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What is DocGen?

DocGen enables you to add documents in the system and subsequently fill them
out directly on a candidate from the candidate list. In this fashion, you do not need
to enter all the details manually every time you want to send out a new contract or
candidate specific document.

DocGen documents could for example be:
« Employment contract
 Comission agreement
e Introduction program

This guide will go through the following in detail.:
e Setting up DocGen

 Generating documents

* Creating text lists

 Sending for digital signature
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Setup

The process of setting up DocGen documents contains the following action
points:

 Add merge fields to your Word document, that enables you to pull information
directly from the system or type in information in a free text field.

 Link the merge fields to either system generated data in the form of system objects,
textlists, textboxes, or checkboxes.

 Save the document

Back to overview




Add merge fields in Word

In order to link content to your document in Talent Recruiter, you first need to
adjust the document with merge fields in Word.

Open the document in Word, select the place where
you would like to pull data from the system or type
in data in the document. Then find the fan "Insert”.

Find ‘Quick Parts’ and choose ‘Field’ in the drop
down menu below

[=] Quick Parts = E’SignatureLine = TL Equation -

A=
Text Zfl AutoText p prbal =
Box~ |[m Document Property ]
d ] Field.. ymbols
1 #=F Buildig—™——=
|__' Insert Field
H 27 _\. Insert a field.




Add merge fields

Choose the field name ‘MergeField’ and
type in a definition of the merge field. If
you would like to pull the candidates’
name directly from the system, you can

/ for example call the merge field
Employment contract ‘Candidate name’

Field ? X
Please choose a field Field properties Field optioy
ey T —} / Click ‘OK’ to finish
Mail Merge |Candidate name |
Field names: Format: |:| Text inserted after: l:l
AddressBlock

T [ Mapped field

Ask
Compare
Database
Fill-in
Greetingline
If L
<
MergeRec
MergeSeq
Mext
MNextlf

Set

Skiplf

Uppercase
Lowercase
First capital

|:| Vertical formatting
Title case

Attention: do not use ‘or " in the field
names as it will result in an error when
uploading the document in Talent
Recruiter or Talent Manager.

E Preserve formatting during updates
Description:
Insert a mail merge field

Field Codes
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Add merge fields

You will now be able to see that the simple text in the document has been replaced by

merge fields:
ﬁ HR

HR Manager Talent Solutions

Independent Contractor Agreement (Contract for Services)

1. Details of the Parties

This agreement is made between:

|nt:ompany name», «Company Adress» «Company zip» «Company Citys |(“the
Company”)

and

|¢Candldata name»,| «Candidate adress» «Candidate zip» «Candidate clty»l (“the
Contractor”)
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Upload the document to DocGen

Go to Talent Recruiter and ‘Administration’.
Choose ‘DocGen documents’

=

Digital Signature DocGen documents

Click ‘Add new DocGen Template’

DocGen documents anager Talent Solutions > Digital Signature > Administration

DocGen templates

Here you can manage document generator templates. Add new DocGen Template

ID Template name Document name Document type Size Actions
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Upload the document to DocGen

Choose your document from your computer and click ‘Next’:

New DocGen temp|a'[e HR Manager Talent Solutions > Digital Signatse > Administration > DocGen documents

MS Word document

Contract for Services.doc:  Select

©

You will then automatically be redirected to the DocGen ‘Template editor’

Attention: if you experience an error when clicking ‘Next’ it could be because an ‘or “has been
added in one of the field names in the Word document. Go back to the document and remove the
symbol from the field.
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Template editor

‘General’

 Name your document - for example Freelance contract

 Choose an associated candidate status — this means that the candidate will change status when the
document is generated — remember that the status you choose needs to be part of your workflow in order
to work properly

e Choose whether or not the document is to be inheritable and hereby usable in subdepartments

 Choose whether or not the document is to be shown and generated from candidate lists on projects -
this means that you can hold off making the document visible until you have finished editing it.

Temp|ate editor HR Manager Talent Solutions > Digital Signature > Administration > DocGen documents > New DocGen template
General
Name Contract
Associated candidate status Sent offer v

Inheritable

Show in DocGen
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Template editor

‘Merge fields’

* In the first drop down menu, select one of the merge fields you have just created in Word:

Merge fields

Assign new merge fields
Merge field

Type

Assigned merge fields

Merge field

No records to display

Company name

Comnpany Adress

Company zip

Candidate name

Candidate adress
Candidate zip
Candidate city
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Template editor

‘Merge fields’
* |nthe second drop down menu, select the type of content you would like the merge field converted to.
You have four options:
* System object: You can convert a merge field to already existing data/variables in the system — for example the
candidate’s name, adress, phone number, etc.
« Textlist: You have the option to create drop down lists with fixed content and convert a merge field to one of

those
« Textbox: You can convert a merge field to a free text field where you can manually type in information.
» Check box: You can can convert a merge field to either a checked or an unchecked check box

Merge fields

Assign new merge fields

Merge field Candidate name

Type Select tvne v
Select type
System object
Textlist

Textbox
Check box

Assigned merge fields

Merge field

Mo records to display
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Convert merge field to system object

Choose ‘System object’ when you would like to pull data from the system directly into your document

*  When ‘System object’ is chosen, you will now get
the option to pull a variable from the system into

the document. The most frequently used are: Merge fields
Assign new merge fields
* The candidate’s full name (Candidate.FullName)
Merge field Candidate name E|
. , . . . Type Svstem obiject T|
* The candidate’s adress (is to be applied in three
different merge fields, converting respectively S "
Candidate.Adress, Candidate.Zip og _ Candidate. EducationArea
) ) Assigned merge fields Candidate.EducationLevel
Cand|date.C|ty) Candidate.EducationTitle
Candidate.Email
No records to display Candidate.FirstName
* The company’s name T —
(Department.RootDepartment.Name) Candidate.Gender
Hide Advance Options Candidate.HasReferences

* Immediate superior — if used as project leaderin
the project (Project.ProjectLeader.FullName)

Remember to click ‘Add’—>
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Convert merge field to textlist

Use ‘Textlist’ when you want to be able to use predefined pieces of text in your document.

NB: To be able to use ‘Textlist’, you first have to create these. See more in this guide under ‘Create text lists’

When you have chosen ‘Textlist’, you get the opportunity to choose the textlist you would

like to link to this merge field.

Merge fields

Assign new merge fields

Merge field Services rendered 2 |

Type Textlist v |

Tekstliste
Textlist 1
L@ntrin

Assigned merge fields

Merge field

Remember to click ‘Add’—> l,
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Convert merge field to textbox

Use ‘Textbox’, when you would like to manually type in content in your document.

When you have chosen ‘Textbox’, you get the option to define the textbox’ width/height/pixels.
The standard size is one single text line.

Merge fields

Assign new merge fields

Merge field Own eguiptment E|

Type Textbox E|

Size Width Height Pixels

Add

Remember to click ‘Add’
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Convert merge field to checkbox

Use ‘Checkbox’ when you would like to define a checkbox in your document.

When you have chosen ‘Checkbox’ you get the option to define whether the checkbox should
by default appear as checked or unchecked in the document.

Merge fields

Assign new merge fields

Merge field Own equiptment - ‘

Type Check box B ‘

Check box value | Default checked
Default checked

Default unchecked

Remember to click ‘Add’—>
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See used merge fields

In ‘Assigned Merge Fields’ you can continuously see the merge fields you have already converted:

Assigned merge fields

Merge field Assigned type

it Candidate name SystemObject:Candidate.FullName Edit | Delete

i Services rendered TextList Textlist 1 Edit | Delete
i Own equiptment CheckBox:0 Edit | Delete
i Company equipment CheckBox:1 Edit | Delete
H Company name SystemObject:Depanment.Name Edit | Delete
H Company Adress SystemObject:Depanment.Address Edit | Delete
i Company zip SystemObject:Department Zip Edit | Delete
i Company City SystemObject:Department City Edit | Delete
i Terms of Reference TextList Textlist 1

Edit Delete

Simultaniously, the drop-down Merge fields
lISt under ‘Mel’ge fleldS’ beComeS Assign new merge fields
shorter: Merge field

Type

Candidate zip
Candidate city
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Changes to the document

In case you need to add or remove new merge fields to the document, make the changes in Word and
then update the document in DocGen.

Find ‘Template’ under
advanced options and click
‘Change’

Upload the latest version of
your document and click
‘Next’

Hide Advance Options

Template

M5 Word document Contract for Services.doc { T4KB )

Last updated 03-01-2019 12:21:52 by sys.clientsupport@hr-manager.net

HR. Manager Tal... = Administration = DocGen documents

New DocGen template

MS Word document:

| Contract for Services.dooc

| Select
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Changing merge fields

If you have added new merge fields to your document, you will be able to see the
new merge fields and convert them to your chosen content types in the drop down
menu under ‘Merge Fields’

Merge fields

Assign new merge fields

Merge field -
Type

Candidate zip

Candidate city

If you have removed merge fields from your document, the old field will be marked
with a red star in the list and you are now able to delete it permanently:

it * Description TextBox: —> Delete

Back to overview




Generate Documents




Generate a document on a candidate

In order to generate a document on a candidate, tick off the box beside the
candidate and click ‘Generate document(s)’ in the Toolbox

Queue Humber Photo Last name First name - Registration date Status T

@ |:| 4 L & W o Andersen Anna 20-11-2018 Application confirmed
@ |:| 1 = e Eriksen Erik 20-11-2018 Application confirmed
@cl:' 3 PO 1.1 Camilzen Camilla 20-11-2018 Invitation interview 1
P 2 L oa W & Danesh Dana 20-11-2018 Accepted invitation to interview
@ |:| 5 L & W @ Brianzen Brian 20-11-2018 Sent offer
lection: Select page, Deselect page, Select all, Deselect all :‘-”'. X )’-

View Scheduled Emails Filter Candidate List

Toelbex Email SMS

Export (POF/XMUMS Excelexternal) Send e-mail to selected candidates

Delete Selected Candidates Edit and send Application receipt (Auto)

Generate document(s) Edit and send Inwvitation Interview

Add to Calendar Appointment

Edit and send Invitation Interview 2
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Generate a document on a candidate

In the next window you are able to choose between the available documents.
Click ‘Next to fill out the document.

Document Generator (DocGen)

Eelow is an overview of the candidates you have selected and all document templates available for you.

Flease select the document template you want to use, and click on Next to continue,

Mew templates

Selected candidates Select template

Dana Danesh Template Contract

Document archive

Wiew document archive

®

Back to overview




Generate a document on a candidate

Fi'.l. Out the fiel.dS in the neXt WindOW: Document Generator

To generate a document for a specific candidate, select the desired candidate by clicking his/her name in the list of selected
candidates. Then fill out the variables and click Generate to create an actual document. To view the generated documents, click
the Mext button in the bottom right corner of the page.

Mew templates

Selected

You can choose to see a candidates
preview of the document, p—
which opens in pdf.

If you are satisfied with
the document, click
‘Generate’

Selected template

Template
Selected candidate

Variables

Candidate name
Services rendered

Own equiptment

Contract
Dana Danesh

Dana Danesh

Listootion1 Iz|

]

Company equipment

Company name
Company Adress
Company zip
Company City

Terms of Reference

Candidate adress
Candidate zip
Candidate city

DocGen - merge documents

Listoption1 S |

Danasvej 78

1906

Frederiksberg / /

Preview Current Preview All Generate Current Document archive
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See documents on candidate’s profile

When you have generated a document you will always be able to see and access it from the
candidate profil from the tab ‘Documents’:

Personal info Documents Questionnaire Notes Communication Applications Appointments

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

Below you can view the cover letter which the candidate has provided with the application.
If the candidate has uploaded a cover letter document, you can click the icon and open it.

Under ‘Generated Documents you will be able to see, delete, and download the document:

Generated Documents

Following the documents generated by DocGen module for this candidate.

Document Name Project Written by Date/Time Action

Anseaettelseskontrakt for funktionzer  Projektkoordinator System User Client Support 10,53 KB  02-01-2019 15:47:53 Delete
Dana Danesh.docx
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Create text lists

Use ‘DocGen Text lists’ if you want to use predefined text snippets in your document.
‘DocGen Text lists’ work as a drop down menu, you are able to choose from.
In order to use ‘DocGen Text lists’, you first need to create these. This is done from the ‘DocGen Documents’ frontpage.

Click * Add new DocGen text list’ to create your text list:

DocGen text lists

Here you can manage document generator text lists. [ Add new DocCen text list ]
ID Name Description Actions
101 Textlist 1 This is a textist Copy | Edit | Delete

DocGen text list editor

. . Text Lists
Give your text list a name and a Norme

description and choose whether or  pesiption
not it is to be inheritable.
Then, click ‘Next’.

Textlist 1

This is a textlst

Inheritable

© -
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Create text lists

Create predefined text snippets as shown below. You need to give each snippet an alias that will appear when filling out the
contract. In the example below, three predefined additions to the contract have been created.
You are able to move each snippet up and down, depending on the order you would like the drop down list to be shown in,

when creating contracts.

Please be aware that the last text snippet will only be saved if you first click "Insert new line” before you click ‘Finish’.

Manage text list

Manage text list

ID Alias Language Text Secondary value
6047 Listoption1 en This is the text1 Edit | Delete
6048 Listoption2 en This is the text2 Edit | Delete
6049 Listoption3 en This is the text3 Edit | Delete
E| 2 Insert new
Line Cancel

+ + [
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Mergeable documents

Mergeable documents can be added and merged with DocGen documents. It is for example possible to add a personnel

handbook or similar to the document.
FYI: If you would like to be able to merge several documents, when generating it on a candidate, please contact support who will

set the system up for you.

Please be aware that mergeable documents are to be seen as predefined documents and can not be adjusted from
candidate to candidate.

Scroll down to the bottom on the DocGen front page and find ‘Document Archive’
Then, click on ‘Add new mergeable document’

Document archive

Here you can manage documents that can be merged into document templates [ Add new Mergeable Document ]

Size Actions

Document name Description

Back to overview




Mergeable documents

Upload the document, write a description if
you would like, and remember to tick ‘Is
inheritable, if sub departments are to use the

document.
Mergeable document details

d new mergable MS Word document

Selechdocument Mergeable document.dot|| Select

Description This document describes..

Is inheritable

©

Remember to click ‘Save’
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Generate and merge documents

Document Generator

To generate a document for a specific candidate, select the desired candidate by clicking his/her name in the list of selected candidates. Then fill out the variables and click Generate to create
an actual document. To view the generated documents, click the Next button in the bottom right corner of the page.

Mew templates

Selected candidates Selected template

Dana Danesh Template Contract

Selected candidate Dana Danesh
Variables When you generate a
Candidate name Dana Danesh DocGen document that
Services rendered Listoption3 [v] you would like to merge
own equiptment H with a document from
Company equipment ‘DOCU ment AI’ChIVG’, fII’St
Company name DocGen - merge documents Cllck ‘Generate Current’
Company Adress
Company zip
Company City
Terms of Reference istoption bt . ‘

e [~] Then, click ‘Document
Candidate adress Danasvej 78 AI’C h ive,
Candidate zip 1906
Candidate city Frederiksberg

Preview Current Preview All Generate Current Document archive

Back to overview




Generate and merge documents

You will now be able to merge documents before you archive the document on the candidate’s profile, by clicking
‘Merge’ on the right hand side.

Generated documents

The list below contains all documents generated in this session. Here you can download the document, sefo e-mail or delete it.

|:| Candidate Project Template Created Status

03-07-2019 14:54:23 Generated Download  Archive Send | Merge | Delete

|:| Ciana Danesh Projektkoordinator Contract

’ Merge & download selected ” Archive selected H Download and archive selected H S5end selected H Delete selected

Previous Finish

Back to overview




Generate and merge documents

You are now able to merge your chose document into the DocGen template.

™ Merge document SO x

Merge documents
Here you can select various mergeable documents to merge with selected
document template.

If you have uploaded several documents to Document
Archive, you are able to add several documents and choose
which order the documents are to appear in, in the final
document. Consequently, the document you note as "1” will
appear before "2", etc.

Select Document name Description Merge order

|:| Frovisionsaftale,
skabelon.doc

Dette

Dette er et
I:' dokument
flettedokument.docx .
indehaolder...
Mergeable This document
document.docx describes..

Click ‘Merge’ to save.
You will now see a confirmation that the documents have

been merged.
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Generate and merge documents

Click ‘Archive’ to save the generated document on the candidate’s profile:

Generated documents

The list below contains all documents generated in this session. Here you can download the document, send it by e-mail or delete it.

|:| Candidate Project Template Created Status Actions

|:| Dana Danesh Projektkoordinator Contract 03-01-2019 14:54:23 Generated Download  Archive Send Merge Delete

’ Merge & download selected ” Archive selected H Download and archive selected H Send selected H Delete selected

Previous Finish

Next, click ‘Finish’
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Digital Signature

It is possible to send employment contracts directly to the candidate by using Digital
Signature. The candidate will then be able to sign the contract digitally by using NemID
(DK) or Bank ID (NO & SE)

We have developed a module called Digital Signature that can be activated in Talent
Recruiter and/or Talent Manager.

The setup depends on having made an agreement with Penneo who is a vendor of digital
signature solutions-

In cooperation with Penneo we are able to offer a special deal where you get 50 free digital
signatures to be used at your discretion.

Please contact support if you are interested in learning more.

Back to overview




You are now ready to use
DocGen

Please feel free to contact our support if you have any questions

HR MANAGER

TALENT SOLUTIONS

Phone: +45 72 44 06 44
Mail: support@hr-manager.dk

Chat with us

34
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