QOuick Guide
Create candidate manually




Overview

Create a candidate manually can easily be done with a few steps.

In this guide, these steps will be explained as well as a few tips:

e Add new candidate manually

« Add candidate information

 Candidate profile

 Confirm receipt of application

e Documents

e Communication




Add new candidate manually

Should you receive an application by email and want to be able to access the candidate
in the system, add the new candidate manually.

Click 'Add new candidate' on the candidate list on the correct project.

m——

Add new Candidate Page Options@s
Photo Last name First name Status ¥ Rank
@e0 1w @ o Johnsen Tor Transferred from candidate db A frirey
@0 R 4‘ Pedersen Pernille Offer accepted Aok
@0 1§ @ @ Hamad Yunus Rejection after interview L4 8 g44%i

Back to overview




Add candidate information

Add new Candidate

Candidate’s email address, first and last name are

Candidate information

mandatory fields and have to be filled in. Email address
-The gender does not have be selected. First name
Last name

Gender Select ¥

Add new Candidate

If you receive the following message after clicking 'Add new candidate’, it is because the
candidate already has a profile in the system.
Simply click 'Use existing candidate' to add and access the candidates profile directly.

Warning
A candidate with the e-mail address ‘xx@:ccnet' is already registered. Click the button below if you want to use this candidate, Otherwise, select a different username,

Use existing candidate

Back to overview




Candidate profile

Once the candidate has been added, the
candidate profile will appear. S

Documents Questionnaire Notes Communication Applications Appointments

. " Queue Number 3 Where did you hear about
this position? Select M
ere you wilt see the candidate dala Canigte s sz pestin
? Fi Internal/external O Internal
" . irst name Tor )
and you can add if required
]

Tor Johnsen Adrece o Preferred language Defautt v o

Location Postal code/City 1234 Copenhagen Application language English v @

Road 12 Country et v :

1234, Copenhagen Assigned tags
Gender Male v
Date of birth

e 2 ¥ | October Y[ 9B M The selected tag is shown in the candidate list to the left of the name of the candidate.
SSN
Email address @ocenet
xx@one Tag acding .
Mabile phone (incl. area v 12345678
code) Comment
&

Status --Transferred from candidatec ¥ m oK
Rank Not recommended v m
Hired e

¥ Update persanal information across all projects s mRN TetTY Update
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Confirm receipt of application

Manually added candidates do not receive the
automated application confirmation email.

send e-mail to selected candidates

Edit and send Application receipt (Auto)

Edit and send Invitation Interview

The confirmation mail, often called 'Application
receipt (Auto)‘, can be sent from the candidate profile,
under the email template list.

Invitation Interview 2
Invitation Interview 3

Ecit and send Invitation to questionnaire

Edit and send Rejection after interview
Edit and send Rejection after questionnaire
Edit and send Rejection after screening
TO Send Click IEdit and Send‘ Ecit and send Rejection of Application
.

Back to overview




Documents

Personal inf Documents | Questonnaie  Notes Communication  Applications Appintments

Please use this saction to write/upload your cover letter and upload necessary requested attachments.
Cover letter

The candidates documents can be
uploaded under the tab 'CV/Other
documents'.

Location
Roed 12
1234, Copanhagsn

Below you can view the cover letter which the candidsts has provided with the application.
If the candidate has uplosded a cover letier document, you cen cick the icon and open it.

Add Cover letter under 'Add Cover
letter’.

Document Name Size Last updated Action
No records 1o displsy

Add cover letter

Thiz candidate has not uploaded 2 cover letter. Select 2 file and click “Upload” to add a cover letter for this candidara.

Selact document - w
Documents

CV and other documents can be adde« o O

besn generated by the system.
Click on 2 document name to open it

I | Select careqary and click on Browse.__ if you want to upload 2 documant. You may dacide whather the dorument should bs visible for the
u I l e r e r O C u I I I e I l S . candidate - and whether the document should only be attached 1o the current project.

if you want to deletz 3 decumant, click on Dalete to the right of the selected document.

Document Name Size Category Visible for the candidate Last updated Action
i records to display

Add document

& Make the document visible for the candidate.

# The documant is 10 b amtached only to the currant project Main project.

Category Qther documents v Select document Select m

Digital Signature Documents

Bzlow ars the documants sant for digital signature.

Digital Signature Document

Back to overview




Communication

To view all emails sent to the candidate and the activity log, simply click on the
'‘Communication' tab.

In this example the log shows, that the candidate is created manually and that the user,
'HR Manager Support DK' has sent the confirmation email to the candidate.

Personal info Documents Questionnainz Motes Applications Appointments

The list below shows & e-mails/textmezzages sent to the candidate.
Click on a subject if you want to view the content of the sent e-mailtextmeszage.

Subject Date Sender Project
iy Invitation to Vekommen AM02018 11:26:23 AM Dan Bloch Main project
&y Invitation to Vekommen a1 02018 11:25:53 AM Dan Bloch Main project
@ ¥ SNOW NON-Rroject Specne e-mals
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You how know how to add a
candidate manually

Please contact Support for any further information ©

Tel: +4572 44 06 44

Email: support@hr-manager.net
Chat with us

HR MANAGER

TALENT SOLUTIONS



http://support.hr-manager.net/visitor/index.php?/Denmark/LiveChat/Chat/Request/_sessionID=he16nsu7i9zcntmqc6rzouehsey1kv68/_proactive=0/_filterDepartmentID=/_randomNumber=36/_fullName=/_email=/_promptType=chat

