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1. Client Module

3.1 Create new Client

Under the main menu Client select the following in the ribbon bar.

New->Client

| RSN - |

| +Search & Save
Client Name: [ Main Phone [

Industry: [ s| Client Source: [ ]

Enter the appropriate value in the client name and main phone. Industry field is a lookup field. Once
you have selected appropriate values in the fields, Click on ‘Search & Save’

In case similar value exists in the database, system will list them in a list as shown below.

Slient Name: [Jabong | Wain Phone [43434343 |
ngustry. ‘CONSTRUCT\ON;’F’ROF’ERTY [ ‘ Client Source Linkedin v ‘
The following similar records have been found. If none of these records are the client concerned, please click on <~ Create New

D | Client Name Region Suburb |core kil b, >, Last Updated Industry

42270 Jabong ; POSTGRESQL; 24 Jul 2015 11:37 AM Logistics

- InActive

User can either select the appropriate one or click on ‘Create New’ to create a new one.

In case no similar records are found in the database, the record would be created and the following
edit Client screen would be displayed.
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)/ [ it Client - 42270 x\(_‘ Finance PAWA T—— — T T T ——| i | o -
<« C' | [ wasp.recruitlive.com.au/Clients.rl/Edit?moduleName =Client&moduleRecordID=42270&listid= 3577 5&session]D=988424006&bookMarkID =1 | O =
i Apps  For quick access, place your bookmarks here on the bookmarks bar. Import bookmarks now...

[CJ Other bookmarks

Client | Confact Candidate  Job  Placement Personal  Reports Maintenance [ctone Tab I Q{1 | 29| KeisHNA
- Client 3 Basic = |{Save  fRefresh 5 Document & Notes  gypload - Notify Auditor
oList QAdvanced | - Manage _ criteria ,Drop e Tree.
ClientiD: 42270 Record: 1 of 1 565555 O @ new
Clisnt Name Jabong | Industry: [ocisTics =
Legal Glient Name: Jabong S Industry Sectors: [rocisTics; =]
Client Type: COMPANY v \ Core Skill [PosTGRESQL: |
Label [ -] Parent Client [ ] [view|
Credit Rating: Numoerorsaft o | Merge To. [testisyd) AdityaRename '] [Merge | new |
Receivable Bank: [ 7] Invaice Structure Type: [Consolidate 4 Weekly - Client wise 7]
Audit Staus: Auditor Notified Audited / Lacked:

| Notes u Contact List H Job List H Address & Telephone H Company Info H pSL ” Diary H Others H Email History H Audit List ‘

iriSave Note

Category Quick Task/Event

Assign To: [

Contents:

o]

P
G| 1 « (1) Page[T Jor1 » » Pagesize Displaying items 1-8 of @
Date Made | category Content user
22Ju1201504:39PM  Placement Payroll Exemption on client changed from true to false Ruchi
Wasp[SYD]
22Ju1201504:37PM  Placement Payroll Exemption on client changed from false to true Ruchi
Wasp[SYD]
22Ju1201504:34PM  Placement Payment Frequency Comment on client changed from empty to This is testing part Ruchi
Wasp[SYD]
22Ju1201504:33PM  Placement Payment Terms on client changed from 15 Days from End of Month to 30 Days from End of Month Ruchi
Wasp[SYD] -

The information required for the Client is arranged in different groups which are shown on screen as
tab. Following are the tabs available on the client screen.

I3.1.1. Actions in Ribbon Bar

3.1.1.1 Refresh

User can click on this button to reload the information for the selected client.

13.1.12 Drop

User can click on the ‘Drop’ button to drop the contact from the default loaded list

‘ 3.1.12 Manage Document

To upload documents for the loaded client, Click on Edit->Documents, the manage document
window will be loaded

Manage Documents

. Refresh
Document Type: @ ECA document Client Vist Others
Select File Browse | [{@uplesd)
Document ID Document Type File Name: Modified Date Created Date Actions.
356167 CLENTVISIT CLIENT_7358_CLIENTVISIT_SAMPLE_TESTCASES.XLSX 22 Mar 2012 03:35 AM 22 Mar 2012 03:35 AM Qe x

The screen shows the list of the documents uploaded for the client.You can select the desired

category and upload the required document. Once uploaded the document would be available to
view/download in the list.
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3.1.12 Family->Notes/Tree

To view the notes related to the entire family of the loaded client, Click on Family->Notes

Family Notes ®

Infotech India

I 23456 Paged1 of6 » b PageSize Displaying items 1 - 10 of 52

Date Made Belongs to | category Content User

24 May 2012 05:58 PM Contact : Rahul V Data Entry Contact added to RecruitLive 1est[SYD]

24 May 2012 05:53 PM Contact : Megha L Data Entry Contact added to RecruitLive test[SYD]

21 May 2012 10:16 AM Client : Infotech India Industry set from [GAMING] to [GOVERNMENT] test[SYD]

18 May 2012 03:54 PM Contact : Deepak Jain Match Niharika Kandala Matched to Contact - Deepak Jain at Infotech india 1est[SYD]

17 May 2012 06:44 PM Job : SLU Infotech Job17 [TT433] Match Nikhil Dalvi Matched to Job TT433 - SLU_Infotech_Job17 for Divya G at Infotech test[SYD]
India

17 May 2012 06:43 PM Candidate : Aditi Sharma Interview Aditi Sharma - Interview for Job TT433 - SLU_Infotech_Job17 arranged with Divya  test[SYD]
G of Infotech India on 18 May 2012 at 11:00 AM

17 May 2012 06:43 PM Job : SLU Infotech Job17 [TT433] Data Entry Job added to RecruitLive 1est[SYD]

17 May 2012 06:37 PM Contact: Divva G Match Aditi Sharma Matched to Contact - Divya G at Infotech India 1est[SYD]

17 May 2012 06:36 PM Job : twueirwuirw Match Gary Stoneham Matched to Job TT421 - twueirwuirw ryweuryiuewryweiuyriu for test[SYD]

weuryiuewryweiuyriu [TT421 Divya G at Infotech India
17 May 2012 06:23 PM Client : Infotech India Data Entry infotech [Client ID - 34403] has been merged with this client test[SYD]

G| 4« [1)23 456 Page! o6 b M Page Size: Displaying items 1 - 10 of 52

To view the family tree, Click on Family->tree. This would show the hierarchy of the clients in the
parent- child relationship in a tree form.

Family Tree ®

41032 Keane

—170973 (William) Gregory Pierce
—1713810p 22

—171375 Opus 12

—170667 ri1 bh1

—170665 1T bb

—170659 Ruchi2 Bhatt

—170660 Ruchid Bhatt

—170671 tes dhdshj ddsjh sdjah
—170670 test s

—A170796 Test 200ec Contacti 1
—170799 Test Contact SApril 1
—170800 Test Contact 5April 1

m

= Keane Australia - 18693 - { Parent : Keane )
—170847 A C Drake - Shalu

—170982 Abdullah Aksa - Test Manager
—148249 Adam Casey

—170438 Ahmed Jain - CEQ

—170439 Deepak Arora

—170440 Preeti Sharma

—170842 Test |

—170520 test infcontact
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3.1.12 Client Visit->Upload

To upload the Client visit report, user can click on Client visit->Upload

Upload Client Visit Report

Document Type:

) ECA document @ Client Visit

| Others

Select File:

03.1.2 Tabs

|| Browse. .. |"ljplnatl

3.1.2.1 Notes tab

This tab lists all the notes related to that client.

Whenever a new client is created sytem generated notes get stamped for that client with category
as ‘Data Entry’ and appropriate description and date time stamp

o | commetiist || sowtist || adaross & reeonone || compansinto || pat || owry | omers

Catsgary: \
Conterts

-] [l\ Page 1 of1 » » Paga Size: | 100 =]l

Date Mada ,,«‘ Category | Content

24 May 2012 09:11PM  Data Entry Client added to RecrultLive
24 May 2012 09:11 PM INdustry set to EDUCATION
G| W« (1) Pagen

of1 b b Pagesize [100[=]|

[iiSeve note

Task Type. [ [=]] Task Date

I

Assign Ta I u
Displaying items 1 -2 of 2
- ‘ User T

Test Account -
SYD[SYD]

Test Account -
SYDISYD]

Displaying items 1 - 2 of 2

To enter any notes explicitly, you can select the desired category and enter the comments and click
on ‘Save Note’. The values in the category lookup include

e Assessment
e Bad Info

o Data Entry
e Directions

e Good Info
° Leads

¢ New Sites
e PSL

e Resourced By
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e Site Visit
e Terms

3.1.2 .2 Contact List tab

This tab lists all the contacts available for that client. It also provides the option to create a new
contact for the selected client. You can enter the first Name , last Name and click on ‘Search & Save’.

[Tristes || comaescomt || som v || Awaress & rowpmane

[ company o |[“esi|[ oiary | omers |
\Search & Save |

Fist ame | ] Lost Name
Gontact List:
@[ 1w+ (1]2 3 Page 1 of3 » w Pagasize |10 [=] [] Show Inactive racords “inactiva Displaying tems 1 - 10 of 27
0 | Fesname | Last nama | core sum | projects | Posimon | Eman | Pnone number | mabile .
156038 James Atiman szu33555
16305 cu Amola zu33m55
160644 scou r— 2033886
56408 Magan Cox 02n33555
144466 Cobi Dimitrievic 92830555
170570 masa daaddsadsasd 02833555
70571 astas 1astas

azu33855

3.1.2.3 Job List tab

The job list tab lists the jobs created for that client. User can also create a new job by clicking on the
button ‘New’ on the right top corner of grid.

‘ Notes H Contact List H Job List H Address & Telephone H Company Info H PSL ” Diary H Others H Email History H Audit List ‘

@ W4 @ PagEnM » M PageS\ze -Offer  -Filed - On Hald - On Going - Closed - Canceled Displaying items 1 -3 073
D 7] Addedon 7| sooName 7| clientame 7| contact 7| core Roles 7] core skl 7| AssigredTo 7/ staus 7
37619 23 Jul 2015 04:03 PM et required Snapdeal Anamika Testing DEVELOPER; ASPAND C#; test[SYD] Open
37618 23Jul201511:15 AM Support Snapdeal Karan Pratap DEVELOPMENT MANAGER; ASPAND C#; test[SYD] Open
37607 06 Jul 2015 02:52 PM QualityController  Snapdeal Raikumar More CONSULTANT; SYSTEMS TESTING; test[SYD] Open
ﬂj WA @ PagenH (] PageS\ze -Offer  -Filed - On Hokd - On Gaing - Clozed - Canceled Displaying items 1-3 013
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3.1.2.4 Address & Telephone

This tab lists all the address related information required for the client. User can enter different

types of address

e Client Address
e Postal Address
e Billing Address
e Physical Address

‘ Notes H Contact List H Job List H Address & Telephone ” Company Info H PSL H Diary ” Others ‘

Main Phone: [92833555 ] Main Fax: [9263363492633635 |
Other: ‘ ‘
Emait [ | Email: [ |
Website: [ @
Address

Address Postal Billing Physical
Street - Level 23 1 Market 5t Po Box Q609 QVB 1230
Streat 2-
Suburb: ] B * w
Region NswW ] ] " ]
Post Code: 2000
Country: [Australia =] ] = )

System allows the option to ‘Copy’ one type of address to and ‘Paste’ in the desired one. For eg, In
case the postal address is same as physical address, you can click on ‘Copy’ of Postal section and click

on ‘Paste’ of Physical section.

3.1.2.5 Company Info

This tab lists down all the fields that are required for the Invoice and payments. This information is
picked and shown in the placements made for the selected client.

| Motes | contactvist || dobist || Adress  Tesmphone " Company info " psi [ oary || omers | emai tistory | muovist |

Entity Type: |Tm5l - | will Sponsor ves ® No © DontKnow
B [ 7] Pavoresemten ® ves O o
PORequires? Yes ® No ChientUses Own Timsshest Time Snest Sysiem: [ Online Timeshestive v
T&C Start Date: End Date ]
Cost And Fees:
Contract Min Margin (%), [5.00 ] Perm Min Fee (% [Ew
Perm Min Fes Value: (500 | Referred Min Margin (% [20.00
Invoice Details:

a7 [By Email | Frequency [2 weekty

[asdsd

Comments:
Payments:
Terms:

Client Paying
surance?

e et ‘

6 days from invoice date

[a2a

Accounts Payavie Emaior TS|

= Yes ® No
Trustee Details:

Trustee Type ® company © individua

ACN; Verify

Trustee | Company Name [
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3.1.2.6 PSL

This tab lists the fields related to the is the Preferred Supplier.

‘ Notes H Contact List H Job List H Address & Telephone H Company Info H PSL H Diary H Others |

PSL Status: [ =] Review Date |
PSL Contact [ =] IE Fee Structure: ‘ :
3.1.2.7 Diary

The diary tab lists down all the events/meetings scheduled for the client.

‘ Notes ” Contact List ” Job List H Address & Telephone ” Company Info || PSL H Diary H Others |

B« « Paget of0 » M Displaying items 0 - 0 of 0
Event ID User ID Date Summary Status Type
No records to display.

B« « Paget of0 » M

Displaying items 0 - 0 of 0

3.1.2.8 Others

This tab lists the fields related to status, Date added, last updated for the client.

The field ‘Internal/External’ defines whether the client is Internal or External. For the clients marked

as ‘Internal’, the Contacts become Internal Contacts. The HR module of Recruitliveis available to only
the internal contacts.

| Notes H Contact List ” Job List H Address & Telephone ” Company Info || PSL || Diary ” Others ‘

Stalus @ pctive O Inaciive Internal/Exteral @ Intemal © External
Ovmer Branch: [svD ] Account Manager =]
Date Added 14 May 2012 11:13 PM Last updated 21 May 2012 10.16 AM

Across the modules Recruitlive provides 2 different search options

I 3.2.1 Basic Search

Click on Search->basic, the basic search screen gets loaded. As the user types in the desired name of
the client, the system shows the existing clients with that name through the built in intellisense.

BCEM  ctont | Conect  Canddats b Placoment  Fosonal MR Agmin Reports Al 419 101 tesut

CiClient riBasic T View

Llist  Cadvanced  Manage

Client Search

| ysearch || </ Advanced seareh
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By default the value keyed in by the user is searched in the fields ‘Clientname’, Phonenumber, ID . In

case you want the system to search in only 1 or more of the field, click on the options link and sleect
the required checkbox.

Client Search

#
- options

lj Client Name lj Fhone Numberlj ID

You can use [*] to match similar records.

|Qsearch| | + Advanced Search
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I 3.2.2 Advance Search

To access the advance search, click on Search->Advance, and the following screen would be loaded.

Client Contact Candidate Job Placement  Personal HR Admin Reports |

Ql €1 © 19 Logout

You can use ['] to malch similar records

Client Name: [ o] Industry: [ 4|
Client Type: I =] Industry Sectors: [ 5|
Phone Number I | Core Skill [ =
Owner Branch [ [=] Account Manager: | [=]
Status: ‘Aciive E“ Last Updated: After: ‘ > Before:

| |

Location

Suburby [ o] Region: [syd o]
Post Code: | \ Country [aus s
Notes

User ID: [ o Content [

Category [ [=] Date Afer | > Before

Free Text Search

Search Phrase

\
[avo] for wor] [wess [ ]3]

Advance search provides the various search option to search resume.

e Search criteria against various fields

e Free text search: You can search for keywords in the documents loaded for the
client

e Boolean search: You can search for Booleans conditions like “"C# and Sql server
or (Asp.net)’ in free text search

e Search within Notes: You have the option to search within the notes added for
the client.
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3.3 Create / View / Manage List

When the user clicks on the menu option List->View, the default list is loaded.

The results of the search screen are displayed in the list screen. The user can filter the list on any of
the columns as desired.

Client | Contact Candidate  Job  Placement Personal  Reports Q| | ) I Logout
Actions
oClient ¥Basic T View share 1 Sub.Agent DEFAULT301938467 |~ oam Al Al active IN....
-~ 1= DEFAULT301338467] 29May 12
ris & e = DEFAULT301938467 |2 . .
G|« (1)2 Paget o2 » u Pagesie nactive || 4ntemal Asta | - IntemalInactive Displaying flems 1 10 0f 17
| ction ‘Libel r‘ Client Name .r‘ Suburb .r‘ Region r‘ Core Skill 7 Industry 7 LastUpdated < 1D 1
D@ /i ¢ ABS CORPORATION . . ; Novell; ' 30 Apra01204:05 21910
oM
Dol 7T ¢ ABS MICROFIRM LTD Silverwater  NSW : Novell; xxx; Lotus Notes; ARROW; 4 30 Apr 2012 04:05 22702
HHRERRET, oM
ABS Software 21432
Oa@ i) 7 ABS White & Co. SYDNEY  fix 4 30 Apr 2012 04:05 21916
M
0@ /i ¢ ABS/Neural Solutions Pty Ltd StLeonards NSW ; 4 31218
ABSA Bank 36044
0@ i) 7 Absoft alp ;VB; Net; IT&T 25 Jan 2007 09:27 11077
AM
Ol 2a] 7 Absolute Business Systems Kingsgrove ~ NSW ; Arrow; & 30 Apr201204:05 24301
M
O fin i 2@ 4 Absolute Colour Imaging Castle Hill  NSW i 4 30 Apr 2012 04:05 22014

3.3.1 Ribbon Bar options

3.3.1.1. Rename List

In case you want to save the set of records for further use, you can type in the name in the text box
and click on Rename list

Client | Contact Candidate  Job  Placement Personal  Reports Ql 41 &) o] Legout
Actions.
C-Client 3Basic T View L hare 7, Sub.Agent - DEFAULT301938467 |~  somn oAn pAn active IN....
. _ My List =lharE
slst  Qadvanced - MANage - Criteria 3¢ Delete ivylist gy 7 o
{Rename List |
G|« « (12 Page 1 of2 » w PageSize:[10 [v] -mauive | -iemalsctva | -nemal e Displaying items 1 - 10 of 17
|~ Action ‘uml r| Client Name £ Suburb r‘ Region .{‘Cnm skl /| Industry /| Lastupdated < D ¢
Ol 2@ ¢ ABS CORPORATION . . ; Novel; & 30 Apr201204:05 21910
M
O 2@ ¢ ABS MICROFIRM LTD Silverwater  NSW ; Novell; xx; Lotus Notes; ARROW; 4 30 AT 201204:05 22702
R M
ABS Software 21432
O 2@ ¢ ABS White & Co, SYDNEY  fix 4 30 Apr 2012 04:05 21916
M
D@ s ¢ ABSINeural Solutions Pty Ltd StLeonards  NSW ; 7 3216
ABSA Bank 36044

3.3.1.2. Others

e The system allows the user to select the records in the list and do collective
action on to the complete list or the selected records. The various available in the
ribbon bar are ‘Merge’ to a new list, ‘Delete’ the records, send ‘Email’

4 Share 7 Sub. Agent - Regenerate |DEFAULT301938467 [~[ o an Al Al active IN....

My List1 & 20 May 12
. Criteria 3¢ Delete My | | o 5 o
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Subscribe search agent: The system allows the user to subscribe the search agent for a given list.

Once he does this, he would get emails on the set frequency for any record added in the database
which suffices the search criteria of the given list.

3.3.2 Quick Actions
For the given record in the row, system provides some quick actions in the left most columns like

e View Family tree
e View Family Notes
e Quick notes

e Quick address

The system allows the user to edit few of the columns from the list screen itself. They include

e Label

e Industry
5w o« [1)2 Paged of2 » W PageSize:[10 Snscive | memsl Atue - Inamalinactve Displaying items 1 - 10 of 17
= g
™ |action Label || client Name 7| Subure ¢ Region | Core Skill  [industry 7| Lastupdatea ¢ D~
Py NEIE & ABS CORPORATION + Novell; & 30 Apr201204:05 21910

PM

S ‘. Jirp & ABS MICROFIRM LTD Silverwater  NSW 30 Apr201204:05 22702

PM

+ Novell; xxx; Lotus Notes; ARROW; &
R,
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3.3.3 Manage List

User can access this screen from List->Manage, The screen provides the user to perform collective
action on the given list. Also the user can select the list and perform some collective actions on

them. The actions include

e Subscribe/ Unsubscribe search agent

e Delete
e Merge

Client Contact  Candidate Job Placement  Personal  Reports |
New Search List Lists Details

Client 3} Basic TView (Al ;Drop

_¢Ust  QAdvanced | - Manage _ Ghare T Subscribe

sDelete £ DEFAULT301938467  [~] .yMerge
|<-Merge & Load

— Ql “l ) 1@ | Logout

Show: @ mylLists © AnLists ©

Shared Lists (Read Only)

‘Shared Lists (Read Write)

‘ ListiD ‘ List Name

S w o« (1) Paget oft » v Pagesze[10 [-]

‘Shared Lists (Resd Only)

- Shared Lists (Read Write)

‘ Description

Date Created

Last Sorted By

Displaying items 1 -4 of 4

‘ Created By ‘ Branch ‘ #Records

3770 DEFAULT301938467

B & 28621 AdityaRename
B Xa% 28018 zstar123
| S 20055 testing1234

] E] Page 1 of1 » »l PageS\ze'

- Shared Lists (Resd Only)

active IN ('YS') and  ClientName Like 'abs™ or PhoneNumber
Like "abs™ or ClientD Like "abs* and { OwnerBranch = 'SYD' )

ClientiD ='27026

ClientName Like ‘2% AND Active = "YS' AND OwnerBranch IN

(BNE''BRI"'CBR"/CHI,EUR" FBS' FIN',GCC 'HKG' HLT", L...
AND InternalExternal IN (%, 'E')

ClientName Like ‘test%* AND Active ='DC’ AND OwnerBranch

N

('BNE',BRI"'CBR"/CHI','EUR" FBS',FIN'GCC'/HKG ' HLT", L...
AND InternalExternal IN (%, 'E')

- Shared Lists (Resd Writs)

29 May 2012 10:52
AM
19 Apr 2011 12:03
PM
17 Aug 2010 05:27
PM

14 Dec 2005 03:33
PM

Client Name, Date Updated
Record, Active

Client Name, Date Updated test
Record, Active

Date Added Desc, test
CLIENTNAME,

DATELASTUPDATED

CLIENTNAME, test
DATELASTUPDATED, ACTIVE

Deepakj

SYD 17
syd ]
SYD 84
SYD ]

Displaying ftems 1- 4 0of 4

3.3.4 Refine Search

User can carry out Refine Search in List. The screen provides black ribbon that had following filter
criterias to refine the search requirements from the list:

e Free Text : Can search any text value

e Personal : Can search by Client Name and Phone

e Experience : Can search on Industry Sectors and Core Skills

e Location :

e Notes: Can search clients by Notes if any created, in the list

Can seach in list by Post Code, Suburb, Region and Country
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[} Client Lis

5018 [ Finance *

& =

pps  For quick access, place your bookmarks here on the bookmarks bar. Import bookmarks novw..

€' [) wasp.recruitlive.com.au/Clients.rl/List?listlD=35776&sessionlD=988424006&:companyName =wasp

£ Other bookmarks

Contact  Candidate Job Placement  Personal

Refine Search: Free Text Personal Experience

Location

Reports  Maintenance

Notes

/O Iulxmumm

B search within the list?

Search Phrase
ive 1 Antemal Aciive | - Inemal nactive Q¥ - Grid Setings Displaying items 1- 10 of 81
Suburb 7| Regi 7| Core skill 7| Indust 7| Last Updated ‘||n 3
E“‘ o ¥ | Reaion 7| Core S 7| sty 7| LastUplats ! ‘
haumburg 1L i s 11.Jun 2003 02:46 AM 11997
4 ZettaWorks Pty Ltd Melbourne vic 1 Java; J2EE; XML TIMCO; SQL; & 25 Mar 2004 02:05 PM 3797
Oracle; WebLogic; IT Sales; EA;
Tibco; Webmethods; accw; eaiw;
4 Zurich London i s 29 Mar 2004 10:34 AM 40894
s Zapper IT Solutions s 30 Mar 2004 03:21 PM. 40768
4 TestRight Computing ACT i s 11 Jun 2004 09:34 AM 32235
s Zen Internet Ltd Rochdale Lancashire s 04 Nov 2004 08:49 AM 38939
s Zonal Retail Data Systems Ltd Edinburgh g ' 11 Nov 2004 09:47 PM 38462
&£ Zeus Technology Ltd Cambridge  LONDON 8 s 28 Dec 2004 06:15 PM 37634
& Zedaltd Ruddington R & 29 Dec 2004 0:15 PM 38200
(Nottingham)
&£ Zurich Financial Services London 8 s 31 Dec 2004 07:12 PM 38194
& ‘ W4 E] 23456780 Page[i |ofg p y Pagesie nactive | ntemal Acte | - ntemal nactive  {QF - Gid Setings Displaying items 1 - 10 of81

2. Contact Module

4.1 Create new Contact

Under the main menu Contact select the following in the ribbon bar.

New->Contact

Ciient Job  Placement Personal

Reporis  Maintenance

Frstame I

LastName: [

Client Name: [

Contact Source: [

Industry: [

emai \ ]
Mobile: | ‘

Shils [

Industry Sector: [
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Enter the appropriate value in the First name, Last Name, Client Name,Core skills, Contact Source,

Industry, Mobile and Industry Sector. Click on ‘Search & Save’. User will be navigated to Edit Contact
screen.

Clent  Contact | Candidate  Job  Flacement Personal  Reporis Mainienance Q| 1 185 ] KRishna
New Search List Edit Fami Timesheet Document Client Vit
“-Contact  Basic Elview \{Save 7iRefresh & Notes  Activate =] Document B upload
s List Advanced - Manage i Tree Generate Letters
ContactID: 172398 5343434 (2 Xin I ]
FirstName [ v] [Rajkumar | Client Akt s
LastName [more | Industry Sectors: [TELECOMMUNICATIONS:
Fosition: [ %] Core Sill [-NET sEconDARY’
Contact Source: [ v
Tags: [
Match Candidate: [ 5] Report To [ A
Merge To [DEFAULTIB3224008 v] [merge [new]
‘ Notes ” Address & Telephone H Send Out H Job List H Email History H Diary H Others ” HR H TSL Notifications ‘
Category: v ‘ Quick Task/Event
) Assign To [ ]

off » » Pagesize: |1

G| W Page [l

Date Made | category Content

Show Mail History Displaying items 1-1 of 1

User

28Jul201503:05 PM  Data Entry Contactadded to RecruitLive

L] Page [f

krishnad[SYD]

oft » N PageSize: Show Mail History

Displaying items 1-1 of 1

The information required for the Contact is arranged in different groups which are shown on screen
as tab. Following are the tabs available on the contact screen.

§4.1.1 Tabs

4.1.1.1 Notes tab

This tab lists all the notes related to that contact.

‘ Notes ” Address & Telephone H Send Out H Job List ” Email History H Diary H Others H HR H TSL Notifications ‘

Category: v ‘ Quick Task/Event
e = — — Task Type: I:l Task Date and Time ]
7 7 ) Assign To [ =]

B« Page Page Size: Show Mail History Displaying items 1 - 10 of 10
Date Made | category Content User
24 Jul 2015 02:31 PM Placement Pay Rate set as: 445.00 test{SYD]

Charge Rate set as: 4544.00

Net Margin setas: 4069.185 for Placement ID:17874
24 Jul 2015 02:12 PM TimesheetLive Timesheet Live Access is Enabled test{SYD]
24 Jul 2015 02:12 PM TimesheetLive Password for Karan Pratap has been sent to krishna2.druv@gmail.com : Client Uses Own Timesheet. test[SYD]
23 Jul 2015 03:03 PM Send Out Ravi Shastri Sent to Job TT893 - Support for Karan Pratap at Snapdeal test{SYD]
23Jul201502:59PM  Send Out Jiten Dim Sent to Contact 172395 - Karan Pratap at Snapdeal test{SYD]
23Jul2015 11:18AM  Data Entry Added as a new primary supervisor for placement (17874) test[SYD]
23Jul2015 11:18 AM Placement Jiten Dim - Placed Pending in Contract TT893 - Support for Snapdeal Start Date is 02 Mar 15 and End Date is 30 Jul 15 test[SYD]
23Jul2015 11:15 AM Send Out Jiten Dim Sent to Job TT893 - Support for Karan Pratap at Snapdeal test{SYD]
23Jul2015 11:15 AM Data Entry Job added to RecruitLive test{SYD]
23Jul2015 11:45AM  Data Entry Contact added to RecruitLive test{SYD]
Bl ono« Page of1 » » Page Size Show Mail History Displaying items 1 - 10 of 10

4.1.1 .2 Address & Telephone tab

This tab lists all the address related information required for the Contact. User can enter different
types of address
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[ Wotes | adaress s veteptone || senaou | oo vt | eman vustory | owry | ouers || wr | st nouncations |
Afer Hours: [ ] DayTime: 123456
Fa [ ] Mabile:
Emal [krishea dgrecruitiive in Emailt
Emailz [
send Email

ISYDNEY & |SYDNEY
NSW ° INSW
Post Code: 1007 sl 1006 J Contact
Country [rustaia N [pustratia Contact has been saved successfully

4.1.1.3 Send Out List tab

To create a new send out the following can be done

e User can select the candidate in Match Candidate lookup and click on *Match’.
The candidate would be added in send out tab with current status as ‘Matched’.

Or
e Click on send out tab->Click on the ‘New’ button, select the candidate and Save.

The record would be added with current status = ‘Sent’.

Once the send out is created, the send out tab would show the list of the same
and the appropriate actions would be available to the user.

‘ Notes ” Address & Telephone H Send Out H Job List H Email History H Diary H Others H HR ” TSL Notifications |

D Type Sent Current Status Previous Action Candidate Job Name Contact Client SentBy Updated Action
Status
96527 Job 23 Jul1s Sent I:| Ravi Shastri Support Karan Pratap Snapdeal Ruchi | 23Jul |54
Wasp |15
[SYD]
96526 Reverse 23 Jul15 Sent I:I Jiten Dim Karan Pratap Snapdeal Ruchi |[23Jul |54
Marketing Wasp 15
[SYD]
96525 Job 23 Jul1s Placed Placed I:| Jiten Dim Support Karan Pratap Snapdeal Ruchi | 23Jul |54
(Pending) Wasp |15
[SYD]

4.1.1.4 Job List tab

The job list tab lists the jobs created for that contact. User can also create a new job by clicking on
the button ‘New’ on the right top corner of grid.
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Email History ” Diary H Others ” HR H TSL Notifications

Send Out H Job List ‘

Notes ” Address & Telephone ‘

Bl oM - Offer - Filed - On Hold - On Going - Closed - Cancelled Displaying items 1- 1 of 1

D 7| Addedon 7| JobName 7| Client Name 7| Contact | Core Roles | core skill | AssignedTo 7| Status T
Karan Pratap DEVELOPMENT MANAGER; ASP AND C#; test [SYD] Open

Displaying items 1- 1 of 1

Support Snapdeal

-Ofter |- Filed -On Hold

37618 23Jul201511:15 AM
-OnGong | -Cosed | - Cancelled

» ¥ PageSize
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4.1.1.5 Email History

This tab lists all the emails sent by that contact through RL. Emails can be opened and viewed by
clicking on Subject column.

| Motes H Address & Telephone. “ Send Out I Job List H Email History ” Diary || Others || HR I TSL Notifications

B owa (123456780910 .. Page[l Jores  u PaueS\:e Displaying items 1 - 10 of 848
Sender " | maii o : |ecte " |pecTo Subject 7| Message Date e
i ‘Contract To Permanent - Abu Dhabi - Vrat Shamma - 01 Oct 2015 - Placement D 26 Jul 2015 02:58 PM
17740 Augit Reset
D donot Krishna.cggrecru, ‘Contract To Permanent - Abu Dhabi Virat Shamma - 205710 -01 Gt 7015 - Placement 28 J 2015 01:42 PM
<donotreply @recruttive com.... 1017740 Sales Form Submitted
0 donot krishna.d@recruiti. Contract To Permanent - Abu Dhabi Virat Shamma - 205710 - 01 0<1 2015 - Placement 28 Jul 2015 01:40 P
<donotreply@recruitive.com.... 1D -17740 Sales Form Submitted
‘Contract To Permanent - Aby Dhabi - Virat Shamma -01 Oct 2015 - Plscementin - 28 0012015 0%:11 P
17740 Auairt Resat
Ul donot. krishna.d@recruitliv.. 27 Jul 2015 06:55 PM.
<donotrepy@recruitive.com....
0 donot krishna.d@recrutiv Permanent - NSW -Anil Jain - 110292 -01.Jul 2015 - PlacementID - 17888 Sales Form 27 Jul 2015 06:23 PM
<donotreply@recruitiive.com.... Submitted
0 donat krishna.d@racruitv. Parmanent - NSW Any Test- 205762 -01 Jul 2015 - PlacementID - 17857 Sales Form 27 Jul 2015 05:58 PM
<donctreply@recruitive.com.... Submitied
0 donot krishna.d@recruti Permanent. NSW -Anu Test 205762 .01 Jul 2015 - Placement ID - 17887 Sales Form 27 o
<donotreply@recruitiive.com....
0 donat krishna.d@recruitv.. rmanent - 27 012015 05:53 P
<donotreply@recrutive. com.... Submitied
0 donot rishna.d@recruriy. Permanent- NSW Krishna Dhruv - 205560 01 Jul 2015 - Placement ID - 17686 Sales 27 Jul 2015 05:48 P
<donotreply@recruitive com.... Form Submitted
G W (12345678091 . Page[l Jores » w Pagesei0 v Displaying ftems 1 - 10.01645

4.1.1.6 Diary

The diary tab lists down all the events/meetings scheduled for the contact.

| Wotos | Adaress & Teephona [ senaout | ov st || Emai istory H Dary | omers [ #R | 7L Motrcasons |

W w o« Page[l_Jofo » Displaying iterms 0 -0 0f0
EventID | userin Date Summary Status, Type
Mo records to display.

%« o« Page[l_Joro » Displaying items 0 -0 10

4.1.1.7 Others

This tab lists the fields related to status, Date added, last updated, Branch of contact and his/her
Account Manager as well as Date of Birth for the contact.

| Hotes. H Address & Telephone ” Send Out H Job List " Email History ” Diary || Others ” HR " TSL Notifications ‘

Status Active v T&C Sent

Account Manager: v

Last updated: 24 Jul 2015 0212 PM

4.1.1.8 HR

This tab list all HR related details for that contact



setting the standanrd

RECRUITLIVE"

J Notes. I Address & Telephane " Send Out H Job List I Email History || Diary. u Others H HR || TSL Notifications

Employment:

metnod orEmpioyment. | Paye v] Visa Status [ bl

\isa Sponsared By .
Company: i L

Mobill: | | Contact Person: [ ]
Registered Address: | |

pr \ I

Name af Company [ ]

Empioyee Manager [ ] Commission Structure:
4
Start Date [ ] Finish Date: ]
Notice Period: [ | Expiry Date: |
Tyve [Permanent v] Role Consuitant |

4.1.1.9 TSL Notifications

This tab list all TimeSheet Live Notifications if any of them is sent or received.

[ T e ontsc- 172355 x L] G- me om0 | Placementsene %V T3 User Lt Report ¢ {7 Placement Search s ) T ———— i) o O
€« € [ wasp.recruitlive.com.au/Contacts.rl/EditFromClient?moduleName ytact&moduleRecordD=172395&ClientlD=42202&sessionlD=988424006&companyName =wasp# w0 =

3 Apps For quick access, place your bookmarks here on 3 Osher bookmarks

Client  Contact | Candidate  Job  Placement Personal  Reports Maintenance Clone Tab || - QUS| |39 KRisHNa n" 4

Comacti: 17295 W 4 b9 Record: 2 of 7 s Tep— 00 © i
7 T 7

Wateh Candidate [ o e ReportTo [ ] =

Merge To [oEFAULT2807025912 v] [Merge|(New/

[ Wotes | Adaress & veiepnone |["sensout | sowvist | emanmistory | iy | omers |k | st ouncanons |

G| « « (1) Pagel_Jot1 » » F':gtsmEI Displaying ftems 1-30f 3
Action | Date sent | Alert Type | Recipient Email Address | Description | Week Ending
L

Qs Lo 22 Mar 2015

Candidate Name: Jiten Dim

Week Ending: 22-03-15

Approved by: Karan Pratap

Hours Worked was: 40:00

Payable Units: 33

This timesheet has been fully approved.

&To 15 Mar 2015
Candidate Name: Jiten Dim
Week Ending: 15-03-15
Approved by: Karan Pratap
Hours Worked was: 40:00
Payable Units: 33
This timesheet has been fully approved.

BT 9 08 Mar 2015
Candidate Name: Jiten Dim

Week Ending: 08.03-15

Approved by: Karan Pratap

Hours Worked was: 40:00

Payable Units: 33

This timesheet has been fully approved.

S« < () Pl Tt » 5 Paesa[s 7] Onpayng tems 303

4.2 Search Contact

Across the modules Recruitlive provides 3 different search options

I 4.2.1 Basic Search

Click on Search->basic, the basic search screen gets loaded. As the user types in the desired name of
the contact, the system shows the existing contact with that name through the built in intellisense.
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% VT User Lt Report % Y [ Placement Search A= 4 T ———— ] |-

J/ 0 Contact - Basc Search  x ([ Contact - ame SearchIN R 1| ) Placement Search

v

= € [ wasp.recruitlive.com.au/Contacts.rl/Search?sessionlD = 988424006 &companyName =wasp&advanceSearchByforce=fal w0 =

3 Apps  For quick sccess, place your bookmarks here on 3 Osher bookmarks
Cient  Contact | Candidale  Job  Placement Personal  Reports Maintenance s QUE | | 31 KRisHNA u] =

Contact Search

|

You can use '] match simiiar records.

Jootions
FirstName () LastName (] First& LastName (] Phone Number (1) Email (1) ClientName [ Skils () ID

By default the value keyed in by the user is searched in the fields ‘First & Last Name’, First Name,
Last Name, Phone number, Email, Client Name, ID . In case you want the system to search in only 1
or more of the field, click on the options link and select the required checkbox.
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I 4.2.2 Advance Search

To access the advance search, click on Contact - Search->Advance, and the following screen would
be loaded.

Placement Search

ced Sear- x W || Contect- Basic Search %

V[ User List Report

e c

3! Apps  For quick sccess, place your bookmarks here on bar.

wasp.recruitlive.com.au,

Client  Contact | Candigate Job  Placemenl Personal  Reports  Maintsnance

Q Search - Basic Search |
1 recor

First Name Cllent:

Last Name: Industry Sectors: [
—— Gore Skl [
[

Email Tags:

Owner ranch 0 cumtes |

Status, Active | Account Managsr: |
o | Fosion [

Last Updated: After: » Before:

Location

ot Coue —— T — S |

Region: [amtiands o] Country: [5weden

Notes

UserID: 5] Content [

Categors ol o aner | > Betore:

Document Search

Seanch Phrase

o or| wor | weas| ¢ || 5 |

Google Search

Advance search provides the various search option to search resume.

e Search criteria against various fields

e Free text search: You can search for keywords in the documents loaded for the
client

e Boolean search: You can search for Booleans conditions like “"C# and Sql server
or (Asp.net)’ in free text search

e Search within Notes: You have the option to search within the notes added for
the client.

I 4.2.3 Refine Search

This kind of search can be applied on Contact List. When we open any contact list there is option to
refine the search in the list.



setting the standanrd

RECRUITLIVE"

Client Contact | Candidate

Placement  Personal

Reports  Maintenance

[DEFAULT2807030108]

Personal Experience Location Notes B search within the list?

Page Size: - InActve Ers Radi Displaying items 1 -7 of 7
O Action | Frsthame » ¢ LastName ~ 7| Position 7| Tags 7| Lastupdates | D« v
EFCY 3 Anamika Testing Suburb: 27 Jul 2015 05:19 172396

PM
EFCY 3 Karan Pratap & 28 Jul 2015 03:53 172395
PM
O&HERBTm ¢ Krishna Contact e 10 Jul 2015 05:10 172388
o 3= [0 I4 Raikumar More Snapdeal = e 06Jul201505:02 172383
ot & @ sasmitaps@recruitl PM
123456
O @B ¢ Sameer Khan Snapdeal DOE SN'T WORK ; DOESN'TWORK 22Apr201505:06 172335
123456 TUESDAYS OR TUESDAYS OR PM
ERIDAYS FRIDAYS;
g Sameer Khan Snapdeal 4 & 22 Apr 2015 04:49 172336
PM
g ¢ Suiit suri Snapdeal i MERCURY TEST 7 08JUI201506:28 172386
DIRECTOR; PM
=) ‘ « « (1) Page[f Jof1 » » PagesSie: - nactue Displaying items 1-7 of 7
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4.3 Create /View / Manage List

When the user clicks on the menu option List->View, the default list is loaded.

The results of the search screen are displayed in the list screen. The user can filter the list on any of
the columns as desired.

Ciient  Contact | Candigate Job  Placement Personal  Reports  Mainienance Clane Tab | Q1 10| KRishNa m 1

Contact  Basic | iew | g Share 7Sub.Agent - Regenerate - Criteria |DEFAULTZECTCEC A A wan o ClientName =
DEFAULT2807030108 & A5

Refine Search: Free Text Location

G| w4 [1] Pagelt Jort 4 se=[10_v] -nacre Displaying iems 1-7 of 7
| Action ‘um 7 [First Name » 7 LastName « 7| Client Name th:ll)ehi\s mmu skl 7 Position 7| Tags 7| Last Updated 7/ Do 7
:gn“ Z i m rd = Anamika Testing Snapdeal ASP AND C#; 4 27 Jul 2015 05:19 172396
o 123456 M
HSFrm ' Karan Pratap Snapdeal 4 LOTUS NOTES; & 28 Jul 2015 03:53 172395
= Krishna a@recruitiv... —
123456
Y 35 Fa] ' Krishna Contact Snapdeal : MANAGESOFT; & 10 Jul 2015 05:10 172388
- 123456
SH&$FE @ s Ralkumar More Snapdeal = ASP AND C#: 4 06 Jul 2015 05:02 172383
= ‘sasmitap ri@recruiti.. =
123456
HSET@ ¢ Sameer Khan Snapdeal NET: DOESN'TWORK ; DOESNTWORK AN INS0506 172335
- 123456 TUESDAYS OR TUESDAYS OR oM
ERIDAYS FRIDAYS;
S&FE o 4 Sameer Khan Snapdeal & s 22 Apr201504:40 172336
o 123456 M
Y 3o ' Suiit Suri Snapdeal :MERCURY TEST e 08 Jul 2015 06:28 172386
- 123456 DIRECTOR oM
G| w4 [1] Page[l Jof1 » w Pagesee[tn ¥] Intzins Displaying items 1-7 of T

4.3.1 Ribbon Bar options

4.3.1.1. Rename List

In case you want to save the set of records for further use, you can type in the name in the text box
and click on Rename list

Client  Contact | Candicate Job  Placement Personal  Reports  Maintenance Clone Tab | EUSTRE AR TN o [

DEFAULT2807030105] =2

Free Text Personal Experience Location Notes B Search within the list?

4 4 (1] Page[i |ot1 j y Pagesae inActie Displaying ftems 1-7 of T
| Action ‘unﬂ 7| First Name « 7| LastName « 7| ciient Name. 7| contact Dewils 7| core sk ¥ Position 7| Tags 7| Last upaatea 7/ 0a v
Hm@Pro 7 Anamika Testing Snapdeal LASPAND C#: ] 27Jul201505:08 172398
B 123456 L
o . s Karan Pratap Snapgeal 24 LOTUS NOTES: ' WIAIS0NET 17295
@ Asa ishas d@recrutly..
123456
ot Qv o] 4 Krishna Contact Snapdeal :MANAGESOFT; & 10 Jul 2015 05:10 172388
B 123456
3 . 4 Rajkumar More Snapdeal =] ASP AND C#; & 06 Jul 2015 05:02 172383
N T E— o
123456
L'ED" f‘. @ & Sameer Khan Snapdeal LMET; DOESN'T WORK i DOESN'T WORK 22 Apr 2015 05:06 172335
o 123450 TUESDAYSOR TUESDAYS OR
ERIDAYS FRIDAYS;
L‘Bb“ = 1.0 rd Sameer Khan Snapdeal & # 22 Apr 2015 04:49 172336
d 123456 ™
Y Qv o] 4 Suiit Suri Snapdeal MERCURY TEST I 08 Jul 2015 06:28 172386
B 123456 DIRECTOR: ™
W W 4 (1) Page[l Jof1 » u Pagesue[tn v Inaztre Displaying items 1-7 of 7

4.3.1.2. Others

e The system allows the user to select the records in the list and do collective
action on to the complete list or the selected records. The various available in the
ribbon bar are ‘Merge’ to a new list, ‘Delete’ the records, Activate, Deactivate
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Actions g Activate | Deactivate | Details

Subscribe search agent: The system allows the user to subscribe the search agent for a given list.
Once he does this, he would get emails on the set frequency for any record added in the database,
which suffices the search criteria of the given list.

4.3.3 Manage List

User can access this screen from List->Manage, The screen provides the user to perform collective

action on the given list. Also the user can select the list and perform some collective actions on
them. The actions include

e Subscribe/ Unsubscribe search agent
e Permanent Delete

e Regenerate

e Drop List

e Merge

Clent  Comtact | Candidate  Job  Flacement Fersonal  Reporis Mainenance [cloneab) | QO 1 1B kRSN n‘
New Search List Lists Details.
“eContact  3iBasic  [ElView ‘yDrop 3¢l 1 test[syd]test 1234 v | gMerge

Show: @ iy Lists All Lists Shared Lists (Read Only) Shared Lists (Read Write) Removed Lists

K page[l Jof1 ) » PageSize ~Shered Lists (Read Only) [ - Shared Lisis (Read Wrte) | - Removed Lists Displaying items 1- 4 of 4
( ‘ Action ‘ ListiD ‘ ListName Description Date Created Last Sorted By Created By ‘ Branch ‘ # Records
5] An/BR 02714 DEFAULT2807030105 ClientName ='Snapdear 260UI201503:19PM  FirstName + LastName, ContactID,  krishnad ~ SYD 7
Actve
2 AR/BXR 302713 DEFAULT2807025012 ClientName ="Snapdear 280UI201503:17PM  FirstName + LastName, ContactId,  krishnad ~ SYD 7
Actve
® ANSBR 302712 DEFAULT988424006 ((FrstName Iike Raj” or FirstName like * Raj" ) and LastName ke 28 Jul201503:05PM  FirstName +LastName, ContactiD,  kiishnad ~ SYD 1
‘more* and ClientName = AKrit Actve
5] 3 W4T test1234 active IN {'YS') and { LastName Like "kumar'’) 25Jan 2013 08:50PM LastName, First Name » Last Name,  test syd 86
ContactID
G W Page[l_Jor1 » » PageSize -Shared Lists (Read Only) | -Shared Lt (Resd Wrte) - Removed Lits Displaying ftems 1- 4 of 4

3. Job Module

This module allows the user to create jobs /send outs and new placements

I 6.1 Create a new job

From the job menu select New->Job, the following screen would be displayed.
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Client ‘Contact Candidate Job Flacement  Personal Reports

Al “1 ) 19| Legout

“dob  yiBasic  @EMyJobs T View 1 Adv.Jobs

~+List 0 Advanced - Manage
.Search & Save
Job Name I ] Care Roles: [ o]
Client [ 5| Core Skill [ 5|
Contact: [ 5| Industry: [ 5|
Division Industry Sectors: u
=]

Client Conlact  Candidate  Job | Placement Personal  Reports
New Search List Edit Family Advertise

Ql “1 ) 19| Logout

“eJob  yiBasic  @Mylobs T View ) AdvJobs | )Save 7iRefresh 4 Notes <1 Advertise Job

_wlist q Advanced - Manage | Document . Tree =7 Job Ad. History

Job ID: 36911 Internal

Job Name: |SLU_May29_Deve\aper1 ‘ Industry: ‘Gavemment &‘

Client: [ | \E| Industry Sectors: [COVERNMENT %]

Contact piwac B \El Division [Technology =

Status: [open [z] code: [DEEPAKI | Core Roles: [DEVELOPER: «|
Core Skill [ASPNET 40 s

Match Candidate: | a| Date Wanted: From: | > 7o |

Ouner Branch [svD =] Merge To [DEFAULT301938467 B

Account Manager: [Deepak Jain [SVD] = Probabilty: [0% =]

Candidate Manager  [Deepak Jain [SYD) | PositionTitle: [

‘ Notes H Address & Telephone H Advertise ” Send Out H Diary H Job Detail ‘

Category: ‘ E‘
Contents [ ]

I 6.2 Create a new job send out

To create a new send out the following can be done

e User can select the candidate in Match Candidate lookup and click on *‘Match’.
The candidate would be added in send out tab with current status as ‘Matched’.

Or

e Click on send out tab->Click on the ‘New’ button, select the candidate and Save.
The record would be added with current status = ‘Sent’.

Once the send out is created, the send out tab would show the list of the same
and the appropriate actions would be available to the user.

‘ Notes H Address & Telephone ” Advertise || Send Qut || Diary ” Job Detail |

D Type sent

Current Previous  Action Candidate
Status. Status
94880 Job 20 May 12 Matched

l 6.3 Actions for send outs

Job Name Contact Client
SLU May29 Developeri Divya G Infotech India

Sent By Updated Action

Deepak 29 May &
Jain 12

System allows the following actions for the records displayed in send out tab



setting the standanrd

RECRUITLIVE"

Send

Interview

Offer

Placed (Pending)
Rejection

On Hold
Withdrawal

6.4 Advertise a Job

1. Go to Job->Search -> enter the required details->Click on Search

2. The Edit Job screen will come up

3. In the ribbon bar, go to Advertise section and select'Advertise Job’.

Client Contact Candidate Job Placement  Personal HR Admin Finant
== Job 4 Basic My Jobs [l View <«1AdvJobs | |Save {Refresh - Clone %D
o List Q,Advanced - Manage 3¢ Delete .+ Criteria =) Document
Job ID: T2 Record: 1 of 1
Job Mame: Samsung_Developer Indt
Client: Samsung E Ind
Contact; Sandhya Gupta & | ‘E Dhivi
Status: Open |E| Code: | TT567 Cor
Label: |E| Cor
Match Candidate: | % | Match Dat
Owner Branch: sYD |E| Mer
Account Manager: |Test Account - SYD [SYD] & | Prol
Resourced By:; |Test Account - SYD [SYD] & | Pos

Or

Go to ‘Advertise’ tab -> Click on the “Advertise Job’

button.


http://help.recruitlive.com.au/wp-content/uploads/2014/10/Job_1.png
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‘ Hotes H Address & Telephone H Advertise H Send Out H Diary H Job Detail H Job Ad Response

List of Templates:

D Template Edit Clone Templ

Sorry No Record Found !

Seek Counter:;

# Total Job Postings Setup # Total Job Postings Used # Postings a
Sarry Mo Record Found!

Advertised History:

Template Hame Job Ad. Reference Agent Adv on
Sarry Mo Record Found!


http://help.recruitlive.com.au/wp-content/uploads/2014/10/Job_2.png
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The following screen would be displayed.

Client Contact Candidate Job Flacement  Personal HR Admin Finan
Search Advertize
==Job 34 Basic My Jobs = View <1 Adv.Johs * Edit +1 Advertise Now
+ List Q Advanced - Manage i Save Template
Job: TTHE7 (Samsung_Developer)
Agent |- Agent Groups —-- |E| Ten
Category: Business Analyst |E| Raol
Job Ad. Reference: TTH67 Sal;
Industry: E|| Wor
Job Title: AdE
Start Date: Duration: Sun
Location: | % | CoL
Salary Type: |E| Salary Range: E“
Visa Requirements: | E||
Details: -
B 7 U i | =E=E=EE | Styles - Paragraph =~ Fontfamily = Fontsize
v 53 (I [m W | 'A:r == | 'EE 111 | | s B F @

4. Select the agent group / agent and fill other mandatory details:
1. Agent group has more than one agent linked with it.
2. When you select agent, the job will be advertised for that agent only
3. When you select Agent Group, the job will be advertised for all the agents in that
group.
Click on ‘Save Template’ in the ribbon bar->Advertise section
The template will be saved.
Click on ‘Advertise Now’ in the ribbon Bar ->Advertise section
The job will be send for advertisement.
Expiry Date = Advertised Date+ 30 days.
10. The details would be visible on the ‘Edit Job’ screen -> Advertise tab
11. This will display 3 section
1. List of templates for the job will be displayed. You can click on
2. Advertised History: This will display the job advertisement history.

©xNOWO


http://help.recruitlive.com.au/wp-content/uploads/2014/10/Job_3.png
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3. Seek Counter: In case the agent is seek, the following details would be visible
1. #Total Job Postings setup

# Total Job Postings used

#Postings available for use

# You have consumed

AwN

‘ Send Out H Diary H Job Detail ” Job Ad Response

| Hotes H Address & Telephone H Advertise

List of Templates:

D Template Edit Clone Template
3237 TT567372121 & =

Seek Counter:
# Total Job Postings Setup # Total Job Postings Used # P

Sorry Mo Record Found !

Advertised History: I

Template Hame Job Ad. Reference Agent Ady
TTRETITZ2121 TTRAT-64-32317 Website 0g A

6.5 View list of Advertised jobs

e Go to Job->List ->Adv job
e Select ‘All’ or a specific agent from the drop down.
e The list of jobs would be displayed to you.


http://help.recruitlive.com.au/wp-content/uploads/2014/10/Job_4.png
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Alternatively

1. Go to Job->Search job->Edit job screen will be displayed
2. Click on the ‘Advertise’ tab

3. Inthe section ‘Advertised History’ -> Go to last column ‘Unadvertise’

Client Contact Candidate Job Placement  Personal HR Admin Finance Reports ‘clnne'[ah |”. nbined Search qQ 'S | L"L:'q' | &0 | TEST m
==Job ¥iBasic Gy Jobs ] View «1Adv.Jobs
s List QAdvanced |- Manage
View Agent: | All | @ Unadvertise
—f Agent Groups - -
5] « CI— | ] reptang fems 1-3afa
IT&T
71 | Job| Office .{| Job Ad Code | Job Name " | Template Name 7| Agent | Date Advertised | Expiry On T
] Hso IAn:ngnilig | usoarszsirn et Developer 123 CareerOne  23Sep201304:30PM 21 0ct 2013 10:00 AM
Banking and Finance Office
115! Sales and Marketing | 1rsse.3032300 testjob TT556372001 20FeD201410:30 AM 20 Mar 2014 10:00 AM
Manufacturing, Transport and Logistics best
IT&T and LinkedIN ©s
[ 115{ Seek HR & LinkedIN TT556-29-32309 testjob TT556372001 AbhaTest 20Feb 2014 10:39 AM 20 Mar 2014 10:00 AM
—— Agents ———
test CO Banking & Finance test3-22-32310 test_job_sahil test3369421 COBanking 20 Feb 2014 12:428 PM 20 Mar 2014 10:00 AM
CareerOne Sales & Finance
LinkedIN HR
[ II% O Banking & Finance T1558-22.32311 Tubelight fitting TT558372021 COBanking  25Feb201403:51PM 25 Mar 2014 10:00 AM
CareerOne Sales & Finance
T L!nked\N . TT562-4-32312 test_103 TT562372061 JobServe IT 10 Mar 2014 08:03 PM 07 Apr 2014 10:00 AM
LinkMe Accounting
[[]  T75{SeekInsurance k2 TT1556-4-32313 test job TT556372002 JobServe IT 10 Mar 2014 08:13 PM 07 Apr 2014 10:00 AM
[ 11567 Team Leader TT567-64-32317 Samsung_Developer TT567372121 Website 09 Apr 2014 06:12 PM 07 May 2014 10:00 AM
[ testé Services test6-37-32250 test_job_sahil rew Seek 10 Apr 2014 03:47 PM 08 May 2014 10:00 AM
Insurance
6.6 ‘Unadvertise’ a job
.6 ‘Unadvertise’ a jo
’ ’ H H
1. Go to Job->’Adv Job’s-> find the job
. . ¢ .«
2. Select the job and click on the ‘Unadvertise’ button
Client Contact Candidate Job Placement  Personal HR Admin Finance Reports |clnne1ab ‘\lCh:\mbine-:I Search Q] @ | L"L:-'ir | & | TEST m
<=Job #4 Basic £y Jobs  [Eview «1 Adv.Jobs
List Q Advanced "~ Manage
view agent [ Al E]| | ®unadvertise |
@ (L] f1 » » Page S\ze' Displaying items 1-9 of 8
(=] | Job Code .{‘ Title .(| Job Ad Code | Job Name | Template Name | Agent i | Date Advertised " | Expiry On [
[C]  Hso47 RT1 HS047-52-31711 .Net Developer 23 CareerOne 23 Sep 2013 04:30 PM 21 0ct 2013 10:00 AM
Office
consultant TT556-30-32309 testjob TT556372001 betterthan 20 Feb 2014 10:39 AM 20 Mar 2014 10:00 AM
best
[ 11556 consultant TT556-29-32309 test job TT556372001 AbhaTest 20 Feb 2014 10:39 AM 20 Mar 2014 10:00 AM
[ test3 one on one test3-22.32310 test_job_sahil test3369421 CO Banking 20 Feb 2014 12:43 PM 20 Mar 2014 10:00 AM
& Finance
[l 11558 Software Engineer T1558-22-32311 Tubelight fitting TT558372021 CO Banking 25Feb 2014 03:51 PM 25 Mar 2014 10:00 AM
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‘ Notes H Address & Telephone H Advertise ” Send Out ” Diary ” Job Detail ” Job Ad Response

«1 Advertise Job ‘ ‘ E=1Job Ad. History

List of Templates:

0 Template Edit Clone Template Preview Advertise
32317 TT567372121 & = QU IT&T - 4

Seek Counter:

# Total Job Postings Setup #Total Job Postings Used # Postings available for use # You have consumed
Sorry No Record Found !

Advertised History:

Template Name Job Ad. Reference Agent Adv on Expires on Unadvertise
TT567372121 TT567-64-32317 Website 09 Apr2014 06:12PM 07 May 2014 10:00 AW (]

4. Candidate Module

5.1 Create new Candidate

Under the main menu Candidate select the following in the ribbon bar.

New->Candidate

Clent  Contact Candidate | Job  Placement Personal  Reporls Maintenance [Glone Tab) | EUSTREIRG S o

FirstName: [ | Email [ |
LastName: [ | Mobie: [ |
Region: [Gujarat | Core Roles: [ A
Country: [india | Core Skill: [ o]
Resume Sourse: | ']

Enter the appropriate value in the First name, Last Name, Region , Country, Core skills, Core Roles,
Email, Mobile and Resume Source. Click on ‘Search & Save’. User will be navigated to Edit Candidate
screen.
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Clent  Confact  Candidate | Job  Placemeni Personal  Reporis Mainienance Q1 | 3| KkmsHNa m -
Tlview Web o Save Refresh ,Drop  ©Deactivate o Resend  @rupkad FUpload

Candidate 10: 205758 Record: 1 of 1 sent Current fin)

First Name [ v] [adui ] Industry Sectors: | .

Last Name: [cnopra ] Core Roles: [pEvELOPER ]

Label [ | Core Skil [POSTGRESGL: o]

eooeitoe [ 7] mewesws [ ] = [ :

RecentEmpioyer. |
Expected Permanent

ety [576 ] Merga To [DEFAULT2807021201 W] Merge [New
Expected Cantract = = } = =
Daily Rale [ [est6 | Avaable: (1o on 01 Jul 2016 |
® Jjob sod: v
Mateh: Rov.vartatng | | A [ Mateh Notice Period [ |
[ Motes | Address & Telephone || Send 0ut | o istory [ Reference || Emaittistory | piary [ others | gank || 7L Matitcations |
i Save Note
Category v ‘ Quick Task/Event
) Assign To [ .
IR Z\: 345678010 Page[l_Jor10 » w PageSee Show Mail Histary Displaying ltems 1 - 5 o750
Date Made | Category | Content | user
4JUZ01505:25PM  Placement  Pay NUMDer st rom 6.uly 10 RUCh_Wasp_Nav_Company for PIacement ID: 17868 TESTISYD]
24JU201505:25PM  Placement  Timeshest Type set from Not Required to Time Based, Tempiate st from New Template.Xsitto Interpro_Timebased_15Jun2015.Xsit TESTISYD]

The information required for the Candidate is arranged in different groups which are shown on
screen as tab. Following are the tabs available on the Candidate screen.

B5.1.1 Tabs

5.1.1.1 Notes tab

This tab lists all the notes related to that candidate. New note can also be created explicitly.

‘ Notes ” Address & Telephone H Send Out ” Job History H Reference H Email History H Diary H Others H Bank H TSL Notifications ‘

At 7] Quick Task/Event
contents: rre e Task Ty L ] wsosemwmme [
) Assign To [ ]
G W« 123 4[5) Page[5 Jof5 ) y PageSize (1 Show Mail History Displaying ftems 41-50 0150
Date Made | category Content User
15.Ju1 2015 04:42PM  Placement Pay Number set to krish_paynum for Placement ID: 17856 TESTISYD]
15.Ju1 2015 04:42PM  Placement Timesheets required from date set to 02 Mar 2015 TEST[SYD]
15.Jul 2015 04:42PM  Placement Timesheet Type set from Not Required to Time Based TEST[SYD]
15.Jul 2015 TimesheetLive Timesheet Live Access is Enabled TEST[SYD]
15.Jul 2015 PM  Timesheetlive Password for Aditi Chopra has been sent to krishna.druv@gmail.com : Client Uses Own Timesheet, TESTISYD]
150Ul 2015 04:33PM  Placement Aditi Chopra - Placed Pending in Contract TT886 - Associate Consultant for Akriti Start Date is 01 Mar 15 and End Date is 31 Dec 15 TESTISYD]
15.Ju1201504:26 PM Send Out Aditi Chopra Sent to Job TT886 - Associate Consultant for Ankush Mehra at Akriti TESTISYD]
15Ju1201504:25PM  Data Entry Applicant added to RecruitLive TEST[SYD]
Placement Aditi Chopra - Placed in Contract TT888 - Designing for Akriti Start Date is 01 Mar 2015 and End Date is 31 Dec 2015 ADMIN[SPT]
Placement Aditi Chopra - Placed in Contract TT843 - .net developer for Recruitiive Start Date is 01 Jul 2015 and End Date is 01 Jul 2016 ADMIN[SPT]
% W« 123 4[5 Page[s ]of5 » » PageSize (1 Show Mail History Displaying ftems 41-50 050

5.1.1 .2 Address & Telephone tab

This tab lists all the address related information required for the Contact. User can enter different
types of address. User can also Copy/ Paste the address on various columns.
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[ Motes | adaress a vecpone || senaout | sowmtory || reterence || emanmistory | owny [ omers | mank | st notmcatons |

After Hours ‘ Daytime: |
Fa | Woblle: [
Email [ | Emait I
Email2 [ |
Address
Address [umap) [copy] [paste Postal [nuap)copy [paste Registered  |map| copy [paste Oter  map |copy | paste
Street HSBC Holdings plc
Street2 & Canada Square
Suburb [SYDNEY “ . PARLIAMENT HOUSE
Region NSwW r B NSW A A
1005 - = 2000 . o
Country [Austraha o] [ - Australia . .

5.1.1.3 Send Out List tab

This tab lists all the send outs done for that particular candidate.
To create a new send out the following can be done

e User can select the candidate in Match Job lookup and click on *Match’. The
candidate would be added in send out tab with current status as ‘Matched’.

Or

e Click on send out tab->Click on the ‘New’ button, select the candidate and Save.
The record would be added with Current Status = ‘Sent’.

Once the send out is created, the send out tab would show the list of the same
and the appropriate actions would be available to the user.

‘ Notes H Address & Telephone H Send Out H Job History H Reference H Email History H Diary H Others H Bank H TSL Notifications

D Type Sent Current Status Previous Action Candidate Job Name New Send Out: @ [ted Action
Status * Job ' Reverse Marketing
96524 Job D5 Sent l:l Aditi Chopra enginger ” ‘ mlE | S
&

96522 Job 20 Jul15 Placed Placed l:l Aditi Chopra tester Dharmendra1 Prasad  Mojomo Ruchi  20Jul 5 ¢
(Pending) Wasp 15

[SYD]
96520 Job 17 Jul15 Placed Placed l:l Aditi Chopra Designing Ankush Mehra Akriti Ruchi  20Jul 5 ¢
{Pending) Wasp 15
[sYD]
96515 Job 15 Jul15 Placed Placed l:l Aditi Chopra net developer Peter Gilmer Recruitiive Ruchi 20Jul 5 ¢
{Pending) Wasp 15
[SYD)]
96514 Job 150ul15  Placed Placed I:l Aditi Chopra Associate Consultant Ankush Mehra Akriti Ruchi  15Jul 54
(Pending) Wasp 15
[SYD]

5.1.1.4 Job History tab

The Job History tab lists the job history of the candidate added by the user for reference. User can
add Job History by clicking on the button ‘New’ on the right top corner of grid.
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Add Job History

Client [ A Core Roles I o]

Core Skill [ o] Industry I s
I Employee Type Permenant © Contract

Job Duration | ES Current

5.1.1.5 Reference tab

The Reference tab in Candidate screen is used to list all the reference for that candidate. On click on
New, References can be added for that Candidate.

Add Reference %
First Name: H | Client ‘ asl
Last Name: ‘ | Core Roles ‘ o |

Phone Number

Mabile After Hours:
\ | \ |
Daytime: ‘ |

Email

Email I |

. Send Email

Address

Street 1:

Street 2:

Suburb:

Post Code

\
\
\
Region ‘
\
\

Country

=

5.4
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5.1.1.6 Email History

This tab lists all the emails sent by that candidate through RL. Emails can be opened and viewed by
clicking on Subject column.

‘ Notes ” Address & Telephone H Send Out H Job History ” Reference H Email History ” Diary, H Others H Bank H TSL Notifications ‘

G| 0« Page[l_Jof0 ) n Pagesize:[10 v]
Sender | maito “|ecto

Norecords to display.

G| 4« Page[l Jof0 » w Pagesize:[10 v]

Displaying items 0-0 of 0

[ BecTo Subject 7| Message Date v

Displaying items 0 - 0 of 0

4.1.1.6 Diary

The diary tab lists down all the events/meetings scheduled for the Candidate.

[ Motes | Adaress & Tetepnone || senaowt | sob History | Reterence || emai vistory | oary | others | sank | 7L Hotitcatons |

G w4 Page[ [of0 4 »

EventID User ID Date Summary Status Type
Mo records to display.

Displaying items 0 - 0 of 0

i ow o« Page[l Jofo »

Displaying flems 0- 0 0f 0

4.1.1.7 Others

This tab lists the fields related to status, Date added, last updated, Branch of contact and his/her
Account Manager as well as Date of Birth for the contact.

‘ Notes ” Address & Telephone H Send Out H Job History ” Reference H Email History ” Diary H Others. ” Bank H TSL Notifications ‘

Visa Status ‘

v

Account Manager. ‘

Owner Branch ‘ SYD

v Status: ‘ Active v
InternaliExternal Intemnal ® External Date of Birth
Date Added. 15.Jul 2015 04:25 PM Lastupdated. 28 Jul2015 04:32 PM

4.1.1.8 Bank

This tab list all Bank related details for that Candidate. New Bank Details can be added for that
candidate.
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Add Bank Details o %

Bank Details:

BSB [ »

Bank Name:

e

Account Name: | | Acct No:

I Percentage: | | Amount

Period ‘ ‘ by |

4.1.1.9 TSL Notifications

This tab list all TimeSheet Live Notifications if any of them is sent or received.

‘ Notes H Address & Telephone H Send Out ” Job History H Reference H Email History H Diary H Others H Bank H TSL Notifications ‘

G| o« [1)2 Page[l Jor2 b wm Pagesizes  v] Displaying items 1 -5 of 10

Action | Date sent | AlertType | Recipient Email Address | Description Week Ending

BxTe krishna.dr m The following Timesheet has been approved 12 Jul 2015

Candidate Name: Aditi Chopra

Week Ending: 12-07-15

Approved by: Dharmendra Prasad
Hours Worked was: 40:00

Payable Units: 10

This timesheet has been fully approved.

= krishna.

Qxd 20

il.com The following Timesheet has been approved 19.Ju1 2015
Candidate Name: Aditi Chopra
Week Ending: 19-07-15
Approved by: Ankush Mefira
Hours Worked was: 40:00
Payable Units: 33
This timesheet has been fully approved.

- m
R Lo krishna.dr The following Timesheet has been approved 12Jul 2015

Candidate Name: Aditi Chopra

Week Ending: 12-07-15

Approved by: Ankush Mehra

Hours Worked was: 40:00

Payable Units: 33

This time sheet has been fully approved.

krishna, il.com The following Timesheet has been approved 19 Apr 2015
Candidate Name: Aditi Chopra
Week Ending: 19-04-15
Approved by: Ankush Mehra
Hours Worked was: 40:00
Payable Units: 10

QLo

5.2 Search Candidate

Across the modules, Recruitlive provides three different search options

I 5.2.1 Basic Search

Click on Search->basic, the basic search screen gets loaded. As the user types in the desired name of
the contact, the system shows the existing candidate with that name through the built in
Intellisense.
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/[ Candidate - Basic Search  x '\ [ Edlit Candidate - 205611 { [[) Placement Search % ([} User List Report * ([ Placement Search *\L Y s || . )
€ - C | [) wasp.recruitiive.com.au/Candidates.rl/Search?sessionlD=09884240068&companyName=wasp&advanceSearchByForce=false %O =

i Apps  For quick access, place your bookmarks here on the bookmarks bar. Import bookmarks now.

Client Contact  Candidate Job Flacement Personal  Reports Maintenance

Candidate Search

9
=/options. 'You can use [']to match similar records.
0 FirstName [ LastName [ First& LastName () Phone Number CJ Email £ 1D

By default the value keyed in by the user is searched in the fields ‘First & Last Name’, First Name,
Last Name, Phone number, Email, ID . In case you want the system to search in only one or more of
the field, click on the options link and select the required checkbox.
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I 5.2.2 Advance Search

To access the advance search, click on Candidate = Search->Advance, and the following screen
would be loaded.

Clone Tab | Q@1

— |

Last Name

Pnone

Email Address:

o

Notce [

Afar > Before:

After » Bafors:

Afer > Bafore:

erigsse [ 1o [ SAUD v]

Expectea vt Dy Rt | o @n 7 ater > Betore

Job Preference Pemanent [ Conract inemal O Exemal @ A

Location

PostCods ] sunwanone — subur: I

Region: [Cuarat o Country: [moia

Notes

User ID: [ A Content

Category v Date: After: » Before:

Document Search:

Search Phrase: .

Advance search provides the various search option to search resume.

e Search criteria against various fields

e Free text search: You can search for keywords in the documents loaded for the
client

e Boolean search: You can search for Booleans conditions like “"C# and Sql server
or (Asp.net)’ in free text search

e Search within Notes: You have the option to search within the notes added for
the client.

I 5.2.3 Refine Search

User can carry out Refine Search in List. The screen provides black ribbon that had following filter
criterias to refine the search requirements from the list:

e Free Text : Can search any text value

e Personal : Can search by First Name, Last Name, Email Address and Phone

e Experience : Can search on Industry Sectors ,Core Skills, Core Roles, Tags and
Recent Employer.

e Salary : Search can be refined on the basis of Salary also mentioned in Candidate
details.

e Placement : Candidates can be filter on the basis if any placement is created with
its own status and placement status.
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e Location : Can search in list by Post Code, Suburb, Region and Country

¢ Notes: Can search clients by Notes if any created, in the list.

e Others: This criteria includes the filter by the date when the candidate was last
updated or resume was updated etc.

Cancidate List- 17248 x | Mew Tab x s | | o & |
* € [ wasp.recruitlive.com.au/Candidates ist?listlD=173498&sessionlD=9884240068companyName=wasp 7 0=
£ Apps For quick sccess, place your bookmarks bere on bar, now.. (] Other baokmarks

al© 1 l;-;lmsm\n‘

Placament  Personal  Reports  Mainisnance

Client Contact  Candidate | Job

IDEFAULT2807041401

Salary Location Placement Notes Others B Search within the list?

W Pagesze10 7] CumentCantne | -revsny AN Status: Oispiaying fems 11 0r 1

u I Action |U".| l" oL DR AL TR AR !‘ Tags. 1‘ LastUpdated = ¢ an-umﬂ* Rank
2 7 ey Choora Cumenl Job Preference: : 28 Ju1201504:22
B permanent B Contract o

Disptaying flems 1 -1 af 1

G| w4 (1] Page[l_Jor1 » » PageSze:[10 7] - inectwe 11 -Cument Contmet [0 -Prevousy P
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5.3 Create / View / Manage List

When the user clicks on the menu option List->View, the default list is loaded.

The results of the search screen are displayed in the list screen. The user can filter the list on any of
the columns as desired.

Clent  Contact  Candidate | Job  FPlacement Personal  Repors  Maintenance [lone Tab]1 QO 1301 KesH m -
g rop

Details
active IN ('YS ..
28 Jul 2015

Free Text Peisunal Experience Salary  Location Placement Notes  Others W search within the list?

] oft ) » PageSize: -Ingctve - CumentContrect | - Previously Placed Displaying items 1-10f 1
4 I | Action | Label .{‘ First Name I JLastName » 7| Status i | Contact Details | Core Skill I.{ Icore Roles (‘ Tags {| Last Updated ~ | Resume Llpod% Rank
1 o /7 Adit = Chopra e POSTGRESQL: - DEVELOPER: 26 Jul 2015 04:32
PM
Bl ou Page[T_Joft  » PageSize ~Inctie [ - Cuant Contract 1] - Previousy Placed Displaying items 1 -1 0f 1

5.3.1 Ribbon Bar options

5.3.1.1. Rename List

In case you want to save the set of records for further use, you can type in the name in the text box
and click on Rename list

Client  Contact | Candicate Job  Placement Personal  Reports  Maintenance Clone Tab | EUSTRE AR TN o [

DEFAULT2807030105] =2

Free Text Personal Experience Location Notes B Search within the list?

4 4 [1) Page[t [of1 , y Pagesce:[10 | - InActree Displaying tems 1-7 of 7
| Action ‘unﬂ 7| First Name « 7| LastName « 7| ciient Name. 7| contact Dewils 7| core sk ¥ Position 7| Tags 7| Last upaatea 7/ 0a v
Hm@Pro 7 Anamika Testing Snapdeal LASPAND C#: ] 27Jul201505:08 172398
B 123456 L
o . s Karan Pratap Snapgeal 24 LOTUS NOTES: ' WIAIS0NET 17295
@ Asa ishas d@recrutly..
123456
P m & Krishoa Contact Snapdeal MANAGESOFT: & 10 Jul 2015 05:10 172388
B 123456 ™
3 . 4 Rajkumar More Snapdeal =] ASP AND C#; & 06 Jul 2015 05:02 172383
N T EI— o
123456
L'ED" f‘. @ & Sameer Khan Snapdeal LMET; DOESN'T WORK i DOESN'T WORK 22 Apr 2015 05:06 172335
o 123450 TUESDAYSOR TUESDAYS OR
ERIDAYS FRIDAYS;
L‘Bb“ = 1.0 rd Sameer Khan Snapdeal & # 22 Apr 2015 04:49 172336
d 123456 ™
Y Qv o] 4 Suiit Suri Snapdeal MERCURY TEST I 08 Jul 2015 06:28 172386
B 123456 DIRECTOR: ™
W W 4 (1) Page[l Jof1 » u Pagesue[tn v Inaztre Displaying items 1-7 of 7

5.3.1.2. Others

e The system allows the user to select the records in the list and do collective
action on to the complete list or the selected records. The various available in the
ribbon bar are ‘Merge’ to a new list, ‘Delete’ the records, Activate, Deactivate
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Actions | g Activate | Deactivate | Details

Subscribe search agent: The system allows the user to subscribe the search agent for a given list.
Once he does this, he would get emails on the set frequency for any record added in the database
which suffices the search criteria of the given list.

5.3.3 Manage List

User can access this screen from List->Manage, The screen provides the user to perform collective
action on the given list. Also the user can select the list and perform some collective actions on
them. The actions include

e Subscribe/ Unsubscribe search agent
e Permanent Delete

e Regenerate

e Drop List

e Merge

[ List Management x Y
« € | [1 wasp.recruitlive.com.au/List.rl/ListManagement?sessionlD = 988424006 &com panyName =wasp&moduleName=Candidate 0 =
HF e om it e, e e e o e B

client Contact  Candidate | Job Placement Personal  Reports  Maintenance Clone Tab | om0 r Q&1 | 0| keiskna Y]

Lists
\WDrop  3¢Permanent Delete ) Regenerate | DEFAULT28070414 v | uMerge

L
Show . @ MylLists ) AllLists ) Shared Lists(Read Only) ) Shared Lists (Read Write) ) Removed Lists
G| o [1) Pageli Jort » » Pagesize - Shared Lists (Read Oriy) 1| - Shared Lists (Read Wite) - Ramoved Lists Displaying items 1 -2 of 2
[=] | Action [ustio | st name Description Date Created Last Sorted By CreatedBy | Branch | # Records
@ AnsB% 17349 DEFAULT2007043309 active IN ('YS'EMP'/WA' ) and ( CandidatelD = 205611 ) and ( 20u1201504:51PM  Dateoflastupdate Desc, Date Updated  krishnad s¥D 1
OwnerBranch IN Resume Desc, Last Name
(BNE'BRI,CBR'/CHIEUR' FBS' FIN' GCC'/HKG' HLT/IND'LON',...
] AW BR 17248 DEFAULT2807041401 active IN ('YS'EMP'/WA' ) and ( CandidatelD = 205758 ) and ( 280u1201504:32PM  Dateofiastupdate Desc, Date Updated  krishnad s¥D 1
OwnerBranch IN Resume Desc, Last Name
(BNE'/BRI/CBR',CHIEUR'FBS' FIN'/GCC'/HKG' HLT /IND',LON',...
[ | W « [1] Page[l Jof1 » » PageSize  Ghared Lists (reac Ony) [l - Snarea Lists (Read vins) [ - Ramoved Lists Displaying items 1 - 2 af 2

5. Placement

I 4.2.1 Create new Placement
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Search for the job->go to send out tab-> for the desired record, select action = ‘Placement’.

Select Placement Type for Referral 1D ;94880

Contractor Contract

Contractor Contract
Permansnt

4.2.1.1 Permanent Placement

=]

B~
Search Edit
-

oo

Document

L Upciments Sif-ontraciss
Eumil Ty Aceounis

New Permanent Placement | Pending

st

Job Code: [DEEPAKI3 | [view]
Consultant: [Deepak Jain [5YD] Bl House Orphan

Job Sourced By: [Deepak Jain [SYD] o
Cand Sourced By: [Deepak Jain [SYD] ]

Status:

Placed On: 29 May 2012

Vlema: I |

Role: [PEVELOPER; o]
Candidate. [D=epika Mani W [view]
Client, [nfotech India o [view]
Contact: [Pwac W [view]
Start Date: EfectveFrom | |

Notity Consutant [ | Amenumevaanm:

Approved By Auditor

Client Billing Details
Registered Client Name: [SLU_Infotech |

ABN: [ | |verin]
Street 1: [ |
Street - [ |
Suburb [ el

4.2.1.2 Contractor Placement

Candidate Address

Street 1 [ ]
Street - [ ]
Suburb: [ ]
regon . Jrow [

Country [ I

Search Edit
-

=

Document

[ \Dpcument) =] Couicleis

New Contract Placement | Pending

[ T

Job Code: [DEEPAK3 | [view]
Consultant [Despak Jain [YD] o [lHouse [ lorpnan

Job Sourced By [Deepak Jain [SYD] |
Cand Sourced By [Deepak Jain [SYD] |

Status Placed On [29 May 2012
Meme: [ |
Division [Teshnology |

Role: [DEVELOPER; B
Contractor [Despika Mani 7| |view |
Client infotech India gl view |
Contact piwa6 | view |

Start Date:

— e —
Approved By Auditor Notify Consuttant || Roling|[| | Amendment[T| ExTac|]

Effective From: Branch SYD

o T e e [ e | e | e [

Billing Details
Registered Client Name: [SLU_Infotech |

[vert
[Trust =]
T

ABN [111111 |

Entity Type:

Worksite Details
Company Name:

[Infotech India

Street 1 [

Street2: [

The menu options in the ribbon bar are enabled once the placement is saved.
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4.2.1.3 Contract extension

Go to Job->Edit->Send out tab

For the desired contractor placement, select action = Contract extension, the screen is loaded with

all the details. User is required to enter the end date and save.

Client Contact  Candidate Job  Placement | Personal  Reports Q%0 ) 1o | Logout
Search Edit Document
iSearch Save | El
8 El
New Contract Extension | Pending Internal Not Known
Job Code: [DEEPAKI3 | Role [DEVELOFER 4
Consutant: [Deepak Jain [SYD] o [Thouse [lorphan Contractor [Deepika Mani o [vew]
Job Sourced By [D=epak Jain [SYD] ol Client Infotech India 9 E
Cand Sourced By [Deepak Jain [SYD] Bl Contact: Diwac 3] E

Status:
Memo:

Division

| |
| |

Start Date:

Approved By Auditor Nut\vaunsultam'j Rn\llngE Amendmem E)JTECE'

Effective From: Branch: SYD

End Date.

4.2.1.4 Contract to Permanent extension

Go to Job->Edit->Send out tab->For the desired record select action ='Contract to Permanent’->Enter

the details->Save
Clent  Contact  Candioate  Job  Placement | Personal  Reports Q| “| &) lg | Legout

Search Edit Document
Hasearch |gisave [ =

New Permanent Placement | Pending Internal  Not Known

Job Code: I | [view Role [DEVELOPER, o]
Consultant [Despak Jain [SYD] o] [TJHouse [ orphan Candidate [Despika Mani W [view]
Job Sourced By: [Despak Jain [SYD] ) Client [Infotech India a| @
Cand Sourced By [Deepak Jain [SYD] o] Contact DiwaG o @
- F— P— E— |

Memo:

Address & Telephone H Salary and Fee || Account Manager H TSL Notifications ‘

Approved By Auditor

[] Nty consutiant "] Amendment [ | granch

Client Billing Details

Registered Client Nam
ABN.

Street 1.

Street 2

§4.2.2

e [SLU_Infotech |
[121212 ]

= |

Generate Sales Form

Candidate Address

Street 1 [f371_ Beissel Street

Sireet - [ |
Suburb: [Belconnen |
Potcose o7
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Once the placement is saved, the option to generate the sales form would be enabled in the ribbon
bar.

=)

Search Document
-

Document Name: |

Click on Document->Email to Accounts-> list of available templates would be displayed->Choose the
appropriate one and click on ‘Generate’.

I4.2.3 Configure TimesheetLive

For the contractor to be able to use Timesheet Live,

Go to placement ->Timesheet tab and enter the appropriate information->save

[T T T T T [ e e I

Timesheet Type: T - |

Template: \ E\ Approval Frequency: @ weekly © Fortnighty © Montnly

Daily Min Hrs: [ ] © Enor© Waming © None Monthiy ' Lastweekday of month © Last Friday of month

Daly Max Hrs: [ © Enor© Waming® None Approval ® Any one sign © Al must sign

WeelyMinbrs: [ | © Enor© waming @ None fom cate:  [22 May 2012

Weekdy Max Hrs: [ ] © Ener© Waming © None Pay Cycle: [ =1

‘ o Secondary B

I4.2.4 Search Placement

The search screen provides the option to search the placements based on various criteria’s.

Placement->Search
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search
Placement Type: ‘ E“ Candidate Name [ B
Placement ID: I | Gore Roles: | o
Start Date: After: ‘ > Before: Client Name: [ Bl
Placed By: [ 5| Placement Date: Alter: ‘ > Before:
Placement Status: I =] Send Out Status: [ =]
List

‘5!‘ W4 Page 1 of0 b M FageSlze:

Digplaying ftems 0- 0 of 0

No records to display.

rg.‘ W« Page i ofd » n Pagesze5 [x]

Displaying items 0 - 0 of 0

I 4.2.5 Automated Sales Form Audit Process

Sales from audit process is automated by way of automated communication between various stake
holders like Customer Care/Accounts/Payroll.



