P Easy To Use
simplypersonnel Personnel, Training & Recruitment Software

Simply Personnel
Recruitment Manager

Adding a New Applicant and
Applicant Maintenance
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Simply Recruitment: Applicant Maintenance.

This document provides step-by-step guide for users to give an easy understanding
to set up new applicant and applicant maintenance.

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 add a new applicant select the tab from the Recruitment Manager
dashboard.

New Applicant

This will then open up another window.

s .1

P, New Applicant N — R4
B azic Details: Wacancy:
Applicant Ref: |<<Undefined>> | “acancy Ref: | oooot4 L |
Surname: |Hunt | Post: | HF Officer ~ |
Forenane: |James |
Other Hames: | | Emptr
Ko Az |James | AgEncy: | Austin Benng
Title: | pAr ~ | Source: |
Sew: @ Male O Female Enquiry Date: | 18/08/2009 I[]
R ating:
Rating: P giark ool gk
Cormnrmemts:
[ Mewt = ] [ Cancel ] [ Help ]

Enter the applicants surname and forename, the vacancy applied for and
where the enquiry came from. Click on next to move to the next page, there
are field to enter the applicants address and other contact information and
also attach their photo to the records.
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Enter the information if you have it (it is not mandatory) and click on next until
you get to the last page. (below)

P, Mew Applicant - B8 X

Firgt Action: I arrative:

Firzt Action: Creation M arrative:
CvW Received b |

Owaner: ADRIMN hd |

Action Date:

Yacancy clozing date

{(*) Specific Date: 18/08/2009 []

Cw Details:

Diocurment Path: | H Browse. .. ]

Description: | L

[rate Created: 18/08/2009 E]

) Linked ) Embedded

Document Group: | L

Motes:

[ < Back ][ Firizh ] [ Cancel ] [ Help ]

Select where the applicant will start on your recruitment flow and if you have it
you can attached their C.V.

Once you have finished, click finish and select your required option.

Mew Applicant E|
Applicant 25 [Iohn Smith] successfully added.
What would vou like to do nest?

(%) Add estra detailz about thiz applicant
() Add another applicant

(") 5top adding applicants

] ] [ Cancel
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To search through you existing applicant and enter further detail on their
record select them from the Existing Applicants tab on the main dashboard.

Existing Applicant

fieer details for an existing applicant

Once you are in the applicant’s records you will notice that the first three tabs
on the bottom row are the ones that you have to complete when you add a
new applicant, if you now have these details i.e. their address then you can
add it now.

You will notice that there is a tab marked costs, this is where you can log all
the cost that the applicant has accrued during the recruitment process.

Cost Details
Main | Nates |
Date: 20/014/2009 (B
Cost: 50 |
Description: | Travvel |
CostTupe: | Applicant Cost v
Analysis Code 1: | Travel v|
Analysis Code 2| Recharged to ddmin |
| ok || cancel || Hep

Fill in the information and then click on save.
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P, Applicant Maintenance - 33 - Robberts, Sandra [Accepted)] - =2 X
Reference 2 Daocuments Achions Mail Merge Blank Page Blank Page Qualifications
| Aeference? | | Actirs | Malbere | ElarkPage | ank Page | WED @ rruve ases
| Main | Addess | Personal | Motes | Casts | Events 1-2 | Ewvents 34 | Reference1 |
Cosk Cost Type Description Sandra
50,00 applicant Cost train ticksts Robberts
Sandra
Applied For:
Source:
Intranet
Department:
Location:

Current Action

p All Actions
pVacancy Details

Applicant Total: l 50.00 Add.. ] [ Update... ][ Delete

You will then start to get a historic record of all costs relating to the applicant.

Events 1-2 and Event 3-4 are where you would put the information about the
interviews that will take place of any other events related to the applicant.

P, Applicant Maintenance - 33 - Robberts, Sandra [Accepted)] - 8 X
| Reference 2 | Documents | Actions | MailMerge | Blank Page | Blank Page | Qualfications | @0 FUTURE TASHS
| Main | Addess | Personal | Motes | Casts | Events 1-2 | Events 34 | Reference1 | .
Ewent 1: Ewent 2: Sandra
Type: Tupe: | | Robberts
Date: (23/06/2009 @ Dae | [x sandra
Tirme: |DEI:DIJ | Time: | | Applied For:
Source:
Location: | Leeds | Loe:ation: | | Intranet
Participants: b Sindhar Participants: Department:
Location:

Current Action

p All Actions
pVacancy Details
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Reference 1 and Reference 2 are where you would insert their reference
contacts.

P, Applicant Maintenance - 33 - Robberts, Sandra [Accepted] - = X
b ain Addiess | Personal | Motes | Costs | Ewvents1-2 | Events 34 | Referencel | @ FUTURE TASKS
FReference 2 | Documents | Actions | MalMerge | Blark Page | Blank Page | Qualiications | © s

Details: Sandra
Surnarne: | Smith | Address: | | Robberts
Farenames: |Darren | | | Sandra
Title: | br w | | | Applied For:

. Source:
Position; |DD1 | | | Intranet
Organization: | | | | Department:
Telephone: | | Postocode: | | Location:
Relationzhip: | |

Current Action

p All Actions
pVacancy Details

Action Codes will show what stage the applicant is in your recruitment flow.
You can move them on to the next stage by selecting respond.

., Applicant Maintenance - 33 - Robberts, Sandra [Accepted] - 0 X
[GE Address Perzonal Motes Costs Events 1-2 Ewents 3-4 Referatce 1
I F!eferenc!!a 2 || Doc:ull'nents | Actions | Mllil Merge || " Elank Page ||” Blank Page |I| Qualifications I @ 0 FUTURE TASKS
Tasks Action Date  Created Closed Date | Action Response Sandra
o 2702/2002 11j06/2009  11/06/2003  C¥ Received - Robberts
o« 11/08(2009 11j06/2009 16/06/2003 Forwarded to Recruiting Manager Y Suitable Sandra
J 16/06f2009  16/06/2009  16/06/2009 Invite to Lst Inkerview Inkerview Canl .
J 16/06/2009  16/06/2009  16/06/2009  Awaiting Interview Date Attended Inter ggf:éeed For:
.{ 16/06f2009  16/06/2009  18/06/2009  Awaiting Pannel Decision Interview Succ Intranet
o 1B/06/200% 18/06/2009 19062009  OFfer Letter Sent Job Offer Acce Department:

Location:

Current Action

p All Actions
pVacancy Details

< | >

Include closed actions [ Corvert... ] [ Respond... ] [ Marrative. .. ] [ Add... ] [ Delete
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Mail Merge will show all of the letters that have been created for the applicant
through the recruitment flow, click on produce to print off the document.

P, Applicant Maintenance - 33 - Robberts, Sandra [Accepted)] - 85X

Main | Addiess | Personal | Mates Costs | Events1-2 | Events 34 | Referencel | @0 FUTURE TASKS
Reference 2 | Documents | Actions | MailMerae | Blank Page | Blark Page | Qualfications | e

Action Date | Produced Date Produced | Template
= 11/06/2009 Standard application Form + letter

Sandra
Robberts
Sandra

16/06/2009 g Invite to 1st Inkerview

16/0612009 |} Interviews 1 confirmation .

1 19 Offer letter gg::;d For:
Intranet
Department:
Location:

Current Action

p All Actions
pVacancy Details

Include produced letters

[ Produce... ][ Delete...
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