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Introduction

placements -icai.org is a single window recruitment system for Corporates interested in

acquiring Qualified Chartered Accountants, Freshers and Semi Qualified Accounting
Professionals from our vast talent pool. To ease the process of recruitment and selection of
CA’s for companies operating at multiple locations, we have set up this Resource pool and
made the database available to the companies online. This system enables our objective to
provide all our professionals located across India with a fair opportunity to choose and know
their prospective employers and the career o pportunities being made available with them.

Recruitment of Qualified Chartered Accountants

Process Overview and Role of Company

www.placements -icai.org, the placement portal of ICAI enables recruiting
companies to have access to a vast talent pool of accounting professionals.

Qualified CAs and Semi Qualified Accounting Professionals register on
www.placements -icai.org. The Recruiting Company also registers in the site.

Thereafter, the Company fills up the Proforma and specifies the time period for
which access to the candidate database is required. The Company can now
login and create a Job, Search for candidates and Shortlist candidates against
each job requirement. The Company can continue this process over a period of
time till ICAI permits.



Process Details

Preliminaries:

1.

If you are a recruiting entity who wants to utilize ICAl's recruitment portal to source
Qualified CAs and Semi Qualified Accounting Professionals, go to the following URL :
http://www.placements-cai.org

In the Home page, click on Register Now under the head ' ‘ New Companies.

ABOUT ICAI CONTACT ICAI

@ PLACEMENTS-ICAI.ORG

Company Registration

Flease provide the fallowing basic information about your campany. You can then use the access details to Login to your zone, where the
complete information on Tariffs and Campus Interview details are availahle.

Company Information Contact Person Information *randatory fields
Name of the Company™ | Contact Person Name* | S |
Sty € Companies Contact Person | |
" Firm of Chartered Accountants Designation™
Address for :
Correspondence * = Mobile* l:l
= Telephone No. n *l | : | |
Telephone No. B -] | | ] l
B | s |
Ares Code - Mumber
E | | 7 | | Fax No. 5 i
Area Code - Mumber u | | | |
Fax No. u*l |_| | E | |_| |

Area Code - Number

E | | 3 | | Email Id* [ |

Area Code - Mumber

Email 1d* [ | Alt. Email 1d [ |

FPlease select a suitable username and password to enable you to login to the site.

Complete all the Mandatory information sought at this point, enter a User Name and
Password of your choice and click on

Please make a note of this User Name and Password for Login purposes.

On successful registration the following screen appears:

Thank you for your time.

Please use the access details specified by you to Login to the site

HOME LOGIN




6. Click on to access your zone in the site. Enter the user name and password

specified during registration.

7. For logging in through the home page (for subsequent visits) click on login under the head

Company Registered User

8. On successful login, the Home page of your interface appears like the one shown below:

PLACEMENTS-ICAI.ORG

Mr. M J Cooper.
Welcome to Flacements-ICALorg |

CAMPUS
RECRUITMENT

QUALIFIED
CAs

About ICAT

SEMI QUALIFIED
AC. PROFESSIONALS

back

ACCOUNT
INFO

Contact ICAT

forward home

Lhange Password

[ COMPANY ]



9. Click on Qualified CAs or Semi Qualified Accounting Professionals in the Menu bar on the
Top. (Depending upon your requirement).

3 - Welcome fo Placemends -iCALorg - Microsoft Intermet Explarer

Fle ESt Wwa Feworber  Took Help #
o i Y 3
':}"""F}'liil'l';“"’""-""““'ﬂ'-'pQ'l' i !
b i |0 e plecerente i cs e eep Lt > L
Coogle - w | G Search - D b (R Fopupsobay | MF Chack - L Mubclik - o oo @
.@. PLI&CEHENTS_ICA]; DRG CAM P QUAALIFIE D EIMI QUALIFIED ALCDRNT
e e AECRUTTHENT Ca AE AT ERL N AL THFO
Oualified Chartered Accoustanks 4 a
-
RECASt e Process for Qisslified Charterad Accoilonts
| = B Tre hunng in e Lef 0ars6e meand o 0e uged atcifami sl 0Tk D ee
’i:‘.
*' ’ = Ploace click on Predsaimy . Tha Tom that appesrs has bo be §lked i This shage also sk SlEng in dalaie of paymand
For participating n fea Recudmsn Process For daleils mgandireg s paogiasn advl taibiTs, plaass: itk his
— B
Creni=adab T Crame & Job bition in the lef bar o wod o ceale ob sdierisement Shodishing piocsss can be parkf med
Digesd phvaen Jon
Gededtion Process
ok Histurr 5000 3}
The Salectiod Pracese DOTon in e e e 5160we Wi 0 ERoliEtcancidae s sl mmie candicktee Tom shonial. Each
Ofe Of e lapE Can e pifamied cnliis Birugh & &hole, eesen0ee imeimae
« [fyouface any difficutty while Begistering Ondine, please contact [H1L Secrmfariad - Plycepents
Dk far sesitance.
Falicipsdion Fes peCompam ™

B Ky Docusnanis - ML

10. Please note that the option ‘Campus Recruitment’ is not applicable here.

11.Stage -1: Click on in the Menu bar in the left bar of your screen. Fill in all the
mandatory details in the Proforma. Click on Next.
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12. After completion of Proforma, Following message will come.

T - Welcome fo Placements iCALorg - Microsoft Intermet Explarer

Fis  Edt Wea Faorde: Took  Hep o
{}u-d- - a - |£ (] # g Search S reecn ) - UG B - b, 4

scbteess | hitpsifiases o scermerts-iom oo s e, sep v Es ik
Coogle - w| 1 Search - ) 0 |[Bropirs olay | % Chack = 5, Aubelnk - P Ol @

CAMPLU

L EIMI QUALIFIED
ALCRUTTHEMT

AG PACTERSTOMALE

KICDRIHT
[HF2

@ PLACEMENTS-ICALORG

Dualified Chartersd Aoooustanis

GUALITIED:
Cis

Your Frofarma oF aocapdad o ey @ooens the databang aual searck far uitahie sredidates

o bo Craate & Joh

Chanus Passw oy [ COMPRNT |

WA Irboo - Cudook Expr... A -w R, B roy Docusnanis - ORI S} Dooneril - Mrosd ... o L0

13. You go to create the Job and provide all the mandatory details for Job title, Job Description,
Contact information, and the end date for the job position to be fulfilled. After you enter the
details, click on Create.

Create a Job

* mandatory fields

Job Tide * |
Job Description * e
-
Contact Information * s
-

Requirement Fullfilled before * I ;I I ;I I ;I




A unique Job ID is generated for tracking as can be seen below.
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14. Please note that this screen is one of the most crucial steps involved in your filtering process.
When you click on the Search button, the screen that appears is shown below and you can fill
up appropriate filtering options available. For e.g. In Gender option you may either choose

‘either’ or ‘male’ or ‘female’

Financial Analy 100000

Gender I Either = I

Age [ te[ Jivearsy
- =
Candidate belongs to I -1

Percentage of Marks in Graduation ] w[]

Percentage of Marks in CA Final Exam ] =[]

Rank Preference  ves & o

Passed in 15t Attempt [eath =]

Passed both groups in One Sitting [eath =]

Work Experience I:l to I:l (years)
Expected Salary Package Per Annum (Gross CTC) | | to] |
Industy |

o] L

Areas of Current Specialisation (Job Area)* I




15. At the top of this screen, there are two options to search the database. First is the Simple
search and the other is an Advanced Search. The Advanced Search, as the name
suggests is a more detailed search method where multiple scenarios can be entered to
search the database. You may choose either or both of these options to view the database
and then shortlist.

16.When you will click on the Advance Research button the following screen will come.
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17.Click on Submit. You see a database of all the people who qualified for all the parameters
specified by you during Search. The screen that appears is shown below:

18. Click on the H sign against the name to view the details of this candidate. You can also
use the Print option available on the top right corner on the menu. Close this page to come
back to the main listing of candidates. Click on the Check Box to prepare your shortlist. You
can also use the ALL Candidates option at the bottom of the page to shortlist all the candidates
appearing in the screen before you.

19. Click on . You will receive the following message.

Selecied Candidates have bean addsd to Shortlisi.

Go to Selection Process

20. You can get the contact details of the shortlisted candidates from their CVs and inform
them to attend the interview or whatever may be your selection process.



21.Shortlisted can be removed from the selected list as shown

below:
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HAPPY RECRUITMENT

lll. Recruitment of Semi Qualified Accounting Professionals

Process Overview and Role of Company

The placement portal of ICAI enables recruiting companies to have access to a
vast talent pool through the www.placements-icai.org website.

Qualified CAs and Semi Qualified Accounting Professionals register on
www.placements -icai.org. The Recruiting Company also registers in the site.
Thereafter the Company fills up the Proforma and specifies the time period for
which access to the candidate database is required. The Company can now

login and create a Job, Search for candidates and Shortlist candidates against
each job requirement. The Company can continue this process over a period of

time till ICAI permits.

Process Details

22. Please Refer



21. The Process of recruitment is the same for both Qualified CAs and Semi Qualified
Accounting Professionals.

V. Process Snapshot

Qualified CAs and Semi Qualified Acctg Professionals

¥

Company Registers On Placements-cai.org and makes

v

ICAIl acknowledges Payment and Authorises Company to

access Candidate Database
v

Company Receives Payment Ack and Creates a Job

4

Company searches database for a match for the Job

v

Company sends notification to candidates shortlisted

v

Candidate sees which Co./ Co’s h e is Shortlisted for




