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How to create a Universal
Jobmatch account
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Getting started...

This guide has been created to help you through the five-stage process to create a Universal
Jobmatch account and a Government Gateway account, if you don’t already have one.

Are you the first person in your organisation

or by phone?

to post jobs through DWP either online

v 4

You'll need to register for an
account. Follow the steps

in this guide to set up your
Universal Jobmatch account.

When you have access to
your Universal Jobmatch
account, you can post jobs,
search for jobseekers and
manage your account online.

NOT SURE

§

To find out if you already have

an existing account, contact us
on 0845 601 2001 option 1.

(If you would like to speak to
someone in Welsh please call
0845 601 4441). Alternatively,
email UNIVERSAL.
JOBMATCHGG@DWP.GSI.
GOV.UK and include your
phone number or contact

details.

If you have an existing
account, we will email a link
that takes you to the Universal
Jobmatch account we've
already created for you. This
email will also include your
Universal Jobmatch employer
reference number. (This
secure reference number
cannot be given to you over
the telephone).
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Contact an existing user within
your organisation to arrange
for you to be added to your
organisation’s account.

When you have access to
your new Universal Jobmatch
account, you can post jobs,
search for jobseekers and
manage your account online.




Welcome to Universal Jobmatch

o
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Welcome to Universal Jobmatch

Universal Jobmatch is a service offered through Government Gateway. U ' Universal j\":adi' rli_lave = Unti:ersal
This service has been designed to help you find and employ the most Jobmatch obmateh aceount:
suitable jobseekers for potential jobs. You can post jobs, review CVs and

get updates on jobseekers who match your requirements. ogin |

To access Universal Jobmatch, you'll need a Govemnment Gateway account.

(This Government Gateway account must be your organisation account, not If you've not yet completed your
your personal accoum) enrolment or you're moving {o self

service, please refer to the link in
the email that has been sent to you.

Need an account?

If you have not previously dealt with the Department for Work and Pensions
as an employer, select the Register button.

You'll need a Government Gateway account to complete your enrolment,

if your organisation doesn't thave one, it will be created as part of this
process. If it already has one, you'll need to have the User ID and Password
available.

Download our step by step PDF guide for further help

_Register |

Business Link | Terms and Conditions | Cookies | Privacy | Reporting information | Help - FAQs | Contact us | 8 Crown copyright
& 2012 Depariment for Work and Pensions (DWP) - All Rights Reserved - W: 2(

Select the ‘Register’ button to start creating your account.
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Stage 1: Submit your information
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Stage 1 of 5: Submit your information

‘You need to provide the following company details, before we can create your account.

Company information

Please submit a valid email address, company name and postcode.

e —
company poscoce [ |

aspsyl eCancely

Business Link | Terms and Conditions | Cookies | Privacy | Reporting information | Help - FAGs | Contact us | ® Crown copyright

2012 Depariment for Work and Pensions (DWP) - All Rights Reserved - V: 2012.1.3.14

» To create a Universal Jobmatch account, you need to provide us with some important
information about your company.

* You must enter a valid email address, company name and company postcode. If you leave any
of the fields in this section blank, you won’t be able to continue creating your account.

+ Select the ‘Submit’ button to continue creating your account and we’ll send you an email.

+ Select the ‘Cancel’ button to leave this process and not continue creating an account.
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Stage 2: Check your email
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Stage 2 of 5: Check your email

We have sent an email to the address you provided. In order to continue and create your account, you'll need
to action this email within 24 hours.

Note: If you don't receive this email within a few minutes of registering, please check your spam folder
and add Universal Jobmatch to your safe sender list.

* Once the confirmation screen is displayed, you can close the current Internet window/browser tab by
selecting the ‘X’ icon on the top right-hand corner.

From: employer_support@jobvacancies. businesslink.gov.uk
To: your@email.com

Date: Thu, 22 Nov 2012 14:59:51 +0000

Subject: Account created

Welcome to Universal Jobmatch

Thank you for submitting your information. You're now ready fo set up your Universal Jobmatch account.
Select the link below to enter further account information.

Note: After 24 hours, the link will become inactive and you will need to resubmit your information.

_Create account |

* You'll need to check for an email sent to you from Universal Jobmatch. If it has not been delivered to
your inbox, please check your spam folder and add it to your safe sender list.

* You must select the link in your email within 24 hours of receiving it, otherwise it will become inactive
and you’ll have to resubmit your information via the ‘Register’ button on the Universal Jobmatch

Welcome page.

« Select the ‘Create account’ button or link (depending on your email format) displayed within the email
to continue creating your account.
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Stage 3: Create company account
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Stage 3 of 5: Create company account
Please enter your defails below to create your Universal Jobmatch account.
*ERequired

Account information

I

First name * | Tom

Last name * | Smith

c yname * | TSMIth LTD
c 2 |

Postcode * |AB1 14D

|
|
|
Company adaress * | |
|
|
|

City * | London

Region * [LDnCIOn

ar

[+ phone * | |

User information

I \

Email your@email.com

Mobile number | |

Preferred contact method * [ - select -

a

I

Additional company information

Type of business * [ - select -

EINETS

Number of * [ - select -

Trading name | |

Website | |

a=* accept the Privacy Policy, Terms and Conditions and use of cookiss.
[ 1 would like fo receive messages from DWP

aSmpiy wtacy

Business Link | Terms and Conditions | Cookies | Privacy | Reporting information | Help - FAGQs | Contact us | @ Crown copyright
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* You can only continue to create a Universal Jobmatch account once you've validated your email as
described in stage 2.

+ In stage 3, we need you to provide further information about you and your company. Remember, you'll
need to enter information in all fields that display an asterisk (*).

» Before you select the ‘Submit’ button, make sure you’ve selected the Privacy Policy, Terms and
Conditions and Cookies checkbox.
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Stage 4: Government Gateway account
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Stage 4 of 5: Government Gateway account

To access your Universal Jobmatch account, you now need to create or log in to a Government Gateway account. This Government Gateway account must be your organisation
account, not your personal account.

Make note of your Universal Jobmatch employer reference number: T3ABXNAMSF

You'll need fo enter this number when creating or logging into your Government Gateway accoynt and for future cormespondence. This information will also be sent to you by email
for your reference.

Make a note of your Universal
ISP o0 E S i I S e Jobmatch employer reference

_No | _Yes | number.

* You'll find your Universal Jobmatch employer reference number displayed on the screen and this will
also be sent to you by email.

* You must make a note of your Universal Jobmatch employer reference number, as you'll need to have
access to this information at a later stage and for future correspondence.

* You need a Government Gateway account to securely access your Universal Jobmatch account. If
your organisation already has a Government Gateway account to access other Government services,
you can use the same one to access Universal Jobmatch.

« Select the “Yes’ button if your organisation already has a Government Gateway account.

» Select the ‘No’ button if your organisation does not have a Government Gateway account.

From: employer_suppori@jobvacancies. businesslink.gov.ulk
To: your@email.com

Date: Thu, 22 Nov 2012 14:59:51 +0000
Subject: Account created

To access your Universal Jobmatch account, you now need to create or log in to a Government Gateway account. This Government Gateway account must be your organisation
account, not your personal account.

Make note of your Universal Jobmatch employer reference number: T3ABXNAMSF

You'll need to enter this number when creating or logging into your Government Gateway accoiXt and for future cormespondence. If you've already completed this action, you don't
have to repeat the process.

Make a note of your Universal
Do you have a Govemment Gateway account? Jobmatch employer reference

_No | _Yes | number.

* This email also includes the option to create a Government Gateway account, but if you’ve already
done this, you don’t have to repeat the process.
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Register for a Government Gateway account

To register for a Government Gateway account using a User ID enter your details below. Please ensure you create a
password that you will remember in future. The details you enter will not be sent to any third parties.

*required information (if you only have a first name or a surname (not both), leave one of the name boxes empty)

*First name(s)

*Surname

*Email address

Password must:

® contain 8-12 letters and numbers
® contain at least one number and one letter
= not contain the word 'password'

Enter a password

Confirm password

Additional information
(optional)

Information such as your
organisation/department,
telephone numbers, etc. could
help others in your organisation
identify you. This information will
not be sent to any third parties.
Max. 255 characters

Submit Cancel

Please do not use the browser back button through this process as it may net function as expected.

Return to Universal Jobmatch

* You will be directed to the Government Gateway website to either log in to your existing Government
Gateway account or continue creating an account for your organisation.

* Enter your name, surname, email address and a preferred password and select the ‘Submit’ button.
You'll then be directed to the Universal Jobmatch service enrolment screen.

@)
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Universal Jobmatch - Service enrolment
Please enter the following information

Please note: * indicates that an answer is required.

Universal Jobmatch employer raference number =
e.g. 0000010229

Your Businass Post Code *
.g. BDS 5QP

[Tt have read, and zccept, the terms and conditions for this sarvice. *
If you like, you can enter a description of this enrolment below, to make it easier to remember.

Reference name

Cancel Next

Plaase do not use the browser back button through this process 2= it may not function as expected.
Return to Universal Jobmatch

» Enter the Universal Jobmatch employer reference number that you made a note of earlier and your
postcode. Also, make sure you've selected the Terms and Conditions checkbox and then select ‘Next’
to continue.
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Confirmation

Your Government Gateway account has been created.

Important

» Make a note of your GG number

You will need the number below to login. Please make a note of it now, and keep it in a safe place.

User ID: Government

Gateway

6941 1480 7741

You may also be sent a copy of your Government Gateway ID by post, although so services (incuding those operated by

HMRC and Universal Jobmatch) do not offer this facility.

You can dovnload a printable copv of your User ID

Make a note of your
Government Gateway
User ID number.

Return to Universal Jobmatch

» A confirmation screen will be displayed stating that your Government Gateway account has been
created. Please make note of your User ID, as you’ll need to enter this information along with your
password to access your Universal Jobmatch account.
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Stage 5: Confirm your account details
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Stage 5 of 5: Confirm account details
Please confirm your details and amend if necessary
*ERequired

Account information

I

First name * |Tcm |
Last name * @ |

Company name ¥ TSmith LTD

Company add * |H\ghStreet

Ci 2 |

|
|
Postcode * |AB1 14D |
|

City * | London

Region * [ London )

c phone * [01234 557 8500

User information

I \

Email your@email com

Mobile number | |

L3

Preferred contact method * [ Email

Additional company information

I

Type of business * [ Engineering services +|
Number of * (100 10 249 employees 0
Trading name | |
Website | |
[ 1 would like to receive messages from DWP
Business Link | Terms and Conditions | Cookies | Privacy | Reporting information | Help - FAQs | Contact us | € Crown copyright
© 2012 Department for Work and Pensions (DWF) - All Rights Reserved - V: 2012.1.3.14

» Confirm your details by selecting the ‘Submit’ button or amend your details if they are incorrect and
then select the ‘Submit’ button. You'll then be directed to set up your security questions and once this
has been completed, you're ready to use the Universal Jobmatch service.
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