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Simply Recruitment: Managing your workflow.

This document provides step-by-step guide for users to give an easy understanding
on how to process you applicants through the 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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Processing an Applicant:
When you add applicant to a vacancy you are required to place at a point in

your recruitment flow. Each entry will show on the task list as well as in the
vacancy and the applicant maintenance screens.

Task Summary
@ 10 URGENT TASKS

@ 0 FUTURE TASKS
Click here to review and action

Click on the tab at the top of your main dashboard,

Y | Task Date Task Wacancy Applicant Onrier Mokes

g 20/04j2003 Invite ko st Interview ] Srnith, John ADMIN

This list will show you which stage of your recruitment flow your applicants are
at. To move the applicant to the next stage simply double click on the entry,
then the following window will open up.

Respond to Action gl
Applicant.  [(25) Smith. John | [ o< ]
Action: |Irwite o 1zt Inkerview |
Rezponze:

Responze: | Interview Confirmed e |
Clozing
M arrative:

Follove-On Actions:

Action Date Template Owner

Aunaiting Interview Date 210452009 |nterview 1 canfirmation ADMIM

[ add. || Update.. |[ Delete |

Select from the drop down list of responses related to the action and then
click on OK.

© The Simply HR Software Company Page 3 of 6



_P Easy To Use
simplypersonnel Personnel, Training & Recruitment Software

If the action was a Rejection, the flow will ask you for a rejection reason.
Select from the drop down list and click on OK.

Rejection Reason r>_(|

Y'ou are about to reject one or more applicants.

[f wou wizh to azsign a rejection reazon to these applicants, zelect one here.

Fejection Reason: | [Wlalae =iz gl =i W |

[ ] 4 l[ Cancel ]

When you get an applicant through the recruitment flow and wish to offer
them the vacancy and they accept, you will then need to convert them across
to your Personnel Manager. There will be a prompt on your recruitment flow.

©o21/04/2009  21/04/2009  21/04/2009  Convert ko HR

If you then go in to the applicant record (via applicant maintenance) and to the
Actions page there is a button at the bottom of the page that states convert.

Click on this button and you will be asked ‘Do you wish to convert the current
applicant to an employee?’

Simply Personnel x

\.\?/I Do wou wish to convert the current applicant to an emplovee?

[ Yes ] [ Mo ]

If you select yes you will be taken to the New Starter page where you can
allocate the holiday entittement and any further information.
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As the applicant is progressing through the recruitment flow you may have
linked certain documents, they are accessible by a number of options, firstly
you can access the documents via the applicant maintenance screen under
the tab Mail Merge, there will be a record of the document that you have

linked. To produce them highlight the required documents and click on
produce.

P Applicant Maintenance - 25 - Smith, John [Accepied]

| bain || Address || Personal || Motes Costs || Ewents 1-2 || Events 3-4 || Reference 1 |
| Feference 2 || Diocuments || Actions | Mail Merge | EBlank Page || Blank Page || Qualifications |

Action Date | Produced Dake Produced | Template

30f1zfz2008 [m} Standard application form + letter
20/04/2009 [} Interview 1 confirmation
211042009 [m} Interview 1 confirmation

2104/ 2009 Offer letter

[#] Include produced letters Produce... ][ Delete. ..

The other option is to go back to the main recruitment dashboard and select
Print Letters.

This will open up another window, where you can select the owner and a
specific template, click on show.

Mail Merge Queue
Select Range: | |
] : ADMIN w
Template: | Cobl Ly W |
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MiS[E3

Template Y acancy Applicant Dwrier
|nterview 1 confirmation T5 [25] Smith, John ADRIN
|nterview 1 confirmation T5 [25] Smith, John ADRIN
Offer letter A 5] Beck, John F ADRIN
Cffer letter TS [25] Smith, John ADMIM
rejection letter 1 A [3) Eelly, Pat Maora ADRIN
rejection letter 1 A [4] Srnith, Sam L ADRIN
rejection letter 1 A [3] Blanchard, Kelsy Roze ADRIN
rejection letter 1 AN [16] Hill, John Stephen ADMIM
reircting lettar 1 AN 1171 Stk Frie ATbAIM
¢ >
[ Produce... ] [ Delete... ] [ Applicant ] [ Yacancy ] [ Claze ]

Highlight the required document and click on produce, you can also go to the
applicant or the vacancy from here.

ﬂ Mail Merge - Interview 1 confirmation

M3

Standard D ocument; |Interview1 caonfirmation

Total applicants:

Frinting:

(%) Print mail merged document directly
() Feview mail merged document first
() Merge To Email

Subject;

E mail &ddress:

Save Options:
(%) Do not zave the documents
() Save the merged document againzt each applicant

() Save a record againzt each applicant that the document was produced

M et > l[ Cancel ] [ Help
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