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Simply Personnel

Recruitment Manager
Adding a New Applicant and
Applicant Maintenance

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.

To add a new applicant select the tab from the Recruitment Manager dashboard.
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This will then open up another window.
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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 attaché their photo to the records.

Enter the information if you have it (it is not mandatory) and click on next until you get to the last page. (below)
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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 you required option.
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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.
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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.
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Fill in the information and then click on save.
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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.
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Reference 1 and Reference 2 are where you would their reference contacts.
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Action Codes will show what stage the applicant is in you recruitment flow, you can move them on to the next stage by selecting respond.
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Mail Merge will show all of the letter that have been created for the applicant through the recruitment flow, click on produce to print off the document.
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