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Working With Companies

What You’ll Find in This Chapter

This chapter describes Companies. It explains how to create and edit
them. This chapter also explains how to view names and positions that
are associated to Companies. It explains how to view Company
activities and how to add new activities. Refer to the following table for a
description of the sections you will find in this chapter.

Table 1-1 What You’'ll Find in Chapter 1

If you want to... Read...

Add a new company to the database and define Adding Companies
additional notes and keywords, on page 1-2.

View a list of companies with which your Viewing House Companies on
organization has close working relationships, page 1-12.

Change the company name, address, contact Editing Company Information
numbers, or industry information, on page 1-14.

Generate a report that contains name, address, Generating Company Detail
contact numbers, notes, and keywords, Reports on page 1-17.

View what names, positions, and Rollup Lists are Viewing Company
associated with a Company, Associations on page 1-18.
View Company activities, add an activity to a Working with Company
Company, or generate a Company Activity Activities on page 1-21.
Report,

View a list of interviews that are associated with Viewing Interviews

company positions, on page 1-28.

Remove a company from the database, Deleting Companies on

page 1-29.




Chapter 1, Working With Companies

Adding Companies

There are two types of companies: Client Companies and the Candidate
Company. Client Companies are companies with which you have a
working relationship. As is discussed in Chapter 2, Working with Names,
there are two types of names: Candidates and Non-candidates. Non-
candidates are executives and managers in Client Companies such as
Hiring Managers, Human Resource Personnel, and other executives.
Non-candidate names are associated with the company for which they
work and are maintained in the Client database along with Client
Companies and Positions.

The Candidate Company is the company to which you add all
candidates. Candidates are potential employees and contractors that
you want to place with Client Companies. Candidate names are always
associated with the Candidate Company and are maintained in the
Candidate database

Companies are added to the database once. Companies are added to
the database through the Add New Company frame. From this frame,
you can enter the company name, address, contact, and industry
information. Refer to the following sections for complete details:

¢ Adding a Client Company on page 1-2.

e Maintaining Company Notes on page 1-5.

e Entering Company Keywords on page 1-8.

e Entering Additional Company Details on page 1-11.

Adding a Client Company

Companies are added through the Add New Company frame. You
should not add duplicate companies. If you add a duplicate company,
PCRecruiter will display a warning message.

Procedure 1-1  Adding a Client Company

1. Click the purple Company button from the Browser header.
The Company Menu frame is displayed.

Note: By default, the Company Menu frame is displayed when you
log into PCRecruiter.

2. Click the blue Add Company button.
The Add New Company frame is displayed.

Using PCRecruiter
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Chapter 1, Working With Companies

HOME | COMPANY | NAME _PIOSI'ITONlAC'I'Ivn‘IESISCHEDULElRDLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere 4 By Main Sequence Technologies

COMPANY MENU

ICDmpany MName (Sorf) j |

|
j I SEARCH
KEYWORDS | ADVANCED | ADD COMPANY | <
GO
Add New Company «¢ Al Add New
Press Save to Add to Database Company frame
ADDR

H

l_l_l. Internet

Figure 1-1

3. In the provided fields, type the company’s name, street address, city,
state, and zip code.

Tip: If the company address information is available in an email or
other document from which you can copy text, do the following:
copy the text, click the ADDR button to display the Company
ADDR window, paste the text in the Enter New Company text box
and click Save. The company name and address information is
displayed in the appropriate text boxes in the Add New Company
frame.

4. In the provided field, type the company’s email address and/or
Internet site.

5. In the provided fields, type the company’s telephone and fax
numbers.

6. In the provided field, enter the company’s Industry/Specialty, do the
following:

e Click List to display the Dropdown List window. Click List to
display the Dropdown List window.

Using PCRecruiter
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Chapter 1, Working With Companies

2} Dropdown List - Microsoft Ink

=1al.x]

||

Banking & Finance/Business Intel
Data/knowledge Management

Banking & Finance/e-Business

Web Design

Banking & Finance/IT Facilities Mgmt.
Development, Metworks, Security, Testing
Defense/IT Facilities Mgmt.
Development, Metworks, Security, Testing
Government/Business Intel
Data/knowledge Managerment

Government/e-Business
Ww'eb Design

Government'ERP & Supply Chain -

-

Figure 1-2
e Click the specialty that best desc

ribes the company.

You are returned to the Add New Company frame and your
selection is displayed in the Industry/Specialty text box.

7. In the provided fields, enter the company symbol or Division of
information, the number of employees, and annual revenue.

8. In the Subjective text box, rate the company from 1 to 100 where 100

is a high rating.

This information is available at a glance when looking at Search
Results. Companies with a high subjective rate will have a long
green line. Companies with low or no subjective rate will have a short

or no green line as illustrated below.

R

Company Mame
SELECT PAGE | SELECT ST |
—

i

< found conta

Low Subjective Rate — P m—

 100% A

ining one or more of these words: language

& Muscillo Technologies

< found containing one or more of these words: language

[ 100% A RCk Technologies -

High Subjective Rate

b mmmeemm Government Semices

< found containing one or more of these words: language

Figure 1-3
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Chapter 1, Working With Companies

9. From the Default Company list box, select one of the following:

¢ Client Company. Select this option to indicate that you have a
working relationship with the company.

o Default Company. Select this option to indicate that this
company should display in the bottom frame by default when you
enter the system.

The default company that you select is specific to your login. All
users can specify a Default Company. All companies entered in
the database as Default Companies are referred to as House
Accounts.

e Available. Select this option to indicate that you do not have a
working relationship with the company.

10.Click Save.

The company record is saved and the Edit Company frame is
displayed.

Maintaining Company Notes

You can use Company Notes to capture additional information about a
company that is not contained in other frames or documents. The notes
that you enter are searchable; meaning, you can use the Keyword
Search utility to search for companies based on the notes you enter.

Notes are different than activities. Notes are used for information that is
not likely to change and that cannot be added on another frame such as
unique skills and attributes or past history. Activities are used to track
events such as telephone calls and messages, candidate presentations,
and client visits.

Notes are added through the Add Additional Notes frame and edited
through the Change Existing Notes frame. When a note is first entered,
the date, time, and author are recorded. When a note is changed, the
original date, time and author remain the same.

Refer to the following sections for complete details:
e Entering Company Notes on page 1-6.
e Changing Existing Notes on page 1-7.

Using PCRecruiter
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Chapter 1, Working With Companies

Entering Company Notes

Company notes are added through the Add Additional Notes frame.
When notes are added, the date, time, and author are recorded.

Procedure 1-2 Entering Company Notes

1. Retrieve the company record for which you want to enter notes.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.

HOME | COMPANY | NAME | PRI | | AcTvITIES | _SEHEDULE' ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Fomere d By Main Sequence Technologies
ROLLUP | ADD COMPANY |
COMPANY SEARCH RESULTS- RECORD 1 OF 1
I'*]iHI'I'IE!Ei F.'EE:UmE Company MName
SELECT PAGE
[ _NAMES ) ADD) ADDR J{ Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex
EDIT COMPANY =
1. NAMES | ADD OOMHAN\'I DELETE | ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MOREZ | ADDR
Ca i |Muscw|l0 Technologies COPY TO CLIPBOARD
|75W|Ison Ave. SA\JEl
=
|@ ’_’_|' Internet

Figure 1-4
3. Click the blue Notes button.

The Add Additional Notes frame is displayed.
one| compan |yt | Poson| ATV | Sguepuie| rguue | STIeRs | sponrs | Sjsvem) i | e | g aur]
w S Fomered By Main Sequence Technologies

COMPANMY SEARCH RESULTS- RECORD 1 OF 1

es les|

ume|Company Mame

Sel [Name
SELECT PAGE

[~ _NAMES ADD; ADDR )¢ Muscillo Technologies Meptune City, M (732) 888-1874 Ex

1. COMPANY I KEYWORDS

ADD ADDITIONAL MOTES- MUSCILLO TECHNOLOGIES
Add ar Edit Campary Notes, —

H

Add Additional
Notes frame

I

ADD
CHANGE EXISTING NOTES < | ﬁh:!ngfe Existing
|&] Done [ (8 inemet otes frame

Figure 1-5
4. Type notes in the provided text box.

Using PCRecruiter
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Chapter 1, Working With Companies

5. Click Add.

6.

The frame is refreshed and your notes are displayed in the Change
Existing Notes frame located under the Add Additional Notes frame.

If desired, click Keywords to display the Add/Edit Keywords frame.
Refer to Procedure 1-4 on page 1-8 for further details.

Changing Existing Notes

When you make edits to an existing note, only the text is updated. The
original date, time, and author are not changed to reflect when the notes
were edited.

Procedure 1-3 Changing Existing Notes

1.

Retrieve the company record for which you want to change notes.
Read Chapter 4, Performing Searches for complete details.

Select the company name from the Search Results frame.

The Edit Company frame is displayed (Figure 1-4 on page 1-6).
Click the blue Notes button.

The Add Additional Notes frame is displayed.

Using the scroll bar, display the Change Existing Notes frame.
 HomE | comeany | NAME | POSTIION | ACTIVINES | SCHEDULE | ROUUP | ETTERS | REPORTS | SYSTEN| B | HEte | LG our |

Powers 4 By Main Sequence Technologies

ROLLUP | ADD COMPANY | 2

COMPANY SEARCH RESULTS- RECORD 1 OF 3
Narnes
SELECT PAGE
[~ _NAMES j ADD; ADDR jRCM Your City, Your State = Ex

[T _NAMES ) ADD j ADDR j RCM Technologies Farsippany, MJ (973) 658-4100 Ex

[~ _NAMES ) ADD ) ADDR jRCM Technologies - Bethesda, MD (301) 986-1412 Ex.

Government Services

| = =l
B

CHANGE EXISTING NOTES J{— Scroll Bar

40172002 1:57:41 PMEMUSCILLOT (CGl) =+ ;I
Client contact name is Dennis Busel

=l

&1 Dene [ @ e
Figure 1-6

Make edits to the notes displayed.

Click Save.

The frame is refreshed and your notes are displayed in the Change
Existing Notes frame located under the Add Additional Notes frame.

Using PCRecruiter
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Chapter 1, Working With Companies

HOME | COMPANY | NAME EWDN| ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
ROLLUP | ADD COMPANY |

COMPANY SEARCH RESU
Sel |Mames F-'P‘::UIT

1. COMPANY | KEYWORDS L
ADD ADDITIONAL NOTES- RCM TECHNOLOGIES

Fomere d By Main Sequence Technologies

_A’Dﬂ

CHAMGE EXISTING NOTES

T 4172002 1:57:41 PMMUSCILLOT (CGI = ;I
Client contact name is Dennis Busel. Assistant's name is Taralee

[&] Done [ [ [ intemet
Figure 1-7
As illustrated in the figure above, the date and time remain the same.
7. If desired, do one or both of the following:
e Click Keywords to display the Add/Edit Keywords frame.
Refer to Procedure 1-4 on page 1-8 for further details.
e Click Company to display the Edit Company frame.
Read Editing Company Information on page 1-14 for further
details.

Entering Company Keywords

You can use Company keywords to capture additional information about
a company that is not contained in other frames or documents.
Keywords are searchable; meaning, you can use the Keyword Search
utility to search for companies based on the keywords you enter.

Procedure 1-4 Entering Company Keywords

1. Retrieve the company record for which you want to enter keywords.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.

Using PCRecruiter
Page 1-8



Chapter 1, Working With Companies

[ coveanv | [N [RSStr Y (Ve [ P e () (PR v [Eomtsl| FErEre e (vl v i

Fonered By Main Sequence Technologies

Phone Industry Code

]
SELECT PAGE | SELECT SET I

1 found containing one or more of these words: keywordmanual... (1) match search eiteria

[~ 100% A RCM Technologies (973) B58-4100 Ex [P Parsippany M

2l | »
EDIT COMPAMNY

1.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR
E [RCM Technologies e | COPY-TE 1 =
[0 wvater view Bive SAVE |

(BT it e o com ot coalts v MTSTILLD Tmpuia<737 5478580785 pu3=AEH Techraigiestinpt | [ [ e
Figure 1-8

3. Choose Notes/Keywords (as illustrated in Figure 1-8).
The Add/Edit Keywords frame is displayed.

Fowered By Main Sequence Technologies
ROLLUP | ADD COMPANY |
COMPAMNY SEARCH RESULTS- RECORD 1 OF 1

I'*]iHI'I'IE!Ei Add Company Mame City/State FPhone
SELECT PAGE
[~ _NAMES ) ADD) ADDR & Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex.

. COMPANY | NOTES =
ADD/EDIT KEYWORDS- MUSCILLO TECHMOLOGIES
Skill Codes APACHE SPECIALTIES ;I

Sl G MET LANGUAGES

Equiprment Codes

SIC Codes

User Defined Codes

Education Codes =
SAVE | =l
|&] Done l_l_la Internet

Figure 1-9

4. If you want to use predefined codes, select one of the provided links
to display the Dropdown list window.

For example, click Skill Codes to display the Dropdown list window
illustrated below.

Using PCRecruiter
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Chapter 1, Working With Companies

/) Dropdown List - Microzoft Inter

.NET LANGUAGES

4GL LANGUAGES

5ESS TELECOM SYSTEMS
ABAP LAMGLUAGES
ACCESS DATABASES
ACF-2 DATA SECURITY
ACTIVE X SOFTWARE
ACTUATE LAMGUAGES
ADABAS DATABASES

AIX DPERATING SYSTEMS
APACHE SFPECIALTIES
APL LANGUAGES =

Figure 1-10
5. From the Dropdown list window, do the following:
e Select one or more keywords that describe the company.

The Keywords are displayed in the provided text box as they are
selected.

e Close the window to return to the Add/Edit Keywords frame.
6. If desired, type additional words in the provided text box.
7. Click Save.

A Record Updated message is displayed.

HOME | COMPANY | NAME _P,QSl'I'.lﬂﬂl_.A’C'ﬂVl'l'IESl_SfHEWLElllOLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

2 Phone Industry Code

SELECT PAGE | SELECT SET
1 faund containing one ar more of these wards: keywordmanual... (1) match search criteria

[~ 100% A RCM Technologies (973) B58-4100 Ex A Parsippany M

=
2l | 3

Record Updated- RCM Technologies

<<Back |..Retum To Company
<<Back | Return To Keywords

|&] Done l_l_la Internet
Figure 1-11
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Chapter 1, Working With Companies

8. Do one of the following:

e Click the Return to Company Back button to display the Edit

Company frame.

e Click the Return to Keywords Back button to display the Add/Edit

Keywords frame.

Entering Additional Company Details

You can capture additional company email addresses and telephone
numbers through the Company Custom Fields window. In addition, you
can also capture company Equal Employment Opportunity information

from this window.

Procedure 1-5 Entering Additional Company Details

1.

Retrieve the company record for which you want to enter additional
details. Read Chapter 4, Performing Searches for complete details.

Select the company name from the Search Results frame.
The Edit Company frame is displayed.

HOME | COMPANY | NAME | PRI | e | _SEHEDULE' ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Fomere d By Main Sequence Technologies
ICDmpany MNarne (Sorf) j |
[Sy =l
IStatefCDumry j | SEARCH |
KEYWORDS | ADVANCED | ADD COMPANY |
GO
EDIT COMPARNY (DEFAULT) =
1.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR
|ElerzmsTechnD\Dg\es NNNNNNN BERS £t I —
EMAIL
|448 Indiana Awe EED DATA ﬂ
|
|LDng Branch
ry [r |
|@ Done | ] ’_’_|' Intermet

Figure 1-12

3. Do one of the following:

e [f you want to enter additional phone numbers, choose
Details/Phone Numbers.

e If you want to enter additional e-mail addresses, choose
Details/Email Addresses.

¢ |f you want to enter Equal Employment Opportunity information,

choose Details/EEO Data.

Using PCRecruiter
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Chapter 1, Working With Companies

The Company Custom Fields window is displayed. The option you
selected is displayed in the Field Type list box.

3 Company Custom Fields - Microsoft Internet Expl:f =1E] =]
DETAILS- BERZINS TECHNOLOGIES Update Fields =l
i I [ ddifional Email =] run st osf
B
B
Isales@berzms.com E‘&I I
I |
I B
Ihr—jobs@berzins.com o e
I\nfo@berzins.com B &
Othe M r
SAVE | |

Figure 1-13
4. In the provided fields, enter the appropriate information.

For example, in windows similar to Figure 1-13, add email
addresses.

5. Click Save.
6. Do one of the following:

¢ [f you want to enter additional information, select a different field
type from the provided list box and repeat this procedure.

The fields in the window are updated to reflect your selection.

e [f you do not want to enter additional information, close the
window to return to the Edit Company frame.

Viewing House Companies

When you first add a company to the database, you must indicate
whether the company is a Client Company, an Available Company, or a
Default Company. Client Companies are companies with which you
have a working relationship. Available Companies are companies with
which you would like to have a working relationship.

The Default Company that you select is specific to your login and is the
company that displays in the bottom frame when you first log into
PCRecruiter. All users can specify a Default Company. All companies
entered in the database as Default Companies are referred to as House
Accounts.
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Procedure 1-6 Viewing House Companies

1.

Click the purple Company button from the Browser header.
The Company Menu frame is displayed.

Powerzd By Main Sequence Technologies

ICDmpany MName (Sorf) j |

|

=l SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |

ER

G Detault Compan
EDIT COMPANY (DEFALLT) oo tobeteut Comp jl

1. NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE 3 | ADDR
y g |BerzinsTechnD\Dg\es COPY TO CLIPBOARD

|448 Indiana Ave. SAVEl

|

|Lung Branch

untry |N J

|@ hllp.a‘/le.rcml.cumfpcrb\n/cumpany.eke?Input:MUSEILLUT&Inpul:DEFAULT&Input:MENU&Inpul:U&lnpul:Edll&lnpul:Pﬂl_l_lﬁ Intermnet
Figure 1-14
Click the blue House Accounts Go button.

The Company Search Results frame is displayed. A list of all
companies designated as Default Companies are displayed in
alphabetical order.

Fowered By Main Sequence Technologies

ROLLUP | ADD COMPANY | -

COMPANY SEARCH RESULTS- RECORD 1 OF 7
Mam
SELECT P

"hone

Resume|Company Name

‘

[ _NAMES; ADD) ADDR ) Berzins Technologies Long Branch, MNJ (732) 2224893 Ex. _

[ _NAMES ) ADD) ADDR ) Candidate Parsippany, M. 3y - BEx_

[ _NAMES ) ADD) w[ﬁn\etta Enterprises Long Branch, MJ (7322223797 Ex.

[T _NAMES j ADD; ADDR ) Gragso Technologies Shark River Hills, MJ I T74-4973 Ex.

[” NAMES j ADD) w@ four City, Your State e = |
EDIT COMPANY (DEFALLT) j
+.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE 3 | ADDR

IEIErzms Technologies COPY TO CLIPBOARD
|448 Indiana Awve SAVEI

|&] Done l_l_la Internet
Figure 1-15
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3. If desired, do one or more of the following:

e To add one or more companies to a Rollup List, select the
corresponding check boxes of the companies you want to add to
the same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

e To add another company, click Add Company.
Read Adding a Client Company on page 1-2 for further details.

e To view the names associated with the company, click the
corresponding Names button.

Read Viewing Company Name Associations on page 1-18 for
further details.

e To associate a name with the company, click Add button to
display the Add Name frame.

Read Adding Names in Chapter 2 for further details.

e To associate a name and resume with the company, click the
corresponding ADDR button to display the Add Resume window.

Read Adding Names in Chapter 2 for further details.

e To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information on page 1-14 for further
details.

Editing Company Information

Information added through the Add New Company frame can be
changed through the Edit Company frame. In addition, from this frame
you can also add activities, names, positions, notes, keywords, and
resumes.

Tip: If you want to display the Company name, address, and contact
numbers in a format easy to copy, click the Copy To Clipboard
button to display the text in the Copy To Clipboard window.

Procedure 1-7  Editing Company Information

1. Retrieve the company record you want to edit from the database.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.

Using PCRecruiter

Page 1-14



Chapter 1, Working With Companies

HOME | COMPANY | NAME _v'nsrmu|acnvmas|scuswm|muuw LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

ROLLUP | ADD COMPANY |
COMPARNY SEARCH RESULTS- RECORD 1 OF 1
Zesurme|Com ¢ Marne

5l [Names
SELECT PAGE
[~ _NAMES ) ADD) ADDR (S iuscilio Technologies Neptune City, NJ (732) 988-1874 Ex.
EDIT COMPARNY -
1. NAMES | ADD OCJMPANYlDELEI'E ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE T | ADDR
= |Muscw|l0 Technologies COPY TO CLIPBOARD

I?S\f\f'llsonAve SAVE
|

|NJ

|@ Done l_l_la Intemnet

Figure 1-16
3. Make one or more of the following changes:

¢ In the provided fields, change the company’s name, street
address, city, state, and zip code.

¢ In the provided field, change the company’s email address and/or
Internet site.

¢ In the provided fields, change the company’s telephone and fax
numbers.

¢ In the provided field, change the company’s Industry/Specialty.

¢ In the provided fields, change the company symbol or Division of
information, the number of employees, and annual revenue.

¢ In the Subjective text box, change the subjective rate from 1 to
100 where 100 is a high rating.

e From the Default Company list box, select one of the following:

e Client Company. Select this option to indicate that you have
a working relationship with the company.

o Default Company. Select this option to indicate that this
company should display by default when entering the system.

e Available. Select this option to indicate that you do not have a
working relationship with the company.

4. Click Save.
Your changes are saved and the Edit Company frame is refreshed.
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5. If desired, do one or more of the following:

e To view the names associated with the company, click the blue
Names button.

Read Viewing Company Name Associations 1-18 for further
details.

e To add a new company, click the blue Add Company button.
Read Adding a Client Company on page 1-2 for further details.
e To delete a company, click the blue Delete button.
Read Deleting Companies on page 1-29 for further details.
% Only users with Administrative permissions can perform this
procedure.
e To view company activities, click the blue Activity button.

Read Working with Company Activities on page 1-21 for further
details.

e To generate a Company Detail Report, click the blue Print
button.

Read Generating Company Detail Reports on page 1-17 for
further details.

e To add notes about the company, click the blue Notes button.
Read Maintaining Company Notes on page 1-5 for further details.

e To add keywords describing the company, click
Notes/Keywords.

Read Entering Company Keywords on page 1-8 for further
details.

e To view positions associated with the company, click the blue
Position button.

Read Viewing Company Position Associations on page 1-20 for
further details.

e To add the company to a Rollup List, click the blue Rollup button.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

e To view what Rollup Lists to which the company belongs, click
Rollup/On Rollup.

Read Viewing Company Rollup List Associations on page 1-19
for further details.
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e To associate a name and resume to the company, click the blue
ADDR button.

Read Adding Names in Chapter 2 for further details.
Generating Company Detail Reports

You can generate a Company Detail Report from the Edit Company
frame. When you generate the report, it is opened in a new browser
window. From the new browser window you can print the report to your
network printer or save it to your local or network drive.

Note: PCRecruiter contains a complete reporting tool. To learn more,
read Chapter 8, Generating Reports.

Procedure 1-8  Generating Company Detail Reports

1. Retrieve the company record for which you want to generate a
report. Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.
3. Click the blue Print button to generate the report.

The Company Detail Report is launched in a new browser window.

/3 Company Report - Microsoft Internet Explorer

_|ol x|
J File  Edit Wiew Favoites Tools  Help ﬁ
« =+ @ at Q 3] () - >
Back Fanward Stop Refresh Hame Search  Fawortes  Histary il
J Address I@ hitp: A e rert. comdperbindcorepart. exe ?lnput] sMUSCILLO T & nput2=blank & nput3=A0 D &l nputd=7 34071 38959j
J Links @ Channel Guide @ Custornize Links @ Free Hotrmail @ Internet Start >
4/4/2002 | COMPANY DETAIL REPORT | User Name: MUSCII-=
Company Name tuscillo Technologies Phone (732)988-18749 Ex.
Address 1 5 Milson Ave. Fax I 1 - E:x.
Address 2
City Heptune City Group ES
StatesCourtry MHJ Industry Code
Zip 07753 Industry
Division Of Specialty
Annual Revenue Email Address mike.taralee@werizon. net
Frnml s 1 Crnmtr X
4 T | »
|&] Done ’_’_|Q Intermet Y
Figure 1-17

4. If desired, do one or both of the following:

e Choose File/Save from the new browser window to save the
report.

e Choose File/Print from the new browser window to print the
report.
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Viewing Company Associations

As is discussed in later chapters, you cannot add a name or a position
to the database without first associating it with a company. You can view
the names and positions that a company is associated with from the Edit
Company frame. In addition, from this frame you can also view to which

Rollup Lists a company belongs. Refer to the following sections for
complete details:

e Viewing Company Name Associations on page 1-18.
e Viewing Company Rollup List Associations on page 1-19.

e Viewing Company Position Associations on page 1-20.

Viewing Company Name Associations

As discussed in Chapter 2, you cannot add a name to either database
without first associating it with a Client Company or the Candidate
Company. You can view the names with which a company is associated
from the Edit Company frame.

Procedure 1-9 Viewing Company Name Associations

1. Retrieve the company record for which you want to view Name
associations. Read Chapter 4, Performing Searches for complete
details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.
3. Choose the blue Names button.

A list of names associated with the company is displayed in the
bottom frame.

HOME | COMPANY | NAME _P?Sl'l'.[ﬂl'lln.(‘.‘l‘lvl‘l‘[ESlSCHEDuLElmLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

ROLLUP | ADD COMPANY | =

COMPANY SEARCH RESULTS- RECORD 1 OF 3

I'*]iHI'I'IE!Ei Add  |Resume|Company Mame FPhone

sewcr pace |

[~ _NAMES ) ADD, ADDR jRCM four City, Your State By Ex. |

[T | NAMES ) ADD ) ADDR ) RCM Technologies Parsippany, M. (973) B58-4100 Ex

™ NAMFS i ADR 1 annRr 1 RCM Technologies - Bethesda. MD (3011 986-1412 Ex =l

1. BACK I ADD NAMEI ADDR | ROLLUP =

RCM TECHNOLOGIES- RECORD 1 OF 3

1 |Name Work Phone

sewect pae |

[~ Busel, Dennis WP IT Farsippany, MN.J (973) BES-3642 Ex. ]

M McGowen, Mackie Admin MNAA _ - Ex. |

[~ Etabler, Kenny Chief Information Officer Parsippany, bJ (873) B58-3075 Ex (973) 365

4 | 3|
|&] Done l_l_le Internet
Figure 1-18
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4.

If desired, do one of the following:

To return to the previous screen, click the blue Back button.

To associate a new name with the company, click the Blue Add
Name button.

% Use this feature to add a company employee or a non-
candidate person. Read Adding Names in Chapter 2 for
further details.

To associate a name and resume to the Candidate Company,

click the blue ADDR button.

% Use this feature to add Candidates to the Candidate Company
only. Read Adding Names in Chapter 2 for further details.

To add names to a Rollup List, select the corresponding check
boxes and then click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

Viewing Company Rollup List Associations

As is discussed in a later chapter, you can create Rollup Lists to which
you can add companies, names, and positions. You can view to which
Rollup Lists a company belongs from the Edit Company frame.

Procedure 1-10 Viewing Company Rollup List Associations

1.

Retrieve the company record for which you want to view Rollup List
associations. Read Chapter 4, Performing Searches for complete
details.

. Select the company name from the Search Results frame.

The Edit Company frame is displayed (Figure 1-4 on page 1-6).
Choose Rollup/On Rollups.

The Rollup Membership frame is displayed.
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4.

HOME | COMPANY | NAME _P,QSl'I'.IlmllAC'I'Nl'I'IESlSCHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies
ROLLUP | ADD COMPANY |
COMPANY SEARCH RESULTS- RECORD 1 OF 1

Mames |Add
SELECT PAGE

[~ _NAMES ) ADD) ADDR & Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex.

Resume|Company Name

. COMPANY

342542002 5:18:43 PM

Remove MUSCI.0004 Th_Technical Writing 3/26/2002 5:18:51 PM
|&] Done l_l_la Internet
Figure 1-19

If desired, do one or more of the following:

e To delete the company from a Rollup List, click the corresponding
Remove link.

e To return to the Edit Company frame, click the blue Company
button.

e To view all the companies in a Rollup List, click the name of the
Rollup List whose companies you want to view.

The Rollup List frame is launched in a new browser window.

Viewing Company Position Associations

As is discussed in a later chapter, you cannot add a position to the
database without first associating it with a company. You can view the

positions with which a company is associated from the Edit Company
frame.

Procedure 1-11 Viewing Company Position Associations

1.

Retrieve the company record for which you want to view position
associations. Read Chapter 4, Performing Searches for complete
details.

Select the company name from the Search Results frame.
The Edit Company frame is displayed.
Click the blue Position button.

A list of positions associated with the company is displayed in the
bottom frame.
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ME MPANY | NAME N HEDULE P | LETTE! REI M | EMAIL | HELP
HOME | co | | PosImo | ACTIVITIES | SCHEDULE | ROLLU| RS | REPORTS | SYSTE LOG ouT |
Fowered By Main Sequence Technologies
COMPANY MENU =
ICDmpany MNarne (Sorf) j ||
=l SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |
o o GO =
4. COMPANY | ADD POSITION
POSITION SEARCH RESULTS- RCM TECHNOLOGIES- RECORD 1 OF 4
._||:I|;| Title Company MName City/State Contact Name E
A FTT Business Systems Analyst RCM Technologies Parsippany, M. /A, =
A FTP Database Analyst RCM Technologies AR Jeff Hodorowski =
A PTT DBA RCt Technologies Fort Washington, PA  Dennis Busel 2]
A FTP Project Manager RCt Technologies AR [ [
4 | |
|@ hittp:/#te.remt.com/perbindogin, exeﬂnput=MLISC\LLDT&Inpul=P\N’hn\d&lnput=EDMPANY&Inpul=landscapa&lnput=Edil&Irl_l_la Internet
Figure 1-20

4. If desired, do one of the following:

e To return to the Edit Company frame, click the blue Company
button.

e To associate a new position with the company, click the blue Add
Position button.

Read Adding Positions in Chapter 3 for further details.
Working with Company Activities

You can add activities to companies, names, and positions. However,
when adding activities to names and positions, you also have the option

of copying the activity to the company with which the name or position is
associated.

You can view company activities from the Company Activities frame. All
activities associated with the company are listed as well as any name or
position activities that were copied to the company.

In addition, you can add new activities and generate a Company activity
report from the Edit Company frame. Refer to the following sections for
complete details:

e Viewing Company Activities on page 1-22.
e Adding Company Activities on page 1-23.
e Generating Company Activity Reports on page 1-26.
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Viewing Company Activities

You can view company activities from the Company Activities frame. All
activities associated with the company are displayed, including any
name or position activities that were copied to the company.

Procedure 1-12 Viewing Company Activities

1. Retrieve the company record for which you want to view activities.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed (Figure 1-4 on page 1-6).
3. Click the blue Activity button.

The Company Activities frame is displayed. All activities associated
with the current company are displayed. In addition, any name or
position activities that were copied to the company are also
displayed.

ME MPANY | NAME N HEDULE P | LETTE! REI M | EMAIL | HELP
HOME | co | _p,nsrm|nc-nvmss|sc DULE | ROLLU RS | REPORTS | SYSTE LOG ouT |
Fomere d By Main Sequence Technologies
ICDmpany MNarne (Sorf) j |
=l SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |
GO
1. COMPANY | - NAMES | ADD ACTIVITY | PRINT
COMPANY ACTMTIES- BERZINS TECHMOLOGIES- RECORD 1 of 10
Delete Save  [Date/Tirme Act Type
Delete | Sawe |#/30/2002 11:36:00 AM, INTERVIEW Resume SentiOther, Written By MUSCILLOT, &
MUSCILLOT = Appt DateiTime: 43002002 Tuesday 11:36
AR
** Position With: Berzing Technologies
** Name: Taralee Muscillo
Delete | Sawe |4/10/2002 5:19:30 AM, CHANGERPOS Position: Database Administrator (EB- ;l
MUSCILLOT 3735133771) has been moved from Berzing =l
|&] Done l_l_la Internet
Figure 1-21

4. If desired, do one or more of the following:

e Click the corresponding Delete button to delete an activity.

% Only users with Administrative permissions can perform this
task.

¢ In the Activity text box, make changes to the activity description
and click the corresponding Save button.

% Only users with Administrative permissions can perform this
task.
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e Click the blue Company button to return to the Edit Company
frame.

Read Editing Company Information on page 1-14 for further
details.

¢ Click the blue Names button to view names associated with the
current company.

Read Viewing Company Name Associations on page 1-18 for
further details.

e Click the blue Add Activity button to create a new activity.
Read Adding Company Activities on page 1-23 for further details.
e Click the blue Print button to generate an Activity Report.
Read Generating Company Activity Reports on page 1-26 for
further details.
Adding Company Activities

You can add company activities through the Add New Company Activity
window. When adding a new activity, you can indicate whether you want
to add it to the Schedule or configure a reminder alarm.

Note: Once you add an activity, you cannot edit or delete it.

Activities are different than notes. Activities are used to track events
such as telephone calls and messages, candidate presentations, and
client visits. Notes are used for information that is not likely to change
and that cannot be added on another frame such as unique skills and
attributes or past history.

Procedure 1-13 Adding Company Activities

1. Retrieve the company record for which you want to add an activity.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.
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Fowered By Main Sequence Technologies

COMPANY MENU

ICDmpany MNarne (Sorf) j |
=
=l SEARCH |

KEYWORDS | ADVANCED | ADD COMPANY |

_Gf_l

EDIT COMPANY (DEFAULT) j
NAMES _A’Dnocmmm| DELETE A.CTIV].'I'Y' SITION | DETAILS | ROLLUP | MORET | ADDR

I IEierzmsT MEW ACTIVITY | COPY-TOCLIPRORRDT

|448 Indiana Ave. SAVEl

|@ hittp:/#te.remt.com/perbin/coact. exe ?lnput] =| MUSEILLDT&InputZ 7340716051232338 nput3=Berzing Tachnnlngles&lnputl_l_la Internet
Figure 1-22
Choose Activity/New Activity (as illustrated in Figure 1-22).

The Add New Company Activity window is displayed. The current
date and time are displayed in the Date and Time text box.

2} Company Activities - Microsoft Internet Explorer e
ADD EwW COMPANY ACTMITY- BERZINS TECHNOLOGIES j‘
nd Time |4,-’1,-’200212154EPM &I

Berzins Technologies (732) 222-4893 BEx. ;I

E
ISystem Generated Activity j Default Type
[MUSCILLOT ]

™ Place on Schedule
™ Add Reminder Alarm

|15 Minutes Before 'l
SAVE|

Figure 1-23
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4. If you want to change the date and time, do the following:

e Click the Date and Time List button to display the Select Date
and Time window.

43 Select Date and Time — B =] |
| axpril 2002 =l|vean = =

April 2002
Mon [Tue [wed|Thu [Fri [Sat

Rt ]2 | s |7 |
ENEREN | [ [

: e
FE

E

[ ]

Figure 1-24

e Use the provided controls to set a new date and time and click
OK.

You are returned to the Add New Company Activity window and your
selections are displayed in the Date and Time text box.

5. If desired, in the Activity Text box, enter details about the new
activity.

6. From the Activity Type list box, select the type that best describes
the activity.

Tip: By default, System Generated Activity is displayed in the
Activity Type list box. To change the default activity, select the
Default Type link to display the Select Default Activity Type
window, choose a different type from the provided list box, and
click Save to return to the previous window.

7. Select the provided check box if you want to display the current
activity on the Schedule.

Note: To learn more about the Schedule Feature, read Chapter 6.

8. Configure Alarm options; do the following:
e Select the Add Reminder Alarm check box.

e From the provided list, indicate when the alarm should be
generated (options range from 15 minutes to 3 days).
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9. Click Save.

The activity is saved and you are returned to the Edit Company
frame. You can view this activity from several frames within
PCRecruiter including the Company Activities frame; read Viewing
Company Activities on page 1-22 for more details.

Generating Company Activity Reports

You can print a Company Activity Report from the Company Activities
frame. When you print the report, it is opened in a new browser window.
From the new browser window, you can print the report to your network
printer or save it to your local or network drive.

Note: PCRecruiter contains a complete reporting tool. To learn more,
read Chapter 8, Generating Reports.

Procedure 1-14 Generating Company Activity Reports

1.

Retrieve the company record for which you want to generate a
report. Read Chapter 4, Performing Searches for complete details.

Select the company name from the Search Results frame.
The Edit Company frame is displayed (Figure 1-4 on page 1-6).

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |
-
Fomere d By Main Sequence Technologies
COMPANY MENU
ICDmpany MNarne (Sorf) j |
[y ]
IStatefCDumvy j | SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |
GO
EDIT COMPARNY =
.NAMES | ADD COMPANdd New Activity] CTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR
C c |Muscw|l0 Technologies COPY TO CLIPBOARD
ddre |75 wilson Awve. SAVE
Addre
& itry ;I
|&] Done l_l_la Internet

Figure 1-25
Click the blue Activity button.

The Company Activities frame is displayed. All activities associated
with the current company are displayed. In addition, any name or
position activities that were copied to the company are also
displayed.
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HOME | COMPANY | NAME Esrmu|:’cnvmes|jfuswm|muuw LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fonered By Main Sequence Technologies

COMPANY MENU

ICDmpany MNarme (Sorf) j |

[chv |

IStatefCDumvy j | SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |

1. COMPANY | - NAMES | ADD ACTIVITY | PRINT ol
COMPANY ACTMWITIES- MUSCILLO TECHNOLOGIES- RECORD 1 of 3

gte ave  [Date/Time y y
Delete | Sawe |4/1/2002 11:29:58 AM, Rcvd Res Taralee Muscillo =
MUSCILLOT w _ - Ex. i
h(732) 988-1874 Ex (Mon Apr-1'02
11:308/MUSCILLOT)
=
Delete | Sawe |3/28/2002 12:568:50 PM, SAVECOM Company Record Was Updated. (Muscillo :I
MUSCILLOT Technalogies) via CGI. (Thu Mar-28 02 =
|&] Dane n l_l_la Intemnet

Figure 1-26
4. Click the blue Print button to generate an Activity Report.

The Company Activity Report is launched in a new browser window.

Activity Report- Muscillo Technologies =

Date/Time Aot Type [ Activity

44172002 R'evd Res Taralee Muscilla

11:20:50 AM, W - Ex. :

MUSCILLOT hiF22) 088-1274 Ex. (hon Apr-1'02 11:230a/MUSCILLOT)

342872002 SAVECOM Company Record Waz Updated. (Muscillo Technologies) via C&1L (Thu Mar228 '02 12:58p/MUSCILLOT)

12:58:50 PM,

MUSCILLOT

2i25/2002 ADDCOM Company WWas Entered By MUSCILLOT via C&l. (Mon Mar-25'02 5:02p/MUSCILLOT) This isthe parent

5:03:24 P, company of Grasso Technologies.

MUSCILLOT

<]

|&] Dore | @ Intemet &

Figure 1-27
5. If desired, do one or both of the following:

¢ Choose File/Save from the new browser window to save the
report.

e Choose File/Print from the new browser window to print the
report.
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Viewing Interviews

Interviews are associated with positions and positions are associated
with companies. As such, you can view interviews that are associated
with company positions.

Procedure 1-15 Viewing Interviews

1. Retrieve the Company record for which you want to view interviews.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.

HOME | COMPANY | NAME ;r’nsrmn|:’cnvmes|_s::uswm|muuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powerzd By Main Sequence Technologies

ICDmpany MName (Sorf) j |

B =

IStatefCDumry j I SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |

EDIT COMPANY [DEFALILT) =
NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORET | ADDR
Company Name |Elerzms Technologies COPY T l ASsociATIGNS
ATTACHMENTS
|448 Indiana Awe SAVE I R
i | a—
[ s s g b — Wiew or Modity Candidate |ntervigws| LI
[&] hitp: ##fe.remt. com/perbin/sendall ene Pinput] =MUS CILLOT 8lnput2=7340716051 232338 nput3=Berzi I [ [ [ intemet

Figure 1-28
3. Choose More/Ilnterviews (as illustrated in Figure 1-28).
The Position frame is displayed in a new browser window.
4. Click the position whose interviews you want to view.
The Interview List frame is displayed.

. BACK | ROLLUPI -
POSITION - BERZINS TECHNOLOGIES- RECORD 1 OF 1
R 3 |TYP JobTile _________[Company Name
SELECT PAGE
A FTP  Technical Writer Berzins Technologies (I John a
4« | »
INTERWIEWY LIST- RECORD 1 OF 1
Type Status Anpt Date _[Appt Time
RES INTERWIEYY  4/30/2002 11:36 AM Technical Writer Taralee Muscillo
Resume
4| | |
|&] Dane ’_l_lo Internet 4

Figure 1-29
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5. If desired, do one of the following:
e Click the Date link to display the Edit Interview frame.
Read Changing Interviews in Chapter 3 for further details.
e Click the Job Title link to display the Edit Position frame.
Read Editing Position Information in Chapter 3 for further details.
e Click the Name link to display the Edit Name frame.
Read Editing Name Information in Chapter 2 for further details.

Deleting Companies

You can delete Companies that were added in error or that are no
longer needed. Once a Company is deleted, it is removed from the
database. However, you cannot delete a company that has a name or
position associated with it.

% Only users with Administrative permissions can perform this
procedure.

Procedure 1-16 Deleting Companies

1. Retrieve the company record you want to delete from the database.
Read Chapter 4, Performing Searches for complete details.

2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.

3. Click the blue Delete button.
A confirmation prompt is displayed.

Microsoft Internet Explorer x|

@ Are you sure vou want to delete this Company?

Cancel |

Figure 1-30
4. Click OK to confirm the deletion.
A Delete Company message is displayed.
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Working With Names

What You’ll Find in This Chapter

This chapter describes Names. It explains the difference between a
Candidate and a Non-candidate and how to add them. This chapter
explains how to add and edit resumes, references, keywords, and notes.
In addition, this chapter also explains how to view Name activities and
how to add new activities. Refer to the following table for a description of
the sections you will find in this chapter.

Table 2-1 What You’'ll Find in Chapter 2

If you want to... Read...

Learn the difference between a Candidate and a Adding Names on page 2-2.
Non-candidate and how to add them to the

databases,

Change a person’s address, contact information, Editing Name Information

or add notes and keywords, on page 2-7.

Add or edit a Candidate’s resume, Editing Candidate Resumes
on page 2-9.

Add or edit Candidate references, Adding Candidate References
on page 2-10.

Change the company with which a Non-candidate = Changing Company

is associated, Associations on page 2-12.

Generate a report that contains name, address, Generating Name Detail

contact numbers, notes, and keywords, Reports on page 2-22.

Know to which Rollup Lists the person belongs, Viewing Name Rollup List

Associations on page 2-23.

View name activities, add an activity to a name, or  Working with Name Activities
generate a Name Activity Report, on page 2-24.

View a list of interviews to which a name is Viewing Interviews
associated, on page 2-30.
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If you want to...

Remove a person from one of the databases, Deleting Names on page 2-31.

Adding Names

As mentioned previously, there are two types of names that are
maintained within PCRecruiter: Candidates and Non-candidates. Non-
candidates are Client Company employees such as Hiring Managers,
Human Resource Personnel, and other executives. Non-candidate
names are associated with the company for which they work and are
maintained in the Client database along with Client Companies and
Positions.

Candidates are potential employees and contractors that you want to
place with Client Companies. Candidate names are always associated
with the Candidate Company and are maintained in the Candidate
database.

Adding a Candidate

As described above, candidates are associated with the Candidate
Company and saved in the Candidate database. The following
procedure accomplishes two tasks: it creates a new name record in the
database and it adds the Candidate resume to the database.

Procedure 2-1 Adding a Candidate

1. Retrieve the Candidate Company. Read Chapter 4, Performing
Searches for further details.

The Search Results frame is displayed.
_H,u£| COMPANY \_mﬂ_p'nsrmﬂ ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM _E/M&I_H/Eil LOG ouT |

Fomere d By Main Sequence Technologies

ROLLUP | ADD COMPANY |
COMPANY SEARCH RESULTS- RECORD 1 OF 1
I'*]iHI'I'IE!Ei
SELECT PAGE
[ NAMES ; ADD) ADDR ;Candidate Parsippany, M B Ex
EDIT COMPANY (DEFALILT) =
. NAMES | ADD COMPANY | DELETE PRINT ITION | DETAT P | MORET | ADDR
ES co —A.’C'ITVI.'I'Yl MNOTES | POSITIO LS | ROLLUP | MORE 7
me [Candidzte COPY TO CLIPBOARD

|20 wyater view Blve SAVE

|@ ’_’_|' Internet
Figure 2-1
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2. Click the blue ADDR button that corresponds with the Candidate
Company with which you want to associate a new candidate.

The Add Resume and Name window is displayed.

ADD RESUME (CANDIDATE )

[tine

[Line

[V Use Word Editor

&m

gpennesumel Bk Import |r§|‘3|E| ={ralm

Moie >>

3

z

)

¥
3

44— Paste HTML Document

\ Paste Word/

RTF Document

|&] Done

[ [ [ ntemet

N

Figure 2-2

Any text previously copied to your desktop clipboard is displayed. If
this information is not relevant, click the Cancel/Clear button.

3. Place your cursor in the provided text box and do one of the

following:

e |[f you copied an HTML Resume and you want to maintain the
HTML features, press CTRL+V or click the Paste HTML

Document button.

e If you copied an HTML Resume and you do not want to maintain
the HTML features, press CTRL+V or click the Paste Word/RTF

Document button.

e |[f you copied a non-HTML Resume, press CTRL+V or click the
Paste Word/RTF Document button.

The resume is displayed in the text box.
4. Click the Click Here to Extract Info button.

Name, address, and contact information is extracted and entered in
the header lines. This information is used to create a new Candidate

record.
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ADD RESUME [GRASS0 TECHNOLOGIES )

I~ Use Wiord Editor

&

More >>

JLine 1: Name ——————————— [Jahn [a [Grasso
JLine z: hddress ———————— [313 Riobbins Road
[Line 3: Cicy/stacesZip - [Nepture [NJ Jo7753
[Line 4: Home Phone ----- [(732) 7744973 Ex.
[Line 5: Work Phome ----- U3 - Ex__
[Line 8: Email /MW ------ |Lead Actor in a featurs film [wew.twinproductions. corn
[Line 7: Title ———-—---m- |

Click Here to Extract Info : h“hﬂ 4 Grasso

: |313 Robbins Road
¢ |Neprune NI 07753
@ [(732) 774-4973 Ex.

Save Recard

Cancel/Clear

[1] Faste Resume inta Box
2] Extract Fislds from Fiesume:
3) Press Save.

Open Fesume Bk lmpert || 7okm A, Grasso
313 RBnhhina Rnad.

: |Lead dctor in a feature film (www. twinproductions.cow).

<----Begin Original Clipboard Text---->

|&] Done

[ [ [ Intemet

KL

Figure 2-3

5. If necessary, edit the information displayed in the row headers.

Note: Header information must be edited in the white text box, not

the yellow fields.

6. Click Save Record.

The person is added to the database and associated with the
Candidate Company. In addition, a confirmation message is

displayed.

Adding a Non-candidate

As described above, Non-candidates are associated with Client
Companies and saved in the Client database. After a Non-Candidate
name is added to the database, the name and contact information is
made available to you when addition new positions as described in

Chapter 3.

Note: You can also perform this procedure to add a candidate to the
Candidate Company if a resume is not available. You can later add the
resume by performing Procedure 2-4 on page 2-9.
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Procedure 2-2 Adding a Non-candidate

1.

Retrieve the company record for which you want to associate a
name. Read Chapter 4, Performing Searches for complete details.

The Search Results frame is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT
| NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | | tos our |
Fomere d By Main Sequence Technologies
ROLLUFI ADD COMPANY
COMPANY SEARCH RESULTS- RECORD 1 OF 1
["-l-?ll'r'lE"E- Add  |Resume|Company MName Phaone
SELECT PAGE
[~ _NAMES ) ADD ADDR (S Muscilo Technologiss Mepturs City, Ml (732)988-1874 Ex
Add Name- Muscillo Technologies =]
Press Save to Add Mame to Database Click Here to Use Company Address
SAVE
| |
,_,_" Internet

Figure 2-4

Click the blue ADD button that corresponds with the company with
which you want to associate a Non-candidate.

The Add Name frame is displayed (Refer to the bottom frame in
Figure 2-4).

In the provided fields, enter the person’s name, title, and salutation.

In the provided fields, enter the person’s address and contact
information.

In the provided fields, enter the person’s salary information.
In the provided fields, enter the person’s education information.

In the provided field, indicate whether the person is willing to
relocate.

From the Status list box, indicate the type of name you are entering
(e.g., Candidate, Employee, Reference, etc.).

Using PCRecruiter
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9. In the provided field, enter the person’s Industry/Specialty, do the
following:

e Click List to display the Dropdown List window.

2} Dropdown List - Microsoft Ink o ] (B34

|| :

Code Description

Banking & Finance/Business Intel
Data/knowledge Management

Banking & Finance/e-Business
Web Design

Banking & Finance/IT Facilities Mgmt.
Development, Metworks, Security, Testing

Defense/IT Facilities Mgmt.
Development, Metworks, Security, Testing

Government/Business Intel
Data/knowledge Managerment

Government/e-Business
Ww'eb Design

Government'ERP & Supply Chain -

Figure 2-5
o Click the specialty that best describes the person.

You are returned to the Add Name frame and your selection is
displayed in the Industry/Specialty text box.

10.1n the Profile Line text boxes, indicate the citizenship status and the
company from which you received the candidate (For example, the
company holding the H1 Visa.)

11.In the Subjective text box, rate the name from 1 to 100 where 100 is
a high rating.

This information is available at a glance when looking at Search

Results. Names with a high subjective rate will have a long green
line. Names with low or no subjective rate will have a short or no
green line as illustrated below.

Company Mame

SELECT PAGE | SELECT SET |
— —

2 found containing one or more of these waords: taralee grasso... (1) match search criteria

[~ 50% M [T] Muscilla, Taralee Wuscillo Technologies

- o

Low Subjective Rate

2 found containing one or more of these words: taralee grasso... (2) match search criteria

[~ 50% R [C] Grasso, John Muscillo Technologies
Low Subjective Rate ———— P> mm

12.Click Save.

A new name record is saved and the frame is refreshed. The
selected name status is displayed in the frame title bar.
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Editing Name Information

You can edit information about a Candidate or Non-Candidate through
the Edit Name frame. In addition, from this frame you can also add

activities, resumes, notes, keywords, and references.

Tip: If you want to display the name, address, and contact numbers in
a format easy to copy, click the Copy To Clipboard button to display

the text in the Copy To Clipboard window.

Procedure 2-3

Editing Name Information

1.

Retrieve the name record for which you want to edit information.
Read Chapter 4, Performing Searches for complete details.

Select the desired name from the search results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title.

HOME | COMPANY | NAME :’nsmnn|acnvm$|SCHEDULE|mLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP
NAME SEARCH RESULTS- RECORD 1 OF 2

Company Narne Home Phone

Work Phone City/State Title
SELECT PAGE

[~ Muscillo, Taralee Technical Writer

Muscillo (Eaa)nanmsanns
Technologies
Muscillo

Technologies

Ex.  Meptune City, hJ (¥32) BE8-1874 Ex

[~ Muscillo, Taralee - Ex. Meptune City, KJ [ (732) 988-1874 Ex

MUSCILLO TECHNO _
_,_Ijﬂl RESUME () | DETALLS | ROLLUP Moxn|suumv :|
: o COPY TO CLIPBOARD
SAVE

|@ hittp:/#te.remt. com/perbindsummary. exe 7 nput] =t USCILLO T& nput2=734871 585843257&Input3:Muscll\0,+Tara\ee&lnputil_l_lg Intemet
Figure 2-6
Make one or more of the following changes:

¢ In the provided text boxes, change the person’s name, title, and
salutation.

¢ In the provided text boxes, change the person’s address and
contact information.

¢ In the provided text boxes, change the person’s salary
information.

¢ In the provided text boxes, change the person’s education
information.

¢ In the provided text box, indicate whether the person is willing to
Relocate.

Using PCRecruiter
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e From the Status list box, change the name type.
¢ In the provided text box, change the person’s Industry/Status.

¢ In the Profile Line text boxes, indicate the citizenship status and
the company from which you received the candidate (For
example, the company holding the H1 Visa.)

¢ In the Subjective text box, change the subjective rate from 1 to
100 where 100 is a high rating.

4. Click Save.
5. If desired, do one or more of the following:

e Click the blue Company button to display the Edit Company
frame.

Read Editing Company Information in Chapter 1 for further
details.

e Click the blue Add button to associate another name with the
current company.

Read Adding Names on page 2-2 for further details.
e Click the blue Delete button to delete the name record.
% Only users with Administrative permissions can perform this
procedure.
e Click the blue Activity button to view name activities.

Read Working with Name Activities on page 2-24 for further
details.

e Click the blue Print button to generate a Name Detail Report.

Read Generating Name Detail Reports on page 2-22 for further
details.

e Click the blue Notes button to add notes about the person.
Read Maintaining Name Notes on page 2-14 for further details.

e Click Notes/Keywords to add keywords describing the person.
Read Entering Name Keywords on page 2-17 for further details.

e C(Click the blue Resume button to add or edit a candidate’s
resume.

Read Editing Candidate Resumes on page 2-9 for further details.
e Click the blue Rollup button to add the person to a Rollup List.
Read Adding Items to Existing Rollup Lists in Chapter 7.
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e Click Rollup/On Rollup to view what Rollup Lists to which the
person belongs.

Read Viewing Name Rollup List Associations on page 2-23 for
further details.

e Click the blue Summary button to add candidate references.

Read Adding Candidate References on page 2-10 for further
details.

Editing Candidate Resumes

You can add a resume when creating a Candidate record as described
in Procedure 2-1 on page 2-2 or by performing the following procedure.
Once a resume has been added to the database, you can edit it from
the Edit Resume frame. Resume text is searchable and can be queried
when using the Keyword Search. To learn more about the Keyword
Search, read Chapter 4, Performing Searches.

Procedure 2-4 Editing Candidate Resumes

1. Retrieve the name record for which you want to add or edit a
resume. Read Chapter 4, Performing Searches for complete details.

2. Select the desired name from the search results frame.

Name information is displayed and the company with which the

name is associated is displayed in the frame title (Figure 2-6 on page
2-7).

3. Click the Resume button.

The Edit Resume frame is displayed. This frame contains common
word processing tools.

HOME | COMPANY | NAME | _v’osmnu| ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |

Famere d By Main Sequence Technologies

pamme [ |
SELECT PAGE
[~ Grasso, Stephen Grasso Technologies (3 - Ex.  Shark River Hills, NJ The Dad (732) 988-1874 Ex. J
M Grasso, Irene Grasso Technologies () - Ex.  Meptune City, MJ Documentation [ - E:.
Mananer LI
1. NAME | EDIT | SAVE | EMAIL -
EDIT RESUME- GRASSO, JOHN
I” Use Resume Header Edit Resume Header
DE| 8| &|s@ x| === njo|7| 27|
[Tires Mew Roman | e =] Eoir | [V Use Word Editor
RTF/iord Editor 4.08 36/2002 () higin Sequence Tachnologles
R NI R R S s g oo o] 51
JOHN A GRASSOT
F13-Roblins Road |
Weptune, NI077539 |
|@] Done ,_,_‘e Internet
Figure 2-7
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4. Use the provided word processing tools to type, paste, or edit the
resume.

5. Click Save.
The resume is updated and a confirmation message is displayed.

HOME | COMPANY | NAME _P?Sl'l'.[ﬂl'lln.(‘.‘l‘lvl‘l‘[ESlSCHEDuLElmLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowere 4 By Main Sequence Technologies

RETE

SELECT PAGE

[~ Grasso, Stephen Grasso Technologies R Ex.  Shark River Hills, NJ The Dad (¥32) BE8-1874 Ex

[~ Grasso, Irene Grasso Technologies - Ex. Meptune City, NJ Documentation - Ex
Manager

[~ Grasso, John Muscillo s Ex.  Meptune, MJ ({2 (732) 774-4973 Ex
Technologies

Record Updated- Grasso, John

Plaasa: Wail: e

(Words in Resume were Reindexed.)

<«Back |..Retum To Name

<<Back | Return Ta Resume
|&] Done l_l_le Internet

Figure 2-8
6. Do one of the following:

e Click the Return to Name Back button to display the Edit Name
frame.

e Click the Return to Resume Back button to display the Edit
Resume frame.

Adding Candidate References

Candidate References are added through the PCRecruiter Summary
screen. Once a candidate has been submitted and interviewed, the
client may ask for the candidate's references or ask you to call the
references. You can track these events through the Activity feature.
When adding or scheduling the new activities choose the "Received
Request for Info from Client" or "Checked or Checking References"
Activity Type. Read Working with Name Activities on page 2-24 for
further details.

Procedure 2-5 Adding Candidate References

1. Retrieve the candidate for which you want to add references. Read
Chapter 4, Performing Searches for complete details.

2. Select the desired name from the search results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title (Figure 2-6 on page
2-7).
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3.

6.

Click the blue Summary button.
The Edit Summary frame is displayed.
Type or paste the candidate references in the provided text box.

HOME f’onvmﬂnme :’nsmnn|:’cnvmes|_s::HEWLE|mLLuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |
|

Powere d By Main Sequence Technologies

ROLLUP
NAME SEARCH RESULTS- RECORD 1 OF 2

Title Horme Phone

SELECT PAGE

[~ Muscillo, Taralee Muscillo Meptune City, MJ Technical Writer (¥32) BE8-1874 Ex
Technologies
Muscillo

Technologies

tNAMEItCOMFAN\’ SAVEI

EDIT SUMMARY- MUSCILLD, TARALEE

Ann Delmedico — Formally of Delphi
Quality Assurance Manager

Work — (732) 482-2288
Home - (732) 878-1381

e Py
) - Ex

(732) 9881674 Ex

-
=] j
Etic Dubois — Formally of Lucent

Software Development Manager Ll

|&] Dane l_l_lﬁ Intemnet

[~ Muscillo, Tarales Meptune City, MJ [

Figure 2-9
Click Save.
The references are saved and a confirmation message is displayed.

HOME f’onvmﬂnme :’nsmnn|:’cnvmes|_s::HEWLE|mLLuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP
NAME SEARCH RESULTS- RECORD 1 OF 2

Title Horme Phone

SELECT PAGE

[~ Muscillo, Taralee Meptune City, MJ Technical Writer

(732) 9881674 Ex

Muscillo
Technologies
Muscillo
Technologies

e Py
) - Ex

[~ Muscillo, Tarales Meptune City, MJ [ (732) 988-1874 Ex

Record Updated- Muscillo, Taralee (#ords in Sumrmary were Reindexed.)

<«Back |..Retum To Name
<<Back | Return Ta Summary

|@ Done
Figure 2-10
Do one of the following:

,_ ,_ |4 Intemet

e Click the Return to Name Back button to display the Edit Name
frame.

e Click the Return to Summary Back button to display the Edit
Summary frame.
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Changing Company Associations

You can change the company with which a person is associated. All
Candidates should be associated with the Candidate Company; as
such, only Non-candidates should be moved between companies. When
a name is moved from one company to another, an activity is created
detailing the transaction as illustrated in Figure 2-11.

HOME f'onpmv| NANE|| ST |_A'c11vmes |_SEHEDI..ILE| L LU | LSS |_R,EPDKTS|SVSTEH EMAIL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

«

3 [Score Marme Company Name City/State [Title
SELECT PAGE | SELECT SET
2 found containing one or more of these words: taralee grasso... (1) match search eriteria
[~ 50% M [T] Muscilla, Taralee Muscillo Technologies MNeptune City, MNJ Technical Writer

2 found containing one or more of these words: taralee grasso... (2) match search eriteria

[ 50% R [C] Grazso, John Muscillo Technologies Neptune, MJ A
-
o | _l_I
Delete | Sawe |418/2002 12:30:59 PM, CHANGECD Taralee wuscillo has left Muscillo —I
MUSCILLOT Technologies and joined McAfee Soﬂware i
(Mew Work Phone _
____I0ld'Wark Phone: J_
) (Thu Apr-18 02 _|
Delete | Sawe |#10/2002 11:34:17 AM, ROUTING Resume group sent. The following _|
MUSCILLOT namesiresumes were attached:
Taralea hinarilln fmike taralepd@wariznn nafi hd |
|&] Dane l_l_la Intemnet
Figure 2-11

Procedure 2-6 Changing Company Associations

1. Retrieve the name record whose company association you want to
change. Read Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title.

HOME f’onvmﬂnme :’nsmnn|:’cnvmes|_s::HEWLE|mLLuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP -
NAME SEARCH RESULTS- RECORD 1 OF 3

Company Narne Work Phone City/State Title Horme Phone
SELECT PAGE
[~ Grasso, Stephen Grasso Technologies S Ex.  Shark River Hills, NJ The Dad (¥32) BE8-1874 Ex
[~ Grasso, Irens Grasso Technologies Ex. Meptune City, NJ Dncumemalinn - Ex |

CHANGE COMPANY

ASSOCIATIONS 4—
SA

ATTACHMENTS

FORM LETTERS

INTERVIEWS

MAP ADDRESS

,_ ,_ |4 Intemet

Figure 2-12
3. Choose More/Change Company (as illustrated in Figure 2-12).
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4. The Change Company frame is displayed.

ROLLUP

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | L0G our |

Powered By Main Sequence Technologies

NAME SEARCH RESULTS- RECORD 1 OF 3
m Company Narne
SELECT PAGE

[~ Grasso, Stephen

‘Waork Phone

Grassn Technologies iRy

[~ Grasso, Irens Grasso Technologies - Ex

Meptune City, MJ

e

Shark River Hills, hJ The Dad

Title

Horme Phone

(732) 5881674 Ex

() - Ex g

Diocurnentation

CHANGE COMPANMY- JOHN GRASS0

New Cormpany I

Change Caomn

Options IChange Only John Gragso

|@ Done
Figure 2-13

,_ ,_ |4 Intemet

5. In the Search For New Company text box, type the name or the first
few characters of the company to which you want to associate the

current name and click Search.

A list of companies matching your criteria is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | L0G our |

Powered By Main Sequence Technologies

ROLLUP -
NAME SEARCH RESULTS- RECORD 1 OF 3
m Cormpany Name ‘Waork Phone City/State Title Horme Phone

SELECT PAGE

[~ Grasso, Stephen Grasso Technologies S Ex.  Shark River Hills, NJ The Dad (¥32) BE8-1874 Ex

[~ Grasso, Irens Grasso Technologies - Ex. Meptune City, NJ Docurnentation - Ex =l
CHANGE COMPANY- JOHN GRASS0

Change Company Marne

McAfee Software

Phone

Change [ mane
Changs Muscillo Technologies MNeptune City, NJ (732) BE0-1674 €
Change My Cornpany 'toveer, PA Lrsidias E
. | »l
|&] Dane l_l_lﬁ Intemnet
Figure 2-14
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6. Click the Change button corresponding to the company with which
you want to associate the current name.

The name is associated to the selected company and a confirmation
message is displayed.

HOME | COMPANY | NAME _P?Sl'l'.[ﬂl'lln.(‘.‘l‘lvl‘l‘[ESlSCHEDuLElmLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

ROLLUP +
NAME SEARCH RESULTS- RECORD 1 OF 3
Mame
SELECT PAGE

[~ Grasso, Stephen Grasso Technalogies i Ex.  Shark River Hills, NJ The Dad (¥32) B60-1674 Ex

Title

M Grasso, lrene Gragso Technalogies - Ex. Meptune City, NJ Docurnentation - Ex hd|
Change Company- John Grasso

John Grasso has been changed to Muscillo Technologies

<<Back |..Return To Name

|&] Done l_l_le Internet
Figure 2-15

7. Click the Return to Name Back button to display the Edit Name
frame.

Maintaining Name Notes

You can use Name Notes to capture additional information about a
person that is not contained in other frames or documents. The notes
that you enter are searchable; meaning, you can use the Keyword
Search utility to search for names based on the notes you enter.

Notes are different than activities. Notes are used for information that is
not likely to change and that cannot be added on another frame such as
unique skills and attributes or past history. Activities are used to track
events such as telephone calls and messages, candidate presentations,
and client visits.

Notes are added through the Add Additional Notes frame and edited
through the Change Existing Notes frame. When a note is first entered,
the date, time, and author are recorded. When a note is changed, the
original date, time and author remain the same.

Refer to the following sections for complete details:
e Entering Name Notes on page 2-15.
e Changing Existing Notes on page 2-16.
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Entering Name Notes

Name notes are added through the Add Additional Notes frame. When
notes are added, the date, time, and author are recorded.

Procedure 2-7 Entering Name Notes

1. Retrieve the name record for which you want to enter notes. Read
Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title (Figure 2-6 on page
2-7).

3. Click the blue Notes button.

The Add Additional Notes frame is displayed.
_u,o£| oommv|_u,m_E|_P,nsmnN| ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM _E,uﬂ_ulsﬂ LOG ouT |

Fomere d By Main Sequence Technologies

Company Name

? |Score Name
SELECT PAGE | SELECT SET

2 found containing one or mare of these words: taralee grasso... (1) match search eriteria

[~ 50% M [T] Muscillo, Taralee Muscillo Technologies MNeptune City, MJ Technical Writer

< |

o

Add Additional
Notes frame

ADD ADDITIONAL NOTES- GRASSO, JOHM ‘

_A,Dﬂ

CHANGE EXISTING NOTES i =]
|&] Done l_l_le Internet
Figure 2-16

4. Type notes in the provided text box.

5. Click Add.

The frame is refreshed and your notes are displayed in the Change
Existing Notes frame located under the Add Additional Notes frame.

Change Existing
Notes frame
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Changing Existing Notes

When you make edits to an existing note, only the text is updated. The
original date, time, and author are not changed to reflect when the notes
were edited.

Procedure 2-8 Changing Existing Notes

1.

Retrieve the name record for which you want to change notes. Read
Chapter 4, Performing Searches for complete details.

Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title (Figure 2-6 on page
2-7).

Click the blue Notes button.

The Add Additional Notes frame is displayed.

Using the scroll bar, display the Change Existing Notes frame.
P e | e et e e e ! el

Fomere d By Main Sequence Technologies
NAME SEARCH RESULTS- RECORD 1 OF 3 2l
I“-l:ame Company Name WVork Phone Title Harme Phane
SELECT PAGE
[~ Grasso, Stephen Grazgo Technologies | e Ex.  Shark River Hills, MJ The Dad (732) 988-1874 Ex.
[T Grasso, Irene Grassn Technologies | _ - Ex. Meptune City, NJ Documentation - Ex
Manager
[~ Grasso, Johnny Muscilln (732) 774-4973 Ex.  Shark River Hills, MJ Screenwriter (732) 9853-15874 Ex
Technologies |
CHANGE EXISTING NOTES |
T 47412002 10:35:05 AMI MUSCILLOT (GGl = ;I
WJohnny is fluentin Sign Language.
J{— Scroll Bar
I
&] Done [T 4 ntemet
Figure 2-17

Make edits to the notes displayed.
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6. Click Save.

The frame is refreshed and your notes are displayed in the Change
Existing Notes frame located under the Add Additional Notes frame.

HOME | COMPANY | NAME LﬂSl'l'IUNlACI‘IVrI‘IESISCHEDULElRDLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powerzd By Main Sequence Technologies

NAME SEARCH RESULTS- RECORD 1 OF 3
m Company Narne Wark Phone
SELECT PAGE

[~ Grasso, Stephen Grazso Technologies i Ex

[~ Grasso, rene Gragso Technalogies - Ex

I~ Grassa, Johnny Muscillo ([F32) 774-4973 Ex
Technologies

Title

Shark River Hills, hJ The Dad

Meptune City, MNJ Docurnentation
hanager
Shark River Hills, NJ Screemwriter

CHAMGE EXISTING NOTES

T 41472002 10:35:05 AMMUSCILLOT (GGl ==
Johnny is fluentin Sign Language.

Johnny also teaches beginning Sign at Brookdale Community College.

|

=l
Horme Phone
(732) 3881874 Ex
(y__ - Ex
(732) 988-1874 Ex
=
|

—

Kl

|@ Done
Figure 2-18

,_ ,_ |4 Intemet

As illustrated in the figure above, the date and time remain the same.

Entering Name Keywords

You can use Name keywords to capture additional information about a
person that is not contained in other frames or documents. Keywords
are searchable; meaning, you can use the Keyword Search utility to
search for companies based on the keywords you enter.

Procedure 2-9 Entering Name Keywords

1. Retrieve the name record for which you want to enter keywords.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the

name is associated is displayed in the frame title.
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HOME f,onpmﬂnms _P,QSl'I'.lﬂﬂl_.A’C'ﬂVl'l'IESl_SfHEWLElllOLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

NAME SEARCH RESULTS- RECORD 1 OF 3 2l
ol 1 Work Phone Title Home Phone
SELECT PAGE
[~ Grasso, Stephen Grasso Technalogies i Ex. Shark River Hills, NJ The Dad (¥32) 9BO-1874 Ex
[C Grasso, lrens Gragso Technalogies - Ex. Meptune City, NJ Docurentation - Ex
Manager
I~ Grasso, Johnny Muscillo [F32) 774-4973 Ex.  Shark River Hills, NJ Screenwriter (¥32) B60-1674 Ex
-

|@ hittp:/#te.remt.com/perbindattib. exeMnput] =MUSCILLOT & nput2=735042964543525 4 nput3=Grasso. +Johnnyklnputd=734 ,_ ,_ |‘ Internet

Figure 2-19
Choose Notes/Keywords (as illustrated in Figure 2-19).
The Add/Edit Keywords frame is displayed.

HOME | COMPANY | NAME _P,QSl'I'.lﬂﬂl_.A’C'ﬂVl'l'IESl_SfHEWLElllOLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies
ADD COMPANY |

COMPANY SEARCH RESULTS- RECORD 1 OF 1

hone

‘

SELECT PAGE

[~ _NAMES ) ADD) ADDR & Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex.

4. COMPANY | NOTES

ADD/EDIT KEYWORDS- MUSCILLO TECHNOLOGIES

Skill Codes APACHE SPECIALTIES ;I
MET LANGUAGES

Specialty Codes

Equiprment Codes

SIC Codes

User Defined Codes

Education Codes

SAVE |
|@ Done

Figure 2-20

L

,_ ,_ | @ Intemnet

If you want to use predefined codes, select one of the provided links
to display the Dropdown list window.

For example, click Skill Codes to display the Dropdown list window
illustrated below.
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/) Dropdown List - Microsoft Inl

Code Description

.NET LANGUAGES
1GL LANGUAGES
5ESS TELECOM SYSTEMS

ABAP LANGUAGES

ACCESS DATABASES

ACF-2 DATA SECURITY -
ACTIVE X SOFTWARE

ACTUATE LANGUAGES

ADABAS DATABASES

AlX OPERATING SYSTEMS

APACHE SPECIALTIES

APL LANGUAGES [

Figure 2-21
From the Dropdown list window, do the following:

e Select one or more keywords that describe the person.

The Keywords are displayed in the provided text box as they are

selected.

e Close the window to return to the Add/Edit Keywords frame.

If desired, type additional words in the provided text box.
Click Save.
A Record Updated message is displayed.

ME MPANY | NAME N HEDULE P | LETTE! REI M | EMAIL | HELP
HowmE | co | | Posrmo |_A’C'I'Nl'I'IES|_Sf DULE | ROLLU RS | REPORTS | SYSTE LOG ouT |
Fowered By Main Sequence Technologies
NARME SEARCH RESULTS- RECORD 1 OF 3 2l
I'd:arne Company Name Work Phone City/State Title Home Phone
SELECT RAGE
[~ Grasso, Stephen Grasso Technalogies i Ex. Shark River Hills, NJ The Dad (¥32) 9BO-1874 Ex
[C Grasso, lrens Gragso Technalogies - Ex. Meptune City, NJ Docurentation - Ex
Manager
I~ Grasso, Johnny Muscillo [F32) 774-4973 Ex.  Shark River Hills, NJ Screenwriter (¥32) B60-1674 Ex
Technologies =l
Record Updated- Johnny Grasso
<<Back |..Relum To Name
<<Back |..Return To Keywords
|&] Done l_l_la Internet

Figure 2-22
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8. Do one of the following:

e Click the Return to Name Back button to display the Edit Name
frame.

o Click the Return to Keywords Back button to display the Add/Edit
Keywords frame.

Entering Additional Name Details

You can capture additional details about a person through Name
Custom Fields window. Specific information you can capture include:

e Telephone/Contact Numbers such as the person’s pager number
or the telephone numbers of the person’s spouse, parents, or
children.

¢ Email Addresses such as the person’s work, home, Hotmail, and
AOL email addresses.

e Contract such as the person’s desired pay rate, your bill rate, and
start/end dates.

Procedure 2-10 Entering Additional Name Details

1. Retrieve the name record for which you want to enter details. Read
Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title.

HOME | COMPANY | NAME :’nsmnn|acnvas|SCHEWLE|mLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

-
NAME SEARCH RESULTS- RECORD 1 OF 3

Technologies

|
|'ﬂ|-51l'r'|E‘ Cormpany Narme Work Phone City/State Title Home Phaone
SELECT PAGE
[~ Grasso, Stephen Grazso Technologies i Ex.  Shark River Hills, NJ The Dad (¥32) BE8-1874 Ex
[~ Grasso, rene Gragso Technalogies - Ex.  Meptune City, NJ Docurnentation - Ex
Manager
[~ Grasso, Johnny Muscillo (F32) 774-4973 Ex.  Shark River Hills, NJ Screenwriter (¥32) BE8-1874 Ex
|

MUSCILLO TECHNO
1. COMPANY | ADD | DELETE PRINT RESUME | DETAILS | ROLLUP MORE'lI SUMMARY
dentification PHONE NWUMBERS COPY-TOCHH
EMAIL f—
STATUS SAVE
EED DATA |
CONTRACT
Y a LI
|@ Done l_l_lﬁ Intemnet

Figure 2-23
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3. Do one of the following:

e [f you want to enter additional phone numbers, choose
Details/Phone Numbers.

e If you want to enter additional e-mail addresses, choose
Details/Email Addresses.

¢ |f you want to enter Equal Employment Opportunity information,
choose Details/EEO Data.

¢ [f you want to enter Contract information, choose
Details/Contract.

The Name Custom Fields window is displayed. The option you
selected is displayed in the Field Type list box.

4} Name Custom Fields - Microsoft Intemnet Explorer _ O] x|
DETAlLS GRASSO, JOHMNMY Update Fields

-

| Run| seL| pet

S&r
B

S&r
B
B
B
&
B

LIET I-
_ =P

Figure 2-24
4. In the provided fields, enter the appropriate information.

For example, in windows similar to Figure 2-24, add email
addresses.

5. Click Save.
6. Do one of the following:

e If you want to enter additional information, select a different field
type from the provided list box and repeat this procedure.

The fields in the window are updated to reflect your selection.

e If you do not want to enter additional information, close the
window to return to the previous frame.
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Generating Name Detail Reports

You can generate a Name Detail Report. When you generate the report,
it is opened in a new browser window. From the new browser window

you can print the report to your network printer or save it to your local or
network drive.

Note: PCRecruiter contains a complete reporting tool. To learn more,
read Chapter 8, Generating Reports.

Procedure 2-11 Generating Name Detail Reports

1. Retrieve the name record for which you want to generate a report.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the

name is associated is displayed in the frame title (Figure 2-6 on page
2-7).

3. Click the blue Print button to generate the report.

The Name Detail Report is launched in a new browser window.

4} Mame Report - Microzoft Internet Explorer ' -0l =l
J File  Edit ‘iew Favorites Tools Help ﬁ
« = @ af Q 3| &4 By- & >
Back Fanward Stop Refresh Home Search  Favortes  History b il Frirt
J Address I@ http: ##fe.remt. comdperbindnareport, exe Y nput] =MUSEIILLDT&Input2=?35042984543525&|nput3=Grasso,+\Johnn}l&Inpj
J Links ] Channel Guide & Customize Links & Free Hotmail &7 Intemet Start & |s Your Operating System Genvine >
4/4/2002 | NAME DETAIL REPORT | User Name: MUSCILLOT=
Titl e Soreemauriter School Monmouth University —
Company Name Muscillo Technologies Degree Type BA
Idertification MNA-ITI5042707 Grad Wear 1997
Last MHame Grasso Relocate y
First Name Johnmy Uzer Name MUSCILLOT
Middle Initial ul Current Salary $22,500.00
Salutation tr. Desired Salary $54,000.00
Address 1 212 Robbins Road Status C -
4 |L|_I
|&]7 Dore ’_|_|° Intemnet v
Figure 2-25

4. If desired, do one or both of the following:

e (Choose File/Save from the new browser window to save the
report.

e Choose File/Print from the new browser window to print the
report.
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Viewing Name Rollup List Associations

As is discussed in a later chapter, you can create Rollup Lists to which
you can add companies, names, and positions.

Procedure 2-12 Viewing Name Rollup List Associations

1. Retrieve the name record for which you want to view Rollup List

associations. Read Chapter 4, Performing Searches for complete
details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title.

HOME f,onpmﬂnms _P,QSl'I'.lﬂﬂl_.A’C'ﬂVl'l'IESl_SfHEWLElllOLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

NAME SEARCH RESULTS- RECORD 1 OF 3

I'd:arne Company Name Work Phone City/State Title Home Phone
SELECT PAGE
[~ Grasso, Stephen Grasso Technalogies i Ex. Shark River Hills, NJ The Dad (¥32) 9BO-1874 Ex
[C Grasso, lrens Gragso Technalogies - Ex. Meptune City, NJ Docurentation - Ex
Manager

I Grasso, Johnny Muscillo [F32) 774-4973 Ex.  Shark River Hills, NJ Screenwriter (¥32) B60-1674 Ex
Technologies

] ] KT S )

 onROLLUPS ... |11-;:4
SAVE|

&7 Piipe/te. et com/pominfhol ese input] SMUSCILLOT Elnput2=7 3504296454 35254 npul3=Grassn, wlohnrytinputd=r340 | | [ Intemet
Figure 2-26
3. Choose Rollup/On Rollups (as illustrated in Figure 2-26).
The Rollup Membership frame is displayed.

HOME f,onpmﬂnms LnsrmuLnfcnvmssLs::usme LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

Can | change the Cod 'I

INAMES j [Search Lists] [Show All Rallup Lists] [Add New Rallup List]

_c59_|

tNAMEI

ROLLUP MEMBEREHIP (JOHNNY GRASS0) RECORD 1 OF 1
E Description

Remove MUSCLO003 Th_Technical Writing 3/26/2002 5:18:43 PM

|&] Done l_l_la Internet
Figure 2-27
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4. If desired, do one or more of the following:

e To delete the person from a Rollup List, click the corresponding
Remove link.

e Toreturn to the previous frame, click the blue Name button.

e To view all the people in a Rollup List, click the name of the
Rollup List whose names you want to view.

The Rollup List frame is launched in a new browser window.

Working with Name Activities

You can add activities to companies, names, and positions. However,
when adding activities to names and positions, you also have the option
of copying the activity to the company with which the name or position is
associated.

You can view name activities from the Name Activities frame. In
addition, you can add new activities and generate a Name activity
report. Refer to the following sections for complete details:

¢ Viewing Name Activities on page 2-24.
e Adding Name Activities on page 2-26.
e Generating Name Activity Reports on page 2-28.

Viewing Name Activities
You can view all activities associated with a person.

Procedure 2-13 Viewing Name Activities

1. Retrieve the name record for which you want to view activities. Read
Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title (Figure 2-6 on page
2-7).

3. Click the blue Activity button.

The Name Activities frame is displayed. All activities associated with
the current name are displayed.
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HOME | COMPANY | NAME _P,QSl'I'.IlmllAC'I'Nl'I'IESlSCHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

ROLLUP =
NARME SEARCH RESULTS- RECORD 1 OF 3
I'd:arne Company Name WWork Phone City/State Title Home Phane
SELECT PAGE
[~ Grasso, Stephen Gragso Technalogies ) Ex.  Shark River Hills, NJ The Dad (732) ©66-1674 Ex.  _|
[ Grasso, lrene Gragso Technalogies - Ex. Meptune City, NJ Docurnentation - Ex
Manaaer =
4. NAME | . COMPANY | ADD ACTIVITY | PRINT =
NAME ACTIVITIES- JOHMNY GRASS0- RECORD 1 OF 1
E::a‘-re Date/Time Act Type
Delete | Sawe |4/4/2002 10:19:22 AM, ADDNAME Narne Was Entered By MUSCILLOT via GGl &] —
MUSCILLOT (Thu Apr-4 '02 10:13a/MUSCILLOT)
[
T AR T =l
@] l_l_la Internet
Figure 2-28

4. If desired, do one or more of the following:
e Click the corresponding Delete button to delete an activity.
% Only users with Administrative permissions can perform this
task.

¢ In the Activity text box, make changes to the activity description
and click the corresponding Save button.

% Only users with Administrative permissions can perform this
task.

e Click the blue Names button to return to the previous Name
frame.

e Click the blue Company button to display the Edit Company
frame.

Read Editing Company Information in Chapter 1 for further
details.

e Click the blue Add Activity button to create a new activity.
Read Adding Name Activities on page 2-26 for further details.
e Click the blue Print button to generate an Activity Report.

Read Generating Name Detail Reports on page 2-1 for further
details.
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Adding Name Activities

You can add name activities through the Add New Name Activity
window. When adding a new activity, you can indicate whether you want
to add it to the Schedule, copy it to the parent company, or configure a
reminder alarm.

Note: Once you add an activity, you cannot edit or delete it.

Activities are different than notes. Activities are used to track events
such as telephone calls and messages, candidate interviews, and client
visits. Notes are used for information that is not likely to change and that
cannot be added on another frame such as unique skills and attributes
or past history.

Procedure 2-14 Adding Name Activities

1. Retrieve the name record for which you want to add an activity. Read
Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title.

ME MPANY | NAME N HEDULE P | LETTE! REI M | EMAIL | HELP
HOME | co | _p,nsrm|nc-nvmss|sc DULE | ROLLU RS | REPORTS | SYSTE LOG ouT |
Fowere 4 By Main Sequence Technologies
ROLLUP +
NAME SEARCH RESULTS- RECORD 1 OF 3
I'd:arne Company Name WWork Phone City/State Title Home Phane
SELECT PAGE
[~ Grasso, Stephen Gragso Technalogies ) Ex.  Shark River Hills, NJ The Dad (¥32) B60-1674 Ex
[ Grasso, lrene Gragso Technalogies - Ex. Meptune City, NJ Docurnentation - Ex
Manaaer =l
MUSCILLO TECHNO =
1. COMPANY | ADD | DELETE PRINT RESUME | DETAILS | ROLLUP MORE'!—I SUMMARY
=14 I_ MEW ACTIVITY 4
IJDhnny _ISAVE
IGrasso
Vidsle Initi [
|@ hittp:/#te.remt.com/perbin/hameact exe?l nput] =MUSCILLO T & nput2=7 3504296454 35254 nput 3=J ahnny Glassn&lnputhb,_,_l‘ Internet

Figure 2-29

3. Choose Activity/New Activity (as illustrated in Figure 2-29).

The Add New Name Activity window is displayed. The current date
and time are displayed in the Date and Time text box.
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2 Name Activities - Microsoft Internet Explorer

j Default Type

™ Add Reminder Alarm

|15 Minutes Before 'l
SAVEI

&
B

™ Copy To Company I Place on Schedule

) [m]
ADD NEW NAME ACTIVITY- GRASSO, JOHNNY =
TER (4742002 12.52.04 P B
Johnny Grasso ;I
e(732) 774-4873 Ex. !
hi{732) 988-1874 Ex
[

[]

Figure 2-30

4. If you want to change the date and time, do the following:

and Time window.

7 Select Date and Time - I ] 5
| April 2002 =l|tvean =] |

April 2002
Mon [Tue [wed|Thu [Fri |Sat

[

Figure 2-31

Click the Date and Time List button to display the Select Date

OK.

Use the provided controls to set a new date and time and click

You are returned to the Add New Name Activity window and your
selections are displayed in the Date and Time text box.

5.

If desired, in the Activity Text box, enter details about the activity.
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6. From the Activity Type list box, select the type that best describes
the activity.

Tip: By default, System Generated Activity is displayed in the
Activity Type list box. To change the default activity, select the
Default Type link to display the Select Default Activity Type
window, choose a different type from the provided list box, and
click Save to return to the previous window.

7. Select the provided check box if you want to copy the current activity
to the company with which the name is associated.

8. Select the provided check box if you want to display the current
activity on the Schedule.

Note: To learn more about the Schedule Feature, read Chapter 6.

9. Configure Alarm options; do the following:
e Select the Add Reminder Alarm check box.

e From the provided list, indicate when the alarm should be
generated (options range from 15 minutes to 3 days).

10.Click Save.

The activity is saved and you are returned to the previous frame. You
can view this activity from several frames within PCRecruiter
including the Name Activities frame; read Viewing Name Activities on
page 2-24 for more details.

Generating Name Activity Reports

You can print a Name Activity Report from the Name Activities frame.
When you print the report, it is opened in a new browser window. From
the new browser window, you can print the report to your network printer
or save it to your local or network drive.

Note: PCRecruiter contains a complete reporting tool. To learn more,
read Chapter 8, Generating Reports.

Procedure 2-15 Generating Name Activity Reports

1. Retrieve the name record for which you want to generate a report.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title (Figure 2-6 on page
2-7).
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3. Click the blue Activity button.

The Name Activities frame is displayed. All activities associated with
the current person are displayed.

HOME f’onvmﬂnme :’nsmnn|:’cnvmes|_s::HEWLE|mLLuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP =
NAME SEARCH RESULTS- RECORD 1 OF 3

Company Narne Work Phone City/State Title Home Phone

SELECT PAGE

[~ Grasso, Stephen Grasso Technologies alsleE Ex.  Shark River Hills, NJ The Dad (732) 988-1874 Ex.  _|
[~ Grasso, rens Grasso Technologies - Ex. Meptune City, NJ Docurnentation - Ex
Manaoer =l

1. NAME (1. COMPANY | ADD ACTIVITY | PRINT
= | | |

|»

MNAWME ACTIVITIES- JOHMMY GRASE0- RECORD 1 OF 1

E:., we  |Date/Time Act Type
Delete | Save |44/2002 10:19:22 AM, ADDNAME Name ¥as Entered By MUSCILLOT via CGl. =] —
MUSCILLOT (Thu Apr-4 '02 10:192MUSCILLOT]
e
e e P R T =
|&] Dane l_l_lﬁ Intemnet

Figure 2-32
4. Click the blue Print button to generate an Activity Report.
The Name Activity Report is launched in a new browser window.

Activity Report- John Grasso =

Date/Time Aot Type Auctivity

422002 R'ewd JO Paszition: Technical Writer

10:45 94 A, Contact: John Grasso (732) 77449732 Ex (hon Apr2 02 10:59a/MUSCILLOT)

MUSCILLOT

Q2002 CHANGECO |John Grasso has left Grasso Technologies and joined Muscillo Technologies. (Mew ok Phone: (732)

2:19:56 PM, 022-12874 Ex. J01d Motk Phone: - Ex. J(Thu Apr4'02 2:19p/MUSCILLOT)

MUSCILLOT

4452002 ADDR Name Was Entered By MUSCILLOT Via ©E1 (Thu Apr4'02 1:42p/MUSCILLOT)

1:42:26 PM,

MUSCILLOT

H

|&] Done |4 Irtemet v

Figure 2-33
5. If desired, do one or both of the following:

e (Choose File/Save from the new browser window to save the
report.

e Choose File/Print from the new browser window to print the
report.
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Viewing Interviews

Names are associated with Interviews and interviews are associated
with positions. As such, you can view interviews that are associated with
names.

Procedure 2-16 Viewing Interviews

1. Retrieve the name record for which you want to generate a report.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

3. Name information is displayed and the company with which the
name is associated is displayed in the frame title.

HOME f’onvmﬂnme :’nsmnn|:’cnvmes|_s::HEWLE|mLLuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies
ROLLUP =
NAME SEARCH RESULTS- RECORD 1 OF 1
Title Horme Phone
SELECT PAGE
[~ Muscillo, Taralee MeAfee Software i Ex.  Meptune City, NJ Technical Writer (¥32) BE8-1874 Ex

I [}

CHANGE COMPANY |
ASSOCIATIONS

ATTACHMENTS

FORM LETTERS

INTERVIEWS
B rMae ADDRESS

Wiew or Maodify Candidate Interviews|

e
=
|@ hittp: £ #te.remt.com/perbind sendall. asp Ainput] sMUS CILLOT &l nput2=7 340781 97670411 &l nput3=T aralee Musci\lo&\npulﬂi:ﬂ,_,_l‘ |nternet
Figure 2-34
4. Choose More/Interviews.
The Position frame is displayed in a new browser window.
5. Click the position whose interviews you want to view.
The Interview List frame is displayed.
1 BACK | ROLLUP -
POSITION - BERZINS TECHNOLOGIES- RECORD 1 OF 1
R s [TvP lobTite  [Company Mame
SELECT PAGE
A FTP echnical Wiiter Berzins Technologies A John a
1 | » -
INTERWIEYY LIST- RECORD 1 OF 1
Type ___[Status Aot Date _[Appt Time
RES INTERVIEYY  4/30/2002 11:36 Al Technical Writer Taralee Muscilla
Resume
1 | i
|&] Dore l_l_lo Internet 4
Figure 2-35
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6. If desired, do one of the following:
e Click the Date link to display the Edit Interview frame.
Read Changing Interviews in Chapter 3 for further details.
e Click the Job Title link to display the Edit Position frame.
Read Editing Position Information in Chapter 3 for further details.
e Click the Name link to display the Edit Name frame.
Read Editing Name Information in Chapter 2 for further details.

Deleting Names

You can delete Names that were added in error or that are no longer
needed. Once a Name is deleted, it is removed from the database.

% Only users with Administrative permissions can perform this
procedure.

Procedure 2-17 Deleting Names

1. Retrieve the name record you want to delete from the database.
Chapter 4, Performing Searches for complete details.

2. Select the desired name from the Search Results frame.

Name information is displayed and the company with which the
name is associated is displayed in the frame title (Figure 2-6 on page
2-7).

3. Click the blue Delete button.
A confirmation prompt is displayed.

Microsoft Internet Explorer x|

@ Are pou sure you want to delste this name?
Cancel |

Figure 2-36
4. Click OK to confirm the deletion.
A Delete Name message is displayed.
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Working With Positions

What You’ll Find in This Chapter

This chapter describes Positions. It explains how to create new positions
and associate them with Client companies. This chapter also explains
how to view position activities, add new activities, and place candidates
in permanent and contract positions. Refer to the following table for a
description of the sections you will find in this chapter.

Table 3-1 What You’ll Find in Chapter 3

If you want to... Read...

Learn how to create a new position and associate
it to a Client Company,

Associate keywords to a position that can be used
to describe the position and locate it in the
database,

Change the company with which a position is
associated,

Know to which Rollup Lists the position belongs,

Generate a report that contains information about
the position,

View position activities, add an activity to a
position, or generate a Position Activity Report,

View, schedule, or change position interviews,

Place a candidate in a permanent or contract
position,

Remove a position from the database,

Adding Positions on page 3-2.

Entering Position Keywords on
page 3-6.

Changing Company
Associations on page 3-13.

Viewing Position Rollup List
Associations on page 3-18.

Generating Position Detail
Reports on page 3-19.

Working with Position Activities
on page 3-20.

Managing Interviews
on page 3-25.

Placing Candidates
on page 3-39.

Deleting Positions
on page 3-44.
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Adding Positions

As mentioned in Chapter 1, positions are usually associated with Client
Companies and maintained in the Client database.

When adding a position, all name records associated with the same
company are made available to you so you do not have to reenter name
and contact information. In addition, once a position is added and saved,
it is automatically emailed to recruiters in the organization.

Procedure 3-1 Adding Positions

1. Retrieve the Company to which you want to add a position. Read
Chapter 4, Performing Searches for further details.

The Search Results frame is displayed.
2. Select the company name from the Search Results frame.
The Edit Company frame is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT
| NAME | POSITION | ACTIVITIES | SCHEDULE | | |
Powere d By Main Sequence Technologies
ROLLUP | ADD COMPANY
COMPANY SEARCH RESULTS- RECORD 1 OF 1
m lames  |Add g
SELECT PAGE
[~ _NAMES j ADD; ADDR ){ihuzcills Technologies Meptune City, MJ (732) 988-1874 Ex
EDIT COMPARY =
1. NAMES mnoaumm|nELErE ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORET | ADDR
IMuscwlloTechnologlea COPY TO CLIPBOARD
SAVE|
=
|&] Dane l_l_lﬁ Intemnet

Figure 3-1
3. Click the blue Position button.

The Position Search Results frame is displayed.
4. Click the Add Position button.

The Add Position frame is displayed. The company with which the
position is associated is displayed in the frame title.
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6.

7.

HOME | COMPANY | NAME _P’nsrmu|_nlcnvmes|_s::HEWLE|mLLup LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

ROLLUP | ADD COMPANY |
COMPANY SEARCH RESULTS- RECORD 1 OF 1
nes_|Add[Resurne|Cormpany Name
SELECT PAGH
[ _NAMES ) ADD) ADDR { Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex.
Add Position- Muscille Technologies =
Press Save to Add Position to Database. Click Here to Use Template
SAVEl
K,
L]
Bl
=
|&] Done l_l_la Internet

Figure 3-2

If necessary, in the provided text box, change the number of
openings.

In the provided text box, enter the job title or do the following:

e Click List to display the Dropdown List window.
‘3 Dropdown List - Microsoft Intemnet Explorer =15 x|

| C

i
Admin

B < A

Chief Executive Officer

Chief Information Officer

CRM Specialist

Data Modeler —
Data Security Analyst

Database Administrator

Disaster Recovery Specialist

k[[steee

Manager of Corp IT

Operations Manager El

Figure 3-3
e Click the job title that best describes the position.

You are returned to the Add Position frame and your selection is

displayed in the Job Title text box.
In the provided text box, enter the job description.
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8. In the provided text box, enter the position’s industry/specialty. Do

the following:

e Click List to display the Dropdown List window.

Data'knowledge Management

Banking & Finance/e-Business
Web Design

Banking & Finance/IT Facilities Mgmt.
Development, Networks, Security, Testing

Defense/IT Facilities Mgmt.
Development, MNetworks, Securty, Testing

Government/Business Intel
Data/Knowledge Management

Government/e-Business
Web Design

Government/ERP & Supply Chain

=

Figure 3-4

e Click the industry/specialty that best describes the position.

You are returned to the Add Position frame and your selection is
displayed in the Industry/Specialty text box.

9. In the provided text boxes, enter the job type and indicate the degree

required for the position.

10.In the provided text boxes, indicate the minimum and maximum

years of experience desired.

11.1In the provided text boxes, indicate the minimum and maximum

salaries available.

Note: DO NOT enter ranges only whole numbers.

12.In the provided text boxes, indicate the city and state in which the

position is available.

13.In the provided text box, enter the contact’'s name. This is usually the
hiring manager. To view a list of names associated with the current

company, do the following:

e Click List to display the Dropdown List window.

Using PCRecruiter
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=101
Last, First || -l
John apple
20 high street
samerville, MJ 07093
Irene Grasso
313 Robbins Road
Meptune City, NJ 07753
(732) 222-4853 Ex.

[
Figure 3-5

Click the name of the hiring manager/contact.

You are returned to the Add Position frame and your selection is
displayed in the Contact text box. In addition, the contact’s
telephone number and email address are displayed in the
provided text boxes, if available.

14.1n the provided text boxes, indicate the contact’s department,
telephone number, and email address.

15.1n the provided text boxes, specify the beginning and ending dates.

16.From the provided list box, indicate the position status. Specify one
of the following:

Available. Select this option if the position is available for
staffing.

Filled. Select this option if the position is closed because it has
been staffed.

Internal Only. Select this option if the position is for internal-use
only.

Pending. Select this option if the position will be available for
staffing in the near future.

Not Available. Select this option if the position is closed.

17.1n the provided text box, specify why the position is available.

18.In the provided text box, specify the interview type.

19.1n the provided text boxes, indicate whether the position offers
vacation, education assistance, health coverage, and other benefits.
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20.In the provided text boxes, enter Notes and Web Notes. Do the
following:

¢ In the Notes text box, enter notes that are private and shared
with colleagues in the company only.

¢ In the Web Notes text box, enter notes that are public and that
will be posted on the website.

Note: The Web Notes feature is not supported in the current
version of PCRecruiter.

21.In the provided text boxes, enter the fee percentage, bill rate, pay
rate, and guarantee.

Note: DO NOT enter ranges only whole numbers.

22.From the provided list box, indicate whether you want the position
advertised on the Internet.

Note: This feature is not supported in the current version of
PCRecruiter.

23.Click Save.
The position is added to the database and the frame is refreshed.

Emailing Job Details

As mentioned earlier in the chapter, positions are emailed to recruiters
when they are added and changed within PCRecruiter. In addition, you
can manually email job details to other people inside and outside your
organization.

Procedure 3-2 Emailing Job Details

1. Retrieve the Position record for whose details you want to email.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.
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HOME f,onpmﬂnms PﬂSl'I'.[ﬂNl_AE‘I‘IVl‘I‘IESl_SfHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF B
E Fosition Id Wob Title Company Name City/State Contact Mame
SELECT PAGE
&
< | _>l_I
EDIT POSITION- ¢RASS0 TECHNOLOGIES =
4. COMPANY | ADD | DELETE | ACTIVITY | PRINT | DETAILS I KEYWORDS | INTERVIEW | ROLLUP | MORE 3 | PLACE I
[Templates| ——
hu 3 SAVE J asspciations
Job L x ATTACHMENTS
_IDatabase Administratar ﬁI =
Job D n The position involves monitoring six databases on 3 WMS ;l ENNIL SR
clusters for locking, performance degradation and space INTERVIEWS
depletion. Archiving data; tuning SQL; database indexes EDIT INQUIRY
project watk; row cache; circular Al; Fast Commit; LogMiner;
Erwin; Enterprise Console ManagerGroup
@] l_l_la Internet

Figure 3-6
Choose More/Email Job Info (as illustrated in Figure 3-6).

The Email Position frame is displayed in the Send Email Form
window.

EMAIL POSITION- TECHNICAL YWRITER |
o Emai I L3
usr]
| 5
ITaraIee Musgcilla <>
|Posm0n EE-3735453241: Technical Writer
=
=
Send =l
|@ Done lililh Intenet v

Figure 3-7

Do one of the following:

e If you want to send an email to one person, go to Step 5.

e [f you want to send an email to a Rollup List, go to Step 6.

In the provided text box, enter the recipient’s name. Do the following:

e Click the To Email Address List button to display the Dropdown
List window.

e Enter the last name or the first few letters of the recipient’s last
name in the provided text box and click List.

e From the returned matches, click the name of the person to which
you want to send the email.

You are returned to the Email Position frame and your selection is
displayed in the To Email Address text box.
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6. In the provided text box, enter the Rollup List. Do the following:
e Click the Rollup List button to display the Rollup Lists window.

e If desired, click Show All Rollup Lists. All Shared Rollup Lists
are added to your Rollup Lists.

e From the provided list box, select the name of the Rollup List
containing the people to which you want to send the email.

e Click Select List.

You are returned to the Email Position frame and your selection is
displayed in the Rollup List text box.

7. In the provided text box, enter your email address.
If desired, type any information you want added to the email.
Click Send.

A confirmation message is displayed and a position description
similar to the one illustrated below is sent to all specified recipients.

& Position EB-3735133771: Database Administrator i =]
J File  Edit “iew Toolz Messzage Help

@ @ e | 8 X | a v | 3

Fieply Feplp Al Forvward Print Delete Previous Mext Addreszes
From: Taralze Muscilo
Date: whednesday, April 10, 2002 3:29 Pt
To: ik & taralee @y erizon. net

Subject:  Position EB-3735133771: Database Administrator

Database Administrator ;I
ob EB-3735133771

TdA,
Trenton |, MJ

Camp MA,

The position involves monitoring six databases on 3 WMS clusters for
locking, performance degradation and space depletion. Archiving data;
tuning SAL; database indexes project wark; row cache; circular AlJ; Fast
Commit; LogMiner; Erwin; Enterprise Consaole ManagerGroup:

2-3+years of the following experience is required: DBA experience; Data

Models; Database Development Procedures; Database System Planning;

Open M3, Oracle; S0L,; System Tuning and Optimization; Task

“alidation. Some Telecom/ VWireless industry background preferred. =l
v

Figure 3-8

Entering Position Keywords

You can use Position keywords to capture additional information about a
position that is not contained in other frames or documents. Keywords
are searchable; meaning, you can use the Keyword Search utility to
search for positions based on the keywords you enter.

Using PCRecruiter
Page 3-8



Chapter 3, Working With Positions

Procedure 3-3

Entering Position Keywords

1.

Retrieve the Position record for which you want to enter keywords.
Read Chapter 4, Performing Searches for complete details.

Select the desired Position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).
Click the blue Keywords button.

The Add/Edit Keywords frame is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP

POSITION SEARCH RESULTS- RECORD 1 OF 1
Y P|Position d

ot Title________[Cornpany Narme

Contact Name

[~ A(3) FTP EB-3735430828 Technical Writer Grasso Technologies Trenton, MJ John Grasso

4 | |
=

1- POSITION

ADD/EDIT KEYWORDS- TECHNICAL WRITER

Skill Codes =l
Specialty Codeg

Equipment Codes

SIC Codes

User Defined Codes

Education Codes

SAvE | =l
|&] Dane l_l_lﬁ Intemnet

Figure 3-9

If you want to use predefined codes, select one of the provided links
to display the Dropdown list window.

For example, click Skill Codes to display the Dropdown list window
illustrated below.

Code Description

.NET LANGUAGES

4GL LANGUAGES

SESS TELECOM SYSTEMS
ABAP LANGLIAGES
ACCESS DATABASES
ACF-2 DATA SECURITY =
ACTIVE X S0FTWARE
ACTUATE LANGUAGES
ADABAS DATABASES

AlX OPERATING SYSTEMS
APACHE SPECIALTIES
APL LANGUAGES

Figure 3-10
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5. From the Dropdown list window, do the following:

6.
7.

e Select one or more keywords that describe the person.

The Keywords are displayed in the provided text box as they are
selected.

e Close the window to return to the Add/Edit Keywords frame.
If desired, type additional words in the provided text box.

Click Save.

A Record Updated message is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP

POSITION SEARCH RESULTS- RECORD 1 OF 1
mg Position Id Cormpany Name

SELECT PAGE

[~ A(3) FTP EB-3735430828 Technical Writer Grasso Technologies Trenton, MJ John Grasso

J | |

Record Updated- Technical Writer

<<Back | Return To Pasition
<<Back |..Retum To Keywords

|&] Dane |_|_|Q Intemnet
Figure 3-11

8. Do one of the following:

e Click the Return to Position Back button to display the Edit
Position frame.

e Click the Return to Keywords Back button to display the Add/Edit
Keywords frame.

Editing Position Information

You can edit information about a Position through the Edit Position
frame. In addition, from this frame you can also add activities and
keywords, and schedule interviews. Once a position has been modified,
it is emailed to the recruiters.

Procedure 3-4 Editing Position Information

1.

Retrieve the Position record for which you want to edit information.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the search results frame.

The Edit Position frame is displayed.
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HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowere 4 By Main Sequence Technologies

ROLLUP et

A

4|

POSITION SEARCH RESULTS- RECORD 1 OF 2
E Fosition Id Company Name Contact Mame
SELECT PAGE

I~ A (5) FTP EB-3735453241 Technical Writer Muscillo Technologies Trentan, MJ Tommy Lawson

FTP EB-37357 48157 Technical \Writer Eerzins Technologies /A John apple

| 3

EDIT POSITION- BERZINS TECHNOLOGIES ﬂ

tmmmv_a,nﬂ DELETE | ACTIVITY | PRINT | DETAILS | KEYWORDS | INTERVIEW | ROLLUP | MORE T | PLACE
|Templ

g 5 SAVE

N
) on

Create User and Administrator manuals and online help for a ;I
weh-based software manual usinf FrameMaker, Adobe, and
RoboHelp.

=
&7 Done [ [ [ Intemet
Figure 3-12
3. Make one or more of the following changes:

¢ In the provided text box, change the number of openings.

¢ In the provided text box, change the job title.

¢ In the provided text box, change the job description.

¢ In the provided text box, change the position’s industry/specialty.

¢ In the provided text boxes, change the job type and the degree
required for the position.

¢ In the provided text boxes, change the minimum and maximum
years of experience desired.

¢ In the provided text boxes, change the minimum and maximum
salaries available.
Note: DO NOT enter ranges only whole numbers.

¢ In the provided text boxes, change the city and state in which the
position is available.

¢ In the provided text box, change the contact’s name.

¢ In the provided text boxes, change the contact’s department,
telephone number, and email address.

¢ In the provided text boxes, change the beginning and ending
dates.

e From the provided list box, change the position status.

¢ In the provided text box, change why the position is available.

¢ In the provided text box, change the interview type.

Using PCRecruiter
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¢ In the provided text boxes, indicate whether the position offers
vacation, education assistance, health coverage, and other
benefits.

¢ In the provided text boxes, enter Notes and Web Notes. Do the
following:

¢ Inthe Notes text box, enter notes that are private and shared
with colleagues in the company only.

¢ In the Web Notes text box, enter notes that are public and
that will be posted on the website.

Note: This feature is not supported in the current version of
PCRecruiter.

¢ In the provided text boxes, change the fee percentage, bill rate,
pay rate, and guarantee.

Note: DO NOT enter these items in the current version of
PCRecruiter.

e From the provided list box, indicate whether you want the position
advertised on the Internet.

Note: This feature is not supported in the current version of
PCRecruiter.

4. Click Save.
Your changes are saved and the Edit Position frame is refreshed.

5. If desired, do one or more of the following:

e Click the blue Company button to display the Edit Company
frame.

Read Editing Company Information in Chapter 1 for further
details.

e Click the blue Add button to associate another position with the
current company.

Read Adding Positions on page 3-2 for further details.
e Click the blue Delete button to delete the position record.
% Only users with Administrative permissions can perform this
procedure.
e Click the blue Activity button to view position activities.

Read Working with Position Activities on page 3-20 for further
details.

Using PCRecruiter
Page 3-12



Chapter 3, Working With Positions

e Click the blue Print button to generate a Position Detail Report.

Read Generating Position Detail Reports on page 3-19 for further
details.

o Click Keywords to add keywords describing the position.
Read Entering Position Keywords on page 3-8 for further details.

e Click the blue Interview button to display the Interview List frame.
Read Managing Interviews on page 3-25 for further details.

e Click the blue Rollup button to add the position to a Rollup List.
Read Adding Items to Existing Rollup Lists in Chapter 7.

e Click Rollup/On Rollup to view what Rollup Lists to which the
position belongs.

Read Viewing Position Rollup List Associations on page 3-18 for
further details.

e Click the blue Place button to place a permanent or contract
candidate in the position.

Read Placing Candidates on page 3-39 for further details.
Changing Company Associations

You can change the company with which a Position is associated. When
a Position is moved from one company to another, an activity is created
detailing the transaction as illustrated in Figure 3-13.

HOME | COMPANY | NAME | GEinEE |_A’c'nvmes |_SEHEDULE| ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |

Fuotiere 4 By Main Sequence Technologies

COMPANY MENU

ICompany Marme (Sor) jl

[Ciy B

IState,"CDuntry j I SEARCH
KEYWORDS | ADVANCED | ADD COMPANY |

— —

_t39_|

1- POSITION | ADD ACTIVITY | PRINT
POSITION ACTIMTIES- DATABASE ADMIMISTRATOR- RECORD 1 OF 3
Delete Save Date/Time Act Type

Deleta | Save [410/2002 B:19:30 Ak, CHANGEPOS Position; Database Administrator (EB- =]
MUSCILLOT 37351337713 has been maoved frorm Berzing

Technologies to Grasso Technologies. Wed
Apr-10'02 81 9aMUSCILLOT)

Delete | Save |4/8/2002 122908 PM, PLACED |Candidate Placed at new job... ;l
MUSCI | 0T o Poanriinats Moo wana Grasen =l
£3] ’_|_|0 Intermet
Figure 3-13

For example, in Figure 3-13, the Database Administrator position was
moved from Berzins Technologies to Grasso Technologies.
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Procedure 3-5 Changing Company Associations

1. Retrieve the Position record for which you want to change company
associations. Read Chapter 4, Performing Searches for complete
details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.
_u,n£| COMPANY \_u’m_El_P,nsrmuLA’cnvmssLSEHEWLﬂ ROLLUP | LETTERS | REPORTS | SYSTEM _E’M&l_HIEil LOG ouT |

Fowered By Main Sequence Technologies
ROLLUP | ADD COMPANY |
COMPANY SEARCH RESULTS- RECORD 1 OF 1

I'*]iHI'I'IE!Ei F.'EE:UmE Company Mame
SELECT PAGE

[ _NAMES ) ADD) ADDR { Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex.

EDIT POSITION- MugciLo TECHNOLOSGIES j

1. COMPANY :,DEI DELETE | ACTIVITY | PRINT nErAlle KEYWORDS | INTERVIEW | ROLLUP | MORE 7 PLACEI
| Template: ! ™ CHANGE COMPANY

Number s 3 SAVE T |
I T ﬁ Moves Position ta a Different Eumuany|

Jo ation Technical writer position with a minimum of 3 years - EL e
experience working with computer systermns in a government INTERVIEWS
regulated laboratary, preferably inthe pharmaceutical EDIT INQUIRY
industry. Work with laboratary staff and computer

professionals to document requirements, design

specifications, validation test scrints and user manuals for a =l

|@ hittp:/#te.remt.com/perbin/changejo.exe ?lnput] =MUSCILLO T & nput2=7 354 32847763295 nput 3=NAME &l nputd=7340712 ,_ ,_ |‘ Internet

Figure 3-14
3. Choose More/Change Company (as illustrated in Figure 3-14).

The Change Company frame is displayed.
_",°£| COMPANY \_n:ﬁl:’nsmnﬂ:’cnvmesLSEHEWLq ROLLUP | LETTERS | REPORTS | SYSTEM _E,M&I_Hfil LOG ouT |

Powere d By Main Sequence Technologies

ROLLUP | ADD COMPANY

Phone

SELECT PAGE

[ _NAMES ) ADD) ADDR J{ Muscillo Technologies Neptune City, NJ (732) 988-1874 Ex

1- POSITION
CHAMGE COMPANMY- TECHNICAL WRITER

Search For New Company Name Search

|&] Dane l_l_lﬁ Intemnet
Figure 3-15

4. In the Search For New Company text box, type the name or the first
few characters of the company to which you want to associate the
current Position and click Search.

A list of companies matching your criteria is displayed.
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HOME | COMPANY | NAME _P,QSl'I'.lﬂﬂl_.A’C'ﬂVl'l'IESl_SfHEWLElllOLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies
ROLLUP | ADD COMPANY |
COMPAMNY SEARCH RESULTS- RECORD 1 OF 1
SELECT PAGH

[~ _NAMES ) ADD) ADDR & Muscillo Technologies MNeptune City, NJ (732) 988-1874 Ex.

‘

hone

CHAMGE COMPANY- TECHNICAL WRITER

Phone

Shark River Hillg, M.J (732) 774-4973 £

Al | |
|&] Done l_l_la Internet

Figure 3-16

5. Click the Change button corresponding to the company with which
you want to associate the current name.

The name is associated to the selected company and a confirmation
message is displayed.

HOME f,onpmﬂnms PQSmDNlLCI‘IVl‘I‘IESl_SfHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

ROLLUP -

POSITION SEARCH RESULTS- RECORD 1 OF 2

E Fosition Id Iiinm pany Mame City/State Contact Mame
SELECT PAGE

= A (5) FTP EB-3735453241 Technical Writer Muscillo Technologies Trentan, MJ Tommy Lawson
A FTP EB-37357 48157 Technical \Writer Eerzins Technologies /A John apple

< | 3

CHANGE COMPANY- TECHNICAL WRITER

Technical Writer has been changed from Muscillo Technologies to Berzins Technologies .

<<Back |..Relum To Position

&7 Done [ [ [ Intemet
Figure 3-17

6. Click the Return to Position Back button to display the Edit Position
frame.

Relating Rollups

You can relate positions to Rollup Lists. This is helpful when you have a
Rollup List containing candidates with the same qualifications as those
required by the position.
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Procedure 3-6 Relating Rollups

1.

Retrieve the Position record to which you want to relate Rollup Lists.

Read Chapter 4, Performing Searches for complete details.
Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.

HOME f,onvmﬂums ;r’nsrmn|:’cnvmes|_s::uswm|muuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powerzd By Main Sequence Technologies

ROLLUP -
NAME SEARCH RESULTS- RECORD 1 OF 2

m Company Narne Work Phone City/State Title Home Phone
SELECT PAGE
[~ Bunny, Taralee Muscillo i Ex.  Meptune City, hJ ({1 (¥32) BE8-1874 Ex
Technu\ogles E
EDIT F'OSITION GRASSO TECHNOLOGIES =
1. COMPANY | ADD | DELETE DETAILS I INTERVIEW | ROLLUP | MORE T I

| Templates|
T CHANGE COMPANY

SAVE § assoctaions

. ATTACHMENTS
Job Title IDatabase Administrator e RELATE ROLLUR 4

The position involves monitoring six databases on 3VMS ;I HL e
clusters far locking, performance degradation and space INTERVIEWS
depletion. Archiving data; tuning SOL; database indexes EDIT INQUIRY

project work; row cache; circular Al Fast Commit; LogMiner,
Erwin; Enterprise Console ManagerGroup:

&7 Done [ [ [ intemet
Figure 3-18
Choose More/Relate Rollup (as illustrated in Figure 3-18).

The Rollup Lists frame is displayed.
Click Add.
The Associate Rollup List with Position frame is displayed.

HOME f,onpmﬂnms PﬂSl'I'.[ﬂNl_AE‘I‘IVl‘I‘IESl_SfHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

ROLLUP -
POSITION SEARCH RESULTS- RECORD 1 OF 7
E Position Id Iiinm pany Mame C =

SELECT PAGE

~ A FIP15 Data Security Analyst Candidate NFA Aldous Garospe
4 | _'l_l

1= POSITION |

ASSOCIATE ROLLUP LIST WITH POSITION

Mame FRollup List - &

I(None)

_A,DEI

|&] Done l_l_la Internet
Figure 3-19
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Chapter 3, Working With Positions

5. Click the Rollup List button.

The Limit to Rollup List frame is displayed in the Rollup Lists window.

43 Rollup Lists - Microsoft Internet Explorer o ]
LIIT TO ROLLUP LIST [Show All Rollup Lists] ;I
Rollup Mame

| Search |

|Chemical Companies... j

Select List |

Figure 3-20
6. Do one of the following:

¢ |[f the Rollup List you want to view is not displayed in the provided
list box, click [Show All Rollup Lists].

All Shared Rollup Lists are added to your Rollup Lists.

e |If the Rollup List you want to view is displayed in the provided list
box, go to Step 7.

7. From the provided list box, select the name of the Rollup List with
which you want to associate the position.

8. Click Select List.

You are returned to the Associate Rollup List with Position frame and

the Rollup List you selected is displayed in the Rollup Selected text
box.

9. Click Add.
The Rollup Lists frame is displayed and the selected Rollup is listed.

HOME f’onpmv| NAME PUSl'I'.[UNl_A’CHVl'I'IEI_S’CHEDULEIRDLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP =
POSITION SEARCH RESULTS- RECORD 1 OF 7
mg Pasition Id Company MName

SELECT PAGE
r A FIP15 Data Security Analyst Candidate NAA Aldous Gorospe
< | _>|_|
1. POSITION | ADD
ROLLUP LISTS- (DATABASE ADMINISTRATOR) RECORD 1 OF 2
Delete
Rermave TRAINZ dbas
Rermaove MUSCILLOT Tlee's Dhase Analyst
|&] Dane l_l_lﬁ Intemnet
Figure 3-21
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Viewing Position Rollup List Associations

As is discussed in a later chapter, you can create Rollup Lists to which
you can add companies, names, and positions.

Procedure 3-7 Viewing Position Rollup List Associations

1. Retrieve the Position record for which you want to view Rollup List
associations. Read Chapter 4, Performing Searches for complete
details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.

HOME f’onpmv| NAME PUSl'I'.[UNl_A’CHVl'I'IEI_S’CHEDULEIRDLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1
mg Position |d II:n:nm pany MName City/State Cantact Name
SELECT PAGE
[~ A(3) FTP EB-3735430828 Technical Writer Grasso Technologies Trenton, MJ John Grasso

< |

L

EDIT POSITION- ¢RASS0 TECHHOLOGIES

tCZOMPANY_A,DEI DELETE ACHVHYLRE uErAILSlKEYWORDS INTERVIEW | ROLLUP | MORE I’lﬂ

[Templates|

52 l onRrouwes .
Number of Openings |3
Job Title [Technical writer B

Technical writer position with a minimurm of 3 years ;‘

experience warking with computer systems in a government
regulated laboratary, preferably inthe pharmaceutical

|@ hitp:#te.remt. com/perbindhot. exe ?Input] =M USCILLOT & nput2=7 3543284 7 7632958 nput3=T echnical Wiiterklnputd =7 340 ,_ ,_ |§ Intermnet

Figure 3-22
3. Choose Rollup/On Rollups.
The Rollup Membership frame is displayed.

HOME f’onpmv| NAME PUSl'I'.[UNl_A’CHVl'I'IEI_S’CHEDULEIRDLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1
mg Position |d II:n:nm pany MName City/State Cantact Name
SELECT PAGE
[~ A(3) FTP EB-3735430828 Technical Writer Grasso Technologies Trenton, MJ John Grasso
ol | 2l

1. POSITION

ROLLUP MEMBERSHIP (TECHNICAL ¥WRITER) RECORD 1 OF 1
£ Description

Remove MUSCILO020 Pharma Companies 3/28/2002 6:24:23 AM
|&] Dane l_l_lﬁ Intemnet
Figure 3-23
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4. If desired, do one or more of the following:

e To delete the position from a Rollup List, click the corresponding
Remove link.

e Toreturn to the previous frame, click the blue Position button.

e To view all the positions in a Rollup List, click the name of the
Rollup List whose positions you want to view.

The Rollup List frame is launched in a new browser window.

Generating Position Detail Reports

You can generate a quick Position Detail Report. When you generate

the report, it is opened in a new browser window. From the new browser
window you can print the report to your network printer or save it to your
local or network drive.

Note: PCRecruiter contains a complete reporting tool. To learn more,

read Chapter 8, Generating Reports.

Procedure 3-8

Generating Position Detail Reports

1. Retrieve the Position record for which you want to generate a report.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).

3. Click the blue Print button to generate the report.

The Position Detail Report is launched in a new browser window.

4/8/2002

| POSITION DETAIL REPORT

Job Title

Technical Wiriter

Position Id

Job Type

FTF

Grad Wear

Trentan

Company Name

3razso Technologies

States/Country

MJ

Address 1

212 Robbins Read

Imdustry

Pharmaceutical

Address 2

Specialty

Business Intel

City/Stizip

Shak Riwer Hills, NJ 07753

Degree Required

BAMBS

Fhone

(732) 7749973 Ex.

Begin Date

Fax

o BEx_____

End D=ate

Fii2001

Date Posted

B2002 7:23:56 AM

Eill Rate

F44.00

Uszer Hame

MUSCILLOT

Fay Rate

F44.00

CTntact Mame
A

John Graszo

Whw Ooen

Temo x
| »

User Name: M=
EB-3735430828

|@ Dane

l_ l_ |4 Intemet

4

Figure 3-24
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4. If desired, do one or both of the following:

¢ Choose File/Save from the new browser window to save the
report.

e Choose File/Print from the new browser window to print the
report.

Working with Position Activities

You can add activities to companies, names, and positions. However,
when adding activities to names and positions, you also have the option
of copying the activity to the company with which the name or position is
associated.

You can view Position activities from the Position Activities frame. In
addition, you can add new activities and generate a Position activity
report. Refer to the following sections for complete details:

¢ Viewing Position Activities on page 3-20.
e Adding Position Activities on page 3-21.
e Generating Position Activity Reports on page 3-24.

Viewing Position Activities

You can view all activities associated with a position.

Procedure 3-9 Viewing Position Activities

1. Retrieve the Position record for which you want to view activities.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed (Figure 3-12 on page 3-11).
3. Click the blue Activity button.

The Position Activities frame is displayed. All activities associated
with the current position are displayed.
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HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowere 4 By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1
E Fosition Id Company Name Contact Mame
SELECT PAGE

I~ A (3) FTP EB-3735430828 Technical Writer Grasso Technologies Trentan, MJ John Grasso

4
1. POSITION | ADD ACTIVITY | PRINT
[ T [l

POSITION ACTIVITIES- TECHNICAL WRITER- RECORD 1 OF 2
Delete Save Date/Time Act Type

Delete | Sawe |#B8/2002 8:05:13 AM, CHANGEPOS Position: Technical Yriter (EB-3735430828) ;I

MUSCILLOT has been moved from Muscillo Technologies
to Grasso Technologies. {Man Apr-8 02
8:05aMUSCILLOT)

&l
Delete | Save ffﬁ{grﬂﬂ% §§3142 A, ADDPOS |Name Was Enterad By MUSCILLOT via CGl. =] =l

|&] Done |i l_l_la Internet
Figure 3-25

4. If desired, do one or more of the following:

e Click the corresponding Delete button to delete an activity.

% Only users with Administrative permissions can perform this
task.

¢ In the Activity text box, make changes to the activity description
and click the corresponding Save button.

% Only users with Administrative permissions can perform this
task.

e Click the blue Position button to return to the Edit Position frame.
e Click the blue Add Activity button to create a new activity.
Read Adding Position Activities on page 3-21 for further details.
e Click the blue Print button to generate an Activity Report.
Read Generating Position Activity Reports on page 3-24 for
further details.

Adding Position Activities

You can add position activities through the Add New Position Activity
window. When adding a new activity, you can indicate whether you want
to add it to the Schedule, copy it to the parent company, or configure a
reminder alarm.

Note: Once you add an activity, you cannot edit or delete it.
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Activities are different than notes. Activities are used to track events
such as telephone calls and messages, candidate presentations, and
client visits. Notes are used for information that is not likely to change
and that cannot be added on another frame such as unique skills and
attributes or past history.

Procedure 3-10 Adding Position Activities

1. Retrieve the Position record for which you want to add an activity.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.

HOME f,onpmﬂnms PQSmDNlLCI‘IVl‘I‘IESl_SfHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1

E Fosition Id Wob Title Company Name City/State Contact Mame
SELECT PAGE

- A (3) FTP EB-3735430828 Technical Writed Grasso Technologies Trenton, MJ John Grassa

4| |

EDIT POSITION- ¢Rass0 TECHNOLOGIES

4. COMPANY :,DEIEEI ACTIVITY Lﬂﬂl DETAILS | KEYWORDS | INTERVIEW Mﬂ(}ﬂlﬁ

|Templates|

IR =

B MEW ACTIVITY

MNumber of Openings F—M ﬂl
Job Title |Technica| Whiriter e

ob Description Technical writer position with a minimum of 3 years ;‘

experience working with computer systems in a government
regulated laboratory, preferably inthe pharmaceutical

|@ hittp:/#te.remt.com/perbin/pozact. exe 2 nput] sMUS CILLO T nput2=7354 32847763295 nput3=T echnical Wliter&\npul4=[,_,_|‘ Internet
Figure 3-26
3. Choose Activity/New Activity (as illustrated in Figure 3-26).

The Add New Position Activity window is displayed. The current date
and time are displayed in the Date and Time text box.

- Position Activities - Microsoft Intemnet Explorer =lex]
ADD NEWY POSITION ACTIVITY- TECHMICAL WRITER j‘
Jate [a78/2002 10:45 44 AM &
Fosition: Technical Wiriter ;I

Contact John Grasso {732) 774-4973 Ex

El
ISystem Generated Activity j Default Type
[MUSCILLOT ]
I” Copy to Company [ Copy to John Grasso < Position Contact Name

™ Place on Schedule

™ Add Reminder Alarm
|15 Minutes Before 'l

_Sfﬂ

Figure 3-27
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4. If you want to change the date and time, do the following:

e Click the Date and Time List button to display the Select Date
and Time window.

4} Select Date and Time = I 1 B

| April 2002 =l ferean = =

April 2002
Man [Tue [Wed|Thu [Fri |Sat

Figure 3-28

e Use the provided controls to set a new date and time and click
OK.

You are returned to the Add New Position Activity window and your
selections are displayed in the Date and Time text box.

5. If desired, in the Activity Text box, enter details about the new
activity.

6. From the Activity Type list box, select the type that best describes
the activity.

Tip: By default, System Generated Activity is displayed in the
Activity Type list box. To change the default activity, select the
Default Type link to display the Select Default Activity Type
window, choose a different type from the provided list box, and
click Save to return to the previous window.

7. Select the provided check box if you want to copy the current activity
to the company with which the name is associated.

8. Select the provided check box if you want to copy the current activity
to the position’s contact (For example, in Figure 3-27, John Grasso).

9. Select the provided check box if you want to display the current
activity on the Schedule.

Note: To learn more about the Schedule Feature, read Chapter 6.
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10.Configure Alarm options; do the following:
e Select the Add Reminder Alarm check box.

e From the provided list, indicate when the alarm should be
generated (options range from 15 minutes to 3 days).

11.Click Save.

The activity is saved and you are returned to the previous frame. You
can view this activity from several frames within PCRecruiter
including the Position Activities frame; read Viewing Position
Activities on page 3-20for more details.

Generating Position Activity Reports

You can print a Position Activity Report from the Position Activities
frame. When you print the report, it is opened in a new browser window.
From the new browser window, you can print the report to your network
printer or save it to your local or network drive.

Note: PCRecruiter contains a complete reporting tool. To learn more,
read Chapter 8, Generating Reports.

Procedure 3-11 Generating Position Activity Reports

1. Retrieve the Position record for which you want to generate a report.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed (Figure 3-12 on page 3-11).
3. Click the blue Activity button.

The Position Activities frame is displayed. All activities associated
with the current person are displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowere 4 By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1
E Fosition Id Company Name Contact Mame
SELECT PAGE

I~ A (3) FTP EB-3735430828 Technical Writer Grasso Technologies Trentan, MJ John Grasso

4

1. POSITION | ADD ACTIVITY | PRINT

POSITION ACTIVITIES- TECHNICAL WRITER- RECORD 1 OF 2

Delete Save  [Date/Time Act Type
Delete | Sawe |#B8/2002 8:05:13 AM, CHANGEPOS Position: Technical Yriter (EB-3735430828) ;I

MUSCILLOT has been moved from Muscillo Technologies
to Grasso Technologies. {Man Apr-8 02
8:05aMUSCILLOT)
=
Delete | Save ffﬁ{grﬂﬂ% §§3142 A, ADDPOS |Name Was Enterad By MUSCILLOT via CGl. =] =l
|&] Done |i l_l_le Internet
Figure 3-29
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4. Click the blue Print button to generate an Activity Report.

5.

Managing Interviews

The Position Activity Report is launched in a new browser window.

Activity Report- Technical Writer B

CatefTime Act Type Activity

/2002 R'evd JO Position: Technical Wiriter

10:45 494 A, Contact: John Grasso (732) 77449973 Ex. (Mon Apr2'02 10:59a/MUSCILLOT)

MUSCILLOT

Q52002 CHANGEFOS |Fosition: Technical Wiriter (EB-3735430825) haz bean mowved from huzscillo Technologis

S:05:13 Abd, Technologies. (Mon AprS 02 3:05aMUSCILLOT)

MUSCILLOT

W2S2002 ADDPOS Hame Was Entered By MUSCILLOT wia Ci3l (Mon Apr8 02 7:53a/MUSCILLOT)

TE42 AM,

MUSCILLOT

-

4| | »
|&] Dore |4 Intemet v
Figure 3-30

If desired, do one or both of the following:

e (Choose File/Save from the new browser window to save the
report.

e Choose File/Print from the new browser window to print the
report.

Interviews are associated with Positions. You can view position
interviews, set up new interviews, change existing interviews, email
interview confirmations, and delete interviews. Read the following

sections for further details:

Viewing Interviews on page 3-26.

Scheduling a Candidate Interview on page 3-27.

Scheduling a Group Interview on page 3-30.

Changing Interviews on page 3-34.

Emailing Interview Confirmations on page 3-35.

Deleting Interviews on page 3-38.
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Viewing Interviews

You can view interviews set up for a specific position from the Interview
List frame.

Procedure 3-12 Viewing Interviews

1. Retrieve the Position record for which you want view interviews.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).
3. Click the blue Interview button.

The Interview List frame is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |
Fowered By Main Sequence Technologies
ROLLUP +
POSITION SEARCH RESULTS- RECORD 1 OF 7
E Fosition Id Iiinm pany Mame City/State
SELECT RAGE
A FTP 15 Data Security Analyst Candidate WA Aldous Gorospe
[~ A3} FTP EB-3735133771 Database Administrator  Grasso Technologies Trenton, M John apple _ILI
4| | »
4. POSITION | ADD | DELETE | ROUTING =
INTERYIEWW LIST- (DATABASE ADMINISTRATOR)- RECORD 1 OF 6
Al +| SELECT PAGE
Type Job Title MName
I~ Resurne INTERWIEW 42472002 11:05 A Database Administrator Lishi Ahraharm
7 Resume INTERWIEW 42472002 11:05 A Database Administrator Eileen Markman
I~ Resums INTERWIEWY 42472002 3:30 A Database Administrator Taralee Muscillo
IT Resume Fhone A/E 41772002 2:30 AM Database Adm\mstraltur John WWayne _';|
4 »

&7 Piip:/te. et com/pominfsendout s ZINFUTT sMUSCILLO T &INFUT2=7351 338407006236 NFUT 3=E diINPUT 4=Carg | | [0 Intemet
Figure 3-31
4. If desired, do one of the following:
e Click the blue Position button to display the Edit Position frame.
Read Editing Position Information on page 3-10 for further details.

e Click the blue Add button to display the Add One Interview and
Add Interview Group frames.

Read Managing Interviews on page 3-25 for further details.
e Click the blue Delete button to delete the interview.
Read Deleting Positions on page 3-44 for further details.

% Only users with Administrative permissions can perform this
procedure.
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Scheduling a Candidate Interview

Candidate interviews are scheduled from the Add One Interview frame.
When setting up the interview, you have the option of adding it to the
Schedule. If you want to schedule a group interview, perform Procedure
3-14, Scheduling a Group Interview on page 3-30.

Procedure 3-13 Scheduling a Candidate Interview

1. Retrieve the Position record for which you want schedule an
interview. Read Chapter 4, Performing Searches for complete
details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.

HOME f’onpmv| NAME PUSl'I'.[UNl_A’CHVl'I'IEI_S’CHEDULEIRDLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP ol
POSITION SEARCH RESULTS- RECORD 1 OF B
mg Pasition Id II:n:nm pany Name City/State Contact Name
SELECT PAGE

~ F & FTP EB-3735133771 Database Administrator  Grasso Technologies A John apple

A FIPY Database Analyst HYT Carp A Derek Jeter -
4 | 3
EDIT POSITION- ¢RASS0 TECHNOLOGIES =
1-COMPANY | ADD | DELETE | ACTIVITY | PRINT | DETAILS | KEYWORDS | INTERVIEW | ROLLUP | MORE 7 | PLACE |
[Template: T new

MNurm 4s |3 SIS SAVE I

Job Title IDatabase Administrator ﬁl
J h

The position involves monitaring six databases on 3 VS =
clusters for locking, performance degradation and space
depletion. Archiving data; tuning S0OL; database indexas

project wark; row cache; circular AL, Fast Commit; LogMiner,

-
Frain Fntarnrica ~nnanle Mananear Gronmn _I

|@ hitp:#te.remt. com/perbindsendlist. exe?| nput1=MUS CILLO T& nput2=7 351338407 005234 nput3=D atabase Administratorklr ,_ ,_ |§ Intermnet

Figure 3-32
3. Choose Interview/New Interview (as illustrated in Figure 3-32).

The Add One Interview frame is displayed.
HOME | comPpANY | _m\’£| POSITION | | ACTIVITIES | _s::uenuuz| ROLLUP | LETTERS | REPORTS | SYSTEM _E’M&I _Hfil LOG oUT

Powers 4 By Main Sequence Technologies
ROLLUP -
POSITION SEARCH RESULTS- RECORD 1 OF B
F'D:E.itilill‘\ Id & ate Contact Narme
SELECT PAGE
~ F®FTPEB-3735133771 Database Administrator  Grasso Technologies (L7 John apple
A FTPY Databaze Analyst HYT Corp A Derek Jeter -
1 | »

1- POSITION I

- DATABASE ADMINISTRATOR / GRAZE0 TECHNOLOGIES
e IFlrstName jl
ILastName (Sor) j I SEARCH

I(Nune) ﬁl

&1 Dane [ [ [ Intemet
Figure 3-33
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4. Define your search criteria. Do the following:
Using the provided list boxes, select your search criteria.
In the corresponding text boxes, type the search criteria values.
5. Click Search.
A list of names matching your criteria is displayed.
6. Select the candidate for which you want to set up an interview.
The Add Interview frame is displayed.
7. To schedule the interview, do the following:

o Click the Appointment Date List button to display the Select Date
and Time window.

4} Select Date and Time — o ]
| April 2002 =l trean x| =

| April 2002

Sun Mon Tue (Wed[Thu [Fri [Sat

Figure 3-34

e Use the provided controls to set the follow-up date and time and
click OK.

You are returned to the Add Interview frame and your selections
are displayed in the Appointment Date and Appointment Time
text boxes.

8. To specify when the interview was arranged, do the following:

e Click the Arranged Date List button to display the Select Date
and Time window (Figure 3-35).

e Use the provided controls to set the follow-up date and time and
click OK.

You are returned to the Add Interview frame and your selections are
displayed in the Arranged Date and Arranged Time text boxes.
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9. From the provided list box, indicate the type of interview.

10.To specify the interview status, do the following:

Click the Status List button to display the Dropdown List window.

st Int 15t Interview

2nd Int 2nd Interview

3rd Int 3rd Interview

Other Int Other Internet Recruiting
Sources

Phone AE Telephone Screen by
Account Executive

Phone Cnt Telephone Screen by
Client

Pipeline Recruiting activity for future
needs

Rec Hold Mo Recruiting Activity
Start Confirmed Start Date

Sub to AE Candidate presented to
AE

Cuh #a Tt Mandid-da mracandad o

=

Figure 3-35

Click the status that best describes the interview.

You are returned to the Add Interview frame and your selection is
displayed in the Status text box.

11.In the provided fields, enter the bill rate and pay rate.

Note: DO NOT enter ranges only whole numbers.

12.1n the Feedback text box, type any feedback received from the client
or candidate.

13.In the provided text box, enter the guarantee details.

14.In the provided text box, enter any interview-related notes.

15.Using the provided list box, indicate whether the interview should be
placed on the schedule.

16.To schedule a follow-up, do the following:

Click the Schedule Follow-up List button to display the Select
Date and Time window (Figure 3-35).

Use the provided controls to set the follow-up date and time and

click OK.

You are returned to the Add Interview frame and your selections
are displayed in the Schedule Follow-up text box.
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17.Click Save.
The interview information is saved and the Edit Interview frame is
displayed.

Scheduling a Group Interview

Using a predefined Rollup List, you can schedule a group interview. By
using Rollup Lists to schedule group interviews you save time by
scheduling the interview once rather than multiple times.

To learn more about Rollup Lists, read Chapter 7, Working With Rollup
Lists. If you want to schedule a single interview, perform Procedure
3-13, Scheduling a Candidate Interview on page 3-27.

Procedure 3-14 Scheduling a Group Interview

1. Retrieve the Position record for which you want schedule a group
interview. Read Chapter 4, Performing Searches for complete
details.

2. Select the desired Position from the Search Results frame.
The Edit Position frame is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

ROLLUP +
POSITION SEARCH RESULTS- RECORD 1 OF B
E Position Id Iiinm pany Name City/State Contact Mame
SELECT PAGE

[ RE & FTP EB-3735133771 Database Administrator  Grasso Technologies INFA John apple

A FTPY Databaze Analyst HYT Carp A Derek Jeter -
4| | »
EDIT POSITION- cRrassO TECHNOLOGIES =
1. COMPANY | ADD | DELETE PRINT | DETAILS INTERVIEW | ROLLUP | MORET | PLACE

The position involves monitoring six databases on 3 vM3 =

clusters for [ocking, performance degradation and space

depletion. Archiving data; tuning 5L, database indexes

project work; row cache; circular AlJ; Fast Commit; LogMiner;

Fradin Frtarnrice Mnnanle MananarGminn =l

&7 Piipr/te. et com/pominsendiist exeZInputt -MUSCILLO T4 npul2=7351 3384070052 3binput3=D atabase Adminstratotlr | | [ Intemet
Figure 3-36

3. Choose Interview/New Interview (as illustrated in Figure 3-36).
The Add Interview Group frame is displayed.
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HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowere 4 By Main Sequence Technologies

ROLLUP +
POSITION SEARCH RESULTS- RECORD 1 OF 2
E Fosition Id Company Name Contact Mame
SELECT PAGE

I~ A (5) FTP EB-3735453241 Technical Writer Muscillo Technologies Trentan, MJ Tommy Lawson
A FTP EB-37357 48157 Technical \Writer Eerzins Technologies /A John apple

« | »
1. POSITION

ADD OKE INTERYIEWY- TECHMICAL WRITER / BERZINS TECHNOLOGIES

Select an Interview Name IFirst MName j I

[Casthame Sot =] | SEARCH

ADD INTERVIEWY GROUP (FROM ROLLUP)

[iNane) &
[&] Done [ [ [ intemet
Figure 3-37

4. Click the Rollup Selected List button.
The Rollup Lists window is displayed.

5. Do one of the following:

e |[f the Rollup List you want to view is not displayed in the provided
list box, click [Show All Rollup Lists].

All Shared Rollup Lists are added to your Rollup Lists.

e |[f the Rollup List you want to view is displayed in the provided list
box, go to Step 6.

6. From the provided list box, select the name of the Rollup List
containing the people for which you want to set up a group interview.

7. Click Select List.

You are returned to the Add Interview Group frame and the Rollup
List you selected is displayed in the Rollup Selected field.

8. Click Add.
The Add Interview frame is displayed.
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9. To schedule the interview, do the following:

e Click the Appointment Date List button to display the Select Date
and Time window.

4} Select Date and Time - o ]

| April 2002 =l tvean =l =
April 2002

[
Figure 3-38
e Use the provided controls to set the follow-up date and time and
click OK.

You are returned to the Add Interview frame and your selections
are displayed in the Appointment Date and Appointment Time
text boxes.

10.To specify when the interview was arranged, do the following:

e Click the Arranged Date List button to display the Select Date
and Time window (Figure 3-35).

e Use the provided controls to set the follow-up date and time and
click OK.

You are returned to the Add Interview frame and your selections
are displayed in the Arranged Date and Arranged Time text
boxes.

11.From the provided list box, indicate the type of interview.
12.To specify the interview status, do the following:

e Click the Status List button to display the Dropdown List window.
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4} Dropdown List - Micmi I ] 1
|" =

1st Int 15t Interdew
2nd Int 2nd Interiew
3rd Int 3rd Interiew

Other Int Other Internet Recruiting
Sources

Phone A/E Telephone Screen by
Account Executive

Phone Cnt Telephone Screen by
Client

Pipeline Recruiting activity for future
needs

Rec Hold Mo Recruiting Activity
Start Confirmed Start Date

Sub to A/E Candidate presented to
AJE

Curh #n Conk Cmeliclnd e mvme ot el o LI

Figure 3-39

¢ Click the status that best describes the interview.

You are returned to the Add Interview frame and your selection is
displayed in the Status text box.

13.In the provided fields, enter the bill rate and pay rate.

Note: DO NOT enter ranges only whole numbers.

14.In the Feedback text box, type any feedback received from the client
or candidate.

15.1n the provided text box, enter the guarantee details.
16.In the provided text box, enter any interview-related notes.

17.Using the provided list box, indicate whether the interview should be
placed on the schedule.

18.To schedule a follow-up, do the following:

e Click the Schedule Follow-up List button to display the Select
Date and Time window (Figure 3-35).

e Use the provided controls to set the follow-up date and time and
click OK.

You are returned to the Add Interview frame and your selections
are displayed in the Schedule Follow-up text box.

19.Click Save.

The interview information is saved and the Edit Interview frame is
displayed.
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Changing Interviews

You can change the details of an interview from the Edit Interview
frame. If you want to change the details of an interview that has been
copied to the schedule, you must perform the Editing Schedule Activities
procedure in Chapter 6 in addition to the following procedure.

Procedure 3-15 Changing Interviews

1.

Retrieve the Position record for whose interview you want to change.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).

3. Click the blue Interview button.

5.

The Interview List frame is displayed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |
Fowered By Main Sequence Technologies
ROLLUP +
POSITION SEARCH RESULTS- RECORD 1 OF 7
E Fosition Id Iiinm pany Mame City/State
SELECT RAGE
A FTP 15 Data Security Analyst Candidate WA Aldous Gorospe
[~ A3} FTP EB-3735133771 Database Administrator  Grasso Technologies Trenton, M John apple _ILI
4| »
4. POSITION | ADD | DELETE | ROUTING =
INTERYIEWW LIST- (DATABASE ADMINISTRATOR)- RECORD 1 OF 6
Al +| SELECT PAGE
Type Job Title MName
I~ Resurne INTERWIEW 42472002 11:05 A Database Administrator Lishi Ahraharm
7 Resume INTERWIEW 42472002 11:05 A Database Administrator Eileen Markman
I~ Resums INTERWIEWY 42472002 3:30 A Database Administrator Taralee Muscillo
IT Resume Fhone A/E 41772002 2:30 AM Database Adm\mstraltur John WWayne _';|
4 »

|@ hittp:/#te.remt.com/perbindsendout. exeIMPU T =MUSCILLOT&IMPU T2=7351 33840700523&\NF’UT3=Ed\l&INPUT4=D&In[l_l_le Internet

Figure 3-40

Click the Appt Date link corresponding to the interview you want to
edit.

The Edit Interview frame is displayed.
If desired, do one or more of the following:

¢ In the provided text boxes, change the appointment date and
times.

¢ In the provided text boxes, change the date and time the
interview was arranged.

e Using the provided list box, indicate the type of interview.

¢ In the provided text box, change the interview status.
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In the provided text boxes, change the bill rate and pay rate.

Note: DO NOT enter ranges only whole numbers.

In the provided text box, enter any feedback received from the
client or candidate.

In the provided text box, enter the guarantee details.
In the provided text box, enter any notes regarding the interview.

6. Click Save.
Your changes are saved and the Edit Interview frame is refreshed.

7. If desired, do one or more of the following:

Click the blue Position button to display the Edit Position frame.
Read Editing Position Information on page 3-10 for further details.

Click the blue Add button to display the Add One Interview and
Add Interview Group frames.

Read Managing Interviews on page 3-25 for further details.

Click the blue Delete button to delete the interview.

Read Deleting Positions on page 3-44 for further details.

% Only users with Administrative permissions can perform this
procedure.

Click the blue Email button to display the Send Email Form
window.

Read Emailing Interview Confirmations on page 3-35 for further
details.

Emailing Interview Confirmations

You can email Interview confirmations to the interview participants as
well as any one else interested in the details. When composing the
email, you have the option to add candidate resumes, notes, and
summaries, as well as other documents not maintained within the
PCRecruiter databases.

Procedure 3-16 Emailing Interview Confirmations

1. Retrieve the Position record whose interview details you want to
email. Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).
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3. Click the blue Interview button.

The Interview List frame is displayed.
_HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HeL | LOG ouT |

Fowered By Main Sequence Technologies

ROLLUP +
POSITION SEARCH RESULTS- RECORD 1 OF 7
5ol 5 [TVP) Co
SELECT PAGE
A FTP 15 Data Security Analyst Candidate WA Aldous Gorospe
[~ A3} FTP EB-3735133771 Database Administrator  Grasso Technologies Trenton, M John apple _ILI
3

4
1. POSITION _A’DEI DELETE | ROUTING =

INTERWIEWY LIST- (DATABAZE ADMINISTRATOR)- RECORD 1 OF &

l"\”—Ll SELECT PAGE |

I~ Resurne INTERWIEW 42472002 11:05 A Database Administrator Lishi Ahraharm

7 Resume INTERWIEW 42472002 11:05 A Database Administrator Eileen Markman

I~ Resums INTERWIEWY 42472002 3:30 A Database Administrator Taralee Muscillo

IT Resume FPhaone A/E 4172002 2:30 AM Database Adm\mstraltur John WWayne _';|
4 »

|@ hittp:/#te.remt.com/perbindsendout. exeIMPU T =MUSCILLOT&IMPU T2=7351 33840700523&\NF’UT3=Ed\l&INPUT4=D&In[l_l_la Internet
.
Figure 3-41

Click the Appt Date link corresponding to the interview for which you
want to send an email.

The Edit Interview frame is displayed.

HOME | COMPANY | NAWE | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LoG ouT |

Powered By Main Sequence Technologies

ROLLUP -
POSITION SEARCH RESULTS- RECORD 1 OF B

I~ A(3) FTP EB-3735133771 Database Administrator  Grasso Technologies Trenton, MJ John apple

A FTP 7 Database Analyst I Corp MAA Derek Jeter

A FTP 4 Database Analyst State of Mevada A NAA

A FTPE Database Analyst Toyota WA Reginald Maddox o
4 I _>l_I
EDIT INTERWIEW- GRASS0 TECHNOLOGIES ;I
1. POSITION | ADD SAVE| DELETE E EmuL 4 =)

intment Date QI
Appointment Tirne

jed Date &I
l_l_lﬁ Intemnet

Figure 3-42
Click the blue Email button.

The Email Interview frame is displayed in the Send Email Form
window.

Using PCRecruiter

Page 3-36



Chapter 3, Working With Positions

EmAIL INTERWIEWY

@ @ B

I|ntBNiBW Confirmation- Taralee Muscillo

D E & %EB o

|o| Sleju|s| B

ents ITimes Mew Roman _I |3 j EDIT | % =3 |
HTWAL Editor 1/16/2002 @ hiin Sequence Technologies “er. 4.01 I Check Speling Before Sending
=
4 | LI—I
|&] Done ’_|_|° Internet 4

Figure 3-43

Specify the email recipients in the To, CC, and BCC text boxes.

In the provided text box, enter your email address.

If desired, in the provided text box, change the subject of the email.
If desired, add attachments to the email. Do the following:

e Click Add to display the Open dialog box.

e Using the controls, locate the file you want to attach to the email
and click Open.

You are returned to the Email Interview frame and the path and file

name you selected are displayed in the File Attachments group box.

10. Select the corresponding check boxes if you want to include the
candidate resume, notes, and/or summary.

11. Select the corresponding check boxes if you want to send a copy of
the email to the candidate or primary contact.
12.Click Send.

A confirmation message is displayed and an interview confirmation
email similar to the one illustrated below is sent to all specified

recipients.

© © N o
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& Interview Confirmation- Taralee Muscillo

=10 x|

File Edit “iew Toolz Message Help

|
wac&x4o

Reply Reply Al Fanward Frint Delete Previous MHext Addresses

From: Unknown(@remt. com
Date: ‘wednesday, April 10, 2002 1:59 P
To: ik taralesl@verizon net

Subject:  Interview Confirmation- T aralee Muscilla

Attach: @references.doc [20.0KE] @muscillo_taralee.doc [9.52 KB)

Interview Confirmation- Taralee Muscillo

Intraduci Taralee Muscillo

75 Wilson Ave

Meptune City MNJ 07753

R o) cco- 1574 Ex
dre mike taralee@verizon. net

Grasso Technologies

313 Robbins Road

Shark River Hills NJ 07753

Phone [F32) 774-4973 Ex. _

s o By

44102002 11:31 AM

472472002 3:30 AM

LK

Figure 3-44

Deleting Interviews

You can delete Interviews that were added in error or that are no longer

scheduled.

% Only users with Administrative permissions can perform this

procedure.

Procedure 3-17 Deleting Interviews

1. Retrieve the Position record whose interviews you want to delete.
Read Chapter 4, Performing Searches for complete details.

2. Select the desired Position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).

3. Click the blue Interview button.

The Interview List frame is displayed.
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ME MPANY | NAME ITION HEDULE P | LETTE! REI M | EMAIL | HELP
HowmE | co | POS| n|_.q’c-nvmes|_s:: DULE | ROLLU RS | REPORTS | SYSTE LOG ouT |
Fowered By Main Sequence Technologies
ROLLUP +
POSITION SEARCH RESULTS- RECORD 1 OF 7
E Fosition Id Iiinm pany Mame C ate
SELECT PAGE
A FTP 15 Data Security Analyst Candidate WA Aldous Gorospe
[~ A3} FTP EB-3735133771 Database Administrator  Grasso Technologies Trenton, M John apple _ILI
4| »
4. POSITION | ADD | DELETE | ROUTING =
INTERWIEWY LIST- (DATABAZE ADMINISTRATOR)- RECORD 1 OF &
Al +| SELECT PAGE
Type Job Title MName
I~ Resurne INTERWIEW 42472002 11:05 A Database Administrator Lishi Ahraharm
7 Resume INTERWIEW 42472002 11:05 A Database Administrator Eileen Markman
I~ Resums INTERWIEWY 42472002 3:30 A Database Administrator Taralee Muscillo
IT Resume Fhone A/E 41772002 2:30 AM Database Adm\mstraltur John WWayne _';|
4 3

|@ hittp:/#te.remt.com/perbindsendout. exeIMPU T =MUSCILLOT&IMPU T2=7351 33840700523&\NF’UT3=Ed\l&INPUT4=D&In[l_l_la Internet

Figure 3-45

4. Select the corresponding check boxes of the interviews you want to
delete.

5. Click the blue Delete button.
A confirmation prompt is displayed.

Microsoft Internet Explorer x|

@ Are you sure pou want to delete interviews?
Cancel |

6. Click OK to confirm the deletion.

The Interview List frame is refreshed and the selected interview is no
longer listed.

Placing Candidates

There are two types of candidates that can fill a position: permanent

employees and contractors. Read the following sections for further
information:

¢ Placing a Permanent Employee on page 3-40.
e Placing a Contract Employee on page 3-42.
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Placing a Permanent Employee

When placing a permanent employee, you must know the starting salary
and the placement fee.

Procedure 3-18 Placing a Permanent Employee

1.

Retrieve the Position record for which you want place a candidate.
Read Chapter 4, Performing Searches for complete details.

Select the desired Position from the Search Results frame.
The Edit Position frame is displayed (Figure 3-12 on page 3-11).
Click the blue Place button.

The Placements frame is displayed. This frame may be empty as
illustrated in the following figure.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1
¥ P|Position 1d II:n:nm pany MName City/State Cantact Name
[~ A(2) FTP EB-3735453241 Technical Writer Muscillo Technologies Trenton, MJ Tormmy Lawson
4 | ol

. POSITION | PERMANENT | CONTRACT |

No Placements Made for this Position...
To make a new permanent placement, press 'Ferm’
To make a new contracttemp placement press "Contract’

[&] Done [ [ [i temet
Figure 3-46

Click the blue Permanent button.

The Add Permanent Placement frame is displayed.
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HOME f,onpmﬂnms PﬂSl'I'.[ﬂNl_AE‘I‘IVl‘I‘IESl_SfHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1

E Fosition Id Wob Title Company Name City/State Contact Mame
SELECT PAGE

= A @) FTP EB-3735453241 Technical Writer Muscillo Technologies Trentan, MJ Tommy Lawson

I— [

Er

LT ;I
,_ ,_ | @ Intemnet

Figure 3-47

In the provided text box, specify the candidate name.

In the provided text boxes, specify the placement and effective
dates.

7. In the provided text box, specify the starting salary.

Note: DO NOT enter ranges only whole numbers.

8. In the provided text boxes, enter the placement fee and fee
percentage.

9. In the provided text boxes, indicate the bill rate and pay rate.

Note: DO NOT enter ranges only whole numbers.

10.In the provided text box, enter the guarantee details.
11.Click Place.

The Placement frame is displayed and the candidate is listed.
HOME 3HPANV|_N/M_E|_PESr|10N|fﬂvaS|_SfHEwm| ROLLUP | LETTERS | REPORTS | SYSTEM _E’M&I_H’Eil LOG ouT |

Fowered By Main Sequence Technologies

RULLUF

I |

NAME SEARCH RESULTS- RECORD 1 OF 2
' ame Company Name ‘Waork Phone Title Home Phone
E PAGE
[~ Bozzo, Stephen Arnerican (973) 533-3333 TfA INAA NI

International Group

Inc.
[~ Grassa, Stephen Grazso Technologies - Ex. Shark River Hills, M) The Dad (732) B60-16874 Ex

. POSITION | PERMANENT | CONTRACT |

PLACEMEMTS- (TECHMICAL WRITER)- RECORD 1 OF 1
Type Date
Placerment AfB2002 Stephen Grasso huscille Technologies

4 | 2
|@ Done [Click here to place candidate.] l_l_la Intermet
Figure 3-48
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Placing a Contract Employee

When placing a contract or temporary employee, you must know the
starting date, ending date, bill rate, and pay rate.

Procedure 3-19 Placing a Contract Employee

1.

Retrieve the Position record for which you want place a candidate.
Read Chapter 4, Performing Searches for complete details.

Select the desired Position from the Search Results frame.
The Edit Position frame is displayed (Figure 3-12 on page 3-11).
Click the blue Place button.

The Placements frame is displayed. This frame may be empty as
illustrated in the following figure.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies
ROLLUP
POSITION SEARCH RESULTS- RECORD 1 OF 1
¥ P|Position 1d II:n:nm pany MName City/State Cantact Name
[~ A(2) FTP EB-3735453241 Technical Writer Muscillo Technologies Trenton, MJ Tormmy Lawson
4 | ol

. POSITION | PERMANENT | CONTRACT |

No Placements Made for this Position...
To make a new permanent placement, press 'Ferm’
To make a new contracttemp placement press "Contract’

|&] Dane |_|_|Q Intemnet
Figure 3-49

4. Click the blue Contract button.

The Add Contract/Temp Placement frame is displayed.
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9.

HOME f,onpmﬂnms _P’nsrmu|_nlcnvmes|_s::HEWLE|mLLup LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

RULLUF

I |

NAME SEARCH RESULTS- RECORD 1 OF 2
N:ame Company Name ‘Waork Phone Title Home Phone
SELECT PAGE
[~ Bozzo, Stephen Arnerican (973) 533-3333 TfA INAA NI

International Group

Inc.
[~ Grassa, Stephen Grazso Technologies - Ex. Shark River Hills, M) The Dad (732) B60-16874 Ex

1. POSITION =

ADD CONTRACT/TEMP PLACEMENT- TECHNICAL WWRITER

C e

B 2 B

|&] Done l_l_la Internet
Figure 3-50

In the provided text box, specify the candidate name.
In the provided text boxes, specify the beginning and ending dates.

In the provided text boxes, specify placement fee and fee
percentages, if applicable.

In the provided text boxes, indicate the bill rate and pay rate.

Note: DO NOT enter ranges only whole numbers.

In the provided text box, enter the guarantee details.

10.From the provided list box, indicate whether the position should be

marked as filled.

11.Click Place.

The Placement frame is displayed and the candidate is listed.
HOME 3HPANV|_N/M_E|_PESr|10N|fﬂvaS|_SfHEwm| ROLLUP | LETTERS | REPORTS | SYSTEM _E’M&I_H’Eil LOG ouT |

Fowered By Main Sequence Technologies

RuLLur :I
NAME SEARCH RESULTS- RECORD 1 OF 2
N:ame Company Nams ‘Waork Phone Title Home Phone
SELECT PAGE
[~ Bozzo, Stephen Arnerican (973) 533-3333 TfA INAA NI
International Group
Inc.
[~ Grassa, Stephen Grazso Technologies - Ex. Shark River Hills, M) The Dad (732) B60-16874 Ex

. POSITION | PERMANENT | CONTRACT |
PLACEMEMTS- (TECHMICAL WRITER)- RECORD 2 OF 2

Type Date Candidate Campany Mame

Placerment AfB2002 Stephen Grasso huscille Technologies

Contract/Termp Af8/2002 Taralee Muscillo Muscille Technologies

4 | |
|&] Done l_l_la Internet
Figure 3-51
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Deleting Positions

You can delete Positions that were added in error or that are no longer
needed. Once a Position is deleted, it is removed from the database.

% Only users with Administrative permissions can perform this

procedure.

Procedure 3-20 Deleting Positions

1.

Retrieve the Position record you want to delete from the database.
Chapter 4, Performing Searches for complete details.

Select the desired position from the Search Results frame.

The Edit Position frame is displayed (Figure 3-12 on page 3-11).
Click the blue Delete button.

A confirmation prompt is displayed.

Microsoft Internet Explorer x|

@ Are you sure you want to delete this pozition’?

Cancel |

Figure 3-52

. Click OK to confirm the deletion.

A Delete Position message is displayed.
_"9£| COMPANY |_N,A£I POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM _E/M&I_Hfil LOG ouT |

Powere d By Main Sequence Technologies

ROLLUP

POSITION SEARCH RESULTS- RECORD 1 OF 1

mg Position |d II:n:nm pany MName City/State Cantact Name
SELECT PAGE

[~ A(3) FTP EB-3735430828 Technical Writer Grasso Technologies Trenton, MJ John Grasso

4 | ol

Delete Position

Position Hag Been Deleted

|&] Dane l_l_lﬁ Intemnet
Figure 3-53
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Performing Searches

What You’ll Find in This Chapter

This chapter explains how to perform searches. PCRecruiter contains
three types of searches that you can use to search the database for
Companies, Names, and Positions; they are Quick Searches, Keyword
Searches, and Advanced Searches. Refer to the following table for a
description of the sections you will find in this chapter.

Table 4-1 What You’'ll Find in Chapter 4

If you want to... Read...

Quickly search for a Company, Name, or Position in Performing a Quick Search
the database, on page 4-2.

Use keywords to locate specific Companies, Names, Performing Keyword

and Positions in the database. Searches on page 4-7.
Narrow your search for a one or more Companies, Performing an Advanced
Names, or Positions by using advanced searching Search on page 4-23.
features,
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Performing a Quick Search

You can perform Quick Searches from the Company Menu, Name
Menu, and Position Menu frames. Search criteria include a specific field
name and value pair. The field names are displayed in the provided list
boxes and are specific to the frame you are in. For example, the
following names are displayed in the Name Menu frame list box: First

Name, Identification, Company Name, and Title as illustrated in Figure
4-1 below.

HDMEI CDMPM\'I NAME ESITIDNI ACTIVITIES | SCHEDULE RDLLUPI LEITERSI REPORTS S'fSTEMI EMAILI HELPI LOGOUTI

Fowere 4 By Main Sequence Technologies

MAME MENU

SEARCH

KEYWORDS | ADVANCED

ADD | GROUP | DELETE | MOVE =
SCHEDULE FOR MUSCILLOT- APRIL 17, 2002
Egm Duration Memo
SELECT PAGE
o At com Reo  2:30 AM to 2:45 15 Min Resume Sent/Other, YWritten By MUSCILLOT,
e ey b = Appt DateTime: 41172002 Wednesday 2:30 A
R R i ** Position With: Grasso Technologies
* Mame: John Wayne
** Job Title: Database Administrator
** Position |d: EB-3735133771 =l
|@ Dane ’_l_lo Intermnet
Figure 4-1

Values are typed in the corresponding text boxes. When entering
values, you can enter a whole word or a partial word. All matches
containing at least the same characters as those you entered are
returned. Refer to the following sections for further details:

e Performing a Quick Search for a Company on page 4-2.
e Performing a Quick Search for a Name on page 4-4.

e Performing a Quick Search for a Position on page 4-6.

Performing a Quick Search for a Company

You can perform a Quick Search for a Company from the Company
Menu frame. Results are displayed in the Company Search Results
frame. From this frame you can perform multiple tasks, such as adding a
new company and adding companies to Rollup Lists.
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Procedure 4-1 Performing a Quick Search for a Company

1. Click the purple Company button from the Browser header.
The Company Menu frame is displayed.
2. Define your search criteria. Do the following:
e Using the provided list boxes, select your search criteria.
¢ In the corresponding text boxes, type the search criteria values.

For example, in Figure 4-2, the search criteria added was a
partial company name and the city and state of Jersey City, NJ.

Poere d By Main Sequence Technologies
COMPANY MEMU
ICnmpany MName (Sorf) j IA List boxes and
ICity j IJersey City 4 .
[Seeicouty =l e corresponding text boxes
KEYWORDS | ADVANCED | ADD COMPANY |
GO
Add New Company =
Press Save to Add to Database
ADDR
SAVE
=l
&] Done 1 [ ket

Figure 4-2
3. Click Search.

The Company Search Results frame is displayed and companies
matching your criteria are listed.

Powere d By Main Sequence Technologies
ROLLUP | ADD COMPANY |
COMPANY SEARCH RESULTS- RECORD 1 OF 2
I'*]iHI'I'IE!Ei F.'EE:UmE Company MName
SELECT RAGE
[T _NAMES ) ADD, ADDR JADP (lersey City) Jergey City, NJ (201) 714-3000 Ex.
[ (WAMES ) ADD) ADDR ) Armalion Jersey Gy, \J [ T =S
EDIT COMPAMNY =
. NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE T | ADDR
me [ADP (Jersay City) COPY TO CLIPBOARD
|2 Journal Sguare Plaza SAVEl
|Jersey City
N
{07308 =l
&7 Done l_l_l. Internet

Figure 4-3
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For example, two companies, ADP and Armatron, match the criteria
entered in Figure 4-2.

4. If desired, do one or more of the following:

To add one or more companies to a Rollup List, select the
corresponding check boxes of the companies you want to add to
the same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

To add another company, click Add Company.
Read Adding a New Company in Chapter 1 for further details.

To view the names associated with the company, select the
corresponding check box and then click Names.

Read Viewing Company Name Associations in Chapter 1 for
further details.

To associate a name with the company, select the corresponding
check box and then click Add.

Read Adding Names in Chapter 2 for further details.

To associate a name and resume with the company, select the
corresponding check box and click ADDR.

Read Adding a Candidate in Chapter 2 for further details.

To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information in Chapter 1 for further
details.

Performing a Quick Search for a Name

You can perform a Quick Search for a Name from the Name Menu
frame. Results are displayed in the Position Search Results frame. From
this frame you can add names to Rollup Lists and view Name and
Company information.

Procedure 4-2 Performing a Quick Search for a Name

1. Click the purple Name button from the Browser header.

The Name Menu frame is displayed.

2. Define your search criteria. Do the following:

Using the provided list boxes, select your search criteria.

In the corresponding text boxes, type the search criteria values.
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4.

For example, in Figure 4-4, the search criteria added was Degree
Type: EE and the State:NJ.

HOME f,onwuw| NAME _P’QSlT.[ON |_A’C'I'IVFI'IES |_SEHEDULE| ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Fowered By Main Sequence Technologies
NAME ME|
SEARCHl
EDIT COMPARNY (DEFAULT) S
|0 coun | e R | PN e i B SR e o
. IEIerzms Technologies COPY TO CLIPBOARD
|448 Indiana Ave. SAVEl
|
|Lung Branch
¥ =l
& l_l_la Internet
Figure 4-4
Click Search.

The Name Search Results frame is displayed and names matching
your criteria are listed.

HOME f’onvmﬂnme :’nsmnn|:’cnvmes|_s::HEWLE|mLLuv LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP =
NAME SEARCH RESULTS- RECORD 1 OF 3
m Marne Company Name Waork Phone City/State Title Horme Phone

SELECT PAGE

[~ Batia, Loma ADP (Jersey City)  (201) 714-3500 Ex.  N/A hliA,

[~ Dorando, Edie Candidate - Ex. wayne, nj [

[~ Coletta, lrene Grasso Technologies (732) 774-4973 Ex.  Shark River Hills, NJ R/A

LB

EDIT COMPARNY (DEFALILT)

tNAMES .I‘ COMPANY |_IJ,EEI ACTIVITY |_,_|_,_| POSITION | DETAILS _,ﬂl_,ﬂl_“,nﬂ

|BerzmsTechnD\Dg\es COPY TO CLIPBOARD

|448 Indiana Ave. SAVEl

. |
l_l_lﬁ Intemnet

Figure 4-5

For example, three names: Batia, Loma; Dorando, Edie; and Coletta,
Irene match the criteria entered in Figure 4-4.

If desired, do one or more of the following:

e To add one or more names to a Rollup List, select the
corresponding check boxes of the names you want to add to the
same list and click Rollup.

Read Adding Items to Existing Lists in Chapter 7 for further
details.
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e To edit the name information, click the name to display the name
information in the bottom frame.

Read Editing Name Information in Chapter 2 for further details.

e To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information in Chapter 1 for further
details.

Performing a Quick Search for a Position

You can perform a Quick Search for a Position from the Position Menu
frame. Results are displayed in the Position Search Results frame. From
this frame you can add positions to Rollup Lists and view Position and
Company information.

Procedure 4-3 Performing a Quick Search for a Position

1. Click the purple Position button from the Browser header.
The Position Menu frame is displayed.
2. Define your search criteria. Do the following:
e Using the provided list boxes, select your search criteria.
¢ In the corresponding text boxes, type the search criteria values.

For example, in Figure 4-6, the search criteria added was Job Title:
Project Manager and Industry: Utilities/IT Facilities Mgmt.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |
Powere d By Main Sequence Technologies
POSITION MENU
LI‘ Edit IJUb Title (Sorf) | |Prujec:l Manager
j IUtmt\es,-’IT Facilities kgmt.
=l SEARCH
KEYWORDS | ADVANCED
EDIT POSITION- wiNKELMANN & ASSOCIATES ﬂ
1. COMPANY | ADD | DELETE | ACTIVITY | PRINT | DETAILS | KEYWORDS | INTERVIEW | ROLLUP | MORET | PLACE
|Templates|
INui Openings |1 SAVE
Ja ption =
=IDirect Link o Position=
=AHREF="http:/fe.remt.com/perbiniviewpos.asp?
HIA=NFYFL OPMFNT THTRnid=7 333471317471 ANR0nr- =l

|&] Dane l_l_lﬁ Intemnet
Figure 4-6
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3. Click Search.

The Position Search Results frame is displayed and positions
matching your criteria are listed.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ROLLUP =
POSITION SEARCH RESULTS- RECORD 1 OF 3
E Paosition Id Company Name Contact Mame
SELECT PAGE
~ A FIP18 Project Manager RCM Technologies IES A
- A CFT13 Project Manager Eob's IT Salutions Inc AA Tom (Blank Last
Mame)
[ A FIP29 Project Manager Winkelmann & Associates A A =
4| | »
ADD | GROUP | DELETE | MOVE =
SCHEDULE FOR MUSCILLOT- APRIL 17, 2002

Diuration ermo

Reo 2:30 AM to 2:45 15 Min Resurne Sent/Other, Written By MUSCILLOT.
e ] = Appt DatedTime: 4172002 Wednesday 2:30 A
** Position With: Grasso Technologies

# hlarane lnbin Ul =l
|@] Done l_l_le Internet

Figure 4-7

4. If desired, do one or more of the following:

e To add one or more positions to a Rollup List, select the
corresponding check boxes of the positions you want to add to
the same list and click Rollup.

Read Adding Items to Existing Lists in Chapter 7 for further
details.

e To edit the position information, click the position to display the
Edit Position frame.

Read Editing Position Information in Chapter 3 for further details.

e To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information in Chapter 1 for further
details.

Performing Keyword Searches

You can perform Keyword Searches from the Search Company by
Keyword, Search Names by Keyword, and Search Positions by Keyword
frames. Keywords are entered in the provided text box. You can
manually enter keywords or use the List Dropdown feature to select the
keywords from predefined lists.
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ME MPANY | NAME N HEDULE P | LETTE REI ‘M | EMAIL | HELP
HOME | co | | Posrmo |_A’C'I'Nl'I'IES|_Sf DULE | ROLLU | L w.s|_,mms|svs-rs LOG ouT |
Fowered By Main Sequence Technologies
SEARCH COMPANY BY KEYWORD 2
h (Up to 50) =
= List button
Open Saved Search Searching Tips
* Match Whole Word .
" Match Part of Word < Search Options
! o] 0 1 _'l_l
Code 'I = . .
— Click the List
<<Bacl| NET LANGUAGES o :,hl:tstc‘:; r:g;:;mch
4GL LANGUAGES )
<<Bact|5ESS TELECOM SYSTEMS
ABAP LANGUAGES
ACCESS DATABASES
ACF-2 DATA SECURITY
&) Done | ACTIVE X SOFTWARE - [ @ intemet

Figure 4-8

When entering multiple keywords, separate them with spaces. In
addition, you can use the following syntax conventions:

Table 4-2 Keyword Syntax Descriptions

Convention Description

word1 word2 word3 Returned matches will contain at least one of the words
“word4 word5” or phrases.

+word Returned matches must contain the word or phrase
-word Returned matches must not contain the word or phrase.

word1=word2=word3 or Returned matches must contain the phrase.
“word1 word2 word3”

After entering your keywords, you have the option of configuring the
search to return whole word matches or partial word matches. For
example:

e If you select Whole Word matches, your criteria Technician will not
return the keyword Technicians.

o |[f you select Partial Word matches, your criteria Tech will return
Technical and Technician keywords because they begin with Tech.
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Performing a Keyword Search for a Company

You can perform a Keyword Search for a Company from the Search
Company by Keyword frame. When searching for keywords,
PCRecruiter will parse Company keywords and notes for the specified
criteria.

Procedure 4-4 Performing a Keyword Search for a Company

1. Click the purple Company button from the Browser header.
The Company Menu frame is displayed.

B coveav | e [ e e ) ) [ e (o) )
Fomere d By Main Sequence Technologies
ICDmpany MNarne (Sorf) j |
[S =l
IStatefCDumvy j | SEARCH
KEYWORDS' ‘uuﬂ:n! ADD COMPANY I
|
EDIT COMPANY =
1. NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR
e |Muscw|l0 Technologies COPY TO CLIPBOARD
|75 wilson Ave. SAvE |
I =l

& it/ 1e. ot com/porbindkeywarde, sxenput=-MUSCILLOT 8lnput-Candidete._ dinpul=MENUE nput=Dnpul-Edtérpa | | [ Intemst
Figure 4-9

2. Click the blue Keywords button.
The Search Company by Keyword frame is displayed.

Powere d By Main Sequence Technologies
SEARCH COMPANY BY KEYWORD =
Enter F o 50 ;'
e
Open Saved Sesrch Searching Tips
& Match Whale Ward
" Match Part of Ward
| »
EDIT COMPANY - |
.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR | =l
|&] Dane l_l_lﬁ Intemnet
Figure 4-10
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3. If you want to use a previous search, do the following:
e Click the Open Saved Search link.
The Open Saved Search window is displayed.

/) Open Saved Search - Microzoft Internet Explore =]

=AVED SEARCHES (LAST 200) Delete All

432002 1:01:02 P LOCAL=AREA=NETWORKS Hardware
Software

4372002 124620 PM Data

4232002 12.27:21 P hardware

HIA2002 122713 PM hard

A22002 9:29:27 A technical hardware

47372002 9:16:42 AM .NET LANGUAGES DATABASES
TELECOM=SYSTEMS

41372002 9:12:06 AM DATABASES LANGUAGES o

A22002 9:11:48 Ad technical hardware TELECOM=SYSTEMS
DATABASES
phone: (732 222

AE2002 9:11:34 Add ADMINISTRATIVE=FUNCTIONS ABAP
4232002 2:11:15 A hardware software technical
47372002 3:10:59 AM hardware software technical j

|»

Figure 4-11
e Select the row containing the search criteria you want to use.

The Open Saved Search window is closed and you are returned
to the Search Company by Keyword frame. The selected criteria
are displayed in the provided text box.

4. If you want to use predefined keywords, click List.
The Dropdown List window is displayed.

3 Dropdown List - Microsoft Internet Explorer
LEEERETEM| Skill Codes =

o |
NET LANGLAGES

4GL LANGUAGES

5ESS TELECOM SYSTEMS

ABAP LANGUAGES

ACCESS DATABASES

ACF2 DATA SECURITY

ACTIVE X SOFTWARE -
ACTUATE LANGUAGES

ADABAS DATABASES

AlX OPERATING SYSTEMS

APACHE SPECIALTIES

APL LANGUAGES

APS LANGUAGES 4

Figure 4-12
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5.

From the Dropdown List window, do the following:
e Select one or more keywords you want to use as search criteria.

The Keywords are displayed in the provided text box as they are
selected.

Tip: To display different keywords, select a different type from
the Table Type list box such as Specialty Codes. To change
how a list is sorted, select a different option from the Sort By
list box. To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

e Close the window to return to the Search Company by Keyword
frame.

If desired, type additional words in the provided text box.
Refer to Table 4-2 on page 4-8 for syntax conventions.
Select one of the following search options:

e Match Whole Word. Select this radio button to configure the
search to return whole word matches.

For example, your criteria Technician will not return the keyword
Technicians.

e Match Part of Word. Select this radio button to configure the
search to return partial matches.

For example, your criteria tech will return Technical and
Technician keywords because they begin with tech.

Do one of the following:
e If you want to limit your search criteria further, go to Step 9.

e |f you do not want to limit your search criteria further, go to Step
10.

Using the provided text boxes, limit your search to a particular city,
state, zip, or telephone number.

10.Click Search.

Companies matching your search criteria are listed.

Using PCRecruiter
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HOME | COMPANY | NAME |:?smnu| ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

- BACK | ROLLUP =
Company Name Phane Industry Code State,
SELECT PAGE | SELECT SET

4 found containing one or more of these words: hardware sofbware technical... (1) match zearch criteria

100% & © Muscillo Technologies  (732) 986-1874 Ex NiA Neptune City M

4 found containing one or more of these words: hardware sofbware technical .. (2) match search criteria

[~ 100% & © Berring Technolagies (F32) 2224893 Ex. _ TiA Long Branch i
L]

4 found containing ane or more of these words: hardware software technical .. (3) match search ciiteria

M 33%A RCM Technologies G733 6584100 Ex. /A, Parsippany M

4 found containing one or more of these words: hardware sofbware technical .. (4) match search criteria

r 33% A AlG Marketing, Inc (302) 761-3513 NZA, Wilmington
-

f)
m
|

| |
Record Updated- RCM Technologies

|@ Done l_’_‘@ Internet
Figure 4-13

Matches are listed by percentage. The higher the percentage, the
closer the match is to your query. The percentage is displayed
numerically and as a blue and yellow status bar. The longer the blue
line, the closer the match is to your query. A third green line may
display. This line indicates the subjective score (usually rated 1 to
100). The longer the green line, the higher the subjective score.

I'_I'_ILI;

11.1f desired, do one or more of the following:
e To return to the Search Company by Keyword frame, click Back.

e To add one or more companies to a Rollup List, select the
corresponding check boxes of the companies you want to add to
the same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7.

e To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information in Chapter 1 for further
details.

e To view the notes and keywords for a particular company, click
the A hyperlink.
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HOME | COMPANY | NAME tr?srnnu |_A’cnvmes |_S::HEDULE| ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT

Poere 4 By Main Sequence Technologies
1.BACK | ROLLUP =l
R [5eore T T E T

SELECT PAGE | SELECT SET
2 found containing one or more of these words: technical... (1) match search eriteria
[T 100% A @© Berzins Technologies (732) Z22-4893 Ex. A Lang Branch I
L]
2 faund containing one or more of these words: technical... (2) match search criteria
[~ 100% & © Muscille Technologies  (732) 988-1674 Ex. AR, Neptune City n —
L]

1 | »

1. COMPANY | EDIT =

WIEWY NOTES- MUSCILLO TECHNOLOGIES *** 4/2/2002 12:10:27 PM/ MUSCILLOT (CGl) =+
HR Director's Mame is Stephen. Assistant's name is Irene.
WIEW KEYWORDS- MUSCILLO TECHNOLOGIES
APACHE SPECIALTIES
NET LANGUAGES

ECHMICAL

|@ Dlone [ [ |4 Intemet
Figure 4-14

Performing a Keyword Search for a Name

You can perform a Keyword Search for a Name from the Search Names
by Keyword frame. When searching for keywords, PCRecruiter will
parse Name keywords, notes, resumes, and summaries for the specified
criteria.

Procedure 4-5 Performing a Keyword Search for a Name

1. Click the purple Name button from the Browser header.
The Name Menu frame is displayed.

HOME f’onpmv| NAME :’nsmnn |:’cnvmes I_SEHED\.ILEI ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Powere d By Main Sequence Technologies
NAME MENU
/ IFlrst MName j |
ILastName (Sort) j |
[Citr = SEARCH |
| Ciems [ iy
EDIT COMPARNY (DEFALILT) =
1. NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE T | ADDR
C el |Elerzins Technaologies COPY TO CLIPBOARD
# |448 Indiana Ave. SAVEl
PR - =
|@ hllp.a‘/le.rcml.cumfpcrb\n/\ugln.exe?\npul:MUSE\LLEIT&InDuI:PWhD\d&Input:NAME&Inputzlandscaps&\npul:Edlt&lnpul:l_l_lﬁ Intermnet

Figure 4-15
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2. Click the blue Keywords button.
The Search Names by Keyword frame is displayed.

HOME f,onpmﬂnms _P,QSl'I'.lﬂﬂl_.A’C'ﬂVl'l'IESl_SfHEWLElllOLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

SEARCH NAMES BY KEYWORD =
= Jp to

Open Saved Search Searching Tips Related Words
& Match Whole Word € Match Part of Ward

SCHEDULE FOR MUSCILLOT- APRIL 17, 2002
SELECT PAGE

I At Com Reo 2.0 &AM to 2:45 15 Min Resurme Sent/Other, Written By MUSCILLOT.

Move Edit bel 2M ’_‘*.fpp? Dat_e.f'!'\_me_: 4;’17!‘2_002_ Wedn_esday 2:30 An =l

|&] Done l_l_la Internet
Figure 4-16

3. If you want to use a previous search, do the following:
e Click the Open Saved Search link.
The Open Saved Search window is displayed.

I K

4} Open Saved Search - Microzoft Internet Explorer ] 21
SAVED SEARCHES (LAST 200) Delete All =
4402002 B:21:14 Al DBA

state: CA

42002 B:20:35 A DBA

A/302002 3:19:53 PM MchAfee, Delphi, Documentation Manager,
FrameMaker

47342002 2:36:18 PM Mchfee, Delphi, Documentation Manager,
FrameMaker

4372002 2:27:03 P McAfee, Delphi, Documentation Manager,
FrameMaker

A372002 12:18:26 PM - McAfee, Delphi, Documentation Manager,
FrameMaker

AF2002 121735 PM - MchAfee, Delphi, Documentation Manager
4/3/2002 12:16:03 PM McAfee

4372002 12:15:31 P Delphi

4372002 9:35:24 AM writer

-
5 =

Figure 4-17

e Select the row containing the search criteria you want to use.

The Open Saved Search window is closed and you are returned to
the Search Names by Keyword frame. The selected criteria are
displayed in the provided text box.
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4. If you want to use predefined keywords, click List.
The Dropdown List window is displayed.

/2§ Dropdown List - Microsoft Internet Explorer o ] |

LELIERETEN | Skill Codes e ICude -
oy | I
NET LANGUAGES

4GL LANGUAGES

5ESS TELECOM SYSTEMS

ABAP LANGUAGES

ACCESS DATABASES

ACF2 DATA SECURITY

ACTIVE X SOFTWARE —
ACTUATE LANGUAGES

ADABAS DATABASES

AIX OPERATING SYSTEMS

APACHE SPECIALTIES

APL LANGUAGES

APS LANGUAGES i

Figure 4-18
5. From the Dropdown List window, do the following:

e Select one or more keywords you want to use as search criteria.

The Keywords are displayed in the provided text box as they are
selected.

Tip: To display different keywords, select a different type from
the Table Type list box such as Specialty Codes. To change
how a list is sorted, select a different option from the Sort By
list box. To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

e Close the window to return to the Search Company by Keyword
frame.

6. If desired, type additional words in the provided text box.
Refer to Table 4-2 on page 4-8 for syntax conventions.

Tip: To display different keywords similar to those entered in the

Keyword search text box, click the Related Words link to display
the Find Related Words window. Select additional words from the
provided list to enter them in the Keyword search text box. Close

the window when you are done.

7. Select one of the following search options:

e Match Whole Word. Select this radio button to configure the
search to return whole word matches.

Using PCRecruiter
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For example, your criteria Administrator will not return the
keyword Administrators.

e Match Part of Word. Select this radio button to configure the
search to return partial matches.

For example, your criteria admin will return Administrator and
Administration keywords because they begin with admin.

8. Do one of the following:

e If you want to limit your search criteria further, go to Step 9.

e [f you do not want to limit your search criteria further, go to Step
10.

9. Using the provided text boxes, limit your search to a particular city,

state, zip, or telephone number.
HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM EML_H’EﬂLOGouq

Fowered By Main Sequence Technologies

-

1=
18

=l
EDIT COMPAMY (DEFALILT) i’
1.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE T | ADDR
c IBerzinsTechnD\Dg\es COPY TO CLIPBOARD
2 |448 Indiana Ave. SAVEl |
|&] Done l_l_la Internet
Figure 4-19

For example, in Figure 4-19, the Keywords entered are DBA and
+Oracle. +Oracle indicates that returned results must contain the
word Oracle. In addition, results are limited to the state of California
only.

10.Click Search.

Names matching your search criteria are listed.
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HOME | COMPANY | NAME _P?Sl'l'.[ﬂl'lln.(‘.‘l‘lvl‘l‘[ESlSCHEDuLElmLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

? JScore

SELECT PAGE | SELECT SET

1 found containing one or more of these wards: dba oracle .. (1) match search criteria

[~ 100% B [C] DMGSIMG, MANUEL — Candidate Burbank, CA M

—

| |

ADD | GROUP | DELETE | MOVE j
SCHEDULE FOR MUSCILLOT- APRIL 17, 2002

C_ |5 lactio

SELECT RAGE

| att com Reo  2:30 AM102:45 15 Min Resurme Sent/Other, Written By MUSCILLOT.

Move Edit bel 2M = Appt DatedTime: 4/17/2002 Wednesday 2:30 A =l

|&] Done Il l_l_le Internet
Figure 4-20

Matches are listed by percentage. The higher the percentage, the
closer the match is to your query. The percentage is displayed
numerically and as a blue and yellow status bar. The longer the blue
line, the closer the match is to your query. A third green line may
display. This line indicates the subjective score (usually rated 1 to
100). The longer the green line, the higher the subjective score.

11.1f desired, do one or more of the following:
e To return to the Search Company by Keyword frame, click Back.

e To add one or more names to a Rollup List, select the
corresponding check boxes of the names you want to add to the
same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7.

e To edit the name information, click the name to display the name
information in the bottom frame.

Read Editing Name Information in Chapter 2 for further details.

e To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information in Chapter 1 for further
details.
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e To view the resume, notes/keywords, and summaries for a
particular name, click the R, N, and S hyperlinks, respectively.

HOME f’nnwuw| NAME |_v,osmnu |_A,CTlvl'I'IES |_SEHEDULE| ROLLUP | LETTERS | REPORTS | SYSTEM | EMAILL | HELP | LOG OUT

Fomere d By Main Sequence Technologies

1 |Score harme Company Mame City/State
SELECT PAGE | SELECT SET
1 found containing one or mare of these words: dba oracle . (1) mateh search riteria
- 100% R [C] ONGSING, MAMUEL — Candidate Burbank, CA NiA
o
i | 2l
- NAME | EDIT | EMAIL il

WVIEWY RESUME- MANUEL ONGSING (HTML BACKGROUND REMOVED)

MANUEL-T.-ONGSING
123-Main-Street
Redwood-City,-CA-91505
ongsing@home.com

&] Done [T 4 ntemet
Figure 4-21

Performing a Keyword Search for a Position

You can perform a Keyword Search for a Position from the Search
Positions by Keyword frame. When searching for keywords,
PCRecruiter will parse Position keywords, descriptions, and notes for
the specified criteria.

Procedure 4-6 Performing a Keyword Search for a Position

1. Click the purple Position button from the Browser header.
The Position Menu frame is displayed.

HOME f'onpmn NAME | POSITION | [ e | _SEHEDULE' ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Fomere d By Main Sequence Technologies
POSITION MENU
List P { Edit j I
|
=l SEARCH |
saneEn-L
EDIT COMPANY (DEFALLT) =
.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE % | ADDR
i) IEIErzmsTEDhnD\Dg\ES COPY TO CLIPBOARD
|448 Indiana Ave SAVEl
|
R - -
|@ Daone ’_’_|' Internet

Figure 4-22
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2.

Click the blue Keywords button.
The Search Positions by Keyword frame is displayed.

HOME f,onpmﬂnms PﬂSl'I'.[ﬂNl_AE‘I‘IVl‘I‘IESl_SfHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowered By Main Sequence Technologies

SEARCH POSITIONS BY KEYWORD
h (Up to 50) | =
-1 &

Open Saved Sesrch Sesrching Tips
@ Match Whole YWord
© Match Part of Word

1 |

-

EDIT COMPARMY (DEFALLT)

4. NAMES ADDODMMNYIDELEI‘E ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORE T | ADDR
2 IEIErzmsTEDhnD\Dg\ES COPY TO CLIPBOARD

Eioe — M @ e
Figure 4-23
If you want to use a previous search, do the following:
e Click the Open Saved Search link.

The Open Saved Search window is displayed.

2} Open Saved Search - Microsoft Intemnet Explorer ] 21

SAVED SEARCHES (LAST 200) Delete All
2002 3:15:22 P Data DBA
2002 3:14:26 P DBA

AFA2002 3:10:29 P Data

2002 12:26:58 P Tele

002 12:26: 20 P Sess
002122611 P B

32002 12:25:41 P tech

002 12:25:25 P data

A32002 12:21:24 PM - Securities

A/ 32002 12:20:43 P DBA Securities
A/3/2002 12:20:15 PM DBA Securities
Af372002 9:37:37 AM oracle

4732002 9:28:25 AM DBA Oracle
2002 92744 A DBA

AFONNT 93735 Ahd NRA =

Figure 4-24

|»

e Select the row containing the search criteria you want to use.

The Open Saved Search window is closed and you are returned
to the Search Position by Keyword frame. The selected criteria

are displayed in the provided text box.
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4. If you want to use predefined keywords, click List.
The Dropdown List window is displayed.

4372002 12:26:11 P
4732002 12:25:41 PM
4/3/2002 12:25:25 PM
4372002 12:21:24 P
4732002 12:20:43 PM

AFEINN7 Q-7 -5 Ahkd

5

tech

data
Securities

DBA Securities

4/3/2002 12:20:15 FiM DBA Securities

47372002 9:37:37 AM oracle

4£352002 9:28:25 AM DBA Oracle

4£352002 9:27:44 A DBA =

NRA

/2 Open Saved Search - Microsoft Intermnet E == =]
SAYED SEARCHES (LAST 200) Delete All =
4372002 3:15:22 P Data DBA

432002 3:14:26 PM DBA

4/3/2002 3:10:29 P Data

432002 12:26:59 PM - Tele

432002 12:26:20 PM Sess

=

Figure 4-25
5. From the Dropdown List window, do the following:
e Select one or more keywords you want to use as search criteria.

The Keywords are displayed in the provided text box as they are
selected.

Tip: To display different keywords, select a different type from
the Table Type list box such as Specialty Codes. To change
how a list is sorted, select a different option from the Sort By
list box. To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

e Close the window to return to the Search Position by Keyword
frame.

6. If desired, type additional words in the provided text box.
Refer to Table 4-2 on page 4-8 for syntax conventions.
7. Select one of the following search options:

e Match Whole Word. Select this radio button to configure the
search to return whole word matches.

For example, your criteria Technician will not return the keyword
Technicians.

e Match Part of Word. Select this radio button to configure the
search to return partial matches.

For example, your criteria tech will return Technical and
Technician keywords because they begin with tech.
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8.

10.

Do one of the following:
e |f you want to limit your search further, go to Step 9.
e [f you do not want to limit your search further, go to Step 10.

Using the provided text boxes, limit your search to a particular city,
state, zip, or telephone number.

POSITION
HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | RepoRTs | svsTe | emal | ete | L0G our |
Fowered By Main Sequence Technologies
SEARCH POSITIONS BY KEYWORD =
h (LUp to 50 PHI's=Project=Professional "Project Manager"” =
e
Open Saved Ssarch Sesrching Tips
* Match Whale Ward
© Match Part of Word
_search |
| of
EDIT COMPANY ﬂ
NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORE T | ADDR
> 2 |RCM Technologies COPY TO CLIPBOARD
|20 wyater view Blve SAVE | =l
|&] Done l_l_la Internet

Figure 4-26

For example, in Figure 4-26, the Keywords entered are the phrases
PMTI’s Project Professional and Project Manager. Returned results
must contain at least one of these phrases. In addition, results are
limited to the state of Pennsylvania only.

Click Search.
Positions matching your search criteria are listed.

HOME | COMPANY | NANE | POSITION | ACTIVITES | SCHEDULE | ROLLUP | LETTERS | RepoRTS | SYsTe | ewal | wewe | 10G our |

Fowered By Main Sequence Technologies

tI!ACKI ROLLUP =
E: core Job Title Company Mame City/State
SELECT PAGE | SELECT SET |
2 found containing one or mare of these wards: pmis project prafessianal project manager... (1) cantain wards as phrase
- 80%J (&) Eroject Manager RCM Technologies A&

2l | o
EDIT COMPAMNY =
NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORE T | ADDR
IP\CM Technologies COPY TO CLIPBOARD o
IED ‘Water View Bl SAVE |
5 2 [t Floor
I =l
|&] Done l_l_la Internet
Figure 4-27
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11.

Matches are listed by percentage. The higher the percentage, the
closer the match is to your query. The percentage is displayed
numerically and as a blue and yellow status bar. The longer the blue
line, the closer the match is to your query. A third green line may
display. This line indicates the subjective score (usually rated 1 to
100). The longer the green line, the higher the subjective score.

If desired, do one of the following:
e To return to the Search Company by Keyword frame, click Back.

e To add one or more names to a Rollup List, select the
corresponding check boxes of the names you want to add to the
same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

e To edit the position information, click the position to display the
Edit Position frame.

Read Editing Position Information in Chapter 3 for further details.

e To edit the company information, click the company name to
display the Edit Company frame.

Read Editing Company Information in Chapter 1 for further
details.

e To view the job description and keywords for a particular position,
click the J hyperlink.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT

Fomere d By Main Sequence Technologies

1 BACK | ROLLUP 2
E—h:m'e Job Title Company MName
SELECT PAGE | SELECT SET
2 faund containing one or more of these words: pmi's project professional praject manager... (1) contain wards as phrase
- 80%.J ) Project Manager RCM Technologies /A
2l | |
1. POSITION
VIEWY JOB DESCRIPTION- PROJECT MANAGER
Seeking |SRON=SNNEIEENETSE [SIENSEON=o el ===l credential is preferred. Analyze and report on corporate strategic

initiatives, create user fiendly processes, facilitate achivement of project objectives, monitor project plans, support teams in
preparing, monitaring and updating operating budgets, facilitate meetings, and timelines

&] Done [T 4 ntemet
Figure 4-28
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Performing an Advanced Search

You can perform Advanced Searches from the Advanced Company
Search, Advanced Name Search, and Advanced Position Search
frames. An Advanced Search is a combination of the Quick and
Keyword Searches. When performing an Advanced Search, first you
specify your Field search criteria and then you specify your Keyword
search criteria. The Keyword search criteria includes the same
functionality as the Keyword searches described in Performing Keyword
Searches on page 4-7.

Similar to Quick Search criteria, Field search criteria include a specific
field name and value pair. The field names are displayed in the
Predefined and Custom list boxes and are specific to the frame you are
in (i.e., Advanced Company Search, Advanced Name Search, and
Advanced Position Search). The Predefined list box contains the field
names available when you added a Company, Name, or Position. The
Custom list box contains the field types available when you entered
Company, Name, and Position Details.

HOME | COMPANY | NAME :’QSI'I'IDN| ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

ADWVANCED COMPANY SEARCH Limit To Mame Rollup Limit To Company Rollup =
[Company Mame =] [UKE = - Comparison Operators
 Add (o) © Order {asc)  Order (desc) &
[--Custorn Fields -~ =] [LIKE = | . .
———— Conjunction and
& Add (and)  Add (o) € Order fasc)  Order (desc) ADD
B
H
SEARCH CLEAR
SEARCH COMPANIES BY KEYWORD (USING FILTERS ABOWVE) o
Enter Keywards to Search {Up to 50) =
SR [
=
|&] Dane |_|_|Q Intemnet
Figure 4-29

In addition to the features described above and in previous sections, the
Field search criteria contain three additional features: Boolean
Comparison Operators, Boolean Conjunction Operators, and Boolean
Sorting Operators.

The Boolean Comparison Operators are used when adding a field
name and value pair; they include:

o Like. Select this operator to return matches that begin with the same
characters as the search criteria.

¢ Not Like. Select this operator to return all matches except those that
begin with the same characters as the search criteria.
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e Greater-than. Select this operator to return all matches whose
characters are greater than the search criteria.

o Less-than. Select this operator to return all matches whose
characters are less than the search criteria.

e Less-than Equal. Select this operator to return all matches whose
characters are less than or equal to the search criteria.

e Greater-than Equal. Select this operator to return all matches that
are equal to or greater than the search criteria.

e Equal. Select this operator to return all matches that are the same
as the search criteria.

e Not Equal. Select this operator to return all matches except those
that are the same as the search criteria.

o Is Empty. Select this operator to return all matches whose fields are
Null.

¢ Is Not Empty. Select this operator to return all matches whose fields
are not Null.

The Boolean Conjunction Operators are used when adding a multiple
field name and value pairs; they include:

e And. Select this operator to add another query statement. Matches
that meet both requirements will be returned.

e Or. Select this operator to add another query statement. Matches
that meet at least one requirement will be returned.

The Boolean Sorting Operators are optional and are used when
adding at least field name and value pair; they include:

e Asc. Select this operator to return matches in ascending order (A, B,
C,and 1, 2, 3).

o Desc. Select this operator to return matches in descending order (C,
B,Aand 3, 2,1).

Refer to the following sections for further details:
e Specifying Field Search Criteria on page 4-25.
e Specifying Keyword Search Criteria on page 4-30.
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Specifying Field Search Criteria

As mentioned in Performing an Advanced Search on page 4-23,
specifying Field search criteria is similar to specifying Quick Search
criteria. In addition, the Advanced Field search criteria contain three
additional features: Boolean Comparison Operators, Boolean
Conjunction Operators, and Boolean Sorting Operators. To learn more
about these features, read the discussion starting on page 4-23.

Procedure 4-7 Specifying Field Search Criteria

1. Click one of the following purple buttons from the Browser header:
Company, Name, or Position.

The Menu frame for the button you selected is displayed.

HOME | COMPANY | NAME :’nsmnn|acnvas|SCHEWLE|mLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Powere d By Main Sequence Technologies

COMPANY MENU

ICDmpany MName (Sorf) j |

N I
IStatefCDunlry j | SEARCH
KEYWORDS | ADVANCED 4
ADD | GROUP | DELETE | MOVE j
SCHEDULE FOR MUSCILLOT- APRIL 17, 2002
EE Duration Mermo
SELECT PAGE
u At com Reo  2:30 AM to 2:45 15 Min Resume Sent/Other, Written By MUSCILLOT,
O i ] ’_‘*J_Xpm Dat_ef!'\_me_‘ 4/1?1‘2_002_ Wedn_eaday 2:30 AM |
|@ hllp../‘/Ie.rcml.cumfpcrb\n/\ugln.exe?\ﬂpul:MUSE\LLEIT&InDuI:PW'hD\d&Input:CDMF’ANY&InDuI:Iam|i l_l_lﬁ Intermnet
Figure 4-30

2. Click the blue Advanced button.

The Advanced Search frame is displayed (Figure 4-29 on page 4-
23).

3. If you want to use a previous search, do the following:
e Click the Open Saved Search link.
The Open Saved Search window is displayed.
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/3 Open Saved Search - Microsoft Internet o ] 4

SAVED SEARCHES (LAST 200) Delete All

Af3F2002 1:01:02 P LOCAL=AREA-NETWORKS Hardware
Software

2002 12:46: 20 P Data

A32002 12:27:21 PM hardware

002 12:2713 P hard

Af32002 9:29:27 AM technical hardware

AFAA002 90 16:42 A .NET LANGUAGES DATABASES
TELECOM=SYSTEMS

Af342002 9:12:06 A DATABASES LANGUAGES S

A/372002 9:11:48 AM technical hardware TELECOM=SYSTEMS
DATABASES
phone: [732) 222

AFAA002 9:11:34 A ADMINISTRATIVE=FUNCTIONS ABAP

4/3/2002 9:11:15 AM hardware software technical

A/3/2002 9:10:58 AM hardware software technical LI

| v

Figure 4-31
Select the row containing the search criteria you want to use.

The Open Saved Search window is closed and you are returned
to the Advanced Search frame. The selected criteria are
displayed in the provided text box.

4. If you want to narrow your search to a specific Rollup List item type,
do the following:

Click one of the following links:

e Limit to Name Rollup. Select this link if you want to narrow
your search to matches that are associated with the names
contained in the selected Rollup List.

For example, if you are in the Advanced Company Search
frame and you select the Limit to Name Rollup link, then
only companies matching all criteria specified and that are a
parent company of a name in the selected Rollup List will be
returned.

¢ Limit to Company Rollup. Select this link if you want to
narrow your search to matches that are associated with the
companies contained in the selected Rollup List.

For example, if you are in the Advanced Position Search
frame and you select the Limit to Company Rollup link, then
only positions matching all criteria specified and that are
associated with a company in the selected Rollup List will be
returned.
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The Limit to Rollup List frame is displayed in the Rollup Lists
window.

3 Rollup Lists - Microsoft Internet Explorer =10 =]
LIMIT TO ROLLUP LIST [Show All Rollup Lists] ]
Rollup Mame
| Search |
|Can | change the Cod... j
Select List |
|
Figure 4-32

If the Rollup List you want to view is not displayed in the provided
list box, click [Show All Rollup Lists].

From the provided list box, select the desired Rollup List name.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click Search.

Click Select List.

You are returned to the Advanced Search frame and your Rollup List
selection is formatted as a query statement and displayed in the
provided text box.

5. Using the Predefined/Custom list and text boxes, do the following:

Select the field on which you want to base your search criteria.

For example, if you are in the Advanced Company Search frame,
choose Number of Employees from the Predefined list box or
*Additional Email from the Custom list box.

Specify your Comparison operator.

For a complete list of Comparison operators and their
descriptions, refer to the discussion starting on page 4-23.

In the provided text box, enter a value for the selected field.

6. Click Add.

The criteria is formatted as a query statement and displayed in the
provided text box.
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HOME | COMPANY | NAME _P,QSl'I'.IlmllAC'I'Nl'I'IESlSCHEWLElROLLUP LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fowere 4 By Main Sequence Technologies

ADWANCED COMPANY SEARCH Lirnit To Marme Rollup Limit To Cormpany Rollup 2
Predefined ICompany MName j |LIKE j |
& Add (and) © Add (or) © Order (asc)  Order (desc) ADD
Custom ITEST j ILIKE j I M
& Add (and)  Add (or) " Order (asc)  Order (desc) ADD
Companies No_of_Employees [5T]5 < —1
H

EDIT COMPANY (DEFALILT)

1. NAMES | ADD COMPANY | DELETE | ACTIVITY ‘ PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR
lam |ElerzmsTechnD\Dg\es COPY TO CLIPEOARD

|448 Indiana Awve. SAVE

I I T

@ | | @

Figure 4-33

Do one of the following:

e [f you want to add another query statement, go to Step 8.

¢ [f you do not want to add another query statement, go to Step 9.
If you are adding another query statement, do the following:

e Select a conjunction operator:

e And. Select this operator to add another query statement.
Matches that meet both requirements will be returned.

e Or. Select this operator to add another query statement.
Matches that meet at least one requirement will be returned.

e Repeat Step 5.

If desired, specify an order operator. First, select one of the following
operators and then click Add:

e Asc. Select this operator to return matches in ascending order
(A,B,C,and 1, 2, 3).

e Desc. Select this operator to return matches in descending order
(C,B,Aand3, 2,1).
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ADWVANCED COMPANY SEARCH Lirnit To Mame Rollup Limit To Company Rollup =
ICnmpany Narme j |LIKE j |
& Add (and) © Add (o)  Order (asc) © Order (desc) _ADD |
Custorn [TEST =] Juke = Y|
& Add (and)  Add (o)  Order {asc)  Order {desc) ﬂl
Companies. No_of_Employees [GT] 'S ;I

AND Companies State [EQ] NJ'
ORDER BY Companies.Company_Name ASC

=

EDIT COMPANY (DEFAULT)

1. NAMES | ADD COMPANY | DELETE I POSITION | DETAILS I ROLLUP | MORE 7 | ADDR
s |Eerzms Technologies COPY TO CLIPBOARD
|44E Indizna Ave SAVE

I R

&1 I : [T 4 Intemet
Figure 4-34

For example, in Figure 4-34, a second query statement was
added using the conjunction AND. Also in Figure 4-34, a third
query statement was added indicating that matches should be
returned in ascending (ASC) order — in this case, alphabetical.

10.Do one of the following:

e If you want to further define your search with keywords, perform
Procedure 4-8 on page 4-30.

e [f you want to run the query, click Search.
Items matching your search criteria are returned.

HOME | COMPANY | NAME | POSITION | ACTIVITIES | SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT
= = —
Famere d By Main Sequence Technologies
ROLLUP | ADD
Search Re:ulls Record 1 of 4
Iz-:nznj G y Mams City/State ore
SELECT PAGE
™ 100% BEiS Princeton, MJ (231) 211-234_ Ex. [ ik
7 100% Coletta Enterprises Long Branch, NJ ([732) 222-3797 Ex [ -
I~ 100% Delta Phi Technologies Princetan, KJ (B00) 555-1212 Ex I s
[ 100% ® TML Compan Awalon, NI (509) 263-0663 Ex. ) -
d | 2l
EDIT COMPANY (DEFAULT) =
1. NAMES | ADD COMPANY IJELEI'EI POSITION I:II:TA[LSI ROLLUP | MORE 7 | ADDR
Carmp e |Detta Phi Technologies COPY TO CLIPBOARD
|1 Main Street SAVE
! [ =
&] Done [T 4 ntemet

Figure 4-35
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Specifying Keyword Search Criteria

When performing an Advanced Search, it is not necessary to specify
Keywords. However, if you do specify keywords, results that are
returned will meet the Field search criteria as well as the Keyword
search criteria.

Note: The following procedure assumes that you have performed
Procedure 4-7 on page 4-30.

Procedure 4-8 Specifying Keyword Search Criteria

1. If you want to use predefined keywords, click List.
This Dropdown List window is displayed.

/2 Dropdown List - Microsoft Internet Explorer o ] 4
able Skill Codes = ERMECoce -] =

NET LANGUAGES

4GL LANGUAGES

5ESS TELECOM SYSTEMS

ABAP LANGUAGES

ACCESS DATABASES

ACF2 DATA SECURITY

ACTIVE X SOFTWARE -
ACTUATE LANGUAGES

ADABAS DATABASES

AIX OPERATING SYSTEMS

APACHE SPECIALTIES

APL LANGUAGES

APS LANGUAGES |

Figure 4-36
2. From the Dropdown List window, do the following:

e Select one or more keywords you want to use as search criteria.

The keywords are displayed in the provided text box as they are
selected.

Tip: To display different keywords, select a different type from
the Table Type list box such as Specialty Codes. To change
how a list is sorted, select a different option from the Sort By
list box. To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

e Close the window to return to the Advanced Search frame.
3. If desired, type additional words in the provided text box.
Refer to Table 4-2 on page 4-8 for syntax conventions.
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SEARCH COMPANIES BY KEYWORD (USING FILTERS ABOWVE)
it dlani b SESS=TELECOM=SYVSTEMS ;I

& Match Whole YWord
" Match Part of Ward

SEARCH |

EDIT COMPANY [DEFALILT)

NAMES ADDOCJMPANY'DELEI‘E ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORET | ADDR
2 IEIErzmsTEDhnD\Dg\ES COPY TO CLIPBOARD

|448 Indiana Awve SAVEI

Ib{

|&] Dane : l_l_lﬁ Intemnet
Figure 4-37

For example, in Figure 4-37, the Keywords entered is the phrase
S5ESS Telecom Systems. Returned results meet the criteria entering
in Procedure 4-7 and contain the phrase 5ESS Telecom Systems.

4. Select one of the following search options:

e Match Whole Word. Select this radio button to configure the
search to return whole word matches.

For example, your criteria Database will not return the keyword
Databases.

e Match Part of Word. Select this radio button to configure the
search to return partial matches.

For example, your criteria Data will return the keywords Database
and DataSmart because they begin with Data.

5. Click Search.
Items matching your search criteria are returned.

HOME | COMPANY | NAME ;r'nsmou| _AE'I'IV[‘I‘IE' _SEHEDULElRDLLUF LETTERS | REPORTS | SYSTEM | EMALL | HELP | LOG OUT |

Fomere d By Main Sequence Technologies

ROLLUP | ADD

Search Results- Record 1 of 4
IR [Score  [Company Name City/State Phone

SELECT PAGE

™ 100% BrE Princeton, MJ (231) 211-234_Ex Bhan

™ 100% Coletta Enterprises Lang Branch, hJ ([732) 222-37597 Ex -

[~ 100% Delta Phi Technologies Princeton, MJ (B00) 555-1212 Ex. i

[~ 100% © ML Company Avalon, NJ (602) 263-0669 Ex. -

4 I |
EDIT COMPANY (DEFALILT) =

NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT POSITION | DETAILS | ROLLUP | MORE T | ADDR

IDeIta Fhi Technologies COPY TO CLIPBOARD

|1 Main Street ﬁl

| =
|&] Dane l_l_lﬁ Intemnet

Figure 4-38
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Viewing Activities

What You’ll Find in This Chapter

This chapter explains how to view company, name, and position
activities. It explains how to group activities together in Rollup Lists and
how to generate Company, Name, and Position Activity Reports.

In addition, this chapter also explains how to view interview and
contractor lists. Refer to the following table for a description of the

sections you will find in this chapter.
Table 5-1 What You’ll Find in Chapter 5

If you want to... Read...

View activities for all companies or for a specific
company,

View some or all activities for a specific name or
for all names,

View a list of all interviews or a list of interviews
for a specific position, company, or name,

View a list of all positions or a list of positions for a
specific company or job title,

View a list of available contractors and temporary
employees,

View a list of contractors and temporary
employees that are on assignment,

Viewing Company Activities on
page 5-2.

Viewing Name Activities on
page 5-7.

Viewing Interviews on
page 5-12.

Viewing Position Activities on
page 5-19.

Viewing All Contractor/Temp
Candidates on page 5-25.

Viewing Contractors/Temps on
Assignment on page 5-28.
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Viewing Company Activities

You can view a list of activities for all companies or for a specific
company from the Company Activities frame. From this frame you can
also group activities in a Rollup List and print a Company Activity
Report.

Procedure 5-1 Viewing Company Activities

1. Click the purple Activities button in the Browser header.
The View Activities frame is displayed.

_Hlomoommv :’Aujw SCHEWLeLnIuw LETTERS "Em|_,5"ﬂ|_5,"&|_“fi| LOG ouT |

iew Activities| Poiere d By Main Sequence Technologies

WIEYY ACTWITIES

Wiew Company Activities
Wiew Mame Activities
Wiew Interviews

Wiew Position Activities
Contract/Termp Activities

EDIT COMPANY (DEFALILT) j

1.NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE T | ADDR
me

IBerzinsTechnD\Dg\es COPY TO CLIPBOARD
|448 Indiana Ave. SAVEl

|
R - oo &

|@ hitp:#fe.remt. com/perbindtoday. exe 7l nputl :MUSC\LLUT&Input2:TABLE&\nDuIE:BIank&InpuM:B\ank&InDuIE:Blank&lnpll_l_lﬁ Intermnet

Figure 5-1
2. Click the View Company Activities link.
The Company Activities frame is displayed.

HOME | COMPANY | NAME w SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Fowered By Main Sequence Technologies
| 2
COMPANY ACTMITIES
41 242002 = S 4 22002 i~
Sort By & Date Entered
 User Mame
 Campany Marme
Wiew Activities SEARCH
Filter By Compaty MNarme sy I ﬁl
Filter By User Name | &I
Filter By Activity Type I &I
Filter By Rollup List | ﬁl
Freeform Text Search ;I
E L
Wiew Activities SEARCHl |
oo o e e =
|&] Done l_l_la Internet

Figure 5-2
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3. In the Beg and End text boxes, specify the time range for which you
want to view company activities. Type the dates or do the following:

e Click the corresponding List button to display the Select Date
and Time window.

3 Select Date and Time = o ] 4|
[ April 2002 =l |ivean =] =

April 2002

Sun Mon Tue [Wed Thu Fri [Sat

(-IRETRE T
/B B [T A
5 0 | =
2 1ps paTlpsT
EEEE [

41242002

oK

1

[

Figure 5-3
e Use the provided controls to set a new date and click OK.

You are returned to the Name Activities frame and your selections
are displayed in the provided text boxes.

4. Choose one of the following sort options:

o Date Entered. Choose this option to sort matches by the date
they were entered in the system.

e User Name. Choose this option to sort matches by the user
name of the person who created the activity.

e Company Name. Choose this option to sort matches by the
name of the company with which the activity is associated.

5. Do one of the following:
¢ [f you want to define your criteria further, go to Step 6.
e [f you want to run the query, click Search.

Name activities generated during the time period specified are
returned.
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6.

7.

If you want to filter your activities by Company Name, do the
following:

window.

Click the corresponding List button to display the Dropdown List

Type the entire name or the first few letters in the provided text

box and click List to display the closest matches.

2} Dropdown List - Microsoft Inte:

=101

| '

Bannana Republic
Bioston,

Berzins Technologies
448 Indiana Awe.

Long Branch, MJ 07740
(732) 222-4893 Ex.
BMS

143

Princeton, MJ 12345
2317 211-234_ Ex.
Bob's IT Solutions Inc.
26913 Morthwestern Hwy
Southfield, Ml 43034
[245) 350-3300 Ex.

Figure 5-4

Click the desired name.

You are returned to the Company Activities frame and your
selection is displayed in the Filter by Company Name text box.

If you want to filter your activities by User Name, do the following:

Click the corresponding List button to display the Dropdown List

window.

a Dropdown List - Microzoft Int

=10l x|

| ]

ADMIN Systern Administratar
BOB Eob Hutchinson
BUSELD Dennis Busel
HODS Jeff Hodoroweski
HOUSE House Acct
MARTINS Sue Martin
MUSCILLOT Taralee Muscillo
TARALEE Taralee

TRAIN Training User

TRAINT Train1

TRAIN2 TrainZ

TSTTST

Figure 5-5

Click the desired name.
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Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Company Activities frame and your
selection is displayed in the Filter by User Name text box.

8. If you want to filter your activities by Activity Type, do the following:

o Click the corresponding List button to display the Dropdown List
window.

/2§ Dropdown List - Microsoft Int i ] B4

I B

ADDNAME ADDMAME

BULKEMAIL BULKEMAIL

CHANGECO CHANGECO

EMAIL EMAIL

SYSTEM SYSTEM

ADDCO ADDCO

ADDPOS ADDPOS

INGUIRY [NGUIRY

Cand Inter In house preliminary interiew
Client Vis Attended Client Visit

L/M Intro Left Intro Message

L/M Intvr LM to schedule interview

L/M Job Left message regarding a new position =

Figure 5-6
e Click the desired type.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Company Activities frame and your
selection is displayed in the Filter by Activity Type text box.

9. If you want to filter your activities by Rollup List, do the following:

e Click the corresponding List button to display the Limit to Rollup
List frame in the Dropdown List window.

43 Dropdown List - Microsoft Internet Explorer o =] B
Limit to Rollup List. [Show All Rollup Lists 2l
Raollup Marne
| Search |
|Can | change the Cod... j
Select List |
=
Figure 5-7

¢ |If the Rollup List you want to view is not displayed in the provided
list box, click [Show All Rollup Lists].
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e From the provided list box, select the desired Rollup List name.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click Search.

e (lick Select List.

You are returned to the Company Activities frame and your
selection is displayed in the Filter by Rollup List text box.

10.If you want to filter your activities by the Activity Text, type the text in
the Freeform Text Search text box.

11.Click Search.

Company activities matching your criteria are returned for the time
period specified.

_H,DEICOHPMY _",M_EIW SCHEWLELR,O% LETTERS REPDKTS'_,SYEI_EIM&I_H,EEI LOG ouT |

Fowered By Main Sequence Technologies

1. BACK | ROLLUP | PRINT =
COMF’ANY ACTHITIES- RECORD 1 OF 31
Date/Time
SEI_ECT PAGE | SELECT SET
[~ Muscillo Technologies MUSCILLOT |, 4/11/2002 CHANGEPOS Position: Technical Writer (EB-3735453241)  +]
12:10:33 P has been moved from Muscillo Technologies
to Muscillo Technologies. {Thu Apr-11 '02
12:10pMUSCILLOT) ;I
™ Muscillo Technologies MUSCILLOT |, 4/11/2002 CHANGEPOS Position: Technical Writer (EB-3735453241) =]
12:10:33 P has been moved from Muscillo Technologies Ll
EDIT COMPANY (DEFALLT) =
1. NAMES | ADD COMPANY | DELETE A.CTIV].TY' POSITION | DETAILS | ROLLUP | MORET | ADDR
= ‘:l i

|ElerzmsTechnD\Dg\es COPY TO CLIPBOARD

|448 Indiana Awve. SAVE

|&] Done : : l_l_la Internet
Figure 5-8
12.1f desired, do one of the following:

e To add one or more activities to a Rollup List, select the
corresponding check boxes of the activities you want to add to
the same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.
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e To generate a Company Activity Report, click Print.

Company Activity Report ﬂ
Date/Time Act Type Company Wuctinity

1152002 CHANGEFROS Muscilla Fozition: Technical Writer (EB-37356452244) has bean moved

12:10:33 Phi, Technologies from Muzecillo Technologies to Muscillo Technologies (Thu

MUSCILLOT Wpr11 02 12:10pMUSCILLOT)

41 1/2002 CHANGEFOS Muscillo Fosition: Technical Writer (EB-3735455324H1) has been moved

12:10:33 P, Technologies from muscillo T ies to Muscillo T ies. (Thu

MUSCILLOT WBpr-11 '0Z 12:10pMUSCILLOT)

41152002 SAVECOM Frasso Company Record Was Updated. (Graszo Technologies) wia CGlL

25217 A, Technologies (Thu Apr-11'02 3:52a/MUSCILLOT)

MUSCILLOT

1152002 ADDCOM j&ij Industries Company ifas Entered By MUSCILLOT wia CG1(Thu Apr11

92016 Ahd, '02 320aMUSCILLOT)

MUSCILLOT

annmnne A SIANED P— randidata Mo fecinnmant =
4 | »
[&] Dane | Intemet Y

Figure 5-9
Viewing Name Activities

You can view a list of activities for all names or for a specific name from
the Name Activities frame. You can also view a list of name activities for
a specific name, company, or Rollup List. From the Name Activities
frame you can also group activities in a Rollup List and print a Name
Activity Report.

Procedure 5-2 Viewing Name Activities

1. Click the purple Activities button in the Browser header.
The View Activities frame is displayed (Figure 5-1 on page 5-2).
2. Click the View Name Activities link.

The Name Activities frame is displayed.
_u,n£| COMPANY Enjw SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM _E,M&l_H’Eil LOG ouT |

Fowered By Main Sequence Technologies
== 2

NAME ACTIITIES
L 1 2/2002 S 4 22002
Sort By " Date Entered

™ Last Name

© User Mame

 Company Mame

Wiew Activities SEARCH

Filter By Last Mame )

Filter By First Name %)

Filter By User harne

Filter By Activity Type

b b 2 b
|

I
|
I
Filter By Company Marme ) |
I
I

Filter By Rollup List

ke

|&] Done l_l_la Internet
Figure 5-10

Using PCRecruiter
Page 5-7



Chapter 5, Viewing Activities

3. In the Beg and End text boxes, specify the time range for which you
want to view name activities. Type the dates or do the following:

e Click the corresponding List button to display the Select Date
and Time window (Figure 5-3 on page 5-3).

e Use the provided controls to set a new date and click OK.

You are returned to the Name Activities frame and your selections
are displayed in the provided text boxes.

4. Choose one of the following sort options:

o Date Entered. Choose this option to sort matches by the date
they were entered in the system.

e Last Name. Choose this option to sort matches by last name of
the person with which the activity is associated.

e User Name. Choose this option to sort matches by the user
name of the person who created the activity.

e Company Name. Choose this option to sort matches by the
name of the company with which the activity is associated.

5. Do one of the following:
¢ |f you want to define your criteria further, go to Step 6.
e [f you want to run the query, click Search.

Name activities generated during the time period specified are
returned.

6. If you want to filter your activities by Last Name or First Name, do the
following:

e Click the corresponding List button to display the Dropdown List
window.

e Type the entire name or the first few letters in the provided text
box and click List to display the closest matches.

Using PCRecruiter
Page 5-8



Chapter 5, Viewing Activities

43 Dropdown List - Microsoft Inl: o )] 53]

Reginald Maddox

Tarrance, CA

ruth. herrera@remt.corm

Edie Dorando Mainframe

GGG

Ower fiteen years of extensiv, in Data Process
Eileen Markman

Flanders, MJ

Dean Martin

545 Harvey Road

Manchester, NH 03103
it.manchester@rcmt.com

Sue Martin

123 Water Blvd

anytown, pa 222111 =

Figure 5-11
e Click the desired name.

You are returned to the Name Activities frame and your selection
is displayed in the corresponding text box.

7. If you want to filter your activities by User Name, do the following:

e Click the corresponding List button to display the Dropdown List
window.

3 Dropdown List - Microsoft Inl: o ] 4
| B

ADMIN System Administrator
BOB Bob Hutchinson
BUSELD Dennis Busel

HODS Jeff Hodorowski
HOUSE House Acct
MARTINS Sue Martin
MUSCILLOT Taralee Muscillo
TARALEE Taralee

TRAIN Training User

TRAINT Train1

TRAIN2Z Train2

TSTTST =

Figure 5-12
e Click the desired name.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Name Activities frame and your selection
is displayed in the Filter by User Name text box.
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8. If you want to filter your activities by Company Name, do the
following:

Click the corresponding List button to display the Dropdown List

window.

Type the entire name or the first few letters in the provided text
box and click List to display the closest matches.

2 Dropdown List - Microsoft Inte o ]

Bannana Republic
Bostan,

Berzins Technologies
443 Indiana Awve.

Long Branch, KJ 07740
[732) 222-4893 Ex.
BMS

123

Princeton, MJ 12345
2317 211-234_ Ex.
Bob’s IT Solutions Inc.
26913 Morthwestern Hwy

(248) 350-3300 Ex.

| e

Southfield, tl 43034 .

Figure 5-13

Click the desired name.

You are returned to the Name Activities frame and your selection
is displayed in the Filter by Company Name text box.

9. If you want to filter your activities by Activity Type, do the following:
Click the corresponding List button to display the Dropdown List

window.
/3 Dropdown List - Microsaft Inl: ]
n C
ADDNAME ADDMAME

BULKEMAIL BULKEMAIL

CHANGECO CHANGECO

EMAIL EMAIL

SYSTEM 5YSTEM

ADDCO ADDCO e
ADDPOS ADDPOS

INQUIRY INQIUIRY

Cand Inter In house preliminary interdew
Client Vis Attended Client Wisit

L/M Intro Left Intro Message

L/M Intwr LW to schedule interview

L/M Job Left message regarding a new position H

Figure 5-14
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Click the desired type.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Name Activities frame and your selection

is displayed in the Filter by Activity Type text box.

10.1f you want to filter your activities by Rollup List, do the following:

Click the corresponding List button to display the Limit to Rollup
List frame in the Dropdown List window.

/) Dropdown List - Microsoft Internet Explorer =] x|
Limit to Rollup List. [Show All Rollup Lists =l
Rollup Mame
| Search |
|Can | change the Cod... j

Select List |
[
Figure 5-15

If the Rollup List you want to view is not displayed in the provided
list box, click [Show All Rollup Lists].

From the provided list box, select the desired Rollup List name.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click Search.

Click Select List.

You are returned to the Name Activities frame and your selection
is displayed in the Filter by Rollup List text box.

11.1f you want to filter your activities by the Activity Text, type the text in
the Freeform Text Search text box.

12.Click Search.

Name activities matching your criteria are returned for the time
period specified.
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_H’u£|oonpmv _m’ﬂw SCHEWLEI:M LETTERS nsmn'rs|_sv’ﬂ|_5,n£|_u’£i| LOG ouT |

Fomere d By Main Sequence Technologies
#.BACK | ROLLUP | PRINT =
NAME ACTIITIES- RECORD 1 OF B
ISel [Mame Date/Time
SELECT PAGE
[~ Muscillo, Taralee MUSCILLOT , 4M10/2002 Muscillo Technologies  ROUTING Resume group sent. The
11:34:17 AM following namesiresumes

were attached:
Taralee Muscillo

[~ Muscilla, Taralee MUSCILLOT |, 4110/2002 Muscillo Technologies  ROUTING
11:32:43 AM

Resume group sent. The
following names/resumes

Ll L
I K

EDIT COMPANY (DEFAULT)

1. NAMES | ADD COMPANY | DELETE | ACTIVITY | PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORE T | ADDR
C e |BerzinsTechnD\Dg\es COPY TO CLIPBOARD
|448 Indiana Ave. SAVEl

|&] Dane : : l_l_lﬁ Intemnet
Figure 5-16
13.1f desired, do one of the following:

e To add one or more activities to a Rollup List, select the
corresponding check boxes of the activities you want to add to
the same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

e To generate a Name Activity Report, click Print.

Name Activity Report 2
Date/Time Aot Type  |Name Company Actiuity

02002 ASSIGNED Taralee Bunny hluseilla Candidate On Aszignment.

40703 PM, Teshnologies ** Candidate Name: Tarales Bunny

MUSCILLOT ** Pozition With: Graszo Technologies

" Job Title: Database Administrator
" Position 14: EB-3735122771

" City: Trenton

" Gtate: MJ

" Contact Hame: John apple

=" Contact Phone: (3 - Ex.
" Beginning Date: 4/13/2002

=" Ending Date: 4/10/2003

=" Starting Salany: $0.00

= Frimary Recruiter: MUSCILLOT
| = Placement Fee: $0.00 | _ILI
1 3
|&] Dane [ [ [ ntemet Y
Figure 5-17

Viewing Interviews

You can view a list of all interviews or interviews for a specific company
or name from the Interviews frame. From this frame you can also group
interviews in a Rollup List and print an Interview Report.

Procedure 5-3 Viewing Interviews

1. Click the purple Activities button in the Browser header.
The View Activities frame is displayed (Figure 5-1 on page 5-2).
2. Click the View Interviews link.

Using PCRecruiter
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The Interviews frame is displayed.

HOME | COMPANY | NAME w SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Powere 4 By Main Sequence Technologies
1. BACK =
INTERVIEVWS
e 412/2002 S 412/2002
& Appaintment Date
" Arranged Date
" Last Name
" Company Mame
© \Written By
Wiew Activities SEARCH
Filter By Interview Type | M
Filter By Last Nama ) | M
Filter By Company Mame s) I ﬁl o
Filter By YWritten By | M
Filter By Position Id | E
it e = [
[ e T T =
|@] Done l_l_le Internet

Figure 5-18

3. In the Beg and End text boxes, specify the time range for which you
want to view interviews. Type the dates or do the following:

e Click the corresponding List button to display the Select Date
and Time window (Figure 5-3 on page 5-3).

e Use the provided controls to set a new date and click OK.

You are returned to the Interviews frame and your selections are
displayed in the provided text boxes.

4. Choose one of the following sort options:

e Appointment Date. Choose this option to sort matches by the
date of the interview.

e Arranged Date. Choose this option to sort matches by the date
the interviews were set up.

e Last Name. Choose this option to sort matches by last name of
the person with which the interview is associated.

e Company Name. Choose this option to sort matches by the
name of the company with which the interview is associated.

e Written By. Choose this option to sort matches by the user name
of the person who set up the interview.

5. Do one of the following:
e If you want to define your criteria further, go to Step 6.
e [f you want to run the query, click Search.

Name activities generated during the time period specified are
returned.
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6. If you want to filter your activities by Interview Type, do the following:

o Click the corresponding List button to display the Dropdown List
window.

/3 Dropdown List - Microsoft Int o ] B3
PRE Presentation j‘
RES Resume/Other
TEL Telephone

INP In persan

OFS Offer Stage
OFF Offer Made
DEC Offer Declined
ACC Offer Accepted
TMP Contract/Termp
PLA Placement
OUT Out-of-Process

Figure 5-19
e Click the desired type.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Interview Type text box.

7. If you want to filter your activities by Last Name, do the following:

o Click the corresponding List button to display the Dropdown List
window.

e Type the entire name or the first few letters in the provided text
box and click List to display the closest matches.

/2§ Dropdown List - Microsoft Ink o ]
| E

Reginald Maddox

Torrance, CA

ruth. herrera@rcmt.com

Edie Dorando Mainframe

BEE

Cwver fiteen years of extensiv, in Data Process =
Eileen Markman

Flanders, B

Dean Martin

645 Harvey Road

Manchester, NH 03103

it. manchesten@@romt. com

Sue Martin

123 Water Blvd

anytown, pa 222111 id

Figure 5-20
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e Click the desired name.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Last Name text box.

8. If you want to filter your activities by Company Name, do the
following:

o Click the corresponding List button to display the Dropdown List
window.

Type the entire name or the first few letters in the provided text
box and click List to display the closest matches.

/A Dropdown List - Microsoft In Ol x]

| -

Bannana Republic
Boston,

Berzins Technologies
443 Indiana Awve.

Long Branch, MJ 07740
(732) 222-4893 Ex.
BMS

123

Princetan, MJ 12345
(231) 211-234_ Ex.
Bob’s IT Solutions Inc.
26913 Northwestern Huy
Southfield, kI 48034 e
(248) 350-3300 Ex.

Figure 5-21
e Click the desired name.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Company Name text box.

9. If you want to filter your activities by the user name of the person
who set up the interview, do the following:

e Click the Written By List button to display the Dropdown List
window.

/3 Dropdown List - Microsoft In 101 x|
| Z

ADMIN Systern Administrator
BOB Eob Hutchinson
BUSELD Dennis Busel
HODS Jeff Hodorowski
HOUSE House Acct
MARTINS Sue Martin
MUSCILLOT Taralee Muscillo
TARALEE Taralee

TRAIN Training User

TRAINT Train1

TRAIN2 Trair

TSTTST =

Figure 5-22
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e Click the desired name.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Written By text box.

10.If you want to filter your activities by Position 1D, do the following:

o Click the corresponding List button to display the Dropdown List
window.

/3 Dropdown List - Microsoft |

u

Business Systems Analyst RCM
Technologies Parsippany MJ
2

Chief Information Officer DMB Associtates
EB-3733744900

Chief Information Officer xyz
31

Data Security Analyst Candidate
15
Database Administrator Grasso

Technologies Trenton MNJ
EB-3735133771

Database Analyst X7 Corp
7
Natahaca Anahmet Stata of Mavada =l

Figure 5-23
e C(Click the desired ID.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Position ID text box.

11.1f you want to filter your activities by Job Title, do the following:

o Click the corresponding List button to display the Dropdown List
window.

/3 Dropdown List - Microsoft In

n

Business Systems Analyst RCM
Technologies Parsippany MJ

2

Chief Information Officer DME Associtates
EB-3733744900

Chief Information Officer xyz

31

Data Security Analyst Candidate

15

Database Administrator Grasso
Technologies Trenton KJ
EB-3735133771

Database Analyst xYZ Comp

7

Natahaca Anahmet Stata of Movada LI

Figure 5-24
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e Click the desired title.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Job Title text box.

12.1f you want to filter your activities by Department, do the following:
[ ]

Click the corresponding List button to display the Dropdown List
window.

<2 Dropdown List - Microsoft In ] 3
| |

Consulting
Development
Engineering
Sherif's Dept.
Solutions

Figure 5-25
e Click the desired department.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Department text box.

13.If you want to filter your activities by Status, do the following:

o Click the corresponding List button to display the Dropdown List
window.
3 Dropdown List - Microsoft In I i |3
[ =

st Int 15t Interview

2nd Int 2nd Interview

3rd Int 3rd Interview

Other Int Other Internet Recruiting Sources

Phone A/E Telephone Screen by Account
Executive

Phone Cnt Telephane Screen by Client
Pipeline Recruiting activity far future needs
Rec Hold Mo Recruiting Activity

Start Confirmed Start Date

Sub to AE Candidate presented to A/E
Sub to Cnt Candidate presented to Client
Turn Down Turned down RCMT offer

Figure 5-26
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e Click the desired Status.

Tip: To locate words in a long list, enter one or more
characters in the Lookup text box and click List.

You are returned to the Interviews frame and your selection is
displayed in the Filter by Status text box.

e Select the Show Most Recent Status check box to display
activities whose last known state is the status specified.

14.Click Search.

Interviews matching your criteria are returned for the time period
specified.

_H,uﬁlmnpmv _ww scuswmt&?ﬂ LETTERS REFDKTSI_S@_E/M&I_H[EEI LOG ouT |

Fomere d By Main Sequence Technologies
1. BACK | ROLLUP | PRINT -
INTERWIEVWS- RECORD 1 OF 9
[Sel [Type  |Appointrent Date Atranged Date Job Title
_S;'Ml
[~ Contract/Temp 4/10/2002 8:00 Ab 4/10/2002 5:00 P Database Administratar Tommy Lawson
[T Contract/Temp 4/8/2002 5:00 AM 4/8/2002 5:00 FM Technical Writer Taralee huscillo
I~ Placement 4/8/2002 8:00 At 4/8/2002 8:00 AM Technical Writer Stephen Grasso
[ Resume A/3/2002 3:20 P Af3/2002 3:20 P Datahase Analyst Ilay Abraham &
« | _'l_I
EDIT COMPANY (DEFAULT) j

1. NAMES ADDOQMPAN\'lDELEI'E A.C'I'IV].TY' PRINT | NOTES | POSITION | DETAILS | ROLLUP | MORET | ADDR
! Bkl IBerzinsTechnD\Dg\es COPY TO CLIPBOARD

|448 Indiana Ave. SAVE

|&] Dane : : l_l_la Intemnet
Figure 5-27
15.1f desired, do one of the following:

e To add one or more interviews to a Rollup List, select the
corresponding check boxes of the interviews you want to add to
the same list and click Rollup.

Read Adding Items to Existing Rollup Lists in Chapter 7 for
further details.

e To generate an Interview Report, click Print.
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Interview Report .
Type |Appointment Date Anranged Date Job Title
Hame Company iritten By
TMWP | 410/2002 2:00 Abd 4072002 5:00 P Database Administrator
Tommy Lanson Graszo Technologies MUSCILLOT
TMP | 4/2/2002 2:00 Ak 4272002 5:00 P M Technical Writer
Tarales hMuscillo Muscillo Technologias MUSCILLOT
PLA 422002 8:00 Ak 22002 2:00 AM Technical Writar
Stephen Grasso Muscillo Technologies MUSCILLOT
RES |4/2/2002 3:20 P 22002 220 P Database Analyst
hay Abraham State of Nevada HODS
RES |43/2002 3:20 P 4f32002 3:20 PM Business Systemns Analyst
Mav Abraham RCM Technoloagies TRAIN had
| | _'I_I
|&] Dane ,_’_|° Intermet v
Figure 5-28

Viewing Position Activities

You can view a list of activities for all positions or for a specific position
from the Position Activities frame. You can also view a list of position
activities for a specific job title, department, or Rollup List. From the
Position Activities frame you can also group activities in a Rollup List

and print a Position Activity Report.

Procedure 5-4 Viewing Position Activities

1.

Click the purple Activities button in the Browser header.

The View Activities frame is displayed (Figure 5-1 on page 5-2).

Click the View Position Activities link.
The Position Activities frame is displayed.

HOME | COMPANY | NAME w SCHEDULE | ROLLUP | LETTERS | REPORTS | SYSTEM | EMAIL | HELP | LOG OUT |
Powerzd By Main Sequence Technologies
pac] C
POSITION ACTIITIES
Bey [HEEIE =] (S 41272002 5]
Sort By & Company Mame
" Job Title
 User Mame
" Date Entered
Wiew Activities SEAR.CHI
Filter By Activity Type I ﬁl
Filter By Company Marme e I &I
Filter By Position Id | ﬁl
Filter By Joh Title ¢2) | ﬁl
Filter By Departrnent | ﬁl
Filter By User Name | &I =
[ e T T =
|@] Done ,_,_|° Internet

Figure 5-29
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. In the Beg and End text boxes, specify the time range for which you

want to view position activities. Type the dates or do the following:

e Click the corresponding List button to display the Select Date
and Time window (Figure 5-3 on page 5-3).

e Use the provided controls to set a new date and click OK.

You are returned to the Position