
How to Register New Record 
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Click a subject in the Global Menu that you wish to 
register, then click “New”. 
For example, new registration of personal contact 
information and Resume are performed here. 

※ There is a possibility that the screen image might change. 
※ In this manual, the default menus displayed are the default settings. 
     To change the global menu display settings, please refer to the document “How to Customize the Global Menu”. 
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After the transition to the new registration screen, input 
the necessary information. 
 
※Items with red marks are required. 
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By typing the name of the job seeker in “Person”, a drop-down 
list containing candidate names will be displayed. 
 
Click “Add New” if there is no corresponded name. 
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Click “Save” after inputting all required 
information. 

After the transition to the new registration 
screen of personal information, continue to 
input the information. 
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After the transition back to the new 
resume registration screen, 
continue to input the necessary 
information.  

※The information that you input in 
“Person” is displayed in “Contact 
Information”  
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Items with a clock icon will display a calendar 
when the input field is clicked, and the year, 
month, and day can be selected. 
 
※The current date is automatically displayed 
by clicking the clock sign.  
※You can also input directly into input field. 
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The pencil sign is displayed when options 
are not displayed on the current screen. 
 
Click the pencil sign to choose an option. 
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Choose the item(s) from the options 
displayed on the screen. 
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Click “Save” after inputting the 
necessary information. 
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The contents that you input  
will be reflected in the list view. 


