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Simply Recruitment: Action Codes

This document provides step-by-step guide for users to give an easy understanding
on setting up your recruitment flow.

If at any time you need help or just need some questions answered please use our
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive
articles and an option to open a support ticket.

Thank you

The Simply Personnel Team.
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To set up your recruitment flow, enter the recruitment manager and select
System Setup.

System setup

Then select Action Codes.

Action Codes

A window will appear in the centre of the screen, this is where you add your
action codes.

P
Actian In Use || Add
Awaiting Inkerview Dat

waiting Interview Date [+ Update...
Buwaiting Pannel Decision [+

Corverk ko HR Delete

Y Received

El

El

Cloze

Forwarded to Recruiting Manager [
Invite ko 15k Inkerview [
Offer Letter Sent [
Cn Hold [
Reject (Mo Letter) = W

Before adding your action codes it may be useful to draw out your recruitment
flow and split them in to 3 sections. Action/ Responses/ Documents

The document on the next page is a good example:

© The Simply HR Software Company Page 3 of 7



simplypersonnel

Personnel,

Easy To Use

Training & Recruitment Software

A: CV Received

l

A: Forward to recruiting manager
L: Create application form and letter

v

R: CV Possible

v

R: CV Suitable

R: CV Unsuitable

A

A

A: Invite to 1st Interview
L: Interview confirmation

A: Reject Letter Sent
L: Send rejection letter

A: On hold
R: Add back ) . R: Interview
R: Reject K
to process declined
A: Reject A: Reject no
L: Send letter

v

R: Interview
confirmed

A: Awaiting interview date
letter L: Interview confirmation

v

v

R: Attended Interview

R: Did not attend interview

l

l

A: Awaiting panel decision

A: Reject no letter

v

v

R: Interview unsuccessful

R: Interview successful

A: Reject Letter Sent
L: Send rejection letter

A: Offer letter sent
L: Send letter

v

v

R: Offer accepted

R: Job offer declined

A: Convert to HR

A: Reject no letter
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Start by adding all of you actions, do this by clicking on the ADD button

Action Maintenance
Action | Responses

Aychion:

Achior:

In uze

Action Type:

0 Action rejects applicant [

Irrmediate Follows-On Action:

Action:

Owarier:

Docurment Production:

O Action requires a response
@0 Action does not require a responze

0 Action accepts applicant [no further actions)

[ ] &ction triggers immediate follow-on action

[ &ction produces a docurment

<]

o Further actions]

Ok

J [ J [

Cancel Help

Enter the action code in the box marked Action and then select the action type
as Action does not require a response. Repeat the process until you have

added all of your actions.

Once added go back in to you first action,

i.e CV Received and select update,

you can now start to link this to documents and responses.

You can set up an immediate follow-on action by ticking the box in the middle

of the window and then select the action f

Irmmediate Fallow-On Action:

rom the drop down menu.

Action tiggers immediate follow-on action
Actior: Farward to Recruiting b anager W
Cvanier: W

You can also link documents up to the action by ticking the box and the
bottom of the window and then selecting either document of email and then
choose the template (these templates are produce in the Personnel Manager)
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Dacument Production:
Action produces a document

(*) Document: Interview Confirmation

) Email

If a response is required, select the Action Type (action requires a response)

Action Tupe:

(%) Action requires a responze

) Action does not require a responze

) Action rejects applicant [no further actionz)

() Action accepts applicant [no further actions)

Then select the second tab at the top of the window marked Responses.

Action | Fesponzes |

Responze Time Mwaorking Dayz]:
Drefault rezponze time can be changed by uzer
Default; A
taximum; |0
Respongzes:
Response In Use
Attended Interview =)
Did nok attend inkerview =
[ #dd. || Update. || Delete |

[ 0K ][ Cancel ][ Help ]

Click on add and ad you response that is linked to this particular action
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Response Maintenance ﬁl

Rezponze:

R esponsze: |.-'1'-.ttended Interview |

[#]In Use

Follows-On Action:

R esponsze triggerz follow-on action

Action: |Awaiting Panel Decision hd |
Owiner: | ~ |
[ Save ] [ Cancel ]

Then select the follow-on action than link to that response, repeat this process
until you cover all of the actions and they are linked up to the correct
responses.

If you have and action that does not need to follow on to another action i.e,
rejection or accepting of the position, there are two more options in the Action
Types.

Action Type:

) Action requires a responze

) Action does not require a responze

(®) Action rejects applicant [no futher actions]

) Action accepts applicant [no further actions)

This will stop the recruitment flow and reject the applicant.

Action Tope:

() Action requires a response

() Action does not require a response

() &ction rejects applicant [no further actions)

(%) Action accepts applicant [no further actions)

This will stop the recruitment flow and accept the applicant.
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