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ABOUT THIS DOCUMENT

INTENDED READERSHIP

This guide is designed to assist with the navigation and use of cvmail FSR.

The level of security access assigned to a new user (client) can vary depending on the database setup; therefore this
document must be edited to reflect the workflow of the organisation and the internal practices that must be followed.

IN THIS GUIDE

This guide assumes that the Client user has security access to:
e Edit My Settings and Firm Administration
e Create and submit a job requisition
e Approve requisitions
e Create jobs
e Editall Job types
e Edit candidates
e Email candidates

e Move candidates through the recruitment workflow

The diagram below depicts the typical workflow in cvmail FSR.

XX identifies [l | _Createsa Submitsfor

approval

requisitionin

a vacancy FSR

Requisitionis : Jobis
approved lobis created published

Joband
onboarding
finalised

Candidatesare Recruitment
reviewed process

information regarding security setup in
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Chapter 1: WHAT IS FULL SPECTRUM RECRUITMENT (FSR)?

Full Spectrum Recruitment (FSR) consists of two separate areas.

1. Job Board

The job board is an external webpage built by cvmail to match an organisation’s website. It is linked to the
‘Careers’ page and used by candidates view and apply for jobs.
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2. Recruiter Database (Home Screen)
The recruiter database is where all online applications are received, stored and managed. It can only be
accessed by recruiters.

JoB

Jobs Workflow
Create Job Req.
Req. Approval
Job Setup
Active Jobs
Finalised Jobs
Suspended Jobs

Archived Jobs
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Chapter 2: TERMINOLOGY GUIDE

The following table explains the most common terms used in this document.

TERM MEANING

FSR

Full Spectrum Recruitment

Job Board

An external webpage built by cvmail to match an organisation’s website. It is
linked to the ‘Careers’ page and used by candidates view and apply for jobs.

Home Screen

The FSR home page that contains commonly used areas for managing jobs.

Jobs Workflow

The menu listing containing the day to day jobs workflow.

Dashboard

Real time analytical reporting capability controlled by the user. Appears on login.

Main Menus

Contain other FSR modules as well as system and user settings and Help.

Linear Menu

A menu that appears vertically on the page.

Requisition

Requisitions are the starting point of every job in FSR.

Multi Level Approval

The module that allows for requisitions to be approved by multiple people who do not
have to be FSR users.

Interview Scheduler

The module in FSR that manages the Interview process.

Publishing The action that posts a job onto the Job Board.

Views Provides the ability to select and apply relevant sets of information about a list of jobs,
requisitions, applications, etc.

Filters Enables the recruiter to quickly apply a temporary filter to see limited information such as

jobs in Melbourne.

Quick Talent Search

A search facility that searches the candidates Talent record (as opposed to their
Application record).

Job Match

The Job Match section contains speculative (non-existent) job positions for prospective
applicants to submit their profiles, in order to be considered for similar upcoming
vacancies.

Talent Builder

The Talent Builder section manages the firm's database of Talent Records.

Talent Record

A candidate's Talent Record is a collation of the information from all of their applications
across various jobs with the company database.

Question Library

The Question Library manages the questions that are used in job application forms,
Agency Registration Questionnaire and Job Requisitions.

Commercial in Confidence
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Chapter 3: HOW TO LOG INTO FSR

3.1 LOGGING IN

Full Spectrum Recruitment (FSR) is a web based application. Before you can log into FSR you must be created as
a user within the application and have a username and password. Initially, this is completed by the cvmail support

team.

1. Tolog in, navigate to http://www.erecruitmentsolutions.com/cvmail-login
2. Enter the username and password (supplied by HR)
3. Select the AU Full Spectrum
4. Click the suBmIT button
5. FSR opens in a new window:
LOGIN: AU z gl o B
e-Recruitment Solutions
HOME ABOUTUS SOLUTIONS FEATURES & BENEFITS TALENT MANAGEMENT CLIENTS CONTACTUS
Home - cvmail Login
QVERVIEW, » REQUEST FURTHER
INFORMATION
: E:::;g:: RESOURCES
* Login To: — Select a location — E
* Mandatory fields SUBMIT
3.1.1. Pop up windows

If your internet browser has pop-up windows blocked, the FSR window will not appear on your screen and instead
you will see a dark blue cvmail window.

‘@ cvMail - Windows Internet Explorer

—

@.\—_}; - |§, hiktps:f{Fsr cvmail, conn, auffullspectrum/Firm_rmain. cfrm?popupFSR=true&CFID=56016596&CFTOKEN=5

File Edit View Favorites Tools  Help (22 snagit E £
]_l Disable pop-ups
for cvmail

{«\3 e [@cvMail

@ Pop-up blocked. To see this pop-up or additional options click here. ..

Termporatily Allaw Pop-ups
Always Allow Pop-ups from This Site...
Settings »

More information

Single right click the message and select ‘Always allow pop-ups from this site’ to properly view the FSR window.
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Chapter 4: UNDERSTANDING FSR

4.1 NAVIGATING IN FSR

The Home screen is the ‘home’ page in FSR and is split into three areas:

1. Main Menus

v" The main menu relates to areas of the system that include a variety of system settings, personal
user settings, system help and logging out, as well as a range of system modules.
2. Jobs Workflow Menu
v" This menu displays the job life cycle process (from requisition to publish to closing).
3. Dashboard
v" This area is customisable to the individual user, and is managed by the user. Choose the micro
reports that you want to see on your dashboard, to drive your daily recruiter actions.

¥ SETTINGS £ FIRMADMIN | @ HELP % SUPPORT

HOMSON REUTERS

cvMail

JOBMATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back cvMail Test - Logout

Main Menus

Jobs Workflow Recruiter Home

Create Job Req.

My Dashboard ¢ This is new - what's this?
Req. Approval
Application Sourcing Dat: Recent Applicant Acti
Job Setup \pplication sourcing Lata H' ecent Applican vity
Active Jobs §
O paper agency B Paper Direct B TalentBuilder Canberra
= Graduate Unread 06/03/2013 Intemet
Finalised Job:
nelised dobs Program 2014 R
Suspended Jobs Summer
7481 Clerks - Read 06/0312013 Intemet
Archived Jobs Brisbane m
54 Office
= Summer
Clerks - Inanay
64451 Brisbane Unread 06/032013 Intemet
Office
Canberra P -
J Ob WOI’kﬂOW Requisition Pending Approval External Source Data o
Appmvﬂl Last Next 5
Solicitor (1-2 1,200
PAR) — -
Leqal
Secretary — C—
{parl time, —— n - DaSh board
evening)
Legal —— 1n ——
Secretary e -
IT Support —-
Analyst A 1 aum

Administrative - . . 52 mycareer seekcomau

Customer Help Desk: AU 1300 020 548 / NZ 0800 228 984

THOMSON REUTERS

Copyright @ 2014 Thomson Reuters (Professional) Australia Limited ABN B4 052 014 862 | Privacy Policy | Terms of Use

Note

om anywhere within FSR to return to this screen
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4.2 SETTINGS

The ‘Settings’ menu option contains all the settings that are linked to your login. In this area you can change your
password and update your email signature, among other actions.

| g% seTTINGS | o* FIRMADMIN | @ HELP | " SUPPORT .
. 1 : : # THOMSON REUTERS

HOME JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER ‘Welcome back Cvmail Test - Logout

Jobs Workflow My Settings

Create Job Req.
B User Settings:

Req. Approval

— W
Job Setup 28 i
= o |
Job Approval

Change Password E-mail Settings Recruiter Home Ceneral Semings Agency Lists

l eew

r

Active Jobs

B Job Settings:
Finalised Jobs

Suspended Jobs ‘ =
Archived Jobs u H

My Alarms My Views My Job Filtsrs

MENU ITEM l EXPLANATION

This is where recruiters can easily change their password. Users are not prompted to

Change Password change their passwords by FSR.

Contains email preferences such as:

v Email address

Email settings v/ Email signature

v' Default reply to for forwarded applications

v' Default message for forwarded applications — Note: Not used
Recruiter Home This section enables users to define their dashboard settings.

When a job or application reaches the time setting you choose, the job or application will
appear in red to alert you

My Alerts
eg. Applications: if 'Days in Folder' is set to 3 days, each application will turn red if it has
been sitting in the same folder for more than 3 days.

Contains general preferences such as:

v" Auto hide my workbench menu

General Settings v Auto zoom selected application
v" Number of records per page — Note: should be set to display 30 records
v User time zone
My Views Setup views by user
My Job Filters Setup and manage Job Filters by user
Agency Lists Allows users to create & manage lists of preferred Agencies, to refer to when publishing.

Commercial in Confidence
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4.3 FIRM ADMINISTRATION

Firm Administration is the area that contains all settings for FSR. Please refer to your Firm Administration
document for further information on this area.

{8 SETTINGS | A FIRMADMIN @ HWELP | s SUPPORT
cvMail : : : THOMSON REUTERS
HOME JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back Cvmail Test - Logout
Jobs Workflow Firm Administration

Create Job Req.
B Jobs Settings:

Req. Approval

. . [ |

= e Rew (]

Job Setup ﬁ = B v ﬁ
= 1—-x
Job Approval - _t
Job Templates Page Templates Question Library Requisition Options Standard Data Multi Level Approval Job Sertings
Active Jobs
Ml Firm Settings:

Finalised Jobs
Suspended Jobs

=)

] . B B E

Firm Settings Default Workflow Security Settings Firm Views Cost Settings Craduate Profiles Alents

Agency Registration Agency Invits Agency izt Duplicsts Mamsgement Watehlist Acsdzmic Canfig

Archived Jobs

B Agency and Talent Modules:

LT

i1 ®

a3

—

[
[

B Communication Modules:

- : |-I.|

E-mail Settings Mail Merge Templates Email Templates Address Back

g

MENU ITEM l EXPLANATION

This area is where you can create, edit and delete job templates. When setting up a new
Job Templates job, the contents of these job templates can be inserted into the new job, making job
setup more convenient.

The Page Templates screen is where you can create, edit and delete page templates.

Page Templates Questions are added to a page which forms a template.

Configure a standard set of Workflow Stages and folders (for applications) that will

Default workflow appear in all new jobs and job templates by default.

The question library is where users can create, edit and delete questions that are used
Question Library all over the system, for example in application forms, the agency questionnaire,
application scoring, page templates etc.

This area is where you can configure custom questions for job requisitions and talent

Standard Data .
scoring

Multi Level Approval Contains the settings for managing multi-level approvals.

Configure settings related to job management, including standard reasons for

Job Settings delay/suspension and job warnings.

Configure settings for firm-wide options, such as the password for internally accessible

Firm Settings jobs on the intranet job board.

Security Settings This is where you can create and manage FSR users.

Commercial in Confidence
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Users can customise the columns of information in most listings, creating custom ‘views’

Firm Views of data. Create, edit & delete views which are available to all users.
Cost Settings Create/delete Cost Centres and Categories that regularly contribute to recruitment costs.
Alerts Configure thresholds of time to alert users to the incidence of requisitions, jobs,

applications,

This is where you configure default settings e-mail options, such as Legal Disclaimer,

Email Settings default reply and contact.

A Mail Merge Template is used to quickly generate many documents with certain fields

Mail Merge Templates such as names and addresses.

Email templates are used when communicating with candidates, agencies, referees and
interviewers. There are 9 different types of email template that the system uses:
v/ Standard Notify Email — this type of template is used for all general emails to

candidates.

v" Application Email Forwarding — used when forwarding applications to an emalil
address.

v" Reference Request Notify Email — used when requesting a reference for a
candidate.

v" Agency Notify Email — similar to the Standard Notify Email but used when

communicating with Agencies.

Data Expiry Email — not used.

v/ Candidate — Invitation to Interview — used to invite candidates to interview using
Interview Scheduler.

v" Candidate — Allocated Interview Time Notification — used to advise candidates
of their interview time.

v"Interviewer — Invitation to Interview Notification — used to invite interviewers to
interview using Interview Scheduler.

v Interviewer — Allocated Interview Time Notification — used to advise candidates
of their interview time.

Email Templates v

Create/edit/delete details of independent contacts (hon- FSR users) and mailing lists, for

Address Book use with e-mail actions and especially the online Interview Scheduler

This is where you compile a questionnaire that agents must answer when registering on

Agency Registration the job board. You can also configure scoring codes to grade agencies objectively.

Agency Lists Allows users to create & manage lists of preferred Agencies, to refer to when publishing.

In this area, the system captures a customisable “Duplicate Talent Policy” for your
organisation. This policy targets Agencies and external Talent suppliers, and their ability
to submit duplicate candidates.

Duplicate Management

The Watchlist is used to flag candidates of importance. The functionality allows the user

Watchlist to place an alert on specified candidates as they enter the system.

Choose your GPA scoring format. This choice will determine how GPA information is

Academic Config (Grads only) displayed within the applicant record.

4.4 THE HOME SCREEN

The home screen contains all the menu items for job management in FSR. The Jobs Workflow menu contains all of
your job process stages from creating the need to recruit, to closing and finalising jobs. Clicking the “Home” option
from anywhere in FSR will return to this screen.

Commercial in Confidence
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L SETTINGS | s FIRMADMIN | @ HELP % SUPPORT

JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back cvMail Test - Logout
Jobs WorkFlc Recruiter Home Quick Ei}
Create Job Req.
My Dashboart H ¢ ’ ¥ This is new - what's this?
ceq. Approval y Click ‘Home’.
Recent Applicant Acti
oy o ecent Applicant Activity
, Wiy Bres  Briers T e e m
Active Jobs
O paper Agency B Paper Dirsct [ TaiertBuildsr Canbernta Caitiin
inalis Graduate . Unread 06/03/2013 Internet
Finalised Jobs Proaram 2014 Richards
Suspended Jobs Summer
7461 Clerks - Karissa,
Archived Jobs E Brisbane La Bumi Read 06/03/2013 Internet
Office
Summer
Clerks - RIChard ynread 06/0312013 Internet
Brisbane Soong
Office
Canbenia PO i
Requisiticn Pending Approval External Source Data o
Jobs Workflow. 0B Owner Annroval Last Next L
Approver | Approver !
o 1,200
Anna Sirosh
PAE]
1,000
Legal
Secrelary Lauren n Damian 800
{part fime. ‘Coppinger Mcnair
evening) 600
Legal Lauren " Damian 400
Secretary ‘Coppinger Mcnair
200
IT Support " Mark
Analyst ‘Anna Sirosh Rl Homsby o
Adminisirative _ . - = mycareer seekcomaul

Customer Help Desk: AU 1800 020 548 / NZ 0800 228 994

THOMSON REUTERS

Copyright © 2014 Thomson Reuters (Professionsl) Australia Limited ABN 64 058 914 662 | Privacy Policy | Terms of Use

\
W@l e This is the starting point for all jobs in FSR
¢ Requisitions must be approved before setup (if applicable)
y,
3\
l * The job details are added, such as the application form
Job Setup
l ¢ Contains all jobs that are currently accepting applications
ctive Jobs
¢ ¢ Contains jobs that have been completed or withdrawn
Jobs
3\
i e Contains jobs that have been finalised more than a month ago
Jobs y,

Commercial in Confidence
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Chapter 5: CREATING A JOB REQUISITION

Recruitment for a position must start with a requisition.

1. To create a job requisition click the Create Job Req. menu option

2. The Create Requisition form appears

3. Enter as much information about the position that will be recruited for:

FIELD

Requisition Title

| WHAT TO ENTER

The actual position title for the role

‘ ADDITIONAL NOTES

This title appears on the job board so ensure that it is
entered in title case

Position

The position type, such as Full Time or
Part Time

Job Type

Normal Job

Target No. of Hires

The number of people you are recruiting
for the position

Reason for Requisition

The reason for the requisition such as
Replacement

Recruiting Office

Your office location

This is used for reporting against your jobs

Job Location

The job location that you are recruiting for

This field appears on the job board in the job listing.
Note: If the job covers an area then select an area
rather than a specific location

Position Type

The position type that you are recruiting
for, such as Carer

This is one of the search fields on the job board

The geographical area of the position,

Area . This is one of the search fields on the job board
such as Hills / Norwest
. Optional field, enter the minimum salary . .
Salary Min for the role This is used for reporting purposes only
Salary Max Optional field, enter the maximum salary This is used for reporting purposes only

for the role

Salary Period

Optional field, choose from Day, Week,
Month or Year — there is no hour at
present

This is used for reporting purposes only

Salary Currency

AUD

This is used for reporting purposes only

Commercial in Confidence
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Optional field, enter an estimated start

Employee Start date date if you know it

This is used for reporting purposes only

Job Owner Your name Select your name from the available list

Select your name from the available list or type your
Requisition Owner Your name name if it does not appear in the list (it will be saved for
next time)

Select your name from the available list or type your

Hiring Manager Your name name if it does not appear in the list (it will be saved for
next time)

Other Stakeholders Optional field

Attachments Optional field, attach any supporting information for the role

Custom Questions Customised per organisation

a) If this is a Replacement position, select your manager from the list

b) If this is a New Position - Budgeted, select your GM or GH HR or CEO from the list
Approvals c) If this is a New Position - Not Budgeted or a Changed Position, select your GM HR or CEO from
the list

*** Approvers must be selected in the order that they will approve the requisition

1. Click the Create Requisition button '

Click on Req. Approval

Click the Requisition Title (of the requisition that you have just created)

Check that the requisition is completed with all the information required

o M w0 DN

Click the Submit button SUBr-ﬂrr

Commercial in Confidence
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5.1.1. Requisition Approval

The ‘Req. Approval’ screen contains requisitions that are currently at the approval stage.

# sencs | 4t ARmaoMin | @ wee | % suppomt
THOMSON REUTERS

HOME JOB MATCH TALENT BUILDER Cl S REPORTING SCHEDULER k Cvmail Test - Locout

Jobs Workflow Requisitions (3 requisitions) Ve | svaney [=] | -seestviewmote—  [=] = 1-2 [=] -
Create Job Req. 5o Filter by job ttie: muzn
Req. Approval

Job Setup Requisition Recruiting Office Status Req. Approval Status  Job Owner DaysRA  Start Date
Lot Approval 1. Web Developer Syiney Declned Recuisiton Not Submitied ComsiTest 885 01
Active Jobs E Syanay Unraviewed Requisition Submited Cumail Test 62  01sn1z
Finalised Jobs. 3 EE;;“-" Test 11/12/12 0001 Syanay Decines Requisition Not Submitted Cumail Tast £ 01 4zn12

Suspended Jobs

N

Requisitions
waiting to be
approved

Archived Jobs

Quick Talent Search| 4

To view how far through the approval stage a requisition is, change the ‘View’ at the top of your screen to
‘Requisition Approval’

v If arequisition is active, it means that it has started the approval process.

v" Pending requisitions have not yet started the approval process (i.e. have not yet been submitted)

. & SETTINGS 2% FIRMADMIN @ HELP ¥# SUPPORT
cvMail

% THOMSON REUTERS™

JOB MATCH TALENT BUILDER ACENCIES REPORTING SCHEDULER

Jobs Workflow Requisitions (3 requisitions) T+ Metoume
Crote,Job Req, B & Filter by job fite:
Job Set Requisition Job Owner  Approval Step  Approval Status  Previous Approver  Next Approver  Days Open

ob Setup
Job Approval 1 fest Cvmail Test L Pending 141
Active Jobs 2. Requirements for IT Guru Cvmail Test /0 Active 43
Finalised Jobs Financial Services Consultant - Superannuation Cumail Test 0i1 Approver Expired Sue Driver 762

Suspended Jobs

Archived Jobs

Commercial in Confidence
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Chapter 6: CREATE A VACANCY

Every job in FSR begins with a Job Requisition. The requisition must be approved before the job can be set up and
published.

The Job setup screen contains the list of jobs that are currently at the setup phase.
Create Req. Job Active Finalised
Job Req. ’ Lpproval 'Approval . ' Jobs . Jobs

6.1 JOB SETUP
1. Navigate to the Job Setup menu. All approved requisitions are located in this area.

Jobs Workflow

Create Job Req.

Req. Approval

Job Setup

Job Approval
Active Jobs
Finalised Jobs
Suspended Jobs

Archived Jobs

2. Click on the job title of the approved requisition to begin setup.

v If this is the first time the requisition has been edited, the background questions appear for the job
(below).

v" These options can be accessed at any time during the job set up process, using the ‘Show more
Options’ button — which is always available at the top of your screen.

Background Questions
Oprtions

Pleaze select a job template to use from the list below:

Job Template Admin A El

Before you begin, please answer these to simplify job

Job Publication

1 Display options for publishing to the Internet & Intranet?
ME: Do not select this option for tracking jobs
2. Drisplay options for ishing to i t ies?
3. Display options for publishing to external parties (eg. advertisers, printers, etc...)?
4. Drisplay options for publishing to third party job boards?
Additional
= Display options for automated scoring and screening questions?

Important Note: Cenfigured Additional Options will NOT be active when this option is hidden.
If automatic email notifications have been configured please ensure the additional options remain visible.

PROCEED

#° Show More Options

Commercial in C
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3. Select ajob template for the position from the drop down menu.
v Alternatively you can choose to setup the job without using a template.

v Selecting an existing job template simplifies the job setup because specific information about the job
can be loaded, such as the application form, advert and auto-notify rules.

4. Select the publication options and additional options for the job.
v If in doubt, leave all options selected as this setting only shows the options — it does not affect the
publishing of the job.
v" These options can be amended at any time using the Show More Options button.

5. Click proceed.

6. The Edit Job menu appears (below).
v If the job setup process is abandoned before completion, the recruiter will return to the Edit Job menu
each time they return to the job.
v Use the Select New Template button to choose another template for the job. Note that in doing so;
any settings currently entered will be overwritten by the new template.
v Use the Show More Options button to return to the Background Questions screen.
v Clicking the Exit Wizard button will return the recruiter to the Job Setup menu.

7. Click the Job Details option on the menu.
v Enter the required information for the job — refer to the table below for assistance:

Commercial in Confidence
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H TALENT BUILDER ACENCIES

HOME JOBMATC
Jobs Workflow

Create Job Req.

} Original Requisition

Editing Job: Finance Manager

REPORTING SCHEDULER Welcome back Cvmail Test - Logout

[Eg Select NewTgmplate  #* Show More Options @] Exit Wizard

Editing Requisition - Finance Manager

Reg. Approval b Job Details B
@ Jump to A wal Workflow / Event Log
Job Approval b Infranet Form Requisition Title  Finance Manager Salary Min 50000
Active Jobs ¥ Agency Form Pasition ‘ Full Time - Permanent |z| Salary Max 50000
b Application Workflow o T satary Period Select new
Finalised Jobs ob Type Hormal Job alary Peri vear
} Additional Options ‘ [ | [ template button
Suspended Jobs b Online Assessment L‘:E:‘ Mo. of ﬂ Salary Cunrancy |AUD EI —
Archived Jobs » Publishing Options Reason f Em; Start
Ressonfor [New Role [ Sployee
b Preview
Quick Talent Search| &8 )
b Submit for Approval Recruiting Office. | Melpoume [=] dob Ouner | cvmail Test =l
Division ‘ Finance |z| Requisition Ovmﬂl EI
\ Job Localion ‘Mdbnume u Hiring Manager | u
" - Other B
Edit Job menu  |tegel-Corporale [=] Stakeholders

FIELD DETAILS

Job Title

This field is populated from the requisition title but can be updated / overwritten.

Reference Number

Enter a unique reference number for the job if the field is empty. This is a required field.
This field can be auto generated by cvmail if required.

Employee Start Date

This field is populated from the requisition.

Job Time zone

Update the time zone for the job.

Default Advertisement
Text

If a template selected contained a job advertisement then this field will already be populated.
Update the advertisement as required.

IMPORTANT: You must not copy and paste from Word into this box. Instead use Notepad to
strip out any prior formatting. If you are unsure contact firmsupport@cvmail.net .

Attachments

Attachments uploaded into this screen will appear on the job board for the candidate to
download. Multiple attachments can be uploaded if required.

Reason for Delay

If there is a delay in setting up the job, recruiters can enter a reason. This will display on the
Jobs Job Data report and can be configured to appear in a View.
Job Delay reasons are created in Firm Administration | Job Settings | Job Delay Reasons.

Internal Notes

Enter any internal notes into this box, these are internal notes only.

8. Use the Save Details & Preview button to check that your advertisement is formatted correctly.
v If you have copied text from MS Word your advertisement might not display correctly.

9. Click the Application Form option on the menu, and the screen will split into two parts.
v" Page Summary (top half of screen) shows the pages that make up the application form. Pages can be
added, removed and renamed as required using the buttons on the right.
v" Application Form Preview (lower half of screen) shows the questions that appear on the
pages/application form. Questions can be reordered, added or deleted to the form as required.
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v" The application form for the job is usually configured from the template that you used to create the job;
therefore you should only have to check this section.

ide: Creating Application Forms

£+ SETTINGS | 2% FIRMADMIN @ HELP | %@ SUPPORT

THOMSON REUTERS

cvMail

JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back Cvmail Test - Logout

Jobs Workflow Editing Job: Grand Master of Underlings & Show More Options @i Back to Job
Create Job Req. . - =
» Original Requisition Application Form - Page Summary o Add Page F
Req. Approval } Job Details
Job Setup ) Job Costs Page Name /""n&uﬁon Actions
Job Approval » Application Form 1. Personal/Contact Details Personal/Contact Details ] x A
- » AddiEdit Pages Page Summa 1
2. Admin Experience 9 Yy Additional Information x
» Add/Edit Quesfions
Finalised Jobs » Intranet Form 3. Resume/CV & Cover Letter Resume/CV & Cover Letter I
Suspended Jobs } Agency Form | 4
Archived Jobs » Application Workflow -

b Additional Options.

A
Application Form Preview (®) Maximise
Quick Talenl Search| 88 |} Online Assessment

Application Form
» Publishing Options

Personal/Contact Details
b Preview
b Approval & Notes * !II_':Eme ! Requimﬂaam nmat Lagt Name" Prafamed Name & “‘
» Hiring Data
N a2
2. Address [ Required ] \ —= 1]+ RS
Application Form
Preview
‘State/Provinocs.

to the field — you MU

10. Next, click the Intranet Form option on the menu.
v" Repeat the steps taken for the Application Form to ensure that the application form for internal
applicants is correct.
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v This application form for the job is usually configured from the template that you used to create the job,
therefore you should only have to check this section.

11. Click the Agency Form option on the menu.
v" Repeat the steps taken for the Application Form and the Intranet Form to ensure that the application
form for agency applicants is correct
v" The application form for the job is usually configured from the template that you used to create the job,
therefore you should only have to check this section.

Agency functionality, you ¢

12. C|ICk the Application Workflow option on the menu.

Check that the workflow reflects the steps required for the role. For example, if the role requires two
interviews, simply disable the Interview 3 workflow stage by unchecking the “enable this workflow”
box and clicking “save” (see image below).

v~ Workflow stages that appear in light grey are currently disabled.

v If the ‘Enable this workflow’ box is not available, the workflow stage has been configured so that it
cannot be turned off.

v The workflow for the job is usually configured from the template that you used to create the job;
therefore you should only have to check this section.

Editing Job: Grand Master of Underlings & Show More Options 8l Back to Job
b Original Requisition Application Workflow Editor
p Job Details o
Workflow Editor Instructions i
¥ Job Costs Inbox - Inbax Workflow Stage: Interview 2
» Application Form i inBox External Label :
} Intranet Form Shortlist - shorlet N iz 2
B shortist Enable/Disable this workflow
b Agency Form Review - Disshled 3
» Application Workflow Pre Intervisw - Fre Inferview
» Workflow Editor i Fre Incerview
Phone Interview - Phons infsrisw
b Job Status Settings [y — Folder Name
one rview L=
) Additional Options Interview 1 - interviaw 1

- Interview 1 - Interview 2 @

p Online Assessment
Interview 2 - interview 2

) Publishing Options

i interview 2
b Preview Interview 3 - Disabled
) Approval & Notes Pre Offer Process - Fre Offer Process ~
- 8 Reference Check NEWFOLDER | | NEWSUB-FOLDER
p Hiring Data o - Orr

d L b Click once on the
workflow stage here, to
bring up options for that
stage in the right hand
viewing pane.

N

13. Next, click the Additional Options section in the menu.
v" There are five sections under additional options, the most important being Auto Notify. This is where
the automated acknowledgement emails are setup for the job.
v" Check that there is an auto-acknowledgement email applied for the Inbox in the bottom part of the
window.
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v Auto notify rules are usually configured from the template that you used to create the job, therefore you
should only have to check this section.

Editing Job: Grand Master of Underlings & Show More Options @l Back to Job
p Criginal Requisition AUIONOtifY =
} Job Details
» Job Costs Set up automated emails

p Application Form

Folder: Template:

b Intranet Form

) Agency Form

Candidate - Invite to interview
Direct: Acknowledgement
Direct: Acknowledgement - Shortlister

p Application Workflow

Direct: Invitation to Interview <

} Additional Options

» AutoNotify

Adding a new
auto-notify rule

b Screening

I AutoScoring

» Scoring/Coding Additional Options Preview @) Maximise

b AutoForward
b Online Assessment =
AutoNotify

)} Publishing Options
»® 1. When an application is moved

b Preview

into this folder: In Eox
b Approval & Notes this automated email will be sent: Direct: Acknowledgement EXiSting auto-
} Hiring Data % 2. Whenan application is moved notify rules.

into this folder: In Box
this automated email will be sent: Agency: Acknowledgement

* Automated emails are sent to the applicant within 3 hours of being moved into the associated folder.

14. Scroll through the additional options preview pane (bottom view) to view the additional options applied,
such as the screening and scoring rules in place.

15. Click the Publishing Options section in the menu, this menu controls where the job will be displayed.
v If publishing options are not set then the job will not be visible anywhere.

16. Select the publishing option required for the job by ticking the enabled box
v Enter the publishing dates and ensure that the end date is correct.
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| SETTINGS | 3 FRMADMIN | @ WELP | % suppoRt

cvMail

THOMSON REUTERS

HOME JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER

e back Cvmail Test - Logout

Jobs Workflow Editing Job: Grand Master of Underlings # Show More Options @] Exit Wizard
Create Job Req. ) - -
b Original Requisition Publishing Options
Req. Approval b Job Details
Job sat P Application Form Publishing
et b ok Cos *ou can use this section for the following

Job Approval b Application Form * Control when the application forms are avaliable en your internal job board

+ Control wha can view and access the application forms Settlng publlshlng

" b Intranet Form + Send job briefs to agenies and/or siher extemal parties i
Active Jobs t

To viewlenable all publishing options click on "Show More Options® options

» Agency Form

Finalised Jobs N y
» Application Workflow Publish To Opening Date Closing Date Customise  Enabled?

ety } Additional Options

1. Tracking Job “Automatically set when no publishing options specifiedienabled.
Archived Jobs ) Online Assessment
} Publishing Options 2. internet | d 27 j May j 2014 j 27 j Jun i 2014 j e

e 3 neane emal) 7
b Approval & Notes

[soorcomamer| | | e |

External Job Boards

The ability to publish to any of the listed job boards and adverlisement costs are governed by your organisation's agreement with the individual job
boardiaggregator.

Job Board Description Status Dates Notes
Linkedin Inactive
. Professional
Linked e e
Specialisation:

Professional
Hetworkin

ADVERTISE

17. Click Save listing — very important! If you make changes and do not click Save listing, your changes will
not be saved!

18. If the job is to be published on Seek, click the Advertise button.
v Enter the details required for Seek publishing

Note

fer to the Quick Guide: Publishing Options for more informati

ore information on publishing specifically to Seek.

19. Click the Preview menu.
v" This page shows a complete preview of the job setup in its entirety. If you are happy with your job

setup, go to the next step. If not, you can return to any of the previous steps by clicking on the menu
option.

20. Click the Activate Job option in the menu.
v Enter any internal notes if required.
v Click the Activate Job button.

Note

You do not have to activate the job at this point. You ca
ini etup.

int, however if you have not specified any publishing, the jo

21. The job now appears in Active Jobs as an active job

6.2  ACTIVE JOBS

‘Active jobs’ contains the jobs that are currently either accepting applicants or are ready to be published (marked as
“Tracking Job”). This is where you can view the candidates that have applied for a position you have requested.
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Jobs Workflow
Create Job Req.
Req. Approval
Job Setup

Job Approval
Finalised Jobs
Suspended Jobs

Archived Jobs

THOMSON REUTERS

£ SETTINGS £ FRMADMIN | @ HELP % SUPPORT
: THOMSON REUTERS™

TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back Cvmail Test - Logout

Active Jobs (12 jobs) = <l[1-2 =

T Meioume [=] -~ Select View Mode —

Filts Job title: . FILTER
ik 8 & Herby v HE | \Views =)
Job Recruiting Office Status Publishing Status  AppsRcvd  Days Open  Fill By

1 ‘S"E’:f BOM S owd & Melbaurne Completed Tracking Job 14 0 01.Jan 10

2 UKinterview Test S w@E Melbourne Inbox Closed 2 31 01Jdan 14
inance AN

3. Test- Subdomain Validal ; S wi@@ Melbourne Inbox Tracking Job 0 0 01 Jan 12
Legal Active Jobs .

4. Tax Analyst S owd & Melbaurne Inbax Tracking Job 3 0 01.Jul 08
Finance

5 I_:al'clzgentlmemew Test S @ Melbourne Inbox Open Job 3 82

s Pork Rind Expert F @@ Melbourne Completed Tracking Job 1 0

7 5:"]"]‘1‘[““:'””9’ S owE @ Melbaurne Inbax Open Job 3 11 01.Jan 14

g Head of Potatoes S wEE Melbourne Inbox Closed 2 30

9. Grand Master of Underlings S wi@@ Melbourne Inbox Closed 1 31 01 Jan 14

10. I‘%SG*P“’P“ Manager - Infrastructure v ld 4 Melbourne Interview 2 Open Job 14 750 01.Jan 12

1 ;n;ggrilcare-Cuslumer Service Agent S wEE Melbourne Phone Interview Closed 10 183 01 4ul 11

12 2011 Graduate Program - Pitcher Parin... @@ Melboume 19 7a0 01 Jan 11

o ) " The Active Jobs
grid area

6.2.1. Understanding the Active Jobs Window

The information that appears in the grid area can be changed by using Views and Filters.

v" Views: change the columns of information that appear in the grid

v~ Filters: Limit the rows that are listed in the grid

The standard view in Active Jobs displays the following columns:

COLUMN

Job

‘ EXPLANATION

The job title of the position

Recruiting Office

The recruiting office location

Status

This column indicates how far through the recruitment workflow the candidates are, e.g. Shortlist
means that candidates are currently being shortlisted.

Publishing Status

Indicates whether the job is open (accepting applications) or tracking (not accepting applications —
but still active)

Apps Received

The number of applications that have been received to date. All candidate applications arrive into the
Inbox folder and are listed in bold text, until they are opened and/or read by a recruiter

Days Open

The number of days that the job has been open
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Fill by date The fill by date for the job

6.2.2. Changing the Active Jobs View
1. To change a view click on the drop down arrow next to “Select View Mode’

2. Select a new view, such as ‘Application Sources’

3. The information in the grid area changes to display new columns:

4. To change your view back, select Standard View again.
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6.3  FINALISED JOBS

'Finalised jobs' contains jobs that have been completed or withdrawn. This is where you can view the candidates
that have previously applied for a position that you requested.

6.3.1. Finalising a Job

Complete the following steps to ensure correct closure of an active job;

Process all candidates correctly through the workflow, including placing the correct number of hired candidates in
the ‘Hire’ folder.

1. Ensure that all publishing is switched off.

v In the case of your job board, this will happen automatically if you hire past the closing date. If you
hire prior to the listed closing date, you must manually change the publishing to ‘tracking’.

2. Inthe Active Jobs listing, click on the Finalise Job icon;

3. The Job Finalisation screen will appear;

Finalising Job - Pork Rind Expert & Exit Wizard
} Instructions - =
} Hiring Data Job Finalisation Instructions
} Job Costs
A job can only be finalised once all recruitment actions for the job have been completed. This ensures that the job data will be complete
» Review and Finalise for reporiing purposes.

Warning: Finalise job automatically closes online testing and this process cannot be reversed.

Steps for job finalisation

) _ Finalisation
Complete all recruitment actions:

instructions

~ All publishing must be completed.

+ There must be no applications still in active workflow stages.
¥ There must be at least one hired candidate. Hired candidates must be in the "Hire' workflow stage.
Finalisation ~ There must be no more hired candidates than the target number of hires set for the requisition.

Complete finalisation actions: 1

* Enter Hiring Data for all hired candidates.
+ Enter job costs. (optional)

1 need help with the finalisati i @\

Legend
+ Complete
X Incomplete

4. Read the finalisation instructions page, and then choose the ‘Hiring Data’ option from the left hand menu.
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5. Enter the hiring data for the candidate by clicking on the green link as pictured;

Finalising Job - Pork Rind Expert & Exit Wizard
P Instructions =
} Hiring Data Hiring Data
p Job Costs

, ) View or edit candidates® hiring data for this job.
} Review and Finalise Only applications in folders in the Hire workflow stage will appear in the list below.

= Add hiring data: Click the link to Enter hining data for each candidate and enter the relevant details in the pop-up window.
- Edit/delete hiring data: After entering hiring data, click the links on the right-hand side to Edit or Delete hiring data, if desired.

Candidate Date of Hire Start Date Finish Date Remuneration (per Year)
Ms. Makita Fox-Crowe Add hiring data for this candidate.

6. A pop-up screen will appear, requesting information to be completed;

7. Add in the relevant data and click ‘Save’.

Remuneration (S per Year)

Date of Hire

8. Click on the ‘Job Costs’ option in the menu
9. Add in related job costs for the job. This section is OPTIONAL.

10. Click on ‘Review and Finalise’ in the menu
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Finalising Job - Pork Rind Expert 3] Exit Wizard
Instructit il
b Instuckons Review and Finalise M
p Hiring Data
b Job Costs ing: Finalise job i closes online testing and this process cannot be reversed.

» Review and Finalise Finalisation Checklist

Complete all recruitment actions:

+ All publishing must be completed.
+ There must be no applications still in active workflow stages.
¥ There must be at least one hired candidate. Hired candidates must be in the "Hire' workflow
stage
¥ There must be no more hired candidates than the target number of hires set for the
requisition.
Complete finalization actions:

+ Enter Hiring Data for all hired candidates.
¥ Enter job costs. (optional)

| need help with the finalisation requirements [Z1

Legend

+ Complete
* Incomplate

Hiring Data

‘Camiiﬂih Date of Hire Start Date Finish Date Remuneration (per Year]
‘Ms Makita Fox-Crows. 18 Jul 2014 18 Jul 2014 18 Jul 2014 $1,000.000.00

Job Costs

| Centre Category Date Cost
| Mo job costs entered

Total Cost  50.00

The job will then be pushed through to Finalised Jobs in the job lifecycle menu.

6.4 SUSPENDED JOBS

'Suspended jobs' contains jobs that have been suspended temporarily. You can view the candidates that have
applied for the position that is suspended.
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Follow the same process as closing a job; however you will need to click on the ‘Suspend Job’ icon. Users will only
be required to complete a suspension reason set of fields, as below;

Job Suspending - Pork Rind Expert

Form

Please Note:
Suspending a job will:

= close the intranst, intermet and agency publications.
deactivate all publications to ext | job boards.

When a job is suspended:
= Hiring data for hired candidate(s) cannot be entered.

= Infranet. internet and agency publications cannot be changed.
= The suspended job will be moved to the Suspended Jobs section.

Select a predefined reason or enter your own reason for suspending this job.
“ Predefined Reason

Short reason: | Select = reason... El

Further Information:

" Other (please specify)

Shert reason: | |

Further Information [optional):

Edit publishing options next.

1. Click on the ‘Suspend Job’ icon

The Job Suspending screen will appear

Complete the relevant fields. Short reason must be filled in.

Click ‘Suspend’.

The job will be pushed to the ‘Suspended Jobs’ area of the job lifecycle menu.

o A~ wnN

6.4.1. Reactivating Suspended Jobs

1. Navigate to the ‘Suspended Jobs’ area

2. Locate your job, and click on the ‘Resume Job’ icon
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Jobs Workflow

Create Job Req.
Req. Approval
Job Setup

Job Approval

Active Jobs

Finalised Jobs

Suspended Jobs

Archived Jobs

6.5 ARCHIVED JOBS

'Archived jobs' contains jobs that have been completed or withdrawn for longer than one month. This is where you
can view the candidates that have previously applied for a position that you requested.

6.6 JOB MATCH

Job match contains the speculative applications (expressions of interest) that have been submitted by candidates.
The applications are reviewed and when a position becomes available suitable candidates are asked to apply.

The process of reviewing candidates within the Job Match is exactly the same as reviewing candidates within an
active job (i.e.: moving candidates, emailing candidates, etc).

Within Job Match you can:

Review speculative candidates
Make notes against, or talent code reviewed candidates (very important)
Contact speculative candidates via emalil

Forward speculative candidates to others via email

AR R NN

Add speculative candidates to an Active Job or another Job Match category.

~
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I

L]
iz

O

Title

Administration

=]

Customer service

]

Customer Service

]

Engineering

]

Finance

]

Graduates

]

HR

]

Internal Mobility Registration

]

THOMSON REUTERS

Grand Master of Underlings .# L anE ~SelectViewMege -~ [=] < o5 [o] -
& @d B B8 € First Name Last Name SEARCH @, Advanced Search
Applicant Name REVIQW atus AutoScore Received « Days Source Email  Folder i
s Candidate
1 .ﬂ. Cmail Test Appllcatlons ead 1] AT Jul 14 32 TalentBuilder In Box
\ic, Australia
2 8, Query Query o 17 Jul 14 32 TalentBuilder In Box
333, fustralia
. . &
3. A Adityetsat=p A Unread 0 17 Jul 14 32 TalentBuilder In Box
WVIC, Australia
Kobe Border m ;
4 3 Read o AT Jul 14 32 TalentBuilder In Box
\ic, Australia
= -
- @ - 3 G Jee [
.
Makita Fox-Crowe Email, 41 (3) Maximise (=) Close
forward, add
Application - Crand Ma candidate to = = & =) ¥ Application Scores / Codes
job here
Receipt Number: FOX-14-0-143% » Talent Builder Scores / Codes
Add notes & » Notes
Application Details talent code your » File Library
candidate here
» Event Log

|| Personal/Contact Details

Applicant Mare

Mame : Ms. Makita Fox-Crowe

Preferred Mame : [ Motentered ]
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Chapter 7: VIEWING AND MANAGING YOUR CANDIDATES

A THE CANDIDATE WINDOW

You can view the candidates that applied to a particular position by clicking on the job title in either: Active Jobs,
Suspended Jobs, Finalised Jobs or Archived Jobs.

In this example you will look at candidates in Active jobs, however the concept is the same regardless of the area
of FSR that you are — including Job Match.

1. Click on the Active Jobs menu item
2. The Active Jobs window appears

3. Click on the job title of the position
4

The candidate listing appears, you are currently in the Inbox

i % SETTINGS | % FIRMADMIN | @ HELP | @ SUPPORT
cvMail : : : : THOMSON REUTERS
HOME JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back Cvmail Test - Logout
Jobs Waorkflow Grand Master of Underlings # = A [¥] -selectviewmode~ [¥] < -2 :
Application
EDILIED & Tk Ea e Workflow First Name Lest Name SEARCH @, Advanced Search
Req. Approval
- Applicant Name Status AutoScore Received = Days Source yail Folder
ol up
! - View
Job Approval 1 B GvmeTes bha Fesd o 17 Jul 14 32 TalentBuilder £ x
Vic. Australia
2 0 OweryOwery & Resd o 17 Jul 14 32 TalentBuilder In Box
aaa, Australia
Finalised Jobs Aditys Jatan © I:_I ™
2 A Ade et - Unread 2 17 Jul 14 32 TalentBuilder In Box
Suspended Jobs VIC, Australia
Archived Jobs . A :Ee Hm‘:e' eul Read o 17 Jul 14 22 TalentBuilder In Box
5 & ::k"a FT"C'WE Eul Resd o 27 May 14 The candidate Shortlist
Q Talent Search - Australia ER
Quick Talent Search| 84 listing
Action bar
Move bar

— .
-@ : DO

All candidate applications arrive into the Inbox folder and are listed in bold text, until they are opened and/or read.

Consequently, all applications that are not listed in bold text have been opened and/or read at least once, by the
firm’s recruiter(s).

Applications can arrive into FSR from the following sources:
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Agency | | Internal

PV

Internet Paper

$ o

Candidate sources can be identified by the image to the left of their name in the listing;
v Internet applications b3
v" Agency applications &
v Internal applications &

v Paper applications L

Note

lications might automatically relocate to folders other than
] articular jobs’ setup.

7.2 APPLICATION WORKFLOW

The application workflow is used to help you manage your candidates through the recruitment workflow.

Applications are usually received into the Inbox (unless screening rules have moved them to a different workflow
stage — as your HR consultant for more information about screening rules).

A typical application workflow is tabled below however it is possible for workflow stages to be disabled if they are
not applicable for a particular role (this is typically determined by your HR team).

WORKFLOW STAGE ‘ EXPLANATION

Inbox Contains ‘new applications’. The Inbox is where applications are usually received and
read.

Shortlist Candidates that have been shortlisted are moved to the Shortlist workflow stage.

Phone Interview Candidates that have been selected for a phone interview are moved into this workflow
stage.

Interview 1 Candidates that will be invited for first interview are moved into this workflow stage.
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Interview 2 Candidates that will be invited for second interview are moved into this workflow stage.
Interview 3 Candidates that will be invited for third interview are moved into this workflow stage.
Assessments Candidates that have been selected to complete assessment checking are moved into this

workflow stage.

Reference Checks

Candidates that require reference checks are moved into this workflow stage.

Offer Candidates that will be made an offer are moved into the offer workflow stage.
Hire The successful ‘hired’ candidate is moved into the Hire folder

Rejected Unsuccessful candidates are moved into this workflow stage

Withdrawn Withdrawn candidates are moved into this workflow stage

R The trash folder cannot be modified or removed. Duplicate or otherwise unwanted

applications can be move to the trash folder, removing them from the application workflow
completely. Trashed applications are essentially deleted and will not be included in
reports.

Candidates that have progressed along the recruitment workflow will not be located in the Inbox any longer. To
view the applicants that have moved, use the Folder View menu.

1. Click the drop down arrow next to Inbox

2. The folder list appears:

(o2 | AIQ19) =1k
Inbox Workflow stages are blue
(A} In Box (1) Folders are grey
Applied (1) o
Low GPA (1)

Mot citizen (2}

Mot penultimate
Shortlist

Shortlist (3}
Phone Interview

Phone Interview (3}
Interview 1

Interview 1 (3}
Interview 2

Interviews 2 (3}
Pre Offer Process

Reference Checks
Offer

Offer (1}
Offer Accepted

Offer Accepted

3. Click Reject to view the candidates in the Reject folder

4. To return to the Inbox click the drop down arrow and select Inbox

5. The candidates in the Inbox are displayed once more
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7.3 VIEWS

Just like the job listing windows, different columns of information can be displayed by selecting a View from the
drop-down menu in the title bar.

The ‘Standard View’ displays the following columns:

COLUMN l EXPLANATION
Applicant name The applicants full name
Status The status of the application. E.g. Read
The score that has been applied to the application. Note: this is only available when ‘Scoring’
Auto Score - S
has been applied to the application form.
Recv’d The date the application was received
Days The number of days the application has been in the current folder
Source The source of the application, such as Internet or Intranet
Emai This column indicates whether the candidate has received an email (either auto or manual)
mail PR
whilst in this folder

7.3.1. Duplicate Candidates

There are two types of duplicates in FSR.

v Application duplicates ol

This icon signifies that the candidate has previously submitted an application to the organisation. Hover
your mouse over the icon to be presented with information regarding the total number of applications in

other jobs.
v Talent duplicates ‘¥

!

This icon signifies that the candidate has potentially created more than one account with the organisation.
This can occur if a candidate has registered and submitted an application to your organisation, then some
time later returns to the job board and rather than logging in with their existing details they create a new
account and submit another record.

7.4 VIEWING AN APPLICATION

To view a candidate’s application:

1. Click on the candidate’s name in the listing
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2. The candidate’s application record opens to show the information entered by the candidate:

. £+ SETTINGS 2% FIRMADMIN @® HELP | % SUPPORT
cvMail

§ THOMSON REUTERS

HOME JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER Welcome back Cvmail Test - Logout

Jobs Workflow Grand Master of Underl... (1search match) (), Sesrch Results (1) [x] -selectviewMode— [=] = 1-1 [+] =
Create Job Req. & E ik B & First Name | Kobe Lsst Nama ADVANCED SEARCH || END SEARCH
Req. Approval
| Applicant Name Status AutoScore Received » Days Source Email Folder
Job Setup
Job Approval B 1 R, Hebe Border | Resd o 17 Jul 14 8 TalentBuilder In Box
Vic, Australis

Active Jobs

Finalised Jobs

Suspended Jobs El EI

Archived Jobs Kabe Border 174 » (®) Maximise (=) Close
-

Application - Grand Master of Underlings B & # & *» Application Scores / Codes

Receipt Number: BOR-14-0-1435820 » Talent Builder Scores / Codes
» Notes

Application Details
2 > File Library

® Event Lo

[C] Personal/Contact Details Candidate application

Applicant Hame record Recruiter Admin

Name : Mr. Kobe Border

menu
Home Address
Address : 49 5t Ceorges Road
Toorak, Vic 3142
Australia
Day Phone - (61)397002224
obile Phons Mumber - 0404589522
Email

Primary E-mail : boiny@gmail.com.cvmail.net.cvmail.net

How did you hear about this position?
Referral

Additional Information

EXPLANATION
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Use these arrows to move forward and backwards

4 1/13 » o
through the application records

e Use Zoom to make the application record
fill the entire screen

e Use Hide to return back to the application
listing

Maximise =) Close
Maximise ‘=) Ll0se

Note: There is a setting in My Settings | User
Preferences which controls whether an application
is automatically ‘Zoomed” when you click on an
applicant’'s name.

d=h l Use this icon to print an application record

Use this option to select between the candidate’s
B Application (5 R é Duplicate Management appllcgtlon re.cords (fqr the job) or talent record
(contains the information collated from all
applications.

7.5  THE RECRUITER ADMINISTRATION PANEL

The recruiter administration panel is located on the right hand side of the application record. It is used by recruiters
to input additional information onto the record. This area is used to store notes and view information that the firm
has gathered about the candidate.
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¥ Application Scores [/ Codes

¥ Talent Builder Scores / Codes Click the arrow to
expand the

¥ Notes information panel

P File Library

Pk Event Log

See tables below for more information on each section of the Recruiter Information Panel.

7.5.1. Application Scoring/Coding

Application coding is used to apply information about the application for this job. It is not mandatory to use the
codes but they can be particularly useful when short listing. Common examples in this area are:

CODE OPTIONS

Shortlist Yes, No or maybe
Quality of application Excellent, Average, Below Average
Addresses Criteria Exceeds criteria, Meets criteria, Does not meet criteria

To apply an application code to a candidate:
1. Select the appropriate option from the list
2. Click Update

3. The codes updated and appended to the bottom of the applicants record.

Note
Application Scores & Codes can be viewed (& updated) as a View i
uick Guide: Views, for more information.

7.5.2. Talent Builder Scores/Codes

Talent codes are used to input information about candidates that will be useful when searching for talent in the
future.

For example, if you are recruiting for a role and have a particularly good selection of candidates - but only hire one
applicant. The candidates that missed out could be suitable for other roles within the organisation or, if you were to
recruit for that position again you would want to quickly locate those candidates again.

Talent Codes allow you to quickly search for star applicants or exclude candidates that have been deemed
unsuitable for the organisation, therefore saving time during the recruitment process.
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Example Talent Codes:

Interviewed: Suitable

Interviewed: Not suitable at this point in time
Interviewed: Unsuitable

Not Interviewed: Suitable

Not Interviewed: Not suitable at this point in time
Not Interviewed: Unsuitable

ASANENENENEN

To apply a Talent Code to a candidate:

1. Select the appropriate option from the list
2. Click Update

3. The codes updated and appended to the bottom of the applicants record.
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7.5.3.  Adding Notes

The notes section is used to add free text notes to an applicant’s record. As with Application codes and talent
codes, the Notes entered are appended to the bottom of the application record.

To add a note:
1. Enter notes into the text box
v Lock will ensure that nobody deletes the note
v" Private means that nobody else can see the note
1. Click Update

2. The notes are appended to the bottom of the applicant’s record

To delete a note:
1. Click the red cross next to the note X

2. The notes are removed from the applicant’s record

kobe Border 4 sz b (%) Maximise (- Close
o
Application - WHR BDM B B & a ¥ Application Scores / Codes
S ¥ Talent Builder Scores / Codes
¥ Notes
Ilotes History
1 [ Last Eait=a By: Nraworks.test - 17707114, 031 M -
Woof woof woof
2 | Last Editad Sy: Mrewarks.test - 17/07/14, 03:10 PM
Tail very fluffy
-
" Application Scores/Codes Lack Private
Talent
\ Notes, Application odes and Filter:
Talent codes on an
application form .| Current Job Notes
Talent Scores/Codes S

1. fireworks. test Jx
Ganaral overviaw of Talent? very furry 17/07/14, 3:10 PM
1deal DiElon Farensic Eenices, Lawyer, Saiee Tail a
Rathg [ Mat Ensared | = ail very fluffy
FInal Talemt Rating Star Candidate 2, fireworks.test (}# x
NEW SCORE TRIAL 5 170714, 3:10 PM

Woof woof woof
¥ File Library
Online Assessment = P EventLog

7.5.4. File Library

The file library is where you can view attached files, these can be files attached by the candidate (appear in blue) or
by a recruiter (appear in black).
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¥ File Library

Date last
Title updated Delete?

File Attachment u... 17/07/2014 X

File Attachment u... 17/07/2014 X

Click on the
hyperlink to view
the attached files

Title

File Mo file selected.

To add an attachment:

1. Type atitle into the title field
Click Browse
Browse to the location of the file
Click Attach File

o M 0N

The file is attached to the applicants record

To delete an attachment:

1. Click the red cross next to the attachment X

2. The attachment is removed from the applicant’s record.

7.5.5. The Event Log

The event log contains a log of all the actions that have been associated with the applicant’s record since it was
received.

It is also possible to view an exact copy of the emails that have been sent to the applicant from within the system.
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¥ Event Log

Recent Events E SHOW

10 Most Recent Events
9 log entries

9. App. Received

SYSTEM - (22/06/10, 11-36 AM)

Application received from candidate.

7.6 ADDING A PAPER CANDIDATE

Recruiters may on occasion receive applications from candidates via email or over desk. We refer to these
candidates as “paper applications”

Paper applications can be added to FSR by recruiters or alternatively you can ask the applicant to apply online
instead.

To add a paper applicant:

1. Click on the job title of the job that you are adding the candidate to
2. Click the add paper applicant icon within the icon menu:
3. The add paper application window appears:

Add Paper Application - Crand Master of Underlings

» Agency Details Agency Details SAVEPAGE
p PersonalConfact ...
b Pre-submission Du... Select an agency and agent from the lists, If you wish to add 2 new agency or adit an existing one. use the links balow.
» Additional Inform..
Selact = folder: |- seect e - [=]
b Resume/CV & Cover.
b Preview & Send Agencies in selacted foldars [ Plesse seict s tger st [+] e
Agents with selected agency: |' Please select an agency first — |ﬂ

Related Links: Add agency to list

SAVE PACE

Ignore the Agency Details page (page 1) unless the candidate is agency supplied
Click on the Personal / Contact details page to enter the candidate’s information
Ignore the agency reference number — this is not required

Click Save Page

o M 0N PE

Click the Pre-submission duplicate check page
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You must check that the candidate is not already in the database
If the applicant is not a duplicate you can carry on adding in the application

Continue adding as much information as possible about the candidate

© © N o

Click Save Page to save the information

10. Click Preview & Send page

11. Review the information that you have added
12. Click Add Paper Application

13. The paper applicant appears in black in the grid

Add Paper Application - Crand Master of Underlings

Record Preview ADD PAPER APPLICATION

Agency Details

Personal/Contact ...
Pre-submission Du__
Additional Inform.... Personal/Contact Details

Resume/CV & Cover...

v v v v v -

Applicant Name
Preview & Send Name : Miss Maya Swan Preferred Name : Maya
Home Address
Address : 565 Bourke St
Melbourne, Vic 3000
Australia
Day Phane : (D3) 546546545
Mabile Phone Number : 21654545354
Email
Primary E-mail : mayamaya@gmail.com

How did you hear about this position?
Seek

Additional Information

How many years have you been training in the Grand Master Arts?
1-2 years

Do you collect any of the below?

Potato pancakes

Do you have any experience in the following?
Photo bombing, Mooing contests

7.7 THE SHOPPING CART

The Shopping Cart feature allows applicants to be short listed, without having to move them between folders. This
is very useful tool for screening applications and performing tasks on bulk applications. In fact, all of the application
processing features can be accessed from the Shopping Cart folder in the same way you use any other folder.
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The best use of the Shopping Cart feature is when moving through multiple pages of different folders, viewing and
short listing applications along the way.

All of the short listed applications can then be accessed from the virtual Shopping Cart folder, just like any other
folder. For permanent access to the selection of applications, they can all be moved in to a fresh folder, i.e. move
the contents of the Shopping Cart into an empty folder.

To add/remove applicants to/from the Shopping Cart:
1. Select the applicant(s) by ticking the checkboxes next to their name(s)
2. Click on the Shopping Cart icon

Applications that have been added to the Shopping Cart display a XX icon to the far right-hand side of their name
in the application listing.

To view the selection of applications in the Shopping Cart
3. Select Shopping Cart in the folder list at the top of the screen (shown below)

4. All of the applications across multiple pages and folders in the current job will be listed.
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(7 AN

Interview 2
Pre Offer Process

Reference Check
Offer

Offer
Offer Accepted

Offer Accepted
Offer Declined

Offer Declined
-Hire-

Hire
-Withdrawn-

Withdrawn
-Rejoacts

All (1)
Shopping Cart (1)

5. To add all of the applications in the current folder to the Shopping Cart, click the a button.
6. To remove all of the applications in the Shopping Cart, click the a button.

7.8 MOVING A CANDIDATE

Once candidate applications have been read, you are ready to move them on through the recruitment workflow.
Typically candidates from the Inbox will be moved to either Shortlist or Reject. (Section 5.2 Application Workflow
contains an explanation of the workflow stages).

| 4% seTTINGs | ;% FIRMADMIN @ HeLP | %m SUPPORT

cvMail THOMSON REUTERS
HOME JOB MATCH TALENT BUILDER ACENCIES REPCRTING SCHEDULER Welcome back Cvmail Test- Logout
Jobs Workilow Grand Master of Underlings . 2 nBaxy [zl —SeectviewMade— [ < 1+ [-] >
Create Job Req. & EdkEEe First Name Last Name % 01_Advanced Search
Req. Approval
ot et Applicant Name a Select applicant/s f., Received Days saurce  FoOlder list view
P
Job Approval 1 R, YooeBarder [ 1T Jul 14 32
WAC, Australl=
" - - 1
Actesohs 2 Jeatap ha Unread 0 17 Jul 14 22 TalentBuilder
WIC, Auatralla
Finalised Jobs ety o o
3 M Cwenyweny 0 Read 0 17 Jul 14 2 TalentBuider
Suspended Jobs 23, Austialz
Cvmail Test [T ] )
Archived Jobs 4 & s st Read o AT Jul 14 32 TalentBuilder
Quick T n a4 Send E-Mail = E Shortist save |7 [T
MOV SAVE |Iw I3V
- CPA qualified a
-cRa
Kobe Border _cPA :g,“:llg;:s:nnsidar Nie i (%) Maximise - Close
Raview
Review o
Application - Grand Master of Underlings Phane Interview ¥ Application Scores / Codes
e o Phone Inerview Move bar H Pe
Receipt Number: SOR-14-0.1426620 e » Talent Builder Scores / Codes
Interview 2
Intervizw 2 » Notes
App| e S
Interview 3 o
Pre Offer Process P File Library
Reference Chesk =
Offer » Event Log
Offier
|| Personal/Contact Details Gﬂ!rnl;cepred
Offer Accepted
Applic. Offer Deglined
ant lame Offer Declined
Mame : Mr Kobe Sorder Hire
Hire
-Withdrawn
Home Address e
Address . 49 5t Ceorges Road F::J:cl
fie 3142 Other =
Toorak, Vic 3142 = = i
< il 5

To move a candidate to another workflow stage:
7. Select a candidate(s) by placing a tick next to their name in the listing (or alternatively click select all)
8. Click the drop down box next to the Move bar

9. Select the appropriate workflow stage to move the candidate to, such as Shortlist
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10. Click Move

11. The candidate disappears from the Inbox

THOMSOMN REUTERS

12. The applicant can be viewed by changing the folder view list and selecting the folder that they were moved

to.

rdless of their place in the workflow, change your folder list view to

7.9 USING EMAIL

FSR contains a library of email templates that can be used to communicate with applicants, alternatively recruiters

can type out an ad hoc email to a candidate.

A copy of the email will be stored against the candidate’s record in the event log.

7.9.1. Email a Candidate

To send an email to an applicant:
1. Select your applicant(s) in the grid
2. Select Send Email from the Action bar
3. Click Go

i SETTINGS | & FRMADMIN | @ HELP

JOB MATCH TALENT BUILDER AGENCIES REPORTING SCHEDULER

Jobs Workflow Grand Master ~=**

% SUPPORT

Create Job Rea. & =& ®  Selectapplicants - -
Req. Approval
Job Setup Applicant b Status AutoScore Received Days
Job Approval 1 ! K i Read o 17 Jul 14 a2
X _ . ¥
Active Jobs 2 Adity= Jagtap ha Unread 0 17 Jul 14 3z
WIC, Australls
Finalised Jobs ;
3 @ QueryQmery ] Resc o 17 Jul 14 22
Suspended Jobs. 333, Ausrala
Cvmsil Test 0y v
Archived Jobs « & N Resd o 17 Jul 14 a2
:".:*- a Send E-Mail =
Action bar

Send E-Mail to Agent

Send SMS

Forward Applications -
Mai Merge

Wake Merge

Bulk Prrt fUnderlings =]
Bulk Apps

Reference Request
Reference Receved
Request Applicant Identity
Gnline Assessment Request
[ an e Request Application Details

[

4. The wizard process begins
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Welcome back Cvmail Test - Logout

[=] - select view Moge

@, Advanced Search

Source

TalentBuilder

TalentBuilder

TalentBuilder

TalentBuilder

¥ Application Scores / Codes

P Talent Builder Scores / Codes

=< - =

Email

[oos e T P

(3) Maximise (=) Close
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Send Notify Email &l Exit Wizard

Send Notify Email

This function sends an email to one or more candidates

Select Source
Selected Apps (2) - Choose the applications to notify.

5. Click Next
6. The select email template window appears:

7. Choose the appropriate email template or alternatively select Manual to type your own email to the
candidate

Notify Email

Select Email Template

[Manual] =

Direct: Acknowledgement
Direct: Acknowledgement - Shortlisted
Direct: Invitation to Interview

Direct: Job on hold

Direct: Medical Examination

Direct: Unsuccessful

Direct: Unsuccessful after 1st Inteniew

Direct: Unsuccessful after 2nd Inteniew
Direct: Unsuccessful Pillow Fluffer
GMR Acknowledgement

Job Mateh: Acknowledgement

test

Unsuccessful Template

8. Click Next

9. The write email window appears; you can edit any of the information to the candidate if required or even
attach a file
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Notify Email

‘Writz Email

¥ e re stage

Signature
Kl Fegards,

HR Team

Legal Disclaimer

The Informiation contEined In ks emall Is confidential and may be privileged - R s inended only for he
use of he addressee Named above. I you are not he imended reciplent and have recleved Mils emall in
eror, please Teply 10 er Sulor by refum emall and delete e onginal message.

10. Click Next

11. The choose recipients window appears:

MNotify Email

Kobe Border - boiny@gmail.com.cvmail.net.cvmail.net
Aditya Jagtap - aditya_jagtap@hotmail.com.cvmail net. cvmail.net

Cvmail Test - aditya.kewi@gmail.com.cvmail net cvmail.net
erty - 123@cvmail.net

Recipients already contacted with active template:

NB: The recipients above must be manually selected on this page
to confirm re-sending of the nofification.

Please dick the "Send” button once only, otherwise multiple copies of the same message may be sent.
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12.

13.
14.
15.

7.9.2.

THOMSON REUTERS

The candidates in the top box will be sent an email, FSR will warn you if the applicant has already been
contacted with this email template

Click Send

The summary window appears, this screen will notify you of any emails that could not be sent

Click Finish

Using SMS functionality

You can contact a candidate via SMS if the candidate has supplied their mobile telephone number. This can be
very useful when contacting candidates in bulk.

To SMS to one or more candidates:

o o M wbhpRE

7.

Select your applicant(s) in the grid

Select “send SMS” from the Action bar dropdown list
Click Go

The wizard process begins

Click Next

Choose to create a “manual” SMS or select a pre-defined SMS from the library:

Send SMS

Select Message Template

This is an SMS email template

Click Next

Commercial in Confidence

49|Page



THOMSON REUTERS

8. Depending on your previous selection, either type your SMS message or review the default message
9. Click Next

10. The confirmation page will appear:

11. Click Send

Send SMS

Confirm Candidates who

have yet to receive
this SMS

Active Template - 'This is an SMS email temp
Recipients not contacted with active template:
(Mone)
Kobe Border (+61404539522)

Recipients already contacted with active template: Candidates who
have already
received this SMS

NB: The recipients above must be manually selected on this page
to confirm re-sending of the notification.

Sending Messages

SMS Messages successfully sent

(none)

SMS Messages that were sent unsuccessfully
Kobe Border - +61404589522

FINISH
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7.9.3. Forwarding Candidates

You can use forwarding to forward candidate applications to an email address. This is useful for recruiters that do
not have access to FSR for example.

To forward one or more applicants:
1. Select your applicant(s) in the grid
2. Select Forward Applications from the Action bar
3. Click Go
4

The wizard process begins

Forward &8 Exit Wizard

Select Source Applications to Forward

Select Source:
Selected Applications (2) @
Shopping Cart Applications (0) (@]
Selected and Shopping Cart (2) @

NEXT

5. Click Next

6. The select applicants window appears:

Select Applicants

Applications to Forward (select):

Makita Fox-Crowe - makitafoxcrowe@gmail.com

Kobe Border - boiny@gmail com.cvmail_net cvmail_net

Select Components to Include

Application

Resume/CV and Files Attached by Candidate
Files Attached by Other Firm Users

Select Forwarding Option

@ Send Multiple Candidates in a Single Email

© Send Multiple Candidates as Individual Emails

Warning: If the combined file size exceeds your server limit the email may be rejected.

£ o)
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7. Choose the components to include when forwarding
8. Choose your forwarding option

9. Click Next

10. Select an email template

11. Click Next

12. The forwarding message details appear

13. Enter an email address to forward the applications to, or alternatively click on the Address Book icon =]
14. Edit your message as required

15. Click Forward

16. The results window appears to advise of successfully sent emails and any that have not been sent.

17. Click Finish

7.94. Bulk Print

Bulk Print is a useful tool for printing multiple applications and associated attachments relating to the candidate.

Applications can be printed from within the candidate’s record but using Bulk Print allows you to print all candidates
in one step.

To use Bulk Print:
1. Select your applicant(s) in the grid
2. Select Bulk Print from the Action bar
3. Click Go
4

The wizard process begins:

Bulk Print

This function makes it possible to collate all applications and attachments into one ZIP/PDF file for download.

Choose Downlead:

ZIP Apps
(Zips all chosen Job Applications as well as any of the their attachments together)

PDF Apps
(Converis all chosen Job Applications and any of their aitachments(DOC, DOCX, RTF) into a PDF, it then
combines all of the converted files into one large PDF file)

Double Sided Printing?
If you are printing double sided, then leave this box checked. However, if you are printing as single sided,
then there is no need to use this and you can uncheck this box.

CANCEL | CENERATE

Select the format you want the extraction to be (zipped or PDF)
Choose double sided printing if you wish

Click Generate

© N o U

The preparing apps window appears:
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| a https:f.-fstaging.fsr.cvmail.com.auffu\lspectrurn.-"moduIes.fzipapps.feventsf_proces;-group.cfm?components:pdfapp|

Preparing Apps
The system is currently preparing the chosen applications for bulk delivery. This
process may take up to 5 minutes, please be patient.

0% 50% 100%

Preparing RTF Documents
RN RN RN RN RN AR RRRRRRRARAR AN

S—
Click to View the PDF or Right Click and choose "Save As..." to doM

THOMSON REUTERS

Click to download

9. Click on the ‘Click to download’ button to download the files to your computer

10. The files will open in the format you have selected (either zipped or PDF) where you can then print or save.
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