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Simply Recruitment: System Setup

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

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 Manager first you need to select the Recruitment
Manager tab from the main dashboard, then System Setup.

aystem setup
Your first option is Rejection reasons.
Rejection Reasons

Select this and another window will appear, to add the rejection reasons click
on add and type in the box. Then click on save.

[ ¥, Maintain Rejection Reasons

—_— b4 h
Mame In Use
fpplication returned - after closing date
application returned - not suitable 4
Did not attend Inkerview =
Did not pass medical =
Did not pass written test =
Poor police check =
Poor reference 4
Unsuccesful inkerview )

To set up you action codes please refer to the manual labelled Action Codes.

Agency/Provider. This is where you can keep a log of all address and contact
details for your different agency and/or providers.

Agency / Provider

Another window will appear:

P
Mame In Use Add
Austin Benns

4 pdate...
Howard Jackson Agency )

‘¥orkshire Post Mewspaper = Delete

Cloze
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Click on add and fill in the details required.

Agency f Provider Maintenance

tain | Address

Provider Marme: | S EgRE yi===yal=lg =]

Contact Mame: |Kat_l,l Perth |

Telephone: | 020 657 3756 |

Fam [020673 4883 |

Email: |F|ecruit@.-’-\ustin]ames.com ||a
I Usge

OE. l [ Cancel ] [ Help

Source:

Source

et up the different sources of applicants

Select this to add your different sources of the origin of an applicant. For
example ; Internet, Newspapers, Agency.

5 =
Ink |

s i Ilpdate. ..
Internet =

Intranet %]
Mewspaper =)

Click on add, type in the box and then click on save.
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Cost Analysis Codes:

Cost Analysis Codes 1

Cost Analysis Codes 2

This is where you can split up your costs. i.e use cost analysis code 1 for
keeping track of what the cost relates to.

P
ame In Use
Docurnentation 4 Update...
Medical =
Palice Check 4
Promotion of Yacancy 4
Reference )

Room Rental =
Subsistance &

&l

Travel

And cost analysis code 2 for keeping track of who the cost gets billed to.

P

Marne In Use

I
[(wy
[l

El

El

Recharged to Admin Update...

El

Recharged to Development
Recharged to IT
Recharged to Sales

Delete

El

Close
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To set up you cost types select the tab from the dashboard.

Cost Types

To enter the cost type click on Add, type in the box then click save.

[ P Maintain Cost Types

Mame In Use Add...

=X
Agency Fee Update...

El

applicant Cost

El
=
o
o
i

Interview Room Hire

El
.
]
w“r
)

Magazine Adverkisement

El

Mewspaper Advert

The final part to the setup of recruitment looks at recruitment documents.

Recruitment Documents

sel up your recruitment templales

Here we can develop and design all recruitment document templates, that are
to be used within the recruitment flow. This process works in exactly the
same way as in the ‘Personnel Manager’ section of personnel documents.
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Clicking on Recruitment documents will show this screen.

P =
Diocument Group: | <<alls» [V]
Docurnent Garoup
Invite ta 15k Inkerview Recruitment
Offer letker e
Reference Reguest (1)

rejection letker 1
Standard application Form + ...

Cloze

By Clicking on ‘Add’, this next screen will Appear.

Pleaze enter the name below you would like to give to the ]
gtandard document you are creating. This iz the name that will
be shown in the list of standard documents o uze when mail Cancel
merging a letter for applicants.

II

Standard Document Manme:

Document Group: Recruitmert [V]

After entering the document name and clicking ‘ok’, the same page that opens
in Personnel Manager will appear, prompting for ‘create new’ or ‘create from
file’.
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Create from file will allow you access to documents on your own system.
Create new within ‘word document’ will allow you to create the all important
templates within this module. Use the ‘Mail merge’ section to pull through
information from the Recruitment Manager.

(%) Create Mew Microzoft Office PowerPoint 57-2003 h]
Mizrozaft Office PowerPaoint Macro-E

g Mizrazaft Office PowerPaint Macrao-E
O Create from Fike kizrozaft Office PowerPoint Presenteu
Mizrazaft Office PawerPaint Shide
kizrozaft Office Ward 37 - 2003 Doc

Mizrozoft Office Wiord D ocument [] Display 45 lcan

Microzoft Office Word Macro-E nabletm

Feszult
Inzerts a new Microzoft Office Word Document

abject into vaur document.
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