  
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1.8 ‘Submit your details’ and ‘Back’ button at the end of the user available to the 

user after reviewing their personal details. 

After submitting your details, you will have successfully created an account on the ATS. 

Building your profile will be the next step and this can be completed anytime after your 

account is created. 

To build your profile, you may proceed to input your qualifications and experience to date. 

All qualifications and experiences you add to your profile will transfer across to the 

application forms of all competitions you apply for through the ATS.  

To complete or update your profile, on the green panel on the left side of the screen, under 

‘YOUR INFO’ please proceed to press ‘My Profile’.  

1.9 ATS Homepage with red box indicating where users can select ‘my profile’ to 

input qualifications and experience to date 
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To input details of your qualifications to date, please select ‘My Qualifications’ on the left 

navigating panel, illustrated in image below. Please select ‘+Add Qualifications’ button for 

each qualification you wish to add to your profile.  

1.10 ‘My Qualifications’ page where users can add details of qualifications to date, 

selecting the ‘+Add Qualifications’ button to load a new input form for each 

qualification they wish to add. 
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1.11 Fields available to users when adding qualifications to their profile 
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1.12 To review any of your saved qualifications on your profile, please select the 

note icon marked in the image below with a red box; please select the bin icon 

marked in the below image with an orange box to delete the qualification entry and 

remove from your profile. 
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To add experiences from your career to your profile, please select ‘My Experiences’ 

1.13 ‘My Experiences’ page where users can add details of experiences in their 

career to date, selecting the ‘+Add Experiences’ button to load a new input form for 

each experience they wish to add.  

1.14 Fields available to users when adding experiences to their profile 
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1.15 To review any of your saved experiences on your profile, please select the note 

icon marked in the image below with a red box; please select the bin icon marked in the 

below image with an orange box to delete the qualification entry and remove from your 

profile.  
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Once you have added all relevant qualifications and experiences to your profile, this will 

transfer across to any application you complete for opportunities in Revenue advertised 

through the system.  

Users are encouraged to revisit their profile periodically as well as when applying for jobs 

and ensure their profile is up to date.  




