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Simply Personnel

Recruitment Manager
Setting Up Your System
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.

To set up you Recruitment Manager first you need to select the Recruitment Manager tab from the main dashboard, then System Setup.
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Your first option is Rejection reasons.
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Select this and another window will appear, to add  the rejection reasons click on add and type in the box then click on save.
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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 you differ agency/providers.
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Another window will appear:
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Click on add and fill in the details required.
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Source:
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Select this to add you different sources of applicants, i.e  Internet, Newspapers, Agency.
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Click on add, type in the box and then click on save.

Cost Analysis Codes:
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This is where you can split up you cost i.e use cost analysis code 1 for keeping track what the cost relates to.
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And cost analysis code 2 for keeping track of who the cost gets billed to.
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To set up you cost types select the tab from the dashboard.
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To enter the cost type click on Add, type in the box then click save.
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