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Frequently Asked Questions

Do | need to do something when using Internet Explorer 9 or 10?

| cannot view the web pages?
How to disable Pop-ups blockers in different Web- browsers?

My password doesn’t work / | have forgotten my password?

How can | be notified of your current vacancies?
| requested a new password but | didn’t receive an e-mail

I've entered the wrong password too many times and my account is locked, how can | access my
profile?

When | upload documents | get an error message?

What could be the reason that | didn’t receive a confirmation of my
application?

10) | have a technical problem; can | 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 | see the list of applications that | 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?

If you are using Internet Explorer 9 or 10, please make sure you click on the “compatibility” feature
below:

(= Welcome to Balmer Lawrie - Driven by Diversity / Lead by Change - Windows Internet Explorer

5;-- [&] e baimerlawrie.com; | [*#2][x] [ my web search I[2]-

File Edit wiew Favorites [REEEN Help

* 0D &' - Dslete Browsing History...  ClrleShit+Del  panarks~ [ settings = | (UL RNV RES I vl = [y vehoo ~ | Eanswers ~ @games - Epviens - [ vt shopoing -
T | InPrivate Browsing CirlShift+P
G Favorites & 8 (215000 Reapen Last Browsing Session

| (& veelcome to Balmer Lawrie - Dri|  InPrivate Filering Chrl+Shift+F

InPrivate Filtering Settings —
Iamlooking for. 7?2 %/ &)
S . = EEETE

SmartScreen Filter 4 Home | sitemap
Manage Add-ons

contact

C Vi
= Tenders Careers Megia BL Cares Investors Help
B L s T ——
Feed Discovery 3
windows Update

Developer Tools F1z PRODUCTS

Inkernek Options Ingustrial Fackaging
Gresce

Lubricants

erformance Cnemicals

MEDIA &
COMMUNICATION

BL In News & Press Releases
BL - Weekly Medla Update
BLOOM (Monthly e-Newsletten)
BLOG (Quarterly Journal)

EVeNts & Happenings

PERFORMANCE

Search Deskiop ”

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 - Go to Tools Tab > Internet Options

View downlcads
Pop-up Blocker
SmartScreen Filter
Manage add-ons
ompabibdty View

Compatibiity View settings

fred
Feed dacove ’
Windows Update

F12 developer tocls Google Search m Festing Lucky
OnelNete Linked Netes
Send to OneNote

Irtermet options t o QUIes mutua
e Ofympsc Chator

Google co.in oferad in: Hindi Bangall Tedugu Marathi Tamil Gujaratl Kannada Malayalam Punjabil

Now Go to Security Tab—> Click on Custom Level as follows:

e
Internet Options m

il
| Generaﬂ Security |}ri\-’ac5-I | Content | Connections I Programs | Advanoed|

Select a zone to view or change security settings.

@ & / ©

Internet  Localintranet Trusted sites  Restricted
sites

Internet

Sit
e This zone is for Internet websites, ==

except those listed in trusted and
restricted zones.

Security level for this zone

Custom
Custom settings.
-To change the settings, dick Custom level.
- To use the recommended settings, dick Default level.

Enable Protected Mo equires restar nternet Explorer)

Custom level... ]D Default level ]

zones to default level ]

QK ] [ Cancel Apply
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Now Scroll Down, Click on Disable Radio Button for Use Popup Blocker as follows:

Secuity Setings - Intemet Zone o — | S

Settings

() Enable -

(@ Enable
Userdata persistence

™

) Disable
@ Enable
|| Websites in less privileged web content zone can navigate in

7 Pieahla

' T | v

*Takes effect after you restart your computer

Reset custom setlings

Resetto: [Vecium-high (default) v [ Reset. | |

| OK I [ Cancel ]

Click OK

Now Go to > Privacy Tab
’Internet Options M‘

o — e c——

| General I Security | Privacy |Cor1ter1t I Connections | Programs | Ad\ranced|

Settings
Select a setting for the Internet zone.
Medium

- Blocks third-party cockies that do not have a compact

privacy policy

- Blocks third-party cookies that save information that can
[ be used to contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact you without your implicit consent

’ Sites ] ’ Import ] ’ Advanced ] Default
Location

Mever allow websites to reguest your Clear Site
O physical location Si=: Al

p Blocker

Settings
Digable toolbars and extensions when InPrivate Browsing starts i
||
(]
I Ok ] [ Cancel ] [ Apply ] |
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Uncheck the Option: Turn on Pop-up Blocker. Click OK & Restart the Internet Explorer.

2. Google Chrome

Open Google Chrome = Clickon = Button on Top Right Corner) = Click on Settings

o S
— —

-~ =

New tab Crl+T

+Y| New window

Mew incognito window Ctrl+Shift+N
Bookmarks ]

Edit Cut | Copy  Paste

Zoom - |100% | +| D2

-

Save page as...
Find...
Print...

Tools ]

History Ctrl+H

Downloads Ctrl+)

Sign in to Chrome...
lloul Google Chrome

View background pages (2)

g Lucky

Help

. . Exit
ust have the possibility of practicing !
mpic spirit, which requires mutual

ad fair play. " —Olympic Charter

In the Settings Menu, Scroll down. Click on Show advanced settings...

Settings
Appearance
Help
< Get themes

Show Home button

Always show the bookmarks bar

Search

Set which search engine is used when searching from the omnibox.

Google * || Manage search engines...

Enable Instant for faster searching (omnibox input may be logged

Users
You are currently the only Google Chrome user,

Add new user Delete this user Import bookmarks and settings...

Default browser

Make Google Chrome my default browser

Google Chrome is not currently your default browser.

Show advanced settings...
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Now Click on Content Settings in Privacy Option

Chrome Settings
Histon Make Google Chrome my default browser
Extensions Google Chrome is not currently your default browser.
Settings Vacy

Content settings... lear browsing data...
Help

& web services to improve your browsing experience. You may optionally disable these

Use a web service to help resolve navigation errors

i
of| Usea prediction service to help complete searches and URLs typed in the address bar
«f| Predict network actions to improve page load perfformance

i

Enable phishing and malware protection
Use a web service to help resolve spelling errors
Automatically send usage statistics and crash reports to Google

Send a ‘Do Mot Track' request with your browsing traffic

Passwords and forms

o Enable Autofill to fill out web forms in a single click. Manage Autofill settings

| Offer to save passwords [ enter on the web., Manage saved passwords

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

Content settings
Block all

Manage exceptions...

Disable individual plug-ins...

Tshow pop-ups (recommended)

Manage exceptions...

Location

Allow all sites to track my physical location

® Ask mewhen a site tries to track my physical location (recommended)

Now Press OK and Restart the Google Chrome.
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3. Apple Safari

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

- . i
|¢ ] [Q Google | O %
Customize Toolbar...
Show Menu Bar 1
Hide Bookmarks Bar Ctrl+5hift+B
Show Tab Bar Ctrl+5hift+T
Show Status Bar
Show Reading List Ctri+5Shift+L
Enter Full Screen Fl11
History Ctrl+H
ﬁ\ Downloads Ctrl+Alt+L
Private Browsing...
Reset Safari...
( lEIuck Pop-Up Windows Ctrl+Shift+ K
Preferences... Ctrl+,
Help F1
Report Bugs to Apple..
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Safari Extensions...

About Safari

GO BACK TO TOP




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

You can retrieve your password easily via the logon screen. Click on the “Password Forgotten”

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.

Register here

Uzer

Pagzword

[] Accessibility

Change Pazzword Pazzword Forgotten

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

GO BACK TO TOP

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) I requested a new password but I didn’t receive an e-mail

First and foremost, we would advise you to check in your spam folder. If you haven’t received an e-

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
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http://balmerlawrie.com/feedback

7) I've entered the wrong password too many times and my account is locked, how can I
access my profile?

You can retrieve your password easily via the logon screen. Click on the “Password Forgotten” 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.

8) When I upload documents I get an error message
It is important to use the correct format of Word (doc, docx) Excel (xls, xIsx) 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) What could be the reason that I didn’t receive a confirmation of my application?

When you register initially, you receive your access data by e-mail. If you don’t get an e-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 under “My Applications” the status
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
case you can refer to the section above on browser settings. If your issue isn’t browser related,
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 submitted it?

No - an applicant cannot withdraw their application at any time.
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http://balmerlawrie.com/feedback

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?

You can view the job postings you have submitted applications for by clicking on “My
Applications” which gives you an overview of the number of applications 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
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