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Candidate database

Access the 'Candidate database'
from the menu

T~

It is possible to search for all
candidates in your database orin
specific projects.

# Home
B rewproeo

B copy projec

|, candidate database

[@ calendar
Il statistics
I File archive

ﬂ- Administration

) 1R ravacer

HR Manager

Home &

This page shows all your recruitment project
Click on the the wheel to change which projg
To open the project menu, click on the wheel

MY calendar +Add new Appointm

Upcoming appointments

24-03-2016 12:00:00 Interview
21-03-2016 15:30:00 Test
Previous appointments

Projects

Day (=} _HR Manager

~ Denmark
_-sgl- Quick Guides
_-iﬂ webinar
| Emnebank




Candidate database

The candidate database is divided into 3 tabs,

" " 3 MANAGER TALENT RECRUITER
each with different search features: —
B Newprojec Candidate database

Here you can search candidates based on different criteria.

'Candidate': personal info, education,
ranking, assigned tag etc.

. Copy project Reset search settings

Q, Candidate database Project

Select project criteria.
i Calendar
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'Freetext': freetext search in documents, & ramnisraton
notes and comments etc.
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Here you can select various information based on candidate personnel data for
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Project Criteria

There is an option, to either search for candidates in selected project or in all projects created in the
organization.

In 'Candidates in all projects', the search result will only display candidates in projects you have
access to and where the candidates match the search criteria.

In 'Candidates in selected projects', the search result will only display candidates from the selected
projects, where the candidates match the search criteria.

It is also possible to limit the search to only search within:

 Hired candidates

Reset search settings

e Not hired Project
* Internal candidates Select project criteria.
@® candidates in all projects 1 Hired M tnternal candidates

 External candidates

O candidates in selected projects M not hired M External candidates




Candidates in all projects

The search will be based on all the . - -
candidates on the database. . e | ot
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Candidates in selected projects

Project

For a search in 'Candidates in selected projects', it is Select project arteria,
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Freetext

When using free text search in the candidate
database, system perfoms the search in the candidate
documents, internal notes and comments (tags).

Candidate Freetext Questionnaire

Freetext search

Please enter freetext to search.

When searching for several words, use the Bolean

operators: R e 3 s o S e 10 e’ s
‘AND’: Requires both termsin item gﬂmmm

‘OR’: Requires either term in item g:::fence .

‘NOT’: Excluding atermin item gé:iﬂ;f:smm

Example: (1 Tag comments

‘Administration AND (Secretary OR Receptionist)’

Result view

Select result view -

®©

Wildcards can also be used.

Click here for more information



http://www.w3schools.com/sql/sql_wildcards.asp

Ouestionnaire

If a questionnaire has been used, it is
possible to search for specific candidate
answers through the database.

Select questionnaire and choose which
candidate answers to search for.

In the example, the search is for
candidates, who have answered 'Yes' to
having a car.
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Results

Once the search setting has been defined, simply click 'Search' to perform search. The
results will be displayed as follows:
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You can now use the search
functionality in the
candidate database

Please contact Support for any further assistance

Tel: +45 72 44 06 44
Email: support@hr-manager.net ﬁ HR MANAGER
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