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Objectives

® Schedule, manage, monitor and maintain Vacancies

® Add Applicants to Vacancies

® Setup Recruitment Flow

® Analyse Recruitment costs

® Set tasks to keep track of Vacancies, Applicants and Recruitment Flow
® Run, create and save reports

® (Create mail merged document templates and merge with Applicant and Vacancy
data

® (Create email templates
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Introduction to Simply Personnel Recruitment Manager

The Recruitment Manager Modules allows a user to carry out several recruitment related tasks such

as setting up Vacancies and adding Applicants on to the appropriate Vacancy. A user can then move

the Applicant through a bespoke recruitment flow which (if created) allows the user to populate

documents / emails based on the Applicants data record. The Applicant is then moved through the

recruitment flow which then accepts the Applicant as an employee by converting their existing data

from Applicant to employee.

&

Dashboard

Simply Personnel

@ Personnel Manager

& Training Manager

nq Recruitment Manager

@:;‘@ Employee Self Service
e

Your Support Expires on: 31/12/2999

% Knowledge Base & Helpdesk

& Guides & Tutorials

Contact Us:

0844 693 1247

Calls cost 7 pence per minute

plus your telephone company's access charge
Licence Queries:

simply.personnel@croner.co.uk

Technical Support:
support@simplypersonnel.zendesk.com

Task Summary

! 34 URGENT TASKS

! 1UPCOMING TASK

(@ 99 FUTURE TASKS

Follow Us:

o

o
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System Setup

The System setup section allows a user to configure the module to meet their company’s
requirement i.e. defining Rejection Reasons, Setting up the Recruitment Flow, Specifying Cost Types,

etc...

%

H—""lﬂ itment System Setup

:: Rejection Reasons @ Cost Types

! % Action Codes @ Recruitment Documents

(E) Agency [ Provider

== Source

El-: Cost Analysis Codes 1

EE Cost Analysis Codes 2

The user will see an “In Use” tick box throughout the system setup, this allows the user to
add the appropriate element to the system, taking this “Out of Use” saves this in the
background but the user will be unable to run reports/select this element based on this

criteria.
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Rejection Reasons

Recruitment System Setup

:: Rejection Reasons

@ Cost Types

a .
! 8 Action Codes

Recruitment Documents

(E) Agency [/ Provider

== Source

Eg Cost Analysis Codes 1

Eg Cost Analysis Codes 2

This area allows a user to define the different Rejection Reasons that will be recorded against the

Applicants record whilst going through the recruitment flow.

Mame

Application returned - after closing date

Application returned - not suitable

Did not attend Interview

Did not pass medical

Did not pass written test

Poor police check

Poor reference

Unsuccesful interview

Add: Allows the user to ADD different rejection reasons

Version 1
Recruitment Manager Page | 6

Build 12.8



Main

Mame: |Nat enough experience | |
In Use

Update: Allows the user to amend previous entries

Main

Name: | Mot Enough Ekperience

‘ Maintain Rejection Reasons

e

Application returned - not suitable

In Use

Did not attend Interview

Did not pass medical

Did not pass written test

Mot enough experience

Poor police check

Poaor reference

AR RO RO R KD

Unsuccesful interview

4

Delete: Removes any highlighted Rejection Reasons
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All references to this data will be remowved. Are you sure you wish to
_ delete this record?

|==
m
5]

r tﬂ As above, when deleting any elements from the System Setup, if this data is recorded
i v Tt

against an Applicants record it will be lost.
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Action Codes

Q Dashboard x

Recruitment System Setup

:: Rejection Reasons % Cost Types

! g Action Codes @ Recruitment Documents

? Agency / Provider

== Source

EE Cost Analysis Codes 1

EE Cost Analysis Codes 2

This area allows users to setup the Recruitment Flow which is bespoke to their company needs from
receiving a CV to converting a potential Applicant into an Employee.

%

Before adding any Action Codes to the system, it would be beneficial to draw out the
Hots axcd Tis

- company’s current recruitment flow and split them into 3 sections: Action / Responses /
Documents

Please see the example on the next page
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Recruitment Flow

A: CV RECEIVED A: ACTION
\l/ R: RESPONSE
A: FORWARD TO RECRUITING D: DOCUMENT
MANAGER
D: Application Form & Letter
1
\% W %
R: CV POSSIBLE R: CV SUITABLE R: CV UNSUITABLE
A: INVITE TO 15t INTERVIEW A: REJECT LETTER SENT
A: ONHOLD . . . —
D: Interview Confirmation D: Rejection Letter
L !
\ V% \% \z
R: ADD BACK R: INTERVIEW R: INTERVIEW
TO PROCESS R: REJECT DECLINED CONFIRMED
A: REJECT A: REJECT A: AWAITING INTERVIEW DATE
D: LETTER NO LETTER D: Interview Confirmation
|
\2 %
R: ATTENDED INTERVIEW R: DID NOT ATTEND
A: AWAITING PANEL DECISION A: REJECT NO LETTER SENT
I
\ V4
R: INTERVIEW UNSUCCESSFUL R: INTERVIEW SUCCESSFUL
A: REJECT LETTER SENT A: OFFER LETTER SENT
D: Rejection Letter D: Offer Letter
I
\Z \%
R: OFFER ACCEPTED R: JOB OFFER DECLINED
A: CONVERT TO EMPLOYEE A: REJECT NO LETTER
Version 1
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The user is then able to start adding Action Codes to the system setup.

‘ Maintain Actions - *
. T - R

] F||:|-E|tE=. ao

Start by adding all of the actions, do this by clicking on the ADD button on the Maintain Actions
window as above.

- ActionMaintenance ¥ The user only has to label the Action name as

Action ' Responses shown opposite. The other settings can be
added at a later time.

Action:
Action: CV Received | . .
This allows the user to create all of the basic
& Inuse . .
Action Codes and they will then be able to
Action Type: . .
, , determine what each Action does as per the
() Action requires a response
(@ Action does not require a response Recruitment Flow.

() Action rejects applicant (no further actions)
() Action accepts applicant (no futher actions)

Immediate Follow-On Action:
B Action triggers immediate follow-on action

Action: | |

Chwner: | |

Document Production:

B Action produces a document ‘!

n s .
® | | el Ensure ‘Action does not require a
o | |  response’ is selected, otherwise

Simply Personnel will prompt the user to add

— further options. As above, this is done at a later

stage.
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Once added go back in to the first action, i.e. CV Received and select update, the user can now start
to link this to documents and responses. (Please see the Recruitment Documents Section).

An immediate follow-on action can be setup by ticking the box in the middle of the window and then
select the action from the drop down menu.

Immediate Follow-0n Action:

Action triggers immediate follow-on action

Action: | Forwarded to Recruiting Manager -

Chwner: | -l

The user can not only set the immediate follow on action (or the next step of the Recruitment Flow),
they can select a specific ‘Owner’. This is another user on Simply Personnel, so one specific user can
manage specific actions, or leave this field blank.

Document Production:

Action produces a document

® Document:  |[SYE ey a— v

Email: | |

The user can also specify that when a certain Action is reached the system can automatically

populate a template previously created in the system. Please see the Recruitment Documents
section for details.

An email template can also be selected from here should the required Action produce an email
rather than a document.

If a response is required for an Action, e.g. CV Received — Suitable / Unsuitable, these are responses
to an Action.

Action Type:

() iAction requires a response

Action does not require a response
Action rejects applicant {no further actions)
Action accepts applicant {no further actions)

In ‘Action Type’ select ‘Action Requires a Response’
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_ The ‘Responses’ tab allows the user to specify

Action FResponses

the desired response in regards to the opposite
Action.

Response Time (Working Days):

) Defautt responee time can be changed by user

Default:

Maimum:

Responses:

0
0

The Response time can be specified at the top
or left blank if required.

At the bottom of the window, this allows the
user to create a set of Responses based on the

M Action, in this example CV Received (as per the

There are no items to show.

Recruitment Flow) has:
CV Possible
CV Suitable

CV Unsuitable

@ Update o Click the ADD button to add these as a

The user can now add the Response as mentioned above and the follow on action for that specific

Response.

Version 1

Responze:

Besponze: | CY Suitable

B nUsze

Fallow-0n Action:

Rezponze nggers follow-on action

Action: | Ireite ko 1 st Inkerview

Owner: | -

Save
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The user can now follow and set up the different Action Codes that relate to the bespoke
Recruitment Flow.

There are several areas on the Recruitment Flow where there is no follow on action i.e. Accept /
Reject Applicant.

Action Type:
Action requires a response
Action does not require a response
(& Action rejects applicart {no further actions)

Action accepts applicant (no further actions)

The above Action Type will stop the Recruitment Flow and therefore reject the Applicant.

Action Type:

Action reguires a response

Action does not require a response

Action rejects applicant {no further actions)
(=) Action accepts applicant (no further actions)

The above Action Type will also stop the Recruitment Flow and accepts the Applicant as above
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Agency / Provider

‘ Dashboard - x
Recruitment System Setup
:: Rejection Reasons @ Cost Types
m b
! B Action Codes Recruitment Documents
(E) Agency / Provider
== Source
Eg Cost Analysis Codes 1
Eg Cost Analysis Codes 2
Agency / Provider allows the user to keep a log of all addresses and contact details for different
agencies and providers used for Recruitment.
% This feature is completely optional as is not essential to complete the Recruitment
T
M Manager System Setup
& Agency / Advertising Provider - X
Mame In Use
Austin Benns ¥
Howard Jackson Agency %
Yorkshire Post Mewspaper =
Version 1
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Click on ADD to enter the details for the different Agency / Provider as per the following screenshot:

Main  Address

Provider Mame: ||_DCEI| College

Contact Name: |Jﬂhr1 Smith

Telephone 2: |u1234 456798

|
|
Telephone 1:  |01234 456789 |
|
|

Fax: 01234 456799
Email: |iuhr1.srn'rth@localcnllege.cum| |ﬁ
In Use

Address details can also be added by click the ‘Address’ tab at the top of the window.
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Source

‘ Dashboard - x

Recruitment System Setup

:: Rejection Reasons % Cost Types

n ™
! -] Action Codes IE Recruitment Documents

? Agency / Provider

== Source

Eg Cost Analysis Codes 1

Eg Cost Analysis Codes 2

The user can also add the different type of sources of the origin of the Applicant, e.g. Internet,

Newspaper, Agency, Magazine etc...

@ Maintain Sources - *®

MName

Internal
Internet

Magazine

W
Intranet W
W
W

Mewspaper

Similar to the Agency / Provider section, click on ADD and enter the different sources

tawd T TiS is also an optional section and is not mandatory to complete the setup.
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Main

MName: |Suc1'a| Medial

In Use
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Cost Analysis Codes 1 & 2

G Dashboard - X
Recruitment System Setup
:: Rejection Reasons % Cost Types
n |
! B Action Codes E Recruitment Documents

? Agency / Provider

== Source

Eg Cost Analysis Codes 1

Eg Cost Analysis Codes 2

Cost Analysis Codes are to be used in conjunction with Cost Types to allow the user to specify and
filter individual cost types through reporting.

For example, Cost Analysis Codes 1 can be used for keeping track on what the cost relates to:

& Maintain Cost Analysis Code 1 - x

MName

Documentation
Medical

Police Check

Promotion of Vacancy

Reference

Room Rental

Subsistance

R )RR R R R

Travel

The user clicks on ADD and labels the different types of Analysis Codes. These can be used to filter
out specific costs through the reports within Simply Personnel, e.g. all costs relating to Travel.
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Analysis Codes 2 can be used for keeping track of who the cost gets billed to.

) Maintain Cost Analysis Code 2 - x

Mame

Recharged to Admin

Recharged to Development B
Recharged to IT B
Recharged to Sales B

% . The Analysis Codes are completely optional and should only be populated if there is a
Huis axd Tipa

requirement to do so.
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Cost Types

@ Dashboard x

Recruitment System Setup

:: Rejection Reasons % Cost Types

n ™
! E Action Codes E Recruitment Documents

? Agency [/ Provider

== Source

Eg Cost Analysis Codes 1

Eg Cost Analysis Codes 2

As mentioned previously, Cost Types are associated with the Cost Analysis Codes. These are more

generic and should mainly be used to detail how much it has cost the company to Recruit and setup
Vacancies.

' Maintain Cost Types - x

Mame In

Use
Agency Fee ™
Applicant Cost

Interview Room Hire

Magazine Advertiserment

R A A

Mewspaper Advert

Click on ADD to add the different Cost Types associated with Recruitment.
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Recruitment Documents

@ Dashboard - x

Recruitment System Setup

:: Rejection Reasons % Cost Types

m ™
' B Action Codes B Recruitment Documents
e 3

(E) Agency / Provider

== Source

EE Cost Analysis Codes 1

EE Cost Analysis Codes 2

The final part of system setup relates to Document templates

This is where the user can develop and design all documents associated with Recruitment from
confirming receipt of CV, Interview invites to an Offer and Contract for successful Applicants.

By Before setting up any document, the user will need to create a Document Group in
'”—""Lﬂ Personnel Manager First.

Go to Dashboard -> Personnel Manager -> System Setup -> Business Rules -> Document Groups

And create a Document Group titled ‘Recruitment’

] Document Groups - *
MName In Use -

Leaver M

Mew Starter =

Recruitment

Right to Work
Scanned Documents
SP TRAINING

Training

!

TR AR (R

Working Time

After setting up the group
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in Personnel Manager the user is then able to setup document templates in Recruitment Manager.

Return to Recruitment Documents as shown in the first screenshot.

@

Recruitment Documents

Document Group: | bl Ly

Document A Group

Application Form

Recruitment

Invite to 1st Interview

Recruitment

Offer Letter 2015

Recruitment

Reference Request

Recruitment

Click ADD to add a new template

Fleasze enter the name below you waould like to give to the
standard document you are creating. Thig is the name that wil
be shown in the list of standard documents to use when mail

merging a letter for app

Standard Document Mame:

D ocument Group:

licants.

Rejection Letter

| Recruitment

Ahzence
m;ﬁppraisal

Application Form

Contract

Invite to 1st Interview

Dizciplinary
Emailz

Offer Letter 2015

Grievance
Leawver

Reference Request

I e Starter

Version 1
Recruitment Manage

F ecruitment

Right to \wiark
Scanned Documents
SP TRAIMIMG
Training

Whorking Time

r
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The user can now enter a name
for the template e.g. Rejection
Letter, and specify which group
this template resides i.e.
‘Recruitment’

ot v T Simply Personnel will
not allow duplicate
names, for past/future templates
it is worth specifying the year
they were made; 2014, 2015,
2016 etc...

Click OK
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Afterwards in the ‘Insert Object’ window the user now has two options:

Create New

Ohbject Type:

(&) Create New Microsoft PowerPoint Presentation

Microsoft PowerPoirt Slide
) Create from File Microsoft Ward 57 - 2003 Document
Microsoft Word Document
Microsoft Ward Macro-Enabled Docu
OpenDocument Presentation )
CpenDocument Spreadshest @ Display As lcon
OpenDocument Text

4

Flesult
Ingerts a new Microsoft Word Document object

inta your document .

This gives the user the option to create a brand new template from scratch, in the ‘Object Type’ list,
select the desired document i.e. Microsoft Word Document and click OK.

Create from File

() Create MNew

Filg:
C:%Program Files ¢c86)\Simply Personnel*

B Display Az lcon

Result
Inserts the contents of the file as an object into

i ™y your document so that you may activate it using
E the program which created it.
This gives the user the option to select a previously created template to upload this into Simply

Personnel.
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When creating a new document template, create the basic letter as shown in the example below

Thank you for your mterest in our recently sdvertiied positon a5 detailed sbove

in light of your background and the postion avadable, it does ot appear that an interview would be mutialy
beneficialatthis ime. We Wil however, maintsin your CV for 8 period of one year for future considerations.

We appreciate your interest in our Company and wish yOu every SuCCess.

The user can now add mail merge fields from Simply Personnel to populate the template with the
Applicant and Vacancy details.

Mailings

Applicant_ID

Vacancy_Reference

Vacancy_Post

Title

Surname

Forename

Other_Names
Known_As

Enquiry_Date

Date Vacancy_Closing_Date

Address_1

Address_3

Street Address Address_4
Address 5

Version 1
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Complete the rest of the letter template by adding the appropriate mail merge fields, header,
signature and any other formats if applicable.

‘ C.rone[

Date

«Title» «Forename» «Surnames»
wAddress_1»

whddress_2w»

wAddress_3»

wAddress_4»

wAddress_5»

«Postcode»

RE y_Ref y_Post»
Dear «Forename:s,
Thank you for your interest in our recently advertised position as detailed above.

In light of your background and the position available, it does not appear that an interview would be mutually
beneficial at this time. We will, however, maintain your CV for a period of one year for future considerations.

‘We appreciate your interest in our company and wish you every success.

Sincerely,

A Sample

HR Team

All text formats, images as done above will be saved in Simply Personnel.

The user closes Microsoft Word down, and this template is now saved in Simply Personnel.

‘ Recruitment Documents - x

Document Group: | <ALy -

Application Form Recruitment
Invite to 1st Interview Recruitment
Offer Letter 2015 Recruitment
Reference Request Recruitment

Rejection Letter Recruitment
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Creating a New Vacancy

‘ Dashboard

Recruitment Manager

System Setup

Task Summary

Os . Ii ! 4 URGENT TASKS
o Existing Applicant

! 0UPCOMING TASKS
@ 1FUTURE TASK

93 New Applicant

% Existing Vacancy

% New Vacancy i Print Letters

i’i.‘!i Reports 2\9; Online Recruitment

To add a new Vacancy in the recruitment module select New Vacancy as above.

This will open up the following window:

Version 1
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@ New Vacancy
Vacancy: Dietails:
Refersnce:  P0OS123 Location: |London -
Post: | Payroll Manager - Department: | Payroll -
Status: |OF‘EN | Salary Band: | Band 2 -
Application Closing Date: 31/08/2015 . Specific Salary: |£28.000
Target Date To Fill Vacancy: I Employment Type: | Full Time -
Date Vacancy Created: 24072015 I
Date Vacancy Closed:
Orline Settings:
B Show on Web
Show Vacancy From: .
Show Vacancy To: I
Mumber of Vacancies: 1
First Action:

Help

Enter a reference number, assign it to a post (position in the company) and enter the closing dates,

location and salary.

%

Huali awd Tt

updating the ‘Online Settings’.

If the self service module is installed, the Vacancy can be made available to employees by

Once all the required information has been completed, click FINISH. The system will confirm that the

Vacancy has been added and will ask the user to enter any further details:

Version 1
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Vacancy PO5123 (Payroll Manager) successfully added.

Would you like to add further details to this vacancy?

©)

Mo

If the user selects YES they will be taken through to the Vacancy maintenance window.

Version 1
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Vacancy Maintenance

The user can now detail various aspects of the Vacancy and maintain the interview location, dates,
time etc. The status of the Vacancy can be changed or re-scheduled. Applicants can be added to the
Vacancy.

vaad T Utilise the tabs on the side to navigate

The Maintenance window displays quick links on the right hand side.

The Task Summary will identify any upcoming/current and out of date tasks
Cost Details

Costs: Current Vacancy costs are displayed.
560.00

in regards to the opened record.

CrepiFreent: Grmmrery Application Summary shows total number of Applicants recorded against the
Total Applicants: 3 Vacancy of which are Pending / Rejected.

The user can also quickly Add or Process an Applicant.

Clicking on the ‘Future/Upcoming/Urgent Tasks’ icon will open up the Task Summary window which
displays tasks in relation to the record that is open.
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Task Summary

‘ @EQ~OET@ -
HOME SYSTEM SETUP

PERSONNEL TRAINING RECRUITMENT

Simply Personnel - Vacancy Maintenance -

REPORTS

UPDATES DOCUMENTS HELP

POS123 - Payroll Manager [OPEN]

. N N - &
O RERS = 2%
Recruitment  New Delete  New Mail Merge  Task  Transfer
Dashboard  Vacancy Vacancy  Applicant Queue List  Details
Dashboard Vaaancies Applicants Documents Tasks | Online Recruitment
A\ Task List
Task List
A\ Personnel | gy Training | f} Recruitment
Task o Vaconcy a Applicant
CV Received SP 009 Mitchell, Adam
A 291072014 Awaiting Interview Date SP 001 Poyser, Trevor Philip ADMIN
i 2070472015 Forwarded to Recruiting Manager 001 LONDON Smith, James ADMIN
20/04/2015 Forwarded to Recruiting Manager APP POOL Smith, James ADMIN
22/04/2015 Awaiting Interview Date 005 LINCOLN Smith, James ADMIN
30/07/2015 Awaiting Pannel Decision pOS123 Green, Teresa ADMIN

Simply Personnel separates tasks for each module as per the tabs above.

Scroll down to the bottom of the task list to see the Task Summary features.

The user is able to Print / Export this data to an external application should this data

be required for business purposes.

Email i Click ‘Email’ to send an email to either Applicant or Task Owner if associated against

that specific task.

Respond Applicants can be moved through the Recruitment Flow from here. The user clicks

RESPOND if the task specifies a response is required.

Applicant Applicant / Vacancy maintenance windows can be accessed via the corresponding

buttons.

Huits awd Tipa

into place which will auto-hide when not in use.
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The User can move the Task List to all edges of the screen and use the “ [®” to lock the list
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Vacancy

Mai

=)

Vacancy Maintenance - POS123 - Payroll Manager [OPEN]

P—
Main otes  Applicants  Open Actions ® FUTURE TASKS

Vacancy: Deetails:

Reference: pos123 Location: |London - Cost Details

Post: Payroll Manager Department: | Payrol - Costs:

. - : -
POS123 Status: | OPEN Salary Band: | Band 2 0.00
. - Application Closing Date: 31/08/2015 Specific Salary: | £28,000 )
Payroll Manager I Applicant Summary
Payroll Target Date To Fill Vacancy: I Employment Type: | Full Time -
Total Applicants: 0

London Date Vacancy Created: 24/07/2015 I

Date Vacancy Closed:

Online Settings:
Administration Show Vacancy From: I
T e Show Vacancy To: I

Number of Vacancies: 1
Other

First Action:

Add Applicant

Process Applicant

The main page will show the information that the user entered when creating the Vacancy it is also
where the user will change the status once the Vacancy has been filled.

The change status will allow the user to set the Vacancy from Open/Suspended/Closed.

futiad T 1O SAVE the record, simply close down the window after making any changes
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Notes

Vacancy Maintenance - POS123 - Payroll Manager [OPEN]

i Notes i i
Maanpllcarﬂs Open Actions ® FUTURE TASKS

B 7 U & [ ES 5
Cost Details
Costs:
POS123 These are additional notes in regards to the Vacancy ... 0.00

Payroll Manager

Applicant Summary

Payroll .
Total Applicants: 0
London
0

Administration

Documents

Other

Add Applicant
Process Applicant

The notes section allows the user to input any details in regards to the Vacancy.

The import button (when clicked) will import text from any document associate with the Vacancy job
position in Personnel Manager -> System Setup -> Business Rules -> Posts see below:

‘ Post Maintenance
Post TMA Profil Post: |F‘E|1,.rmll Manager |
HR. Officer Reports to: | Managing Director -
Managing Director Positions- 999 -
Marketing Assistant
Marketing Director Shares: ! h
Marketing Manager 2 n Use
Office Manager THA Profile: | -

Payroll Manager Doserption | chellDesktop*Job Descr ltil:lrl.lj':":ﬂ';

Sales Consultant Document:

E— :
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Applicants

‘ Vacancy Maintenance - POS123 - Payroll Manager [OPEN]

Main  Notes \Applicarts J Open Actions

! UPCOMING TASKS
D Reference  [Mame Status Rating  |Enquiry Datg
49 001 Green, Teresa Pending 4 24/07/2015

Cost Details

Costs:
POS123 .
Payroll Manager Applicant Summary
:::rdo‘lln Total A

Administration

Documents

Other

4 1l b

B Include rejected applicants
B Include accepted applicants

Add Applicant
Process Applicant

The Applicant page allows the user to add Applicants against the Vacancy.
Double clicking an Applicant will take the user directly to the Applicant Maintenance window.

Emails can be sent directly to the Applicant from here by highlighting an Applicant and clicking on
Email at the bottom of the screen.

%

. Email templates will need to be setup in the Business Rules via Personnel Manager’s
Ht et Tps

system setup.

Clicking ADD allows the user to create a new Applicant for this Vacancy. Please go to the
‘Creating a New Applicant’ section for more details.
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Open Actions

Vacancy Maintenance - PO5123 - Payroll Manager [OPEN]

Main  MNotes Applicants §{-pen Action: 1 UPCOMING TASKS

Action:  [<<ALL>> -
Cost Details

Tasks|Action Date |Reference  |Applicant = Action
A 27/07/2015 186 Mitchell, Adam Charles Invite to 1st Interview
A 27/07/2015 181 Green, Teresa Invite to 1st Interview 0.00

Costs:

PO5123

Payroll Manager

Applicant Summary

Payroll ;
Total Applicants: 3
London
Pending: 2

Rejected: 1

Administration

Documents

Other

4 1l

»

The Open Actions page allows the user to keep a track on multiple Applicants and which records
require attention.

The example above prompts the user to ‘Invite to 1% Interview’ as per the Recruitment Flow setup
earlier (see Action Codes).

% . Actions can be responded to for multiple Applicants by multi select (Hold down CTRL +
Ht aut Tips

Click Applicants or Hold down SHIFT + [down arrow))

The user would then click ‘Respond’ and select the appropriate response to move the Applicants
along the Recruitment process.
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Action: <l L -

Applicant

Mitchell, Adam Charles

Green, Teresa

4 1l

Action
Invite to 1st Interview

Invite to 1st Interview

»
revors.

Applicants: | <<Total 23>

Action: |Irwita to st Interview

Responsze:

Besponze: | Interviews Confirmed

Clozing
Marrative:

Applicants telephoned and have confimed they can attend Intervie]  «

Fallow-On Actions:
Action Date
31/07/2015

Template
Awaiting Interview Date

Interview 1 confirmation

Owner
ADMIN

Main  Notes Applicants Open Actions

Action: [ <<ALL>> -|

Tasks |Action Date |Reference
@ 31/07/2015 187

Applicant
Mitchell, Adam Charles

Action

Awaiting Interview Date

@ 31/07/2015 188 Green, Teresa

Awaiting Interview Date

4 1l

Respond...

Version 1
Recruitment Manager

»
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Select multiple Applicants and click
‘Respond’

Change the Response field and select
the approripate response in relation
to the action.

Return to the Vacancy Maintenance
window and notice how the
Applicants Action has now been
moved along the Recruitment Flow.

% Tasks icons change from a
Huaned T status that requires attention
 to a future task
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Administration

Advertising

‘ . Vacancy Maintenance - PO5123 - Payroll Manager [OPEN]

Costs  Qualfications

® FUTURE TASKS

Cost Details

Description
24/07/2015 Website Howard Jackson Agency Internet
24/07/2015  Advertisment Yorkshire Post Newspap... Newspaper

Costs:

PO5123 o

Payroll Manager

Applicant Summary

Payroll ;
Total Applicants: 3
London

VELEL TN

Administration

Documents

Other

»

The Advertising page can be used to keep historic records on the different methods used to
advertise this current Vacancy.

ADD Allows the user to add new methods of advertising.

UPDATE Can be used to change current data

DELETE Will remove the highlighted data record

PROVIDER Allows the user to view additional provider details (opens in a separate window)
Version 1
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Costs

Vacancy Maintenance - PO5123 - Payroll Manager [OPEN]

® FUTURE TASKS

Cost Details

24/07/2015 250.00 Magazine Advertisement Colour Advert
24/07/2015 300,00 Interview Room Hire Outsourced

Costs:

550.00

PO5123

Payroll Manager Applicant Summary
Payroll .
Total Applic
London

Pending:

Rejected:

VELEL TN

Administration

Documents

Other

Vacancy Total: | 55000 Add...
Applicart Total: | 0.00)

Grand Total: | 550000 Add Applicant

The Costs page can be used to record different types of costs involved in regards to Recruitment.

As additional costs get added to this section, this page also displays both Vacancy and Applicant
costs separately (which can be added to individuals via the Applicant Maintenance window).
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Qualifications

P Vacancy Maintenance - POS123 - Payroll Manager [OPEN]
e
isi lificati
Advertising  Costs @ @ FUTURE TASKS
Qualification & Subject Grade
Degree m 22 Cost Details
GCSE English B Costs:
GCSE Maths C 550.00

S GNVQ m Pass
Payroll Manager HND Management Skills Distinction Applicant Summary

Payroll

Total Applicants: 3
London

VELEL TN
Administration
Documents

Other

1 1l

3

Add Applicant

The Qualifications page can be used to identify minimum qualification levels for potential Applicants.

The user clicks on ADD and adds the qualifications in the pop up window.
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Documents

Mail Merge

Y

Vacancy Maintenance - PO5123 - Payroll Manager [OPEN]

POS123
Payroll Manager
Payroll

London

Vacancy

Administration

Mail Merge ) Documents

Action Date |Produced |Date Produc...|Applicant Template

24/07/2015 (49) Green, Teresa Invite to 1st Intery

24/07/2015 (50) Mitchell, Adam Charles Invite to 1st Intery
Mitchell, Adam Charles

31/07/2015 (49) Green, Teresa v
31/08/2015 (49) Green, Teresa Standard applicati

4 1l b

Include produced letters Produce...

® FUTURE TASKS

Cost Details

Costs:

550.00

Applicant Summary
Total Applicants: 3
Pending: 2

Add Applicant

From this page, as the Applicant is moved through the Recruitment Flow by selecting responses to
actions, Simply Personnel will keep a repository of documents to be produced.

Several documents can be highlighted and produced at the same time. Holding the CTRL key and

selecting the documents required allows the user to do this.
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Documents

‘ Vacancy Maintenance - POS123 - Payroll Manager [OPEN]

i ent:
Mail Merge éocum 5' ! UPCOMING TASKS

Document Group: | <AL Lsx .|

— . Cost Details
Date Created Description Group Linked Decu

07/07/2015 Interview Questions Recruitment Micros

Costs:

POS5123 550.00

Payroll Manager

Applicant Summary

Payroll ;
Total Applicants: 3
London
2

Vacancy

Administration

Documents

4 1l

Add Applicant
Process Applicant

»
I = e e

Documents in relation to the Vacancy can be stored on the Documents tab. To load a document, the
user clicks INSERT

. msemObe x The pop-up windows allows the user to create a document

oK

CemeNew — from scratch, or browse to a file location to locate a
previously created file.

@ Crestefrom File | nive\Simply Personnel\Test Documehis',

o

Result
Inserts the contents of the file as an object into

P ™ your document so that you may activate it using
M the program which created

Clicking OK displays a second window which requires - DowmentPropetes X

e . . Diesciiption |MeelingHoomEookingInvoice |
additional information: sacioset [z i —
e Type a name for the document Document Group: [ Fecntment -
e Date created flote:
Comments attached. 22/07/2019 a

e Select the appropriate group
e Comments (optional)
e Click OK

Version 1
Recruitment Manager Page | 41 Build 12.8



Vacancz Maintenance - POS123 - Payroll Manager [OPEN]

i ‘D nt'
Mai Merge RL0cm="5 ! UPCOMING TASKS

Document Group: | <<ALL>> |

<AL= Cost Details
oac crsea RS roup ———[lnked [Docur

07/07/2015 Appraisal ecruitment Micros  [EhER
Contract - -
22/07/2015 Disciplinary Ecrultm ent Micros 550.00

Emails

’ e Giri =

Payroll Manager Lg:“:zpce Applicant Summary

Payroll New Starter
Total Applicants: 3

London Right to Wark .

Scanned Documents 4

POS123

SP TRAINING
Training

Working Time

Vacancy

Administration

4 {11

b
Process Applicant

Multiple documents can be stored and filtered through the appropriate group from the top drop
down box for quicker navigation.

Clicking PROPERTIES allows the user to change the document details.
ACTIVATE opens the highlighted document.
DELETE will delete this document from Simply Personnel

% . When uploading documents to Simply Personnel, the user has the option to link a
Ht awel Tis

document rather than defaulting to embed.

Linking Documents Tells the system where a document is saved on a local / network drive. As the
document is now linked, the document must remain in the same location path at all times (if
removed, the link to Simply Personnel will be broken.

Embedding Documents Saves a copy of the document on the database. The original document on
the local / network drive can be removed if desired. Unlike Linking a document, if the original
document is updated the same document on Simply Personnel will also need to be updated.
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‘ Vacancy Maintenance - PO5123 - Payroll Manager [OPEN]

Hadhace 1 UPCOMING TASKS

Cost Details
Costs:

PO5123 2000
Payroll Manager Applicant Summary
Payroll ;
Total Applicants: 3
London

Vacancy

Administration

Documents

Add Applicant

Process Applicant

Simply Personnel has a Screen Designer feature that will allow the user to create a bespoke page to
input data on to a record which cannot be recorded on the pre-defined fields.

Please see the Screen Designer Guide for more details.
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Existing Vacancy

P Dashboard - x

Recruitment Manager

System Setup Task Summary
T—
i* Existing Applicant

1 2 UPCOMING TASKS
(@ 1 FUTURE TASK

90 New Applicant

% Existing Vacancy

% New Vacancy i Print Letters

ﬁ Reports 2?; Online Recruitment

Existing Vacancy opens a search window allowing the user to browse previous, current and future
Vacancies created on Simply Personnel and filter out:

‘ Vacancy Maintenance - x

Vacaney Search

e A specific reference number/code

‘Search Resuts:

— : e Different Posts
Post: 001 LONDON Administrator OPEN
e EEE COU i e Open/Closed/Suspended Status
APP POOL Accountant OPEN
05123 Payroll Manager  Londen .
e Locations and/or Departments
SP 002 HR Manager OPEN
SP 003 Administrator OPEN
Department: SP 004 Administrator OPEN
SP 009 HR Officer Lendon Human Reso... OPEN
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Creating a New Applicant

@ Dashboard - *®

Recruitment Manager

System Setup

Task Summary
C—
o Existing Applicant

90-_: New Applicant

@ 1FUTURE TASK

% Existing Vacancy

% New Vacancy i Print Letters

ﬁ Reports gg Online Recruitment

Once a Vacancy has been created, the user can now add an Applicant to the system and linked to the
appropriate Vacancy.

The following pop-up windows will need to be populated:
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3 New Applicant -
Basic Details: Vacancy:
Applicant Ref: | <Undefined> | 001 Wacancy Ref: | POS123 -
Sumame: Green Post: | Payroll Manager -
Forename: Teresa
Cther Names: Enquiny:
Known As: Teresa Agency: | Howard Jackson Agency -~
Title: Miss - Source: | Intemet -
Sex: Male @ Female Enquity Date: | 24/07/2015 I
Rating:
Rating: 4 -
Comments:
Suitable CV] -~
k
Cancel Help
3 New Applicant -
Address: Contact:
Address: 123 Fake Strest Work Phone:  |01234 56789
Town Home Phone: 01234 54788
Courtry Mobile Phone:  |07715 12345
Work Email: email @work.co.uk
Home Email: email @home .co uk|
Postcode: AB123DE
Version 1

Recruitment Manager

Page | 46

Details of the Applicant will be
populated as per the example
opposite.

%

Not all fields have to be
Hadti ad Tips

completed in this section,

this can always be done at a later
date however basic details will still
need to be recorded to add this
Applicant.

Click NEXT

Add the Applicants contact
details.

% Simply Personnel will
Huts asd Tps

use these address fields
to populate document templates
and send emails to any email
address stored in these fields.

Click NEXT
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<9 New Applicant - x OPTIONAL : If required to do so,

Personal: Picture: the User can record an Applicants
Date of Birth: . .
et Bt date of birth, marital status,
Age: . . . . . .
Mol S | - nationality, ethnic origin and if
Nationalty: | <] they have been registered
Ethnic Origin: | - disabled.
B Registered Disabled
Simply Personnel also allows the
Import .
=] storage of photos against the
Applicants record.
Vot THIS tab does NOT have
to be populated, leave
the fields blank then:
. A
<Back Neot > Cancel Help Click NEXT
N
Y New Applicant _ x _On the final screen:
First Action: Namative: . .
S EU Select the first Action Code as per
CV Received - CV Looks good, double check recent a Recruitment Flow and select an
o . | employment background.
Quner JONH ’ owner (if required).
Action Date:
o Browse to locate the CV stored on
© Specic Date: /072015 |l the local / network drive.
CV Details: Input CV details, name, date,

Document Path: | C:\Users‘\adam mitchell“Cne Drive'\Personal Documents CV02072015. grou p etc

Description: |C0\rering Letter and CV -]

Dete Croted: (227077205 [ Add notes as required.

(@ Linked Embedded

Document Group: | Recrutment hd

Motes: Attached notes| -

Click FINISH
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Existing Applicant

G Dashboard

- X

Recruitment Manager

System Setup

O@ Existing Applicant

90 New Applicant

% Existing Vacancy

% New Vacancy

ﬁ Reports
|_Back_|

Task Summary
| 4URGENT TASKS

1 3 UPCOMING TASKS
@ 1FUTURE TASK

i Print Letters

g@ Online Recruitment

After loading Applicants on to Simply Personnel, the user can access these by clicking on Existing

Applicant as highlighted above and search for:

=) Applicant Maintenance - x

Surname: _ E] SP 001 (Ad.. 38 Poyser, Treve... Pending

Rating |Enquiry Date

0 2271072014
. a SPO0L (Ad... 41 Mitchell, Adam Pending 0 31/10/2014

Minimum Rating: N SP003 (Ad... 42 D,Hesther  Pending 4 04/11/2014
a5 SP 008 (HR... 45 Mitchell, Adam Pending 0 111272014

M Include rejected applicants 3 APPPOOL (... 46 Smith, lames Pending 0 15/04/2015
e a 001 LONDO... 47 Smith, James Pending 0 15/04/2015
[ 005 LINCOL... 48 Smith, James  Pending 0 15/04/2015

49 [ POSL23 (Pa.. 001 Green, Teresa_ Pending 4 24/07/2015

50 POSI23 (Pa... 002 Mitchell, Ada... Pending 0 24/07/2015

An ID/Ref Number

Surname

Minimum CV Ratings

Show Accepted/Rejected Applicants

Highlighting an Applicant and clicking SELECT will take the user to the Applicant Maintenance

Window.
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Applicant Maintenance Window

The user can now detail various aspects of the Applicant and maintain the interview location, dates,
time etc. The user can move an individual Applicant through the recruitment flow if required.

el y Utilise the tabs on the side to navigate

The Maintenance window displays quick links on the right hand side.

The Task Summary will identify any upcoming/current and out of date tasks in regards to the opened
record.

oo depived

Applied For:

HR Officer Post Applicant has applied for

Source:

Internet The application source

Department:

Human Resources Where the post is based (Location/Department)

Location:

London The current Recruitment Flow Action which the user can respond to here
Current Action: . H i

oV Received The user can also quickly go to the Actions tab and view the Vacancy
Details which will open in a separate window.

Respond

All Actions

Vacancy Details

Clicking on the ‘Future/Upcoming/Urgent Tasks’ icon will open up the Task Summary window which
displays tasks in relation to the record that is open.
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Task Summary

‘ O] QoG - Simply Personnel - Vacancy Maintenance - POS123 - Payroll Manager [OPEN]
HOME  SYSTEMSETUP  PERSONNEL ~ TRAINING | RECRUITMENT | REPORTS ~ UPDATES ~ DOCUMENTS  HELP
. \ L o) — &
~
O RERS ] &%
Recruitment  New Delete New Mail Merge  Task  Transfer
Dashboard  Vacancy Vacancy  Applicant Queue List  Details
Dashboard Vacancies Applicants Documents  Tasks | Online Recruitment
Ak Task List
Task List

A\ Personnel | f} Training | f Recruitment

Vacancy a Applicant &
5P 009 Mitchell, Adam
29/10/2014 Awaiting Interview Date SP 001 Poyser, Trevor Philip ADMIN
20/04/2015 Forwarded to Recruiting Manager 001 LONDON Smith, James ADMIN
20/04/2015 Forwarded to Recruiting Manager APP POOL Smith, James ADMIN
A\ 2200412015 Awaiting Interview Date 005 LINCOLN Smith, James ADMIN
i 3000772015 Awaiting Pannel Decision POS123 Green, Teresa ADMIN

Simply Personnel separates tasks for each module as per the tabs above.

Scroll down to the bottom of the task list to see the Task Summary features.

The user is able to Print / Export this data to an external application should this data
be required for business purposes.

Email i Click Email to send an email to either Applicant or Task Owner if associated against

that specific task.

Applicants can be moved through the Recruitment Flow from here. The user clicks

RESPOND if the task specifies a response is required.

Applicant / Vacancy maintenance windows can be accessed via the corresponding
buttons.

The user can also add Narrative information here.

%

Hodti aud Tt

The User can move the Task List to all edges of the screen and use the “ [™” to lock the list
into place which will auto-hide when not in use.
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Personal

Mai

=

Applicant Maintenance - 49 - Green, Teresa [Pending]

Main ddress  Personal

Basic Details: Wacancy:
Applicant Ref: |45 po1 Vacancy Ref: |POS123
Sumame: Green Post: Payroll Manager Applied For:
Payroll Manager
Forename: Teresa
Teresa Green = Source:
Known As: Other Names: Enquiry: Internet
Teresa Known As: Teresa Agency: | Howard Jackson Agency  ~ | Department:
Title: Miss - Source: | Intemet - Payroll
Sex: Male @ Female Enquiry Date: | 24/07/2015 .| Lo
London
Rating:
Personal
Rating: 4 - Current Act
Appllcan‘t Commernts: Awaiting Interview Date
Suitable CV -

Administration

Documents

Other

The Main tab will display the already populated fields when the Applicant was initially added.

lutiad T 1O SAVE the record, simply close down the window after making any changes
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Address

Applicant Maintenance - 49 - Green, Teresa [Pending]

Main | Address JPersonal

Address: Contact:
Address: Work Phone: | 01234 56785
Home Phone: |01234 54788 graledic
Payroll Manager
Mabile Phone: |07715 12345
Teresa Green Source:
T Work Email: email @work.co.uk = F—
Teresa Home Email:  |email@home.co.uk [~ Department:
Postcode: AB123DE Payroll

Location:
London

Personal -
Current Action:

Awaiting Interview Date

Applicant

Administration
Respond
Documents

Other

All Actions

Vacancy Details

The Applicants contact details can be changed from this tab.

%

Soglts The Email icon next to the email addresses, will allow the user to send an email to the
ol

Applicant using the default email client.
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Personal

‘ Applicant Maintenance - 49 - Green, Teresa [Pending]
Main Mdm;@
Personal: Picture:
Date of Bith: || .|
Age: Applied For:
Payroll Manager
Marital Status: | | U E
Teresa Green Source:
Known As: Nationaity: | °] Internet
Teresa Bthric Origin: | ] Department:
B Fegistered Disabled Payroll

Location:

London

Personal

Applicant

Current Ac

Awaiting Interview Date

Administration
Respond
Documents

Other

Vacancy Details

Personal details for the Applicant can be loaded on to this tab if necessary.
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Applicant

Events 1-2 & 3-4

‘ ,_.——ﬁEEI_iEa”t Maintenance - 49 - Green, Teresa [Pending]
Everts 1-2  Events 34 BReference 1 Reference 2 Actions
VETT 1 Event 2:
Type: st Interview Type:
Date: 31/07/2015 B oo .| G AL
Payroll Manager
Time: 05:00 Time:
Teresa Green Source:
T Location: Meeting Room 1 Location: INEETTEE
Teresa Participants: Charles Abbey - Participants: L, P
Timothy Haliday Department:
Jane Smith Payroll

E8 - =8 v
Personal

Applicant

Current Action:

Awaiting Interview Date

Administration

Documents

Other

Vacancy Details

Tabs ‘Events 1-2 and 3-4’ allow the user to input any details in regards to Interviews, Practical
Exercises, Telephone Interview, a few examples of events which data can be merged to document /
email templates created within Recruitment Manager.
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Reference 1 & 2

‘ Applicant Maintepance - 49 - Green, Teresa [Pending]
Events 12 Everts Reference 1 Reference 2 Bhctions
Details:
Sumame: Lingard Address: 1 High 5t
Forepames: Claire Town Applied For:
Payroll Manager
Title: Ms - County
Teresa Green Source:
Known As: Bosttion: HR Manager Internet
Teresa Organisation: | A Company Department:
Telephone: 01255 545454 Postcode: AD123DE Payroll
Relationship: Manager Location:

London

Personal .
Current Act

Applicant Awaiting Interview Date

Administration
Respond
Documents

Other

Vacancy Details

Tabs ‘Reference 1 and 2’ allow the user to input any details in regards to the Applicants reference
details supplied with their application for a Vacancy.

As mentioned before, these can be used for document and email templates if necessary.
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Actions

‘ Applicant Maintenance - 49 - Green, Teresa [Pending]

Events 1-2 Events 34 Reference 1 Reference 4 Actions

Tasks|Action Date | Created Closed Date |Action

W 31/08/2015 24/07/2015 24/07/2015 CV Received -
27/07/2015  24/07/2015 24/07/2015 Forwarded to Recruiting Manager  CV Suitable
27/07/2015 24/07/2015 24/07/2015 Invite to st Interview R ENISaNl  Payroll Manager
Eil 2015 0 Source:

Applied For:

Teresa Green

24 015 Awaiting Interview Date
Known As: Internet
Teresa Department:
Payroll
Location:
London

Personal .
Current Ac

Awaiting Interview Date

Respond :'

Applicant

Administration
Documents

Other

4 1l b

Vacancy Details

This tab shows where the Applicant is in the Recruitment Flow. From here the user can move the
Applicant through the flow by clicking RESPOND.

% . The Action Code Reponse process is explained in the Vacancy Maintenance section under
and .
et ‘Open Actions’.

The user can also add Narrative information in regards to the current Applicant’s status, and also
manually amend the Recruitment Flow for this Applicant by deleting and adding actions as
necessary.
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Administration

Notes
‘ Applicant Maintenance - 49 - Green, Teresa [Pending]
Notes osts  Qualfications
Motes:
2 g hiB= I us =5 |
“ ox e @S = Applied For:
Payroll Manager
Teresa Green . e
Notes about the Applicant .__ | SOlICE:
Known As: Internet
Teresa Department:
Payroll
Location:
London
Personal )
Current Action:
Applicant Awaiting Interview Date
Administration
Documents
Other
Rejection Reason: | Status: | Pending -
Vacancy Details

The Notes section allows the user to input any details regarding the Applicant here.

This tab will also show Rejection Reasons for previous Applicants with the corresponding Status.
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Costs

Applicant Maintenance - 49 - Green, Teresa [Pending]

Notes( Costs hual'rﬁcations

24/07/2015 10.00 Applicant Cost Food & Drink

Teresa Green
Known As:

Teresa

Personal

Applicant

Administration
Documents

Other

Applied For:
Payroll Manager
Source:

Internet
Department:
Payroll

Location:
London

Current Action:

Awaiting Interview Date

Respond

Vacancy Details

Any costs associated with the Applicant can be recorded here. Click ADD to add the cost and select

the type in the pop up window.
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Qualifications

‘ Applicant Maintenance - 49 - Green, Teresa [Pending]
| —
Maotes  Costs (Oual'rﬁcation’
Qualification Subj Date Passed | Grade
GCSE English 26/07/1890 C
GCSE Maths 26/07/1990 B SR
Payroll Manager
Teresa Green Source:
Known As: Internet
Teresa Department:
Payroll
Location:
London
Personal o
Current Action:
Applican't Awaiting Interview Date
Administration
Documents
Other
4 1l

Vacancy Details

T e

Any Qualifications associated with the Applicant can be recorded here. Click ADD to add the
Qualification and select the type in the pop up window.
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Documents

Documents

‘ Applicant Maintenance - 49 - Green, Teresa [Pending]

‘Documerﬂ; Mail Merge

Document Group:

Date Created Description Group Linked Docu
24/07/2015 Invite to 1st Interview emailed at 24... Micros

Applied For:

Payroll Manager
Teresa Green Source:
Known As: Internet
Teresa Department:

Payroll

Personal o
Current Action:

Awaiting Interview Date

Applicant

Administration

4 1l b

Vacancy Details

Applicant Documents can be stored and created here. Emails can also be sent to the Applicant and
saved against the record for historic purposes.

e Creating document process can be found within the Vacancy Maintenance section.
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Mail Merge

‘ Wnt Maintenance - 49 - Green, Teresa [Pending]

Documents (ME" Merg;
Action Date |Produced  |Date Produc...| Template Action Date |Prog
24/07/2015  Invite to 1st Interview
31/07/2015 Interview 1 confirmation 31/07/2015 Gpres R

Payroll Manager

Standard application form + letter 31 5
Teresa Green Source:
Known As: Internet
Teresa Department:
Payroll
Location:
London

Personal o
Current Action:

Awaiting Interview Date

Applicant

Administration

Respond

4 1l »

N\
Include produced letters Produce..

Vacancy Details

Moving Applicants through the Recruitment Flow via Action Codes (if setup), Simply Personnel will
use the document / email template associated with an Action Code and prepare the document and
save this in the Mail Merge tab to be produced at a later stage.

Select the document by highlighting it as above and click PRODUCE.
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Applicant Maintenance - 49 - Green, Teresa [Pending]

A
(Blﬁﬂk PEQ; Blank Page

Applied For:
Payroll Manager
Teresa Green Source:
Known As: Internet
Teresa Department:
Payroll
Location:
London

Personal .
Current Action:

Awaiting Interview Date

Applicant

Administration

Respond

Documents

Vacancy Details

Simply Personnel has a Screen Designer feature that will allow the user to create a bespoke page to
input data on to a record which cannot be recorded on the pre-defined fields.

Please see the Screen Designer Guide for more details.
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Reports

P Dashboard - x

Recruitment Manager

¥ System Setup

Task Summary
Tr——
o Existing Applicant

20 New Applicant

% Existing Vacancy

% New Vacancy i Print Letters

ﬁ Reports @?; Online Recruitment

This section of the software allows users to report on Vacancies, and the Applicants associated with
a Vacancy etc. There are cost summary reports and budget analysis reports.
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Pre-Defined Reports

@ Dashboard - x

Recruitment Reports

Financial Summary Administration

Cost Type Analysis Gender Mix Report

Vacancy Cost Details Vacancy Details Report

Cost Type Analysis by Vacancy WVacancy Summary Report
Analysis Code Summary Disabled Representation Report
Cost Type Analysis Summary Ethnic Representation Report
Cost Type Analysis by Vacancy Summary Age Profile Report

Applicant Details

The user can select any of the pre-defined reports above

& Recruitment Vacancy Details Report — 0O X The user can then select from the following
Selection Criteria -~ window (this differs per report) to
customise what the report should show.
Wacancy Ref: |E1 23 -|
Department : |ﬁLL>i - |
Location : |ﬂLL>i - |

Include Y acancy Status

Open B 5uspended B Clozed

B Date Range
Fiom: [28/07/2m4 M To: [27/07/2m5 [

Detailz Ta Show
Main Adverstising Costs

Applicants Actions Documents
[ualifications

Click PRINT to see the Report
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The Simply HR Software Company Ltd
Recruitment Vacancy Details Report

Vacancy Ref : POS123
Department : <<ALL>>
Location : <<ALL>>

Open

Vacancy Reference : POS123
Main

Vacancy Reference : POS123

Post : Payroll Manager

Status : OPEN
Creation Date : 24/0712015
Closing Date : 310812015
Target Date : A&

Advertising

Date Description Provider

Department : Payrall
Location : London

Salary Band : Band 2
Specific Salary : £28,000
Employment Type : Full Time

Source

24/07/2015  Advertisment Y orkshire Post Mewspaper Mewspaper
240712015 Website Howard Jacksan Agency Intemet

Cosits
Date Cost Type Description

Cost

2410712015 Interview Room Hire Outsourced
24/07/2015 Magazine Advertiserment Colour Advert

Applicants

Applicant
Reference Applicant Name

300.00
250.00

550.00

Rejected Reason for Rejection
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Simply Answers

Dashboard

- X

Financial Summary

Cost Type Analysis
Vacancy Cost Details

Recruitment Reports

Administration

Gender Mix Report

Vacancy Details Report

Cost Type Analysis by Vacancy

Vacancy Summary Report

Analysis Code Summary

Disabled Representation Report

Cost Type Analysis Summary

Ethnic Representation Report

Cost Type Analysis by Vacancy Summary

Age Profile Report

Applicant Details

E Simply Answers

As above at the bottom of the pre-defined reports list, select Simply Answers. Users can define what

fields to report on.

[ Simply Answers - -

(=@ =

i File Query Help

Employes

Recruitment Drag a column header here 1o group by that column

Training
Auditing
4
[

© @ RunQuery |2 NewQuery (4 LosdQueryFromDB & Print (§ ExportToExcel M Chart @ Load Query FromWeb [ SsveQuery 3@ Delete Existing Query Query Options ~

2

simplwmmrg Simply Answers

Quick,
to your information

= Tutorial Video
= Getting Started Guide

Easy access

£l

New Query

H
Open Existing _ View Queries
Query  Available on Web

SQLtobe usedfor this query:

Simply Answers opens up in a separate window:

From here the user can decide to create a New Query, Open an Existing or view Online Queries.
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New Query

After selecting New Query, the user double ticks the data required for the query from the left hand

menu.
= Emplq;ee - The data fields selected are identified with a green tick as per the
=I- Recruitment

+-Vacancy Details example.

= Applicants

+- Actions
- Costs Clicking the “4” icon next to a field expands that section showing
+- Documents .
o Picture more fields for the user.
+- User Defined Details

+- Applicant Qualifications

+- User Defined List Details 1
+- User Defined List Details 2
+- User Defined List Details 3
Applicant Reference
VacancyRef -

g‘u’f;an‘fe v Once all fields have been selected for the query, the user then
Forename -f .
Other Names clicks on the ﬁ Run Query button which displays the query:
Known As
Applicant! D ¥ 7 H Forename %7 H| Sumame X W+ Source ¥ 7 4| VacancyRef X 78| Post T H .
28 ‘ Cat | Briggs | MNewspaper | REFO0002 | HR Officer | Data can be flltered OUt by
: pE] James Smith Newspaper 000014 HR Officer clicking the  filter icon.
0 Ray Fenwick MNewspaper 000014 HR Officer
k1 Sam Jones Internet 000015 Secretary
| 2 Jane Brown MNewspaper 000015 Secretary The x feature a”OWS the
1S Sandra FRobberts Intranet AD1 Admin Assistant user to select a numerical
| 34 Sarsh Burns Internet AD1 Admin Assistant .
| B Siman Taylar MNewspaper AD1 Admin Assistant Summary n rega rds tO the
: 36 Raobert Key Internet A1 Admin Assistant C0|umn Selected i_e_ Count’
7 James Smithe A Ldmin Assistant L.
| kY] Trevor Poyser SP 001 Administrator Average/ Mlnlmum etc-'-

&2 Print [ ExportToExcel Wk Chart @ Load Query FromWeb [ Save Query & Delete Existing Query Query Options -

To export the report to Excel, select export to excel. To create charts, ensure the query has firstly
been run, and then select Chart. Users can save the report template using the Save query function.

Selecting Load Query from web will take the User to a list of additional reports.

% If running a report to show Leavers, update Query Options to show Leavers otherwise

vl asd Ty
il el Simply Answers defaults to only show Live Employees / Applicants.
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Print Letters

@ Dashboard

Recruitment Manager

System Setup

Task Summary
yp——
& Existing Applicant

90 New Applicant

% Existing Vacancy

% New Vacancy ﬁ Print Letters

ﬁ.’i Reports Q?; Online Recruitment

Print Letters allows the user to produce any documents for the Applicants loaded against any
Vacancy without having to go into the individual records.

@ Mail Merge Queue - x|
T — The Mail Merge Queue window opens up and user
Dwner  [«chllyy °] selects the type of document to produce.
Template: | Irvite to 1it|nterview - |
Click SHOW
: : Simply Personnel displays the documents associated
O Recruitment Mail Merge Letters - x

with that template.
mes ADMIN

(38) Poyser, Trevor Philip ADMIN
Invite to 1st Interview  SP 004 (44) Mitchell, Adam ADMIN

view NC
Invite to 1st Interview  SP 001

The user can multi-select several document and
then click PRODUCE for further options in regards to
printing directly, emailing or reviewing the
document(s).
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Online Recruitment

‘ Dashboard - X

Recruitment Manager

System Setup Task Summary
% et gl
o Existing Applicant

90 New Applicant

@ 1FUTURE TASK

% Existing Vacancy

% New Vacancy i Print Letters

ﬁ Reports 2?; Online Recruitment

Please contact a member of the Support team in regards to setting up Online Recruitment.

Any Vacancies created in Simply Personnel can be shown online if required to. The website mirrors
across the Vacancies that have been posted ensuring the “Show on Web” option is ticked.

Online Settings:
uw on Web This is accessed in the Vacancy Maintenance

Window -> Main tab.
Show Vacancy From: 24/07/2015 I
Show Vacancy To: 1/07/2015 I
Mumber of Yacancies:

First Action:
CV Received -

et T Applicants can also submit a covering letter and CV through Online Recruitment.
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My Notes:
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