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Getting Started

logging in

When your ATS is setup, you should receive an email similar to the below with link
to your Recruiter portal (this is where you login) and your username and password.

Hi Jamie,
Please find below your login details for the hireful: Instant system.

Job advert page: https:ihr.dev-livevacancies.co. uk
Hil'l."‘..g frianager padnal Il)gir'l: hitpsihe des- instantats com

You can lagin to the Recruiter portal with the following lemporary credentials:

Username: [amieg@hiretul co.uk
Fassword: Test12345@

Please note: You will be required to change your password when you first login fo the system for security purposes.

If you have been sent these details but cannot locate the email, please check your
spam/junk/clutter folders to see if it has landed in there. If you still cannot find this
email, please contact the support team who will be able to assist you
(support@hireful.co.uk / 09133 667164).

Resetting Your Password

If you cannot login to the ATS you will probably want to reset your password as this
is the most likely issue, as your username will be your work email address and you
are unlikely to forget this.


mailto:support@hireful.co.uk
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~count? Request a demo

If you have forgotten your password, you can reset it yourself by clicking on the
"Forgot Password?" link (see highlighted section below).

This will bring up the "Get Password" window where you will need to add in your
username (this is your work email address) and a reset email will be sent.

hireful

Forgotten your password?



Once you add in your email address you will then be sent an email with a
verification code that you need to enter along with setting your new password.

Your verification code

hireful <no-reply@hireful.app>
To @ Jamie Denny

Retention Policy HF-Ex-RP-18Maenth (1 year, 6 months) Expires 22/10/2023

Your verification code is 883003.

With this code you can now setup your new password. Enter the code and your new
password and then click “update password” to save these changes.

hireful

Please provide a new password

@

Go back



Please note: Your username and password are case sensitive when logging into the
system.

Multi-factor authentication

Depending on your company/organisation’s IT security policies, you may find when
you log in you have the multi factor authentication (sometimes called two factor
authentication) feature enabled on your login. This is an extra level of security when
logging into the system.

If multi factor authentication is enabled by your company/organisation, after
entering your username and password, you will be asked to enter the mobile
number that you wish to register your account against.

setup multi-factor authentication

One or more of the systems you're assigned to requires multi-factor authentication (MFA) to be enabled before you can login.
MFA adds an extra layer of security to your account by sending a code to your phone which will be used in the login process.

Please add your mobile phone number in the field below, we will then send you a code fo enable MFA

44 ®

Please note when entering the mobile phone number, make sure you remove the
first digit of your mobile phone number in line with international dialling standards
e.g., for +44 region number, please remove the "0" digit at the start of your number.

You will then be sent an SMS message with your sign in code. Enter that and then
press submit.



hireful

code sent to xxxxxxx-8548

We have sent a text message with a sign-in code to the mobile number ending in x0o0oo0-8548.
Please enter the received code in the field below. Please note: it may take a couple of minutes for the text message to reach you.

If you are having issues receiving your code please get in touch with support@hireful.co.uk.

897278

code not received? click to resend

C e

You will then get a confirmation message appearing to say that MFA has been
enabled on your login.

hireful

Multi-factor authentication has been enabled

Multi-factor authentication (MFA) has now been enahled on your account.
When you log-in to the system in the future you may be prompted to enter another code sent to your mobile phone.

You can change your MFA settings by visiting your personal settings once you have logged into the system.

Click continue to login to the ATS.

You can update your MFA settings at any point should you need to. For example, if
you wanted to change the phone number where the sign in codes are sent. In your



settings section, under the My Profile tab there is a section called multi-factor
authentication.
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Jobs

Adding a Job - Overview

From the jobs list page, you can add a new job by clicking the Add Job button.

O sippon e

There are 4-5 steps to complete to create a new job to the system, two of which are
mandatory (1 & 2).

. General: This step asks the recruiter user to provide the general information about

the job e.g., job title, location etc

Description: This step requires the user to provide the main content for the job
advert e.g., role overview, essential skills, etc

Questions: On this page you can assign additional vacancy specific questions to the
very start of your application form. This step is not essential but is recommended.
Files (this step will not appear in your ATS unless you have requested it): At this
stage you can add additional files to your job e.g., Person Specification. These files
will normally be published to the job advert and available for download by
jobseekers.

. Marketing: This is the final stage where you get to confirm where you want to

advertise the new job and any other additional marketing steps.



Adding general details

The first step in adding a job is to provide some general details about the job. Your
add job page might have some bespoke fields added to it, but for 90% of customers
the following fields listed below will all apply.

All fields marked with an asterisk* are mandatory and must be completed before
continuing to the next step. Once all mandatory fields have been filled click the save
button in the bottom right-hand corner to continue.

Most of the above fields listed in the general details page are self-explanatory. If you
have drop down fields such as Contract type, Job type and Department that do not
have the correct options within them, then contact our support

team support@hireful.co.uk and they will be able to update these lists for you.

E 0

Assigning Hiring Managers (1): You can assign one or more hiring managers to your
job (1). There are two main ways of working with this ATS and hiring managers. You
can invite them to login and review applications OR you can email them the details
of applicants.

Regardless of which option you choose it is a good idea to have your hiring
managers listed in the ATS as this will help you when scheduling interviews and for
reporting purposes.

Please note: The hiring managers name is not published to your job advert. It is only
available to view on an internal basis.

Automatically shortlisting applicants for hiring managers to review (2): If you would
like applicants for a specific job to be automatically shortlisted for hiring managers
to review then click this option (2). Once applicants apply for this role, assuming

they successfully answer any killer questions they will be immediately updated to a


mailto:support@hireful.co.uk

status of “Shortlist”. The system runs a daily check to see if any new applicants have
been shortlisted for hiring managers to review. If there are then they will then
receive an email every morning at 8am with the details of newly shortlisted
applicants for them to view.

You should tick this option if the recruiter for this job is not planning to screen the
applicants in advance of providing a shortlist to the hiring manager AND you also
want to invite the hiring manager to login and view applicants within the ATS.

Closing Date / Automatically Unpublish: If you add a closing date and time to your
job, it will be automatically published in your job advert. In addition to this, if you
select to “unpublish automatically” then the advert will be unpublished from the
jobs page once the closing date and time has been exceeded. This means no further
applicants can apply for this job unless you decide to republish it. Once a job has
been unpublished the assigned recruiter for that job will receive an email to remind
them that this action has been taken by the system.

Choose benefits: If your benefits have been added to the ATS then you will be able
to choose the relevant benefit name from the list and the text to display the full
details will appear in benefits description. These full details will be displayed to
jobseekers viewing the job advert.

Application form: The ATS can support multiple application forms. If you have
requested an additional application form to be developed, then you will be able to
choose to deploy this alternative application form to this specific job.

Adding a job advert

This section is where you add the main content for you job advert.
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By default, you have one main field here called “Role overview”. You can decide to
type or cut and paste your main advert content into this one field and then add
section headings within your role overview by using the BOLD option on your text as
shown in the above example.

Our description field can support all the standard formatting options you might
expect including:

Font style such as Bold, Italics & Underline
Font size/colour/type

Text alignment

Bullet points

Numbering

In addition to this our description field can also support raw html so you can add
images, videos, hyperlinks etc. to your description.

Adding additional vacancy specific questions

The ATS allows the user to create additional questions that are asked only to
applicants applying for this specific job. We are able to position these questions in
the main application form, but as standard your system will be setup to add these
questions to the pre-application form, see example below.

© e Appicaton Form



Pre-application questions

There are currently two types of pre-application questions you can add these are
“free text” and “drop down” questions.

Adding a free text question

Free text questions are typically used to gather more information about an

applicant so you can make a better resourcing decision. Example questions could
be:

“What is the largest team you have managed?”

“How strong would you describe your Excel skills?”

Adding a free text question requires you to add the question text (1), assign the
question as free text (2) and deciding whether you want the question to be

mandatory (3). Once you have updated these options you need to remember to
select to “ADD QUESTION" (4).

Lo I - I
1
a

Once a question has been added it will appear as shown below. You can choose to
edit this question or delete it if you decide you do not need it anymore.

2dd question

Adding a drop-down question

Drop down questions provide the applicant with several options they can choose
from. They are normally mandatory, and you can also decide to choose to have
certain options marked as killer answers. To add a drop down question you need to
add your question text (1), select the question type as “drop down” (2), confirm



whether the question will be mandatory for all applicants to answer (3), type each
option into the answer text field (4) and confirm whether the option you are adding
is an auto reject answer (5). Then and then select to add each option (6). Once

options are added you will see them listed below (7) with auto reject answers listed
in red.

Once you have added the question text and all the options you need for your drop-
down list, remember to choose to “ADD QUESTION" (8) otherwise this question will
not be added to the application form.

I Do you have a full driving licence that is valid for the UK? IG I Dropdown d I

| 0 ) ==g
L ‘ v B
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What happens if an applicant selects an auto
reject answer

If an applicant selects an auto reject answer, then when they try to move to the next
stage, they will see an onscreen message informing them that they have not been
successful in applying for this role. See an example screenshot of this below:

©

o Finish

Unfortunately, your answers indicate that you would not be suitable for this vacancy. You may find that you are more suitable for some of our other vacancies

Click here to return to all live jobs

They will be logged in the ATS as a failed application for this job. However, you will
typically not see these applicants as they have been rejected and the system
defaults to show you only active applicants. You can view these applicants by
changing the drop down on the applicant list page to view "All applicants". See an
example screenshot of this below:



O 54 Jamie Test “Rejected - Failed spplication ... Compary webiige * ok ok ok Qo o
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Re-applying after you have failed an auto reject
answer

The ATS treats each candidate’s email address as the key piece of information by
which to establish their identity. This means if an applicant applies for a second job
using the same email address, both applications will be linked to the one candidate
record. This also allows us to stop candidates from reapplying for a job for which
they have already applied. If an applicant who has failed an auto reject question
tries to reapply, assuming they use the same email address they would see a
warning message informing them that they have already applied for this role.

©

o Finish

You have already applied for this role

Adding Files

Please note: As most of our customers choose not to attach files to their job, we
have removed this step from being included in your ATS as standard. If you wish to
attach files to your job, then contact our support team (support@hireful.co.uk) and
then can enable this feature for you.

You can add files to your job record and choose to publish these files to the job
advert.

All files that you attach to a job record are published to the job advert page so it you
are saving a document that you do not wish to publish then click on the globe icon
(see below image) and once this is black then the document is not available to be
viewed in the job advert.


mailto:support@hireful.co.uk

Drag your file(s) here to begin

or click to browse

B Example_CV.docx [] *
This document is published

Examples of documents you might want to attach to a job record

Job description/person specifications

These are the most common type of documents added to a job record and they are
normally published.

Request for vacancy approval documents

If your organisation has an internal document that is completed to authorise the
recruitment for a new vacancy, then it might make sense to save this document
against the relevant job record but not publish them.

Notes for interviewees to review prior to interview

If a job has a specific set of instructions, test, presentation or similar then these can
be saved against the job but not publish them. You can see in the image below that
when you are booking an interview for this job these notes will be available to be
shared to the interviewee.

Travel Instructions/Maps that interviewees might need prior to interview

Similar to the above notes example, if the job is based in a specific location that is
likely to be the interview location, then you might choose to add these documents
to the job record but not publish them. You can see in the image below that when
you are booking an interview for this job these travel instructions will be available to
be shared to the interviewee.



We really look forward to meeting you soon!

Kind Regards
{{organisation_signature|safe)

Drag your file(s) here to begin

or click to browse

Attachments

v 2

Marketing/Publishing Your New Job

In this final step you can choose the job publishing and marketing options that are
relevant to your job. This is an area that is customisable so you may not see all the
options below. If any of the options below are missing but you would like them

enabled for your system, please contact the support team (support@hireful.co.uk).

Publishing Options

website

d

Website > Intranet

hireful campaign

hireful -
[ wawe ]
social media
twitker ® facebook. ©

Options include:

Your websites



Website: This will publish the job to you jobs page or jobs table that is either
linked to your website (jobs page) or embedded in your website (jobs table).

Intranet: We can provide an additional jobs table that can be embedded in your
intranet, so you can publish jobs only for internal applicants to see. This feature also
comes with a free additional internal application form, as the application process for
internal applicants is likely to differ from what you expect of external applicants (for
Professional & Premium edition customers only).

hireful

hireful offer managed online recruitment campaigns (see www.hireful.co.uk for
more info). These are integrated with your ATS so that applicants will view your
adverts and be redirected to apply back into your ATS. If you select this option here,
a pop-up box will appear allowing you to confirm which type of campaign you would
like to run (depending on the credits that you have purchased with hireful) and
place comments/notes to alert us about more information on the job.

hireful S
What type of campaign would you like to run?*
@ Star | } wee | i ree e
Lik e, Reed, T spe
Please include in the space be .'.'\-d")'l' ites that our tlT\';'”'”él"r."ff".'i'\'::"."\'.:: ut this .-'..-.\'\-i'("-.': r
campaign?*

dse enter your notes here...

Please advertise for full 4 weeks. Thank you!

Clicking the Run Campaign button will trigger an email to our recruitment team who
will draft an advert and posting proposal for you to review and then confirm if you
would like to proceed.



Social media

All the below social media options require the customer to have integrated their
social media accounts with our service. If you're interested in doing this, then
contact our support team who will be able to provide you further details
(support@hireful.co.uk).

Twitter: When you select this option you can publish a tweet about this new job
to your twitter page.

Facebook: When you select this option you can publish an update about this
new job to your Facebook page.

LinkedIn: When you select this option you can publish an update about this new
job to your LinkedIn company page.

Job boards

The options below allow you to automatically publish to a selection of job boards.
With hundreds of job boards available in the UK, our focus has been to enable
publishing to the most universally relevant job boards, including the free to use job
boards that we suspect a large majority of our customer base will want to use. If
there'’s a job board that you would like to post to that is not included below, please
contact our support team (01933 667164 or support@hireful.co.uk) and they'll be
able to log your request for the Product team to review.

Each of these job board options needs to be enabled for you, so if you see an option
below that is not enabled, please contact our support team.

When you select the option to publish to job boards you might be asked to provide
some additional information about your job. This is because the job board has
some additional fields that will help further categorise your job. It's always a good
idea to complete as many of these fields as possible to ensure your job is correctly
categorised on the job board.

Indeed: When you select this option your job will be published to Indeed. If you
request for Indeed to be enabled, then all jobs that you publish to your website will
be published to Indeed. See www.indeed.co.uk for more information.

Glassdoor: When you select this option your job will be published to Glassdoor.
See www.glassdoor.co.uk for more information.

Publish to Jobcentre/Find a job: When you select this option your job will be
published to Find a job. See https://www.gov.uk/jobsearch for more information.
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Job alerts

If you have job alerts enabled in your ATS then all applicants who register for job
alerts can be notified via email about this new job. All you need to do is select "email
details of this job to job alert registrants?" and then choose the relevant salary
range and region that would apply to this job.

When you select "Get Count" the system will run a search and let you know how
many applicants meet these criteria and will receive the email alert.

Job alerts

-7.’v"~.w.~.‘,;w' email details of this job to job alert registrant
Permanent v Full nme b Human Resources v
£3‘| 401(5«!‘9( - ' East Midlands -

There are currently 0 job alert registrants matching the above criteria.

This is how the email to a job alert registrant will look:

help@easywebrecruitment.com Daniel Byford

New IT Manager job from Tech Demo

Action Items

Hi Daniel,

We have just released a new job that matches the criteria you set when you registered for job alerts with us, Please see below for details:
Job title:IT Manager

Location:London

Job type:Full ime

Salary.Competitive

Click here to see the full details of this job and the link to apply

If the link above does not work, please copy paste the below link:
https://techdemo livevacancies.co.uk/#l/page/L ondon/IT-Manager-7_html

Kind regards,

Tech Demo

If you no longer wish to receive job alerts from Tech Demo please click here.
If we are emailing you the wrong type of jobs then you can click here to change your job alert preferences.



http://help.easywebats.com/uploads/images/gallery/2017-03-Mar/image-1490696694640.png

Automated tracking

All the above options will post a specific link to each different website/social media
site. This individual link will contain some tracking code which will allow the system
to automatically track where the applicant came from. So, applicants will see the
question "How did you hear about this role?" on the pre-application page, but they
will not be able to change it as it is set. See below for a visual example:

This allows us to produce more accurate reports on which sources are producing
you relevant applicants as we are not relying on the applicant choosing the right
option.



Viewing your jobs

You can view your published jobs by opening your jobs page. If you are not sure the
location of your jobs page, then you can find the link within your ATS.

help news (° L hello, Jamie Denny W

Click on the Profile 4> suppoll ). mie Denny
option and then click Technical support user
on Careers page hireful
job sur andout vacancy appie @ Global settings
[:I Careers page
& Recruiter v

'?_a Switch account

-a Log out

Jobs page or Job table

For most customers you will either have a standalone jobs page or a jobs table.

1. Standalone Jobs Page

If you have a standalone jobs page, then you will need to ask whoever manages
your website to add one or several links to your new jobs page. On every page on
the jobs page there is also a link back to your website. This allows for website
visitors to easily travel between the two websites. See below for an example:



Main website links to jobs page:

Business Solutions Study Centres CIM Business Centre

0]v]nlo]d]o)

Jobs page links back to main website:

Careers at CIM

We are always on the lookout for more talented people to join us. We foster an inclusive and flexible culture, so diversity and

to CIM, and we welcome everycne to apply for cur vacancies. Our head office is based in Cookham

Maidenhead, Come join us!

2. Jobs Table

The jobs table works by adding a small piece of code (called an iFrame) to your
website. Your website manager will need to add this code and ensure there is
enough space to display the jobs table. Once added when your web page loads it
calls into the ATS to find all the jobs that are available to be published into the table
and displays them.

The jobs table is designed to match the fonts/colours used in your normal website,
see below for an example.



If you cannot see any vacancies that meet your click here to register for job alerts

Show 10 v entries

Search:
Job title Location
Photographer Paddington m
Political Correspondent (Fixed Term Contract) Westminster m
Reporter | Sub-Editor (Australia - Remote) Remote - Australia m
Junior Finance Business Partner Howden m
Senior Real Life Writer Paddington m
Casual Racing Data Operator Howden m
Production Coordinator Manchester - StreamAMG m
Facilities Management Apprentice Howden m
Business Development Manager Paddington m
Parliamentary Reporter Westminster m

Showing 1 to 10 of 10 entries -

3. RSS Feed

The RSS feed allows you to post data from the ATS onto your careers page, giving
you the option of defining the layout and format of your job listings and adverts.

Our support team can provide you with feed details and documentation for your
Marketing/IT team to work on setting up the feed.



Editing the details of a job

FILTER BY JOB ROLE

ALL ROLES

LINE LEADER (NIGHTS)

LOCATION: MIDDLESBROUGH
SALARY: £12.44 PER HOUR

Position: Line LeaderLocation: South Bank Site,

MiddlesbroughExperience: Production experience essential,

preferably in the food industry Role Overview: As a Line
Leader, you will play a pivotal role in leading a team to
achieve...

FIND OUT MORE

STOCK CONTROLLER (DAYS)

LOCATION: NOTTINGHAM
SALARY: £500 - £600 WEEKLY

At The Compleat Food Group, we're on a mission to create
delicious food that's not only better for people but also

kinder to our planet. We like to call it...

FIND OUT MORE

FILTER BY LOCATION

ALL LOCATIONS

STOCK CONTROLLER (NIGHTS)

LOCATION: NOTTINGHAM
SALARY: £500 - £600 WEEKLY

At The Compleat Food Group, we're on a mission to create
delicious food that's not only better for people but also

kinder to our planet. We like to call it...

FIND OUT MORE

PACKING OPERATIVES
LOCATION: MARKET DRAYTON
SALARY: £1.44 P/H

Job Title: Packing Operatives Company: Palethorpes Bakery,
Market Drayton Pay Rate: £11.44 p/h weekly pay Overtime
Available: Paid at time and a half Shift Pattern: Day Shift
6:00am to...

FIND OUT MORE

You can edit your jobs details at any time by clicking on the edit button. Any edits
you make to this job record will be instantly updated to your website.

Jobs

= Achujobs
T
o3t Counsel London offices
MackaTing Exeodive Strixton
Marketing Executive e

Cloning a job
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The ATS allows you to clone any previously created job, meaning you can make an
exact copy of this role. This can be extremely useful if you are running very similar



roles and wish to speed up the process of adding these roles to the ATS to be
published out.

To clone a job, from the jobs page click on the Actions button on the right-hand side
of the role that you wish to clone.

Jobs b semenaryipet I jODSRANGOSE  VacARCY 300MOH wport Job m

A dropdown list will then appear, and from this list select Clone.

Jobs obsummaryresort | Mvembshandout | vacacyapproval | wepon [ s |

You will then be taken to the edit job section, which allows you edit any aspect of
the role if you need to. To edit, click on the field that needs to be amended.

™1 example job (id: 68)

Q oo

Full time

Jamie Denry (amie@hirefid co.uk) -




You can then edit the sections of the role that you wish to. Any questions that were
on the original role will have been copied across, along with the job description, so it
is best practice to check that these details are correct before moving to the
Marketing section and publishing the role. For example, if the location is different,
checking that this new location shows in the description.

Closing a job off to new applicants

There will come a point when a job that you currently have as active on the ATS will
need to be closed off. This could be that you have successfully hired for the role, or
that you need to place to role on hold or cancel it so that you do not receive any
further applications.

To close a job off on the ATS on the jobs page, click on the drop-down list under the
Status heading.

Jobs ob summary report e Jobs hamdou vacancy approval mport Job m

The following list of status options will then appear for you to change the role to:

Jobs b summaey repor vejobshandowt  vacancy aporova Moot job m

The list of statuses that you can change the role to are:



Cancelled
Draft
Filled

On Hold

Select the status that you wish to change the role to, and the following confirmation
box will appear.

Confirm status change

This job is currently published. If you move it to a new status then it will no longer be published. We do recommend you manually unpublish
this job from your careers page.Any agencies this role has been released to will have it withdrawn. If you plan to make the status "Active’

again at a later date then please release this role to your agencies manually.
y Y

The role will then be unpublished, meaning no new candidates can apply for the
role. It will also withdraw the role from any agencies that you have released the role
to.

Processing Applicants

Reviewing an application

When you login to the system, you will see the page we call the "Jobs list". You can
see all your active jobs and you can easily see which jobs have new applicants that
you need to review.

Jobs Sy mpnrt | vejobhendont | wecmcysppierd | Wrpaaib m




Applicant list

When you click into the list of applicants for one of these jobs you will see there are
applicant(s) that have a status of "Applied". Technically, the labelling you see
highlighted in the image of "new" is not correct. It would be more technically correct
to say that these applicants are "not yet processed" as any applicant who is listed on
a status of "Applied" will be counted as a "new" in the jobs list.

Applications For Sales Executive For Strixton (ID: 3)
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Applicant record

If you click on an applicant in the applicant list view, you will open the applicant
record. This applicant record is really important. For most recruiters, this page view
is where they do most of their work, reviewing the relevant information and
deciding on whether to progress or reject the applicant.

The applicant record has been designed to show the user all the information they
need to make the correct resourcing decision on this applicant. The design is based
on two windows with the left-hand window showing the applicant's answers to the
application form, the job details and the activity log.

The image below shows the application form view in the left-hand window and the
CV document in the right-hand window. You can choose to change the view in either
window by choosing from the heading options in the left hand window (options
include: App form, Job details & Activity log) and in the right hand window you can
change the view of the document shown by selecting from the list of available
documents in the highlighted drop down list that currently shows "CV".

Please note: If your organisation does not accept CVs as part of their application
process then you will see the application form in the right-hand window.
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Jamie Denny

1 Test St Norramplon. NN1 TNN
Home 01234 000000 » Mokl 7123456720 » [ameg@hivef to ok

Persanal statement

4471 2000000
Employment History

PA to Personnel Manager, Company Name, Location

Address Line Tesst
=3 Achevements and resporadites

You can also expand on the view of the document held in the right-hand window by
clicking on the white dots just above the CV and selecting "Open in New Window".

¥ Download file

[/  Openinnew window

19 Add or replace file

Example CV

Address
01234 000000 + 0113 000 0000 * name@mail.com

Personal statement

A conscientious and professional personal assistant with extensive experience in administration, PA
and secretarial roles, currently seeking a new position as an Executive PA. A highly organised and
efficient individual, whose thorough and precise approach to projects has yielded excellent results.
Recent achievements with my current emplover include the implementation of an innovative new filing



Example CV

Address
01234 000000 « 0113 000 0000 » name@mail.com

Personal statement

A conscientious and professional personal assistant with extensive experience in administration, PA
and secretarial roles, currently seeking a new position as an Executive PA. A highly organised and
efficient individual, whose thorough and precise approach to projects has yielded excellent results.
Recent achievements with my current employer include the implementation of an innovative new filing
and indexing system.

Key Skills
* B0 words per minute typing
* Proficiency in all areas of Microsoft Office, including Access, Excel, Word and PowerPoint
* Excellent communication skills, both written and verbal
* Accredited member of APA (Association of Personal Assistants)
* Fully qualified first-aider

Employment History

PA to Personnel Manager, Company Name, Location

(Apnil 2011 - Present)
Achievements and responsibilities:

* Implemented a change of stationery supplier, reducing costs by 20%

* Reorganised the meeting booking process, implementing an online system which all staff can
access, leading to reduced diary conflicts within the team

* Devised and implemented a new filing and indexing system for files, resulting in greater ease
of access and a more time-efficient process

* Helped provide a safer workplace by cataloguing and dispatching health and safety
information and posters for the whole company

* Diary management, typing correspondence and documents, creating presentations and
creating meeting minutes

When you have reviewed the relevant information, you can choose to update the
applicant's status or rate them (see below).

click here 1o view status optior

< (@ Jamlepenny 4 = 13

Jamie Denny

St Norhampion. NN

1 Test INN
Home: 01234 002000 « Mcbie: 17123455783 - jomia @0inetd co.uk

Personal statement




Once you have updated the applicant record you can choose to either go back to
the list of all applicants or stay in the applicant record view but progress to the next
applicant.

@ jamiepenny 4w = 1R} khkER Do a ﬁ]
e A e ck here to go t r previous applicant
APPLICATION FORM

Rejecting Applicants

You can update applicants to a rejected status from the applicant list page or the
applicant record page. Most systems have an option to send an automatic email to
the applicant as well as updating the status.

Rejecting applicants from the applicant list page

The image below shows you how you can select multiple applicants in the applicant
list view and then choose to update their status to a reject status. The user would
then choose either "Rejected (auto-email)" or "Rejected no email" based on whether
they wished to also send an email confirmation to the applicant.

B e ca 07 16 avsied Compny metnite kA

wcrmnua applied Comgany watsite L2 & & & 3

reject

Rejecting applicants from the applicant record
page



Most users will reject applicants from the applicant record page, as from here you
can see all the key information that relates to their application. The applicant's
status is listed at the top of the page, just to the left of centre (see image below).

< @)amiedenny o | ones 2 0% *kkkk 00 a8 e <}

Jamie Denny

Personal statement

When you click on this status the dropdown list of all statuses will appear. From
here you will need to select the relevant reject status.

< @Jamiepenny 4 appied = 0 *hkK O a 0 Q@

Jamie Denny

t Tust St Northamelon
041234 BO00CO + Mobike ©

Personal statement

'''''''''' ded for rejection by hm

rimctnd by hm (suto-smail) -

reject with feedback (auto-email)

Standard reject email

All reject emails come from a generic email address

(e.g., careers@examplecompany.com) rather than an individual user’s email. The
reject email in your ATS will look similar to the example below. If you are

using hireful ATS Professional or Premium edition, then all email communications
can be updated to your specific requirements.

'L Update on your application to Example Company
I Advian McDonagh

© Cick here to download pictures. To help protect yout privacy, Outlook prevented automatic download of some pictures in this message

Dear Adrian,

Thank you for recently applying for the HGV Driver vacancy. Unfortunately, after careful cor we have decided not to progress your application to the next stage
We would however, like to thank you for your interest in this role and wish you luck with your job hunt.

Kind regards,

Example Company



mailto:careers@examplecompany.com

Shortlisting Applicants

Shortlisting applicants has several potential uses:

1. You are highlighting that an applicant is a potential fit for your vacancy.

2. You are triggering the sharing of this applicant with the hiring manager(s) for this
job (this only happens if you have the hiring manager portal enabled - see below for
more information).

3. The system can report on shortlisted applicants, including those that were later
rejected. For example, instead of reviewing which sources your applicants came
from you can see which sources your good (shortlisted) applicants came from.

Shortlisting applicants from the applicant list page

If you prefer to rate your applicants using the 5-star scoring method (see below) ....

e Qjamlenenny 4 sooied =) o o a 2 @
Click here 1o rate this application

...then you might decide to review all the applicants and their rating in the applicant
list page.

From here you can select multiple applicants and shortlist (or reject) them in one
process.



I= AN complete applicatic ¢ T

Shortlisting applicants from the applicant record
page

Most users will decide to shortlist applicants from the applicant record page, as
from here you can see all the key information that relates to their application. The
applicant's status is listed at the top of the page, just to the left of centre (see image
below).

When you click on this status the dropdown list of all statuses will appear. From
here you will see the option for "Shortlist".

< @Jamiebenny 4= apies B e * 2 [ 9
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cantact me (auto-email)
shortlist
invite o inf

Shortlisting applicants for hiring managers to

view

Once you move applicant(s) to the status of "Shortlisted" then if you have the hiring
manager portal enabled, the assigned hiring manager(s) for this job will be alerted
to these new shortlisted applicants via email.



noreply@instantats.com
New applicants shortlisted for your Service Delivery Analyst (JoblD: 27) vacancy in Hull

jicality.co.uk
o Click here to download pictures. To help protect your privacy, Outiook prevented automatic download of some pictures in this message.
Dear Adrian,

We have shortlisted the following applicants for your Service Delivery Analyst (JoblD: 27) vacancy in Hull.

Fred Smith (ID: 26)
Dave Smith (ID: 29)

Please click here to login to the recruitment portal and review these applicants.

If the link above does not work then copy paste the below link in a new window
https://demo1.instantats.com
Kind regards,

Example Company

The Activity Log

The Activity Log provides an audit trail for applicants from when they initially
complete their application, to status updates, ratings applied to the applicant,
comments placed against the applicant and any emails that are sent to them during
the application / screening process. If an applicant has applied for more than one
role within the ATS, the Activity Log will allow you to see the actions that have
occurred to the applicant for those other applied roles.

To view the Activity Log for an applicant, when in the applicant viewer screen (for
more information on this, click "The Applicant Viewer"), click on the "Activity Log"
tab.

= °Jamle0enny o~ b sobed 5 o * 0 a8 143 °

Koy Skills

The Activity Log date and time stamps all activity that has occurred with the
applicant. Any status changes are recorded and by which user.


http://help.easywebats.com/books/hiring-manager-portal/page/the-applicant-viewer

APPLICATION FORM JOB DETAILS ACTIVITY LOG

Credit Manager (39) ~ Al -
° 14-02-2020 12:28 pm

Jamie Hiring .ﬂ.-fandger has updated application

° 14-02-2020 11:08 am

Jamie Denny has updated application

e 14-02-2020 11:07 am

Status updated to Shortlist for Credit Manager (39) by famie Denny

Adding comments against an applicant

The Activity Log allows you to add comments against an applicant. This is useful in
giving you the opportunity to note down any conversations that you have had with
the applicant and thoughts and screening notes about the applicant's CV and
application form that can be provided to the applicant as part of feedback on their
application.

To add a comment against an applicant, click on the Add Comment button.

APPLICATION FORM JOB DETAILS ACTIVITY LOG

Credit Manager (39) * Al v

A box will then appear allowing you to add your comments. Once you have finished
adding your comments click "Save".




The comments will then appear in the log.

o 14-02-2020 1:05 pm

Jamie Hiring Manager commented bk Test comment 17

Viewing emails sent within the activity log

Within the Activity Log, you can view the emails that have been sent with regards to
the applicant. This could either be a direct email to the applicant about their
application, or if you have sent an email to the Hiring Manger passing over the
applicant’s details.

Where an email has been sent about the applicant, the Activity Log will show the
subject message of the email:

30-01-2020 10:30 am

Email SUB: Confirmation of receipt of application from HEMANT TEST was sent to
Uniform <dhiraj+uniform_bird@cloudnaut.com> for Credit Manager (39) by System

show details

Click on the "Show Details" button, and the email that has been sent will be
displayed:



Message
Dear Uniform,

Thanks for applying for our Credit Manager vacancy. We have received your
application and will review it and feedback to you shortly.

In the meantime, please feel free to apply to any further roles which take your
interest. All of our latest vacancies can be found: https://hr.dev-

ivevacancies.co.uk

If the link above does not work then copy paste the following link in a new
window:

https://hr.dev-livevacancies.co.uk
Kind regards,

HEMANT TEST

Viewing an applicant's notes from other applied
roles
The system also allows you to view the activity status of an applicant if they have

applied for more than one role in the system. The system will show the role that
they have applied for and there will be orange drop down arrow:

APPLICATION FORM JOB DETAILS ACTIVITY LOG

Credit Manager (39) « | All v

Clicking on the drop-down arrow to see the other roles that the applicant has
applied for:




APPLICATION FORM JOB DETAILS ACTIVITY LOG

Show activities for job Filter act

Credit Manager (39) -~ Al M

Marketing Coordinator new (40)

Credit Manager (39)

Select the other role(s) that the applicant has applied for, and their activity notes will
be shown:

APPLICATION FORM JOB DETAILS ACTIVITY LOG

Show activities for job

Marketing Coordinator new (40) All -

4

e 30-01-2020 12:25 pm

Status updated to Offer accepted for Credit Manager (40) by Anusha Z

o 30-01-2020 8:59 am

Status updated to Applied for Credit Manager (40) by System

Uploading/replacing files for an applicant

The ATS allows you to upload additional files / documents against an applicant. This
could be files such as a telephone interview script, or a task that the applicant may
have been required to complete as part of the application process.

To upload a file against an applicant, from the Applicant Viewer screen, click on the
3 white dots on the right-hand side of the screen and then choose "Add or replace
file".
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APPLICATION FORM

B8  Personal information

Koy Skills

The following box will appear where you can choose to upload a new file against the
applicant or replace an existing file.

Update applicant files

L8

Drag your file{s

or click

To upload a new file against the candidate, from the dropdown list select "Additional
File".

Update applicant files

Cover Letter

Adcdmional File

Click on the blue box to upload the file.



Update applicant files

Addumional File

The uploaded file will then appear at the bottom of the page.

Update applicant files

Agditional File

o
=
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Replacing an applicant's CV

The ATS allows you to replace an applicant's CV with a more up-to-date copy should
you wish. From the pop-up screen after clicking on the white dots and selecting
"Add or replace file" select the CV option from the dropdown list.

[

Drag your file{s) here to begin

or click to browse

m
)
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Once CV is selected, click on the blue box, and upload the file. This will then replace
the CV against the applicant's record.

Select the file that you wish to upload, and the CV will then be updated with this new
file.

Bulk status updates

The ATS allows for the bulk updating of applicant's statuses, allowing you to update
multiple applicants’ statuses at once.

From the applicant list select the checkbox on the left-hand side of the applicant's
name and then choose the option to "Change status" will appear at the top of the
screen.

Applications For Assistant Store Manager For Strixton (ID: 95)

* &

Click on the "Change status" button to bring up the list of status options:

Applications For Assistant Store Manager For Strixton (ID: 95)

3= Al complete applicatio ¢ Tp
of 3 apphcatior

* &

Select the status that you wish to change the applicants to and then click
"Confirm" when prompted.



Confirm status change

Are you sure you want to change the application status?

The applicants will then be changed to the selected status.



Managing Applicants

Choosing the applicant(s) you want to schedule
for interview

The ATS offers you the option to choose to schedule interviews for individual
applicants or a batch of applicants. This is assuming the batch of applicants are all
interviewing for the same job and will all have the same interviewers.

Selecting to book an interview with an individual
applicant

The system will offer you the option to schedule an interview when you move an
applicant to any of your interview statuses.

i @jamlebenny A sharist = 0% e *kk ek o a us (>

appled

This is the question offering you the option to schedule the interview via the ATS.

Schedule interview

You have moved to an interview status. Do you want to schedule an interview now?

- D

Selecting to book an interview with a batch of
applicants



You can schedule multiple applicants to interview with the same interviewers for the
same job by selecting them from the applicant list and then choosing the option to
"Schedule interview"
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Why you should schedule interviews on the ATS

It is a good idea to schedule interviews via the ATS as this offers the following
benefits:

Use of email templates by all users scheduling interviews will see a more
professional and consistent approach to communicating with interviewees and
interviewers.

Interviewers and interviewees can easily add interviews as appointments into their
calendar.

Interviews that need to be changed can be rescheduled within a few clicks and new
confirmation details emailed to relevant parties.

The ATS can report on which applicants went to interview and also measure the
time taken to get applicants to this important stage in the recruitment process.

Confirming the interviewers

Scheduling interviews is a 3-step process. You can see in the image below we are at
step 1 "Interviewers/Candidates". The candidates for interview have already been
confirmed we only need to confirm the interviewers at this step.



Schedule interview

«d for Credit Manager

nn Interdeweri Candidabes

Test Candidate [ arsha22 3366+ starchy_land@gralloom ] Test OF [ dhiraj sheotrisaamer_aalami@g

Most users will only need to select the relevant interviewer(s) from the dropdown
list called "Select interviewer(s)". Check the box next to the interviewer(s) that you
wish to include in the email confirmation.

I
E Jamie Hiring Manager | jamie@hireful co.uk)

If you do not see an interviewer who is part of this interview process, then you can
choose the option to add them see example image below.

emncal m

When you are happy you have selected all the relevant interviewers then select
NEXT in the bottom right-hand corner to proceed to the next step.



for Credit Manager

n InterveweraCandidane

s n

Confirming the date/time and location

The next step in the process is to confirm the date/time and the location of the
interview(s). If you are booking more than one interview you will need to confirm if
the interviews are happening at the same date/time, for example if this is an
assessment centre then you probably choose the option “Same date/time.” You will
also need to confirm if the interviews are happening at the same location.

If you confirm that the interviews are not taking place at the same date/time, then
you will need to confirm the individual date(s) and time(s) for the interviews. The
same would apply if you need to confirm individual interview locations for each
interview.

Once you have provided all the required date/time and location data select the
NEXT button to proceed to the third and final step.



£3 Test Candidate () zr-oz-2020 10eo0 (5 1 b @ Mohampton
B Test v (5) 24022020 1645 () 1 b @ marthampton

e Example Application .:_; L0303 13 fE} 1 b @ reorthampics

Inferview Bimae (HH: M)

23-02-2020 i3 - O
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Interview communication

In this step you will see options to assist you in sending the relevant email to
interviewers and candidates. The first half of the communication section focuses on
the options for sending the interview confirmation email to your interviewers. You
will see options here for which user you want this email to appear to come from. It
can come from the assigned recruiter for this job or the hiring manager or another
option. You will also have options to cc you or any of your colleagues into this email.

T Face to face interview email template -
Jarnie Hisirg Manager (Jarmis@hinelud co.uk) -
e Create a virtual user
o hireful (info@hireful.co.uk)
@ amie Hiring Manager [jamia@hireful co.uk)
-

'i:' Face to face interview email template

ke Hiving Manager {Jambe@hineful oo k)

Test Candidate (anushald 3366+ starchy_land@gmail.com) Test O [dhiral shrogri+asmer_salami@gmail com) n

Example Application (anushal 23366 mulfled papenipmail com)

If you click on the email template area (highlighted in red below) you will be able to
view and edit the email template that is due to be sent to your interviewers. Our ATS
can support multiple face to face and telephone interview templates, so if you add
additional interview email templates you will see these here.
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The default setting for emailing interviewers is to attach to the email all relevant
documents relating to this candidate’s application. The image below shows that the
candidates CV, Cover Letter and PDF Application Form is automatically attached. If
you do not wish to include these documents, then you can click on the tick icon to
not attach them. You can also attach additional files here.

Attachments

The same process applies to sending the email to your interviewee(s). Remember, if
you require specific documents to be sent to the interviewee(s) then if you attach
them, but do not publish them, to the job record, then they will be automatically
attached at this stage. Here is the link to the page showing you how to do attach
files to your job record.

When you are happy with the content and attachments for your email
communication then click on the NEXT button to confirm these interviews.

You should see a small onscreen message in the bottom right corner confirming
that these interviews have been confirmed.


http://help.easywebats.com/books/jobs/page/3-adding-files

Applications For Artisan Baker For Malverleys Farm And Dining, East End Newbury RG2o 0AA (ID: 8)
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If you refresh the page on your applicant list, you will see that your applicants have
had their status for this position updated to “F2F Interview Booked". Within a couple
of minutes your emails should arrive with your interviewers/interviewees.

[ x A st e ftter dons ; ) x A it . N
Dwear Parvee,

Hedo aie th detaibi of the nberaee with Exampls Application fae the Ciedit Masager vadandy.

e e thivee) date: §2:00 FM on 25th Febosary, 020

nbEreew bacihon: Horthampion

nberviewr 1t

Lamibe Hiring Manages {Hiring WMansg e

Fou will lirsd aflsbad thei applcation deturmembi

# you Bares moep concers o questhonn sbout this interview pleass bt me know

Eirvd regarnds,

Your interviewers/interviewees will have an appointment file (it is
called Interview.ics) attached to their email. We would encourage these users to
open this attachment as it will open as an appointment.



Noma jersica_Lovel_spphcation pdf

Dear Adran

Here ace the detals of the nterview with Mascs Lovel for the HGV Deiver vacancy. Interview tema/date 1230 P on 22 March,

201 Mistervew location London intervewer| 1) Adrien WcOonagh (Chef
Meas CMcwr)

You wil 1nd a11a(Ned thew 2995Ca%0N GO0 ent) Il you Pave ory CONCI AL OF Quartant sbout Tha Aterview plasie lot me brow

Once opened your interviewer/interviewees will be able to accept this appointment
and have it saved as an appointment in their calendar. This attachment includes
links to all the attachments in the original email, so your interviewers will no longer
need to email you to ask for a CV on the day of an interview.

Viewing interviews in the interview calendar

You can access the interview calendar by clicking on the calendar icon on the left-
hand side of the screen.

Jobs

The interview calendar will show all past (grey) and upcoming (orange) interviews in
the ATS. Hiring managers can also access their own interview calendar by logging
into their hiring manager portal. However, hiring managers can only see interviews
for jobs where they are the assigned hiring manager.
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If a user needs to see the details of an interview they can click on the interview, and
they will see the image below.

Interview details

Interview schedule ID

|

2194f9ee-0429-4632-3343-b624d 159049

Job title

Lreait Manager

Interview type

Face to face

Accepted by applicant?

Mo

Interviewer(s)

Jamie Hiring Manager (jamie@hireful.co.uk)

Location

Morthampton

H L]



Rescheduling interviews

You can reschedule interviews by clicking on the record in the calendar and then
choosing to update the relevant details. Fields that have the pencil icon next to
them can be edited, which are:

Interviewers
Location

Interview date
Interview time
Interview duration

They can then save this record and choose if they wish to resend the new details of
the interview via email to the interviewers and interviewees. To do this click on the
"Actions" button and choose to desired option.

Interview details

Interview type

Accepted by applicant?

Interviewer(s)

Jamie Hiring Manager (jamie@hireful.co.uk)

Location
Interview date
Interview time

Duration



Self-servicing interviews

There is the option to enable self-servicing interviews with your system. This feature
allows for you to select specific date and time slots for candidates to select to attend
their interview, and the confirmation emails are then sent once the candidate has
selected their date and time slot.

To use the self-servicing interview feature:

Highlight the candidate(s) that you would like to proceed to interview stage:
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Confirm and select the Interviewer(s) for the role and then press Next:

nterdew is scheduled for Cradit Manager
o IngerarwersiCanchcaes

Camdicatels) selected for inlerview

Teat Applcation | dhira-unifonm_bird@ckoudnass oom ) Test Candiclate [ arurthad 23366+ standhy_Lind@pmail com )
Jrig iy Manager | Jamie@hinghal oo ul)
2=} e L T 1 3 L0ak 1) ' 1 W 2 oW r m

On the Confirm Time / Date tab, select Self Service Interviews

What type of interview would you like to book?

(O Manual interview

You will then have the option of picking quick time slots or custom time slots. Quick
self service interview allows you to select times to follow on after each other,



custom self service interview allows you to pick the start time for each individual
slot.

To schedule quick time slots, enter the duration that you would like each slot to last.

Interview duration

60

1 hr

1)

You can decide on what time the first interview slot can start at and the last
interview slot can finish.

Start time End time

08 ¥ 00 v 18 ¥ 00 v

Confirm the date of interview which can be selected from the calendar:



< February 2020 >

9 10 T 12 13 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

Interview duration

60

1 hr

1)

Select the time slots that you would like to make available for candidates to choose:

slast Firme el
SJETCLL LTI b



08:00 - 09:00

09:00 - 10:00

10:00- 11:00

11:00-12:00

12:00-13:00

O 0O 0O 0O 0 0O

13:00 - 14:00

Click on the button to add further date and time slots.

To book custom time slots, enter the duration in minutes that the slots will last.

Interview duration minutes _

30

(GMT+01:00) Europe/London

4

You can then select the interview date and then the start hour and minute for the
first slot.

tervie te Interview start hour nterview start minutes

25-05-2022 09 - 00

To add in a new slot, click the "add another slot" button.

Interview start hour nterview start minutes

25-05-2022 09 - 00 o




Repeat the process by selecting the interview date and the start hour and minute
for the second slot.

25-05-2022 09 v 00 v

25-05-2022 09 - 45 -

You will then be asked to confirm if the same location is going to be used for all the
interviews. If it is, then move the slider to Yes and confirm the interview location.
Select if the interview is going to be a face to face or telephone interview and then if
a telephone interview, confirm the number you will contact the candidate on, or if a
face-to-face interview, confirm the location of the interview.

The Communication tab will then allow you to send confirmation emails to the
interviewers and candidates. At the bottom of the page there will be an additional
email option called “Self Service Notification Email to Your Candidate(s)”

Self service notification emall to your candidate(s)

T Face to face interview email template i

Jamise: Hiring Manager (jamicghireful.oo.uk) -

Test Application [dhirajsuniform_birdé@cloudnaut com) Test Candidate (anusha? 23366+ starchy. land@gmail com) n

Default template -

nieriew iInvitation from {{organisaticn_name | sate}}

This email is sent to the candidate with a link for them to click on to select their
interview slot:



Dwear Test,

With reference to your application for the position of "Credit Manager”, we would ke to invite you to attend an interview. Please, could you confirm youwr
preferred interview slot by clicking here.

If you encounter an issue or hawve any queries please let me know,
Ksnal regards,

lamie Denny

When the candidate clicks on the link, they are taken to a screen to select their date
and time slot:

Ploase choode your pridarmad tirme slob far this inbenies Trom the avadable shats below
250022020

09:00 - 10:00 1000 - 17:00 11:00 - 12:00 12:00 - 13:00

SUBMIT

After the candidate has selected their date and time slot, they are informed that this
has been successfully submitted, and the confirmation emails are then sent to the
candidates and interviewers.

The confirmed interview slot will then show in the Interview Calendar, and the time
slot will be highlighted green to show the candidate has confirmed this slot:

Feb 2020

LG Vel il {18117 | v

Please note: The self-interview feature works as an independent feature. The slots
that are booked are just for that type of interview for that role, they are not shared
between different instances of interviews.



Candidate database

Manually adding a candidate to the database

The ATS allows you to manually add a candidate to the database so that they are on
your system. This could be because you wish to assign them to a role on the system
or you wish to add them to a talent pool.

Clicking on the Candidates tab on the left-hand side of the screen will take you
through to ATS candidate database.

To add a candidate to the database, click on the Add button on the right-hand side
of the screen.

Candidates [

You will then be asked to enter details about the candidate. Fields marked with a *
are mandatory fields to be completed.



Add Candidate

Q =

Once you have added the details, click the "Save" button. You will then move onto
the Files tab. This will allow you to upload the candidate's CV and cover letter.

Add Candidate

L

To upload the candidate's CV, click on the purple box and then select the file that
you wish to upload or drag and drop the file onto the purple box. To upload a

covering letter, click on the file type and select Cover Letter.

Add Candidate

o

Please note: Only Word documents (.doc or .docx) or PDF files can be uploaded.

You can then choose to save the candidate to the database by clicking on "Save and

return to candidate list".



Assigning candidates to a role

The ATS allows you to assign candidates that you have added to the database to a
role that is currently on the ATS. Alternatively, you may have a candidate that has

applied for a role and you may wish to assign them to another role on the ATS as

they could well be suitable for that vacancy.

Assigning a Newly Added Candidate to a Role

To assign a candidate that you have manually added to the ATS to a role, once you
have added the candidate's details and click "Return to Candidate List" click on the
checkbox next to their name and select "Assign to Job".

Candidates m

A pop-up box will then appear where you can choose which role you would like to
assign the candidate to, and the source of where the application has come from.

Once you have selected the job and the source of application, click Submit and the
candidate will be assigned to that role.

Please note: You can only assign candidates to jobs that are active on the ATS.

Assigning a candidate that has already applied to
a role in the ATS to another position

If you have a candidate in your database that you would like to assign to another
role in the ATS, first find the candidate that you are looking to assign to this role.



Once you have found the candidate that you are looking for, click in the check box
next to their name and then choose "Assign to Job".

Assign candidates to job

®@®

As above the same pop-up box will appear where you can choose the role you
would like to assign the candidate to, and the source that you would like to assign
against the candidate.

Assign candidates to job

®@@®

Click Submit to confirm the role and source of application and the candidate will be

assigned to that role, and on the applicant list for that role the candidate will show
with a number next to their name.

Applications For Assistant Store Manager For Strixton (ID: 95)

Searching for candidates in the database

The candidate database has a search function built within it that will allow you to
search for candidates by the following criteria:

First Name
Last Name
Email Address



Candidate ID

Location Inputted in their Application Form

Current Job Title Inputted in their Application Form

Tag Applied to Them (see article on "Tagging Candidates" for further details)

To search for a candidate within the database, on the candidates tab, click into the
filter candidates search bar to begin your search. You can then type the search word
that you are looking for.

Searching for candidates by name / email address
/ candidate ID

To search for a candidate by name (either first name or last name), email address,
or candidate ID, enter the details you are searching for into the search bar and hit
enter. A list will then appear to choose what criteria you want to search by.

Candidates
Q
o Sea -'E‘\pmc
. i Email
o f——

Select the criteria that you wish to search by, and the list of candidates will appear
who have met that criteria.

Candidates m

Q

Searching for candidates by location / job title

To search for candidates who are in a certain location or have indicated on their
application form that they are currently working in a particular job, in the search bar
enter either the location or job title and the dropdown list will appear for you to
select the criteria to search by.


http://help.easywebats.com/books/recruiter-users/page/tagging-candidates

Candidates m

Q

@ xeTertung City

Select the location or job title, and all candidates that have indicated that they are in
that location or currently doing that job will appear.

Searching for tagged candidates

To search for tagged candidates within a talent pool, click on the tags option.
Candidates m

Click on the tag that you wish to search within and all candidates who have been
tagged in that talent pool will appear.

Candidates m

Tagging Candidates
Within the candidate database you can "tag" candidates which allows you to add
them to a talent pool that can be searched for future vacancies. Candidates can be

"tagged" to multiple tags, allowing them to appear in multiple talent pools.

You can tag single or multiple candidates within the database.



Tagging a single candidate

To tag a single candidate, search for the candidate that you are looking for and then

Qo
click on the icon. The following box will then appear on screen:

s applied to Jamie Denn close

From here you can add a tag against a candidate. Click on the “add new tag” button
and you can either type the name of the tag that you wish to assign to the
candidate, or you can select from the dropdown list that will appear.

| new tag for Jamie Denny close

- s
Sales talent pool
business development roles
example talent pool
northamptonshire

runner up at interview

Tagging multiple candidates

To tag multiple candidates within the candidate database, click on the check box
next to the candidates’ names and then choose the "Tag applicant(s)" option at the
top of the screen.
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Emailing applicants from talent pools

The ATS allows you to email applicants that you have added to talent pools to
contact them about a new opportunity that you may wish to bring to their attention,

thus allowing you to potentially make free hires through the ATS and reduce your
recruitment spend.

To email applicants, search for the talent pool that you wish to email and then click
in the box next to their name, or if you wish to email all applicants, check the box at

the top of the applicant list and select "Send email to candidate(s)" from the top list
of options.

Candidates

A new box will open where you can then send the email to the selected applicants
(1). You can choose which email address you would like to email to be sent from (2)
and choose to CC (3) or BCC (4) any other individuals into the email. You can then
enter the subject of the email (5) and the content of the email (6) that you wish to
send to the applicants, and have the option to attach any files that you may wish to
include in the email (7). You can then send the email to the applicants (8).



Compose email

Manual Candidate (dkasjdhsfewu@dsjidfashkjds.com) Jess Brosnan (jess@hireful.co.uk)
Sadie Kellard (sadie@hireful.co.uk) :

Adding to Database - Privacy Policy Of ~
Adding Your Details To {{organisation_name | safe}} ATS - Please Read

Dear {{candidate_first_name}}

| am writing to you to indicate that your details have been added to our Applicant Tracking System (ATS) database. In order to comply with the new General Data
Protection Regulations (GDPR) please can you confirm that you have read and understood the details of our company's privacy policy statement. A link to this

ican be found here
www jdenny com/privacypolicy B

Please can you reply to this email to confirm that you have read and understood our privacy policy and are happy for your details to be stored within our ATS
database

BKind Regards

{{user_signature | safe }}

Drag your file(s) here to begin
or click to browse

Recruitment Agency Management

Adding a new recruitment agency

If you are an admin user you will be able to add new recruitment agencies to your
ATS. To do this you will need to click into the agency users page, see below:
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Then you will need to click on the “add agency” button in the right hand corner.

Agencies

Then you will need to complete the "Add Agency" form. This requires you to first
provide the agency contact’s email address. This is so the system can check to see if
this agency user is already setup on our database (for example this agency works
with another ATS client so will not need to have separate logins per system).



add agency

check email address

If the agency has not been setup already, you will then need to complete the form,
asking you to provide the following:

Contact first name

Contact last name

Office contact number

Agency name - Our database is organised by users, so you can add multiple users
from the same agency.

Payment terms - This is an optional field where you can record the payment terms
you agreed with this agency.

Registered company number

Website address

Margin - This is an optional field where you can record the margin you agreed with
this agency.

Notes - Optional field to record any additional notes.

Terms of business - You can upload a copy of their terms of business here in order
to save it against their record.

agency user details

Fields in this section can only be changed by the agency user themselves once they have been created, To change these flelds, the user will need to navigate 1o the ‘my account secion which can be found by clicking their name in the Top right

agency details

commercial details



Importing a list of agency users

If you are looking to set this up for the first time, you might prefer to email over an
xls spreadsheet of your agency users to our support team for them to import for
you (support@hireful.co.uk / 01933 667167). If you choose to ask the support team
to import a list of recruitment agency contacts then please ensure that your list
includes all of the following:

First name

Last name

Agency name

Contact email address
Contact telephone number

Releasing a job to an agency user

There are two ways to release a job to an agency user.

Releasing a job from the jobs page

For most users this is their preferred method. You select the job(s) you want to
release and you then select to "Release to agencies".

Jabs POSSESCQ T N—— - m

You will then see the "Release vacancies" page. From here you can select the
agencies you want to release this job to, you can select more than one. You can also
provide comments that are shared with the agency users. This is typically
information not listed on the job advert such as salary/benefits details, information
about the urgency of this job or any other key information.



Release vacancies

Test Agency O
@ Jamie's Agency 0O
‘ hireful.
hireful agency

In order to help your agencies to provide relevant candidates for your requirement, please can you confirm the salary

bracket on offer, along with details of commission, bonuses, car / car allowance etc.

Comments

Releasing a job from the agency page

You can also release a job from the agency page. Here you would start by selecting
the agency users you wished to assist you with this vacancy. Then you would select
"Release vacancies".

Agencies

1-20f2 agenties

You would then see the same "Release vacancies" window. However, this time the
agencies are listed at the top of the screen and are pre-selected. The user needs to
confirm the job(s) they would like to release to the agencies.

Once again you should try to add some comments to assist your agencies in
sourcing relevant applicants.

How an agency submits an applicant



An agency user will be alerted that there is a new job for you to work on when they
receive an email like the one below. Also note how the additional comments from
the client are shown in this email (we have highlighted them in red below).

adrianjmcdonagh+demol@gmail.com

New job has been released to you

0 Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message

Dear Adrian,
Below are the details of a new role that has been released to you that we would like your assistance with:

JobID: 13

Job title:HGV Driver

Location:London

Link to job: https://demo1 livevacancies.co.uk/#!/page/L ondon/HGV-Driver-13.html

Link to agency portal: https://agency easywebats.com

Additional comments from client:
We need applicants submitted before the end of the week, as we are planning to interview next week.

Kind regards,

Adrian McDonagh

The agency user can view the details of the job and can login to the agency portal to
submit any suitable applicants that they have.

Agency Portal

When an agency logs in they will see a view like the one below, which highlights all
the live jobs that they can submit applicants for.

B2 Agency Jobs

Cliwnd
dane released +
o . i o~ EEN EZN

To submit an applicant the agency user should click on the Submit button. This will
open a new page where they will be asked to validate the applicant's email address.
This is to carry out a duplicate check on the candidate's email address submitted by
the agency user. If an agency user tries to submit an applicant who has the same
email address as an applicant already submitted for this job then they will not be
able to submit this applicant and will see an onscreen warning.



If all the email address is okay then they will proceed to the next step in this
submission process.

Submit candidate to Marketing Executive job

complete candidate's application form
re a candidate can be submitted 10 a client we need to check if another agency has ownership of this candidate or the candidate hasn already applied for the job themselves

Please enter the candidate’s email address in the field below. The candidate will not be emailed and the client will be unable to cortact the can

Please note: providing an email address which is not the candidate’s real email address can ca

jamie@hireful.co.uk
( cancel ) validate email address

The next step in the process is for the agency user to provide additional information
about this applicant and once the mandatory fields have all been completed the
applicant can be submitted by the agency user.

candidate contact details

candidate application details

«=»
=D
How to withdraw a job from an agency

All recruiter users can see which jobs have been released to agencies from the jobs
home page.



Jobs job summary mport e jobhandout  vacancy aperval Impart job =3

Marketing Exocutive Steaton

A recruiter user can withdraw a job from one or several agency users, by clicking on
this highlighted icon in the agency column. This will open the "Withdraw job"
window.

Here the user needs to choose which agencies to withdraw this job from. They can
also choose to alert the agencies that you are withdrawing this job from by email
and add comments to this email.

Withdraw job

Selected Job0

61 - Test Job - Strixton Business Manor
o
IAgency hsto

2887 Test Agency D
@ Jamie's Agency 0O

The agency user will receive an email that will look like the example below:



Tue 21/03/2017 05:00

adrianjmcdonagh+demo1@gmail.com
Withdrawl of request to work on job by Demol
To adrdanjmedonagh@gmall.com

o Click here to download pictures. To help protect your privacy, Outlook p d automatic d load of some pictures in this message,

Dear Adrian,

Please note that the request for your assistance in sourcing applicants for the below job has been withdrawn
JoblD: 27

Job title:Service Delivery Analyst

Location:Hull

Link to job: h
Link to agency portal: https://agency easywebats.com

Additional comments from client:
This job has now been filled. So we no longer need your assistance with it.

Kind regards,

Adrian McDonagh




User Management

Adding a new user

If you are an admin user and there is sufficient user licenses allocated to your
system you can add new users. You do this by clicking on the 3 dots in the top right
hand corner of the page....
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You will then see the User Management window and in the top right hand corner
you will see a plus sign which will open the Add User window.



User Management m m

The first thing you will need to do is to add in the user’'s email address to check that
they haven't already been setup.

add user

check email address

added to your system, we first need o check if their email adoress already exists. Please add the email address of the user you would like to 3dd in the field below. Please note this will not trigger any emails 1o the user

To add the user, you will then need to enter the following details:

First name

Last name

Job title - This is important to add as it is used in the default signature for this user
and also in interview email templates.

Contact number - Not required but useful, especially if this user might be involved in
telephone interviews.

Role type - Here you can select the relevant user type.

Timezone - This will default to your computer’s standard timezone.

Email signature - If you do not add an email signature a default email signature will
be used when the system sends email from this user. We can support full html
signatures (with organisation logos, social media icons etc - contact our support
team for help with this - support@hireful.co.uk / 01933 667164).



mailto:support@hireful.co.uk

first name* last name~

This field is required.

hireful.co.uk

user ATS details

Fiefds in this section only apply o the user's sccourt on this ATS. i the user is associsted to multple different ATS's, the user's detads will reed to be updated manually on each ATS. These details can be changed by the user themseives cc 3
Recruter Admin user.

job title” phone number

timezone
role type® (GMT+01:00) Europe/London
email signature

B i U A = m ® B O + - o~ K>



Reports

Accessing reports

The reporting suite cover a wide variety of areas that provide detailed information
around your campaigns and candidates.

To access the reports, from the main screen, click on the reports icon on the left
hand side.

You will then be taken through to the reporting dashboard section. This dashboard
provides real-time data around your current number of candidates at the Applied,
Shortlist, Interviewed and Offered stages.

applicant summary

The figures below are based on the current applicant status for active jobs.

Job Location Recruiter

Applied

509

The applicant funnel is a graphical representation of the funnel of applicants as they
apply and then shortlisted, interviewed, offered and hired over the previous 12
months. The funnel can be filtered by Department, Location and Recruiter.



The funnel below depicts how many candidates achieved the following statuses in the previous 12 months. This displays data for both active and inactive jobs.

Department Location Recruiter

There is also a suite of standard reports, which go into further detail of the data that
is available within the ATS. These reports are:

Standard reports (additional filters).

Job breakdown filtered. =% Job summary filtered. b Applicant source filtered e
Average time to pracess filtered > Time to hire filtered. = Forgotten applicants filtered =
=

Agency performance additional filters

1. Job Breakdown - This report provides you with data around the different status
that applicants have been updated to.

Job Breakdown Filtered

job breakdown (additional filters) 244
This report gives you information about the various statuses that applicants have been updated to. The e Jobs
Date created Hiring manager(s) Recruiter
@ Last 90 days (inciudes today x ¥
Job status Department Job type

! Brand

Region Location



15,225 1,079 164

No. of applicants. No. of applicants who have been shortlisted. No. of applicants who were interviewed.
Average no. of applicants per job. Average no. shortlisted per job. Average no. interviewed per job.
JobiD « Tite Location Completed still applied Shortlisted Interviewed Offered Hired Rejected Rejected after
applications and not interview
processed

2.Job Summary - This report gives you a general overview of the details of each job
and also states the dates the job was created on the ATS and then published.

Job Summary Filtered. “““""
job summary (additional filters) 244
This report gives you a general overview of each job. The data on this dashboard Is refreshed every hou Jobs
Date created Hiring Manager(s) Recruiter
8 Last 90 days includes today) x
Department Contract type Job type
Region Location Job status

33 = 113

Active jobs I ol Cancelled jobs

3. Application Source Breakdown - This report allows you to view the source of
application for roles overall, and on a job by job basis. This report can be filtered by
date range, Recruiter, Job Status type, Location, Region, Department, Brand, Hiring
Manager, Contract type, Application progress (how far along the application stage
candidates were progresses) and Job type.



Applicant Source Filtered

applicant source 16,721
This report displays the origin (source) of all applications in your A t this dasht hed Applicants
Date Hiring manager Recruiter
@ Last 90 days (includes today) " =
Job status Job I Application progress

- - Applied s
Department Region Location

B indead Apply Totaljobs [l Reed Diract Apply [l OV-Library Other

4. Average time to process - This report shows you the average time to process for
each role, giving you in days the average time candidates spend at different statuses
(applied, shortlist, interview, offer). This report can be filtered by date range,
Recruiter, Job Status type, Location, Region, Department, Brand, Hiring Manager,
Contract type and Job type.

Average Time To Process Filtered

average time to process (additional filters) 232
This report displays the average time (in days) it takes for applicants to t ogressed or rejected at each level of the recruitment process. These Jobs
g ate if you keep track of applicants’ shortlisting, intes ws, and offer status. The d on this dashboard is refreshed ever
Date created Hiring Manager Recruiter
@ Last 90 days (indudes today ® x =
Region Job type Department

Location Job status ! Brand



3.4 B 11.1

Avg. days at applied stage. Avg. days at shortlist stage. Avg. days at interview stage.

JobiD ~ Tite Location Avg. time on applied Avg. time on shortlist Avg. time on interview Avg. time on offer
L L for

5. Time to Hire - This report provides you with details on your time to hire
candidates. The report shows you the applicant time to hire (the time from the date
the candidate applied for the vacancy to the date they were changed to hired on the
system) and also the job time to hire (the time from the date the job was published
out for candidate to begin to apply to the date the hired candidate was changed to
hired on the system). Please note: this report will only show data if candidates are
changed to the hired status on the ATS.

time to hire (additional filters) 26
Date hired Job created date Recruiter

8 5590 dey prauaes ioday 5 .

Hiring manager Region Job type

Source Location Department

8.65 . 26.92 3515

Avg. days to move applicant to interview. Avg. applicants time to hire (days). Avg. job time to hire (days).

Candidate name Date job created Daystopublish  Applicanttimeto  Applicanttimeto  Job time to hire

from creation interview hire

6. Forgotten applicants - This reports allows you to setup time ranges and see if any
candidates have not had their status updated within that time period. For example,
you can see how many candidates have been sitting at the status of applied for
more than 5 days, and then work through the list to update their status.



No of applicants

forgotten applicants(additional filters)
The report below will show you the applicants who have been residing on a status for a reasonable period of time. The data on this 6 9 8

dashboard is refreshed every hour

Hiring manager

Days at status Recruiter
-~ 1 - -
o ©
Job Location Region
Department Brand Current status type
Job 1D Titde Location Applicant name Candidate ID Current status type Current status Date of last status Days at current status
change
Infr o 4y 4591 Shortlisted tact r 20.03.2024

" 4 Shortiisted
T e Eny r 4 Shortiisted t T 24
fi Shortlisted tact i

7. Agency performance - This report allows you to track how your recruitment
agencies are performing in terms of number of applications submitted through to
the number shortlisted, interviewed, offered and hired.

Agency Performance Additional Filters

Processed applicants

agency performance - applicant quality 154

This report gives you information about the quality of applicants each agency is providing to you. The data on this dashboard is refreshed

every hour.

Submitted date Job

8 Last 90 days (includes today)

Recruiter

Department Location

Agency

applicant quality

The below funnel chart shows the overall performance of applicants submitted by agencies




submitted candidates

The table below shows the individual applicants submitted by your agencies

8. Application form performance - This report allow you to view your completion
rate of application forms, and also the method of how candidates are applying for
your vacancies (desktop, mobile or manually added). The report also allows you to
see the percentage of applicants opting to provide their diversity data.

application form performance

his report updates you o our application form is perf

Created date Department

@ Last 90 days (includes today) x

Application completion

W Complete [ incomplete

diversity data capture

he percentage of applicants opting in to provide their divers

76.8%

26.5%

rming. The data on this dashboard is refreshed every evening

Location

Desktop vs mobile

W Desktop Mobife Manually added

ty data

23.2%

All of the standard reports allow you to export the data from the ATS to an Excel
spreadsheet, or if any of the reports have a graph image, the image of that chart can

be downloaded.



Please Note: If you are a Pro or Hero ATS customer, you have the option to have
bespoke reports built for specifically for your ATS. If you would like further
information around this, please speak to your Account Manager.

D&l reports

The ATS comes with an extensive range of D&l reports that allow you to track your
diversity data and how this changes as candidates move through the recruitment
process. The ATS also has the 2021 Census data added to it, allowing you to
benchmark your data against the latest census information.

D&d reports (additional filters).

D& applied vs shortlisted filtered d D& applied vs interviewed filtered 2 D& interviewed vs offered/ired filtered =y

I > > >
farit t 2> 2 Rel 2>
2> 9>

The D&l reports that are setup in the system are:

D&l applied vs shortlisted - This allows you to view the difference in your diversity
data between your shortlisted candidates compared to the number of applications.

Gender

Applied

1,266

D&l applied vs interviewed - This allows you to view the difference in your diversity
data between your interviewed candidates compared to the number of applications.



Highest academic qualification

Applied
1,202

B Applied [l nterviewed

Highest academic qualification
AS, A Level or equivalent
Degree, foundation degree, HND or HNG, NVQ level 4
and above teaching and nursing
GCSE or equivalent
NV, BTEC national/general, OND or ONC, City and
Guilds CraftiAdvanced Craft
MNone of the above

D&l interviewed vs offered/hired - This allows you to view the difference in your
diversity data between your offered and hired candidates compared to your
interviewed candidates.

Ethnicity
Offered or hired
21
Interviewed Offered or hired
5%
" A
Y
24w
me M creex [l European white [l] Romanian
me indian [l Pa B ot North rish piease state)

Diversity Dashboard - This report allows you to view the diversity information
provided by your applicants. The data on this dashboard is refreshed weekly.



diversity dashboard (additional filters) 4,441
his report allows you to view the diversity information provided by your applicants. The data on this dashboard is refreshed weekly Applicants

Date applied Hiring Manager Recruiter
@ Last 90 days (Includes today ¥ >,
Job status Job Department
Current applicant status Region Location

’ 04 —_ 0f
Gender 26.5% Ethnicity L3R

19%

26%

W &rtsh indian il Other [l Black African [l Pakistar

Email Templates

Creating and using email templates

You are able to create your own email templates within your ATS. You do this by
selecting "Email Templates" from the menu.

Q spport chat
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This will open the email templates admin screen.




Email Templates

Here you will see that you can edit and create email templates that will be available
in the following circumstances:

Candidate email templates: These are available when you are in the candidate list
page and you choose to select one or more candidates and select "Send email to

candidate(s)".
Candidates m

Applicant email templates: These are available when you are in the applicant list
page and you choose to select one or more applicants and select "Send email to

applicant(s)".

Applications For Assistant Store Manager For Strixton (ID: 95)
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« Interview email templates for interviewers (Hiring Managers): These are
available when you are in the communication stage of scheduling an interview an
you select the email to send to the interviewers.

Do you want to send a confirmation emall to your Interviewer(s)? ‘

T Face to face interview email template

Jamie Denny (amie@hireful.co.uk)
Jamie Denny (amie@hireful.co.uk)

« Interview email templates for interviewees (Candidates): These are available
when you are in the communication stage of scheduling an interview and you select
the email to send to the interviewees.

Do you want to send a confirmation email to your candidate(s)? B )

¥ Face to face interview emall template

Jarmie Denryy (mie@hireful.co.uk)

Jomie Test (amie@hireful.co.uk)

« Agency user email templates: These are available when you are in the agency list
page and you choose to select one or more agencies and select send email.



Agencies m

When you click on the relevant email templates option on the admin list you will see
the following "Create / edit email template" screen. See below for the image and
notes explaining the purpose of each field.

Email Templates

Compose new template [

1. This field is not editable and is there to remind you of the type of email template
you are creating / editing.

2. This option let you create a new template or edit and existing template.

3. This is the name that you want to give to the email template. The recipient of this
email will never see the name, it will only be shown to users when selecting the
email template.

4. This is where you add the subject of the email. Please note: You cannot add any
dynamic data in the subject, for example, you cannot create a subject saying
"Thanks for applying for our {{job_title}}" and expect the email template to add the
relevant job title into the subject. The dynamic data you add via field (5) only applies
to the message body (7).



5. This option allows you to choose from a large range of dynamic data which you
can add to the email. The most obvious example would be the candidate's name, so
you might start an email with "Dear {{candidate_first_name}}," as shown in the
example below.

Please note: The options available in this field will depend on the type of email
template you are creating. For example, interview templates can include interview
dates, times, job details.

6. This option only appears when you are creating an interview template and serves
to confirm whether you are creating and interview template for face to face or
telephone interviews.

7. When you have created your email select ADD and it will be saved to the system.
You can then choose to edit it at any point in the future by selecting it from the list
in filed (2).

Dear Jamie,

Here are the details of the interview with Scoring Candidate Number 1 for the Scoring Test Job vacancy.

Interview time/date: 10:00 AM on 28th May, 2019
Interview location: Northampton, Lower Bath St, Northampton, NN1 2RZ
Interviewer(s):

Jamie Hiring Manager (Hiring Manager)

Copying an email template

You are able to copy existing email templates by selecting the relevant template
from the list in field (2). Update it to the new format you need, give it a new name (3)
and finally select "SAVE AS NEW" which will allow you to create a new email
template.
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Dear {{candidate_first_name}}

Here's some great news for youl Following your application for the job, {{job_fitle | safe}}, we are very happy to confirm we'd be delighted to meet you
for an interview, the details of which are as follows:

nterview time/date: {{interview_time}} on {{interview_date}}

nterview location: {{interview_location)}

nterviewer(s). {{interviewers_details_text|safe}}

f you have any requirements or adjustments that will make you feel more comfortable and confident on the day, please let us knowl

We really look forward to meeting you soon!

Kind Regards
forganisation_signature|safe}}
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Using email signatures with email templates

You have two options when you are looking to add a signature to your email
template. Firstly, you can choose to add the "Organisation Signature". This will send
the email with a signature at the bottom that is generic, for example, from
"Recruitment Department”. Alternatively, you can choose to select "User Signature",
which will add the signature for whichever user is the choosing to use this template.

{{organisation_name | safe}}
{{organisation_signature | safe}}
{{organisation_email}}
{{user_first_name}}
{{user_last_name}}

{{recruiter_name}}



