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1.0 Creating a prospect candidate

4 Q  search

Welcome, Paul Simmons

Inbox oer
22 items

Post Job: RO0O00000740 Supervisor
17 minute(s) ago

Hire: Alameda Slim - Stevenage - Roaring Meg - Nandocas (Gina Farkas)
19 hour(s) ago - Due 28/01/2020; Effective 20/01/2020

Generate Offer Letter: John Smith - RO000000437 Supervisor (338)
1 month(s) ago - Due 14/12/2019

o Go to Inbox

casr (@) usnie

Applications
16 items

Recruiting
Dashboard

S

e

Compensation

®

My Open
Positions

s
B

Select Recruiting Dashboard from Homepage

[E Self Scheduling Calendar

Recruiting Self-Schedule Event Roster

|

Actions

Create Job Requisition
Edit Job Requisition
Create Job Application

More (7

\ﬁj‘FMDre @

&1 Reports

Manage My Open Requisitions

Under actions select ‘more’




1.0 Creating a prospect candidate

[E1 Self Scheduling Calendar

Recruiting Self-Schedule Event Roster

Actions

0

Create Job Requisition
Edit Job Requisition
Create Job Application
Edit Evergreen Requisition
Create Prq?ec[
Create Prospect
Create a Referral
Invite to Apply
Find Candidates
My Candidates

View All Upcoming Reminders

Select ‘Create Prospect’

4 Q search @ é

Create Prospect

o Create New Prospect

Create from Existing Workers

i

Create from Resume/CV

PEESHSCO W7 e ) Cancel
BIREENCAST. o5 a
— O

Create Prospect page will open
Select ‘Create new prospect’

Click OK



1.0 Creating a prospect candidate

4 Q search Q @

< Create Prospect

Country

Country *  x United Kingdom

Legal Name

First Name * [ Jermaing ]

5

LastName *

Candidate has a preferred name

Contact Information

Country Phone Code

e Cancel
SGRE! i<

Enter Candidates First Name

4 Q search Q g

< Create Prospect

Country

Country * % United Kingdom

Legal Name

FirstName * Jermaine

Last Name * [ Thomas I l

Candidate has a preferred name

Contact Information

Country Phone Code

Cancel

Enter Candidates and Last Name



Cursu e e e

Contact Information

(S}

Prospect Inf| ~  united states of America (+1)

Source t’ '=‘|
Experience Level ‘ E|
Status l El
Type ‘ X New E\
Address
Address Line 1

( cm )

Social

LinkedinURL

Facebook URL

Scroll down and enter Candidates contact information in boxes below

Curu s e e

Contact Information

Country Phone Code | X United Kingdom (+44)

Phone Number * [ 07869875867

ome s | 1

L JL_J

Email *‘

Prospect Information

Source *|

Exp.mm-m-l|

e

Type X New

Address

Address Line 1 [

Sex € < =

Social

Linkedin URL \

Facebook URL

Enter contact number




Cursu e e e

Contact Information

Country Phone Code *' X United Kingdom (+44)

Phone Number * ‘ 07869 875867 ‘

Email *[ 'umnlne@mmni ]
Prospect Information Social
Source * ‘ = ’ Linkedin URL \‘
Experience Level \ = J Facebook URL
Status ’ ss’
Type o New =
Address
Address Line 1 |
AT, o
Enter email address
Agency > m
ContactIn .. N
Country Phone Code  Social Media > =
Phone Job Fair >
Job Boards >
Phone Extension e 5
Email Referral >
Internal >
Prospectl| > B Social
Source * | kearch = Linkedin URL \
ExpecianceLavi ‘ = ‘ Facebook URL ‘
Status | ss‘
Type ‘ X New = ‘
Address
Address Line 1

AT,

Under prospect information select ‘Source’

For walk-ins select ‘other’




Cursu e e e

Contact Information
o«mrymcod.*‘ X United Kingdom (+44) =
Email | Local charity partner
B | Partnership
Prospect | \‘7“"‘"‘ Social
Source * | search = LinkedinURL
Experience Level ‘ = | Facebook URL
Status l = ’
Type ‘ X New = ’
Address
Address Line 1
Select Walk in
Contact Information
c«mmcodo*l % United Kingdom (+44) =
Phone Number * ‘ 07869 875867
Phone Extension ‘
Email * ‘ jermaine@noemail.com
Prospect Information Social
Source * | x Walkin = ‘ Linkedin URL 1
Experence Level = \ Facebook URL
Status | = ‘
Type | X New = ‘
Address
Address Line 1
- Cancel
SR c

Other information on the page is optional

Scroll down to the bottom of the page and click OK



