	
PCR Profiles Training Part 2: Power Using Profiles
Tuesday, January 30, 2007 3:00 PM – 4:00 PM EST

This is the second of a two-part series providing instruction on Profiles. Participants will learn how to use these definable online forms/questionnaires as part of their process to collect, manage, and share candidate data.  This session is recommended for all PCR users.
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About Profiles

Candidate profiles are definable questionnaires. Below are examples of how our clients use Profiles: 

· Our clients who use PCRecruiter's Candidate Web Extensions can use Profiles to collect detailed candidate information, either during registration or when applying to a specific position. 

· Our agency clients usually have specific questions they ask their candidates. They use Profiles as forms to guide the qualification conversation and capture information, or they send the profile to the candidate to request information. 

· Profiles can be used to capture additional information about companies or positions. However, these types of forms must be completed by the user and cannot be emailed out of PCRecruiter. 

Profiles are a powerful tool to help you capture information. Below is a list of additional features of Profiles: 

· Profiles can be attached to Name records and completed by an internal user, emailed to a person to collect information, or completed in the Candidate Web Extensions. 

· A link to a profile can be included in an email or Form Letter. This provides the ability for candidates to submit their information as defined by you, plus submit their resume or other attachments in one form. After the recipient saves the form, the data is immediately submitted to your database. The resume they upload is stored in the 'Resume' area of their Name record. The Profile and other files they upload are stored in 'Attachments'. Profiles can also be configured to send an email to a specific email address or the user who sent the profile to alert them that the Profile was submitted. 

· Profiles can be attached to Company and Position records and completed by an internal user to store information about the record. 

· Answers can be linked to pre-defined and custom PCRecruiter fields. This provides the ability to update the record to which the profile is associated as the profile is saved to the database. 

The record can be added to a Rollup based on the entry or selection of a pre-defined answer. For example, if your questions asks the person to select their job function from a list of options, the can be added to the Rollup you have created to group these types of individuals. 

· Profiles can contain predefined answer selections in a variety of formats. 

· Multiple-choice answers can be scored to evaluate candidates. 

· When submitting a candidate for a position, you can include their profile as part of the Interview Email. 

· Profiles can require fields to be completed before the Profile can be saved to ensure that you are collecting complete information. 

· The profile answers are stored as freeform text and are keyword searchable when using the Keyword or Advanced search. 

Attaching and Completing Profiles

The steps below explain how to submit a profile to a record for completion by an internal user. 

1. Open the record to which the Profile should be attached. 

2. Click More. 

3. Click Submit Profile. 

4. A list of Profiles saved to the database is presented. Click on the Profile to submit to this record. 

5. Complete the profile by entering text or selecting options. 

6. Click Save at the bottom of the profile.  The profile is immediately stored in More > Attachments and is searchable when using Keyword or Advanced search.

Including a Profile Link in an Email

These steps explain how to append a profile to an email. This practice is often used to collect basic information from a candidate. You can then use the information they submit to determine their fit for opportunities. 

1. Open the Name record of the individual to whom the profile be emailed. 

2. Click the Email button to the right of the person's email address. This will open the Send Email Form with the name selected as the recipient. 

3. Enter the subject and email text. 

4. Use the Send Profile dropdown to select the Candidate Profile that you want to send. 

5. Select attachments (optional). 

6. Click Send. An activity will be written to the Name record with "EMAIL" as the Activity Type. 

When the recipient opens the emails, the image below is at the top of the message. It serves as a link to the profile selected. 
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Once the individual submits the profile, the profile is immediately stored in More > Attachments of the person’s Name record and is searchable when using Keyword or Advanced search. If the Profile was designed to notify an email address or generate an activity once completed, those actions will occur as the Candidate Profile is completed and submitted to your database.  

Including a Profile Link in a Form Letter

Form Letters are used as templates for bulk emails or information that you email often. You can include links to Profiles in your Form Letters. When the recipient receives the email, they can click on the link, complete the form, and it is immediately sent back to your database and attached to their Name record. 

1. Open or create a form letter. 

2. Click where you want to place the link, then click Insert Fields. 

3. You can have the link be an image that takes the person to the Profile. To use the image, select Profileimage from the list of options  then click OK. The 'Insert Field' list closes and the tag [[Profileimage]] is added to your Form Letter. 

4. To select the Profile that the image will link to, click Insert Fields again. Scroll down the list until you see options that begin with 'Profile.' followed by the name of the profile. Click on the Profile to insert  then click OK. The tag [[Profile.ProfileName]] is inserted into the Form Letter. 

5. Click Save once you are finished creating or editing the letter. 

Hints & Tips

· The [[Profileimage]] tag is optional. If you include the image tag in your Form Letter, the recipient will click on the image below to open the Profile. 
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· If you want to use your own image, you can add the tag [[Profileimage.http://www.mysite.com/myimage.jpg]]. The text after [[Profileimage. is the URL of the image to insert. 

· If the image is not included, the recipient will see a link that reads "Click here to open" followed by the name of your Profile. Therefore, consider what you want the recipient to see when naming your Profiles. 

Viewing an Attached Profile

1. Display record. 

2. Click More. 

3. Click Attachments. 

4. Click Delete to remove the profile from the record, or click Edit to open the profile for review or editing. 

Viewing Names With/Without a Profile

You can to view a report of Names on a Rollup that have or do not have a particular profile. 

This feature is only available for Name records and the Name records must be placed on a Rollup. However, if the Profile was configured to trigger an Activity when completed by a candidate, you could perform an Activity search to find the Name records that do have the profile. 

1. Open the Rollup. 

2. Select the records using one of the following methods: 

· In the Action column, click the box corresponding to the record(s). 

· Click Select Page to select all records on the current page. 

· Click Select Set to select all records on the Rollup. 

3. Click Utilities. 

4. Click Profile Ranking. 

5. Select the profile to inquire about using the Select Profile dropdown. 

6. Specify what you want to do in the Select Action dropdown. You are presented with the following options: 

· Show Combined Answers: Displays the question following by each person's answer. 

· List Records Without Matching Profile: Displays a list of all Names that do not have the selected profile attached to their record. 

· List Records With Matching Profile: Displays a list of all Names that have the selected profile attached to their record. 

· List All Records: Lists all records selected with 'Yes' or 'No' to indicate if the selected profile is attached to the record. 

7. Once the records are listed, you can select records and send a form letter to the selected individuals. This is often used to send a Form Letter that asks the individual to complete or update a profile. Please note that this feature is not available for the 'Show Combined Answers' option. 

Scoring Candidate Profiles

Configuring Scoring Master

PCRecruiter allows you to assign weighted values to each multiple-choice or multiple-select answer. 

1. Click Rollups. 

2. Use one of the following methods to select the Name records for which you want to weigh Profile answers. 

· In the Action column, click the box corresponding to the record(s). 

· Click Select Page to select all records on the current page. 

· Click Select Set to select all records on the Rollup. 

3. Click Utilities. 

4. Click Profile Ranking. 

5. Select the profile to configure using the Select Profile dropdown. 

6. Click Configure Scoring Master. 

7. Assign the value to answers. Please note that you can only assign values to multiple choice or multiple select answer types. 

8. Click Save. 

Scoring Records Against the Master

Once Names records are placed on a Rollup, you can score view their score. Each value assigned is calculated to allow you to evaluate your candidates. 

1. Click Rollups. 

2. Use one of the following methods to select the Name records for which you want to weigh Profile answers. 

· In the Action column, click the box corresponding to the record(s). 

· Click Select Page to select all records on the current page. 

· Click Select Set to select all records on the Rollup. 

3. Click Utilities. 

4. Click Profile Ranking. 

5. Select the profile to configure using the Select Profile dropdown. 

6. Click Score Records Against the Master. The names and their score are listed. The order of the list is based on the score, starting with the highest. 

7. You have the option to change their Rollup Status or remove them from a Rollup if their score is higher or lower than a number you specify. Once you specify the number and action to occur, click Go. 

Searching Profile Data

All data entered or selected on a profile is indexed. This allows you to find candidates when executing a Keyword or Advanced Name search.

By default, PCRecruiter will automatically search text indexed from Resumes, Notes/Keywords, Summaries, and Profiles. However, once you are in the Keyword or Advanced search screen you may change the Limit To dropdown to only search Profiles.

Forwarding an Attached Profile

All files stored in 'Attachments' can be emailed to the person to whom they are attached, or can be included when sending Interview emails. 

If you click the email button to the right of the Email Address field on a Name record, the Compose Mail screen opens. All files attached to the person's record are listed at the bottom of the Compose Mail screen. To include a read-only Profile or other attachment, simply click the box to the left of the file name. 

If you click the Email button on an Interview record to send interview information, all files attached to the candidate's record (including the resume) can be included as attachments to the e-mail. This can be used to forward information about the candidate to the hiring authority. To include a read-only Profile or other attachment, simply click the box to the left of the file name. 
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