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e reply to this email or c

Because we are sending email from the Process screen, - Support iy
Import please click the search submenu in the process menu. Ishi

Import Process
15 I& I7

yipported Browser

E Thank you for using our PORTERS HR-Business Cloud (HRBC) ser
22 23 24 25 26 27 28 VIes:
Along with the release of Microsoft’s Windows 10 on July 29, 201
5, new internet browser called Microsoft Edge has been introduce
d.

Please note that with Microsoft Edge, part of HRBC features and p
ages are not working properly.

29 30 1 2 3 4 5
[HRBEC Supported Browser]
- Internet Explorer @ and above
- Google Chrome
& 7 8 ] 10 11 12

For details of Windows 10, please check in Microsoft's website.

Please contact us if you have any questions regarding the HRBEC s
upported browser.

PORTERS Corporation  Customer Success Support Div.
Contact details for inquiries : Sakamaki - Ishii

TODA Building Aoyama 3F

8-5-34 Akasaka Minato-ku, Tokyo, 107-0052 Japan
TEL: +81 {0)3-6455-4747

MAIL: hrbc-support@porters.jp

> 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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Process Search Criteria

Saved Search - v

Sort Order Updated Date(Desc)
Keyword Contains All (AND)

Keyword Search Mode ® All () Attachment (O Data

Process ID

p

Input the resume name and click the
"Search” button.

L

Search

o w T T % T

| ISuccess [ |Client NG [ Person NG || Job Cunsultant NG
[l Person Consultant NG

Process Owner
Client ID ™ Text
Contains All (AND)

Recruiter -~/ ID (@ Text
Contains All (AND)

Joh @ ID ® Text
Contains All (AND)

Job Owner

) ID w Text

Contains All (AND) Meg Tanaka

Resume Owner

Date Created

Date Updated

Person - 1D ® Text
Contains All (AND)

Mew Sawved Ssarch

Delete Saved Search

Sort Order for Saved

Searches
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Client Recruiter Job Person Resume Process Sales  Activity

Process (2 Add New Process Bulk Action &g

[##] Job Sent(2) [ Recommend(2)

Detail Process Job Sent
Edit Process Date 2015/08/06 14:31:00
Process Memo
Copy
End Flag
Delete End Reason
Detail st'lmat.ed Sales
d Closing Date
Edit Process Owner MN/& Catherine Porters
Copy lient 01
Delete Process Job Sent
Document Process Date 2015/07/23 11:55:00
Send Email Process Memo

End Flag Close

Email to Recruiter Estimated Sales

Email to Person ected Closing Date
Process Owner

MN/& Stacie

Open in listview
Edit Job
Detail Job

a

Please click “Email to Recruiter” in the Action Menu of e the
process in the “Job Sent” phase.

\

N

It may be easier to work with the search results by checking the

/

.

Catherine Porters

Aops - % (@

Customize View

Sample Client 01

a Job 01

e Talah]

Search results are displayed.
phase checkboxes to narrow them.

Please check “Job Sent” now.

S

/
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Phase Update

Template (process -> Recruiter) _# Signature

4

The phase can be updated when sending an
email. When appending to the Phase Memao,
please select "Update the latest Phase"

Don't share mail @ Share mail

The templates are ordered alphabetically

<hrbec-support@porters.jp=

Shared Templates (1)

sample@porters.jp *

Recomendation E-mail {Default) i

My Templates (0)

Subject

Input the contents
(Share, From,Reply To Settings,To, Cc,Bcc, File).
Please consult the “How to Create an Email” manual for details.
- /

m
X
L

I
(]
I
T
-]
!
Q)

Add Mew template in My Template list +
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Template (Process -> Recruiter) Don't share mail @ Share mai _# Signature Phase Update
The templates are ordered alphabetically The phase can be updated when sending an
From <hrbe-support@porters.ip= email. When appending to the Phase Memo,
Shared Templates (1) o . please select "Update the latest Phase"
To sample@porters.jp
Recomendation E-mail [Default) EECE 1P
Cc

My Templates (0)

Subject

You can attach files of up to 5MB per file, up to a total of 10MB per Email.

Extension : txt, pdf, xls, doc, ppt, xIsx, docx, pptx, html, htm, gif, jpg, jpeg, png, bmp

Add Mew template in My Template list +
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Add Attachment

Select files from HRBEC or from your Computer
o Select from HRBC

~ Resume (Meg Tanaka(10009))
[« Resume .docx

[Resurme.docx )

[] Select from Computer | Browse Files

Zip Options
l#| Make a zip
Name of the zip file archive Zip

[« Set a Password

D3 luHMx Generate Password

.

3

just clicking the check box.

Files saved on your PC are also available to attach by
clicking the “Browse Files” button.

\

Files that are saved in Resume are available to attach by

/

Enter the zip file name and password into the
corresponding fields. Please note that the “Set a
Password” option is automatically checked when the
“Make a zip” option is being checked.

To attach files such as resume, please check “Make a zip”.

~

%
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Template :"::555 -~ F-.f-:“. er Dcr't shara '|'|E|I| (] El'-a-E nﬂa' -?,‘ S.gl'Ia:L.I'E Phase Update
The templates are ordered alphabetically The phase can be updated when sending an
. il. When appending to the Phase Memo
From <hrbc-support@porters.jp= email. W P g '
Shared Templates (1) . . please select "Update the |atest Phase”
To sample@porters.jp *

Recomendation E-mail {Default)

My Templates (0)

File name and icon will be displayed if there is
attachment. The icon also indicates whether the
attachment is compressed or encrypted.

It is advised to encrypt the attachment by setting
password if it is confidential such as resume.

Bl Attachment icons

ZIP no compression:

Resume.docx ¥

ZIP compressed but not encrypted by password:

'~ archive.zip x

ZIP both compressed and encrypted: archive.zip X

Add Mew template in My Template list
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Template (process -> Recruiter) Don't share mail Phase Update

® Share mai

The templates are ordered alphabetically Los F'haEE s L|p.dated MOz BRI A
Shared Templates (1) From <hrbe-support@porters.jp> Manager EE:;L ;2;:; ?Eizgfg?h;ﬂl;::s: EE;:}‘E'T‘&
My Templates (D) - Phase

Bcc Recommend

File o archive.zip X . . Process Date

cubject  [Candidate Recommend Please choose the signature to be used in 2015/11/20 15:08 [
this Email by clicking the corresponding Process Memo
Please choose the template to be used signature button.
by clicking the template name. e Portersof BBl v=17ILE.

We recommend the following candidate for your position.

[Position] Sample Job 01 End Flag
Close

[Candidate Mame] Meg Tanaka

End Reason
Success Client NG Persan MG
Job Cunsultant NG

Thank You Person Consultant NG

As a result of our search, we ask that you please consider:
If the candidate is satisfactory please contact Catherine Porters.

m Candidate Information

[Name] Meg Tanzka
: It will come in handy if setting the phase to change to

[age] N g
“Recommend” when the email is sent.

[Address]

[Education] establishment : 191235
memo : established a hundred years ago.

{annual Salary (JPY) ]
Current Salary :
Preferred Salary :

[Work Experience]
Employment Status : Between jobs

Add Mew template in My Template list +




HR-B C

Template (process -> Recruiter)

The templates are ordered alphabetically

Shared Templates (1)
Recomendation E-mail (Default)

My Templates (0)

Add Mew template in My Template list +

Don't share mail @ Share mai

From <hrbc-support@porters.jp=
To sample@porters.jp *
Cc
Bcc
Cila

5..I|__

Click the Send button after composing the email.

Sample Client 01
Sample Recruiter 01

psavwaysitiscatneme Pot - ¢ Please note that there is no confirmation screen.
we recommend the following. | other words, the email will be sent immediately
[Position] Sample Job 01 after CIiCking the Send button.

[Candidate Name] Meg Tanz

As a result of our search, we ask.
If the candidate is satisfactory please contact Catherine Porters.
Thank You

m Candidate Information

[Name] Meg Tanaka
[age]

[Address]

[Education] establishment : 191235
memo : established a hundred years ago.

{annual Salary (JPY) ]
Current Salary :
Preferred Salary :

[Work Experience]
Employment Status : Between jobs

Catherine Porters hrbc-support@porters.jp

EML Co.

Phase Update

_# Signature
The phase can be updated whean sending an

email. When appending to the Phase Memo,
please select "Update the latest Phase"

L

Phase
Recommend

Process Date
2015/11/20 15:08 m

Process Memo

End Flag
Close

End Reason
Success Client NG Person NG
Job Cunsultant NG
Person Consultant NG

10
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@ Client Recruiter Job Person Resume Process Sales  Activity
| Add New Process Bulk Action H

Process (4

Catherine Porters  Apps + @ @

Customize View

L [] Job senti1) [ | Recommend(3) J
I I | I | |
[ ~ | Meg Tanaka/Sample Client l, s - - - -

Process Recommend Client Sample Client 01
e — -
Process Date | 201571120 15:08:00 Job  Sample Job 01
Process Memo Resume Meq Tanaka(10009)
End Flag
End Reason

Estimated Sales
Expected Closing Date
Process Owner

_ After the email sent, HRBC will return back to the previous screen and the latest
[ - | Meg Tanaka/Sample Client 01 . . . .
Process information will be displayed by a reload.

Process Date 10)
Process Memo

_ ™9 Notice that the phase is changed to Recommend. Also, the number of Job Sent and
Recommends are updated.

Estimated Sales
Expected Closing Datek /
Process Owner

E [ ~ | Meg Tanaka/Sample Client 01

Process Job Sent Client Sample Client 01

Process Date 2015/07/23 11:55:00 Job Sample Job 03
Q Process Memo Resume Meg Tanaka(10009)
Search End Flag Close
End Reason Client MG
Estimated Sales
Expected Closing Date
Process Owner MN/& Stacie
[ - | Meg Tanaka/Sample Client 01
Process Recommend Client Sample Client 01
Process Date 2015/08/06 12:32:00 Job Sample Job 04
Process Memo Resume Meg Tanaka(10009)
End Flag Close
End Reason Client NG
Estimated Sales
Expected Closing Date
Process Owner MN/& Stacie

Terms of Agreement  About PORTERS HR-Business Cloud

copyright © PORTERS Corporation All Rights Reserved.

12
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Catherine Porters  Apps = & @

[J[ - | Meg Tanaka/Sample Client 01

E [ ~ | Meg Tanaka/Sample Client 01

Estimated Sales
Expected Closing Date
Process Owner N/A Catherine Porters

Process Recommend
Process Date 2015/08/06 12:35:00
Process Memo
End Flag
End Reason

Estimated Sales
Expected Closing Date
Process Owner MN/& Stacie

Process Job Sent

Process Date 2015/07/23 11:55:00

Q Process

Memo

Search End Flag Close

[J[ - | Meg Tanaka/Sample Client 01

End Reason Client MG
Estimated Sales
Expected Closing Date
Process Owner MN/& Stacie

Process Recommend
Process Date 2015/08/06 12:32:00
Process Memo

End Flag Close
End Reason Client NG
Estimated Sales
Expected Closing Date
Process Owner MN/& Stacie

-

To check the recruiter’s email history, please click the
recruiter’s link in the process details. The details of the
recruiter will be displayed.

~ System Information

Date Created 2015/08/06 14:32:32 Date Updated

@ Client Recruiter Job Person Resume Process Sales  Activity
Process (4) | Add New Process | Bulk Action [ Process | Meg Tanaka/Sample Client 01 (10021) | 57 (20) Print View
() Job Sent(l) [] Recommend(3) | Edit || Copy || Delete || Document || Send Email || Email to Recruiter || Email to Person || Open in listview || Edit Job || Detail Job |
B Bl Meg Tanaka/Sample Client 01 e r———
Process Recommend Process ID 10021 iont Camnla Cliant 0
Process Date 2015/11/20 15:08:00 ) Process (Current) Recommend Recruiter Sample Recruiter 01
Process Memo Process Date (Current) 2015/11/20 15:08:00 ——
End Flag Process Memo (Current) Job Owner Catherine Porters
End Reason End Flag Resume Meg Tanaka(10009)

therine Porters

-0000-000%

@porters.jp
0-0000-0001

,Zaitai-ﬁ-nmters.in

2015/08/06 14:32:32

Updated by M/A Catherine Porters

I Registered by MN/A Catherine Porters

| Edit || Copy || Delets || Document || Send Email || Email to Recruiter || Email to Person || Open in listview || Edit Job || Detail Job |

2l Sublist | Process History O JEULET
1 Date Phase Memo

1 EI " 2015/11/20 15:08:00 Recommend
] EI 2015/08/06 14:321:00 Job Sent

Updated By

Date Updated
M/4 Catherine Porters  2015/11/20 15:08:22

MN/A Catherine Porters  2015/08/06 14:32:33

Al sublist | sales ¢ TLLECE Sales List [2

13
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@ Client Recruiter Job Person Resume Process Sales  Activity
Process (4) | Add New Process Bulk Action H

Catherine Porters  Apps = & @

I ma o _1 Y

[] Job Sent(1) [ Recommend(3)

B Bl Meg Tanaka/Sample Client 01
Process

Process Date

Process Memo

End Flag

End Reason

Estimated Sales

Expected Closing Date

Process Owner

[ - | Meg Tanaka/Sample Client 01
Process
Process Date
Process Memo
End Flag
End Reason
Estimated Sales
Expected Closing Date
Process Owner

E [ ~ | Meg Tanaka/Sample Client 01

Process

Process Date

Q Process Memo
Search End Flag
End Reason

Estimated Sales
Expected Closing Date
Process Owner

[ - | Meg Tanaka/Sample Client 01
Process
Process Date
Process Memo
End Flag
End Reason
Estimated Sales
Expected Closing Date
Process Owner

Recommend
2015/11/20 15:08:00

N/A Catherine Porters

Recommend
2015/08/06 12:35:00

MN/& Stacie

Job Sent
2015/07/23 11:55:00

Close
Client NG

MN/& Stacie

Recommend
2015/08/06 12:32:00

Close
Client NG

MN/& Stacie

«l Recruiter | Sample Recruiter 01 (10001)

| Edit || Copy || Delets || Document || Send Email || Google Maps/

cebook Search || LinkadIn Search |

~ Basic Information

Recruiter ID 10001
1 Client Sample Client 01
Recruiter Name Sample Recruiter 01
1 Division Sample Division

1 Title Sample Title

Zip Code (Recruiter) 000-0000

ne (Recruiter) 00-0000-0000
Recruiter) 00-0000-0000

cruiter) sample@porters.jp

1 Recruiter Owner MN/A Catherine Porters jter) 090-0000-0000

-

.

If the emails are being shared, sent recommendation emails can be
found in the Email History. To show the Email History, please click the

Email History in the Action Menu of the corresponding resume or
the EMail icon in the Detail View

— 05(Jobld: 10008) Porters

EI [ 10009 Sample Job M/& Catherine
1 06{Jobld: 10009} Porters
| EI [ 10010 Sample Job M/4 Catherine
1 h 07(Jobld:10010) Porters
1 EI 7 10011 Sample Job M/A& Catherine
1 h 08{Jobld:10011) Porters

15/07/23
/1:46:23
2014/12/09

Print View

dress (Recruiter) Sample Address (Recruiter)

 —

s

ite Updated
15/07/30
:39:48
15/07/23
:32:32

11:24:47

2014/12/09
11:24:35

2014/12/09
11:24:25

2014/12/09
11:24:15

14
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@I hrbc-support@porters.jpj Sample Recruiter 01 Settings {3

Candidate Recommendation

hrbc-support@porters.jp
Date 2015-11-20 15:08:22

" new (S Reply (L repiy A (= Forward

= Mails of Recruiter where the following addresses appears in B
Inbox sample@porters.jp. Only shared mails are dis \
-f [l Don't show this message again

[¥y]

(1]
a5
==

i From Subject

o

</ | hrbc-support@porters.jp Candidat

T, -

~ | The mailbox of the selected recruiter will be opened and the
porters <hrbc-support--- e-mail m
porters <hrbe-support— e-mail . F€Cruiter’s email address will be shown in either From, To, or .
porters <hrbc-support--- e-mail m CC. In addition, shared emails will be displayed as well.

porters <hrbc-support--- e-mail m

=

porters <hrbc-support--- e-mail m

porters <hrbc-support--- e-mail m
er:

l porters <hrbc-support-- Career O /z Portars.
l porters <hrbc-support-- Candidate Recommenda - sample@porters.jp 2015-08-06 - Mank ¥ou
l porters <hrbc-support-- Candidate Recommenda - sample@porters.jp 2015-08-06 -
l porters <hrbc-support-- Candidate Recommenda - sample@porters.jp 2015-08-06 - mCandidate Information

Catherine Porters<hr-- e-mail magazine <sample@porters.jp>  2014-10-30 - e ettt

Catherine Porters<hr-- e-mail magazine <sample@porters.jp=  2014-10-30 - (Name] Meg Tanzka

Catherine Porters<hr-- e-mail magazine <sample@porters.jp=  2014-10-30 - [Age)

Catherine Porters<hr-- e-mail magazine <sample@porters.jp=  2014-10-30 -

[Address]

[Education] establishment : 1912538
memo : established a hundred years ago.

[Aannual Salary (JPY) ]
Current Salary :
Preferred Salary

[Work Experience]
Employment Status : Between jobs

Catherine Porters hrbc-support@porters.jp

EML Co.
Akasaka Minato-ku, Tokyo, 107-0052,Japan
T +81 (0)3-0000-0000 F +81 {0)3-0000-0000 M +81 (0)50-0000-0000 Bl

e e e . e e e e . e . e . -

1-15/15

Terms of Agreement  About PORTERS HR-Business Cloud copyright © PORTERS Corparaticn All Rights Reservy




