HR-B C

Update, Delete, Close
Process for selection



POR I ERS HRBusines:C

PORTERS Trial expires in 321 days Catherine Porters  Apps ~ & @
@ Client Recruiter Job Person Resume Process
Process (10) AddNew P Display the Process you wish to update in the list view, Customize View
[ ] Matching(2) [ ] Job Sent{S5) [ Recommend(1) [ ] 1st Intery click the title
[] 3 Men Tanaka/Samnle Client 01 . .
Detal o Then click “Edit” in the Action Menu N carmoic Gliont 01
Edit cess Date j Job Sample Job 03
Copy =1 ess Memo Resume Meg Tanaka(10009)
— End Fla
Delete g - . \
— 4 If you want to delete the data, click “Delete”, then click
T EEdE “Yes” in the confirmation dialog box.
ising Date
Email History :ss Owner N/A Stacie
=] Ema to Recruiter le Client 01 X Please note that deleted data can never be recovered. y

Email to Person Process Job Sent Client Sample Client 01
Open in listview cess Date 2014/06/20 14:52:00 Job Sample Job 03
Edit Job ess Memo Resume Hanako Yamada(10003)
Detail Job End Flag

end Reason

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

~ | Hanako Yamada/Sample Client 01

Process Job Sent Client Sample Client 01
Process Date 2014/10/29 11:41:00 Job Sample Job 01
Process Memo Resume Hanako Yamada(10003)
End Flag

End Reason
Estimated Sales
Expected Closing Date

Process Owner N/A Catherine Porters
[]| ~ | Meg Tanaka/Sample Client 01
Process Job Sent Client Sample Client 01
Process Date 2014/12/09 11:42:00 Job Sample Job 04
Process Memo Resume Meqg Tanaka(10009)

End Flag Close
End Reason Client NG
Estimated Sales

2 There is a possibility that the screen image might change.
2 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”.

Client Sample Client 01
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HR-B C

Process - Edit x

Irequired Iweb 0document

= Basic Information

Process ID 10019 Client]

[ Process(Current)]  1st Interview - ] Recruiter]
Process Date(Current) 2015/07/27 11:55 m Jobj
Process Memo(Current) Job Owner
End Flag [ Close Resumel|

End Reason [ |Success [ Client NG [ Person NG Resume Owner

Estimated Sales
Expected Closing Date
Process Owner]

~ Contact Information

Telephone (Recruiter)
Fax (Recruiter)
E-mail (Recruiter)

Mobile Number
(Recruiter)

Mobile E-mail (Recruiter)

= System Information

Date Created

| Job Cunsultant NG

[ Person Consultant NG

N/A Stacie

00-0000-0000
00-0000-0000

sample@porters.jp

090-0000-0000

sample@porters.jp

2015/07/23 11:55:03

Registe?” .

(&

Click “Save” after inputting
“Process (Current)” , “Process

Date (Current)”

and Process Date (Current)”.

~

Telephone (Person)
Fax (Person)
E-mail (Person)

Mobile Number (Person)

Mobile E-mail (Person)

Date Updated

Updated by

Send notification email CJ

H Save

Cancel

Sample Client 01

Sample Recruiter 01

Sample Job 03

MN/A Catherine Porters

Meqg Tanaka(10009)

MN/A Catherine Porters

03-0000-0009

el@porters.jp

080-0000-0001

keitai@porters.jp

2015/07/31 15:15:44

MN/A Catherine Porters




PORTERSHrB.

Siness CI .

Client

Recruiter

PORTERS Trial expires in 321 days

Job

Person

Resume

Sales

Process

Activity

Process

Process Date

Process Memo

End Flag

End Reason
Estimated Sales
Expected Closing Date
Process Owner

1st Interview
2015/07/27 11:55:00

MN/A Stacie p

Hanako Yamada/Sample Client 01

Process

Process Date

Process Memo

End Flag

End Reason
Estimated Sales
Expected Closing Date
Process Owner

Job Sent
2014/06/20 14:52:00

MN/A Catherine Porters

Process
Process Date
Process Memo
End Flag

End Reason
Estimated Sales

~ | Hanako Yamada/Sample Client 01

Job Sent
2014/10/29 11:41:00

Catherine Porters  Apps

"N ~ Basic Information

3 Process ID 10019

| Process (Current) 1st Interview
Process Date (Current) 2015/07/27 11:55:00

Process Memo
(Current)

The modifications are reflected
in Process list and Sublist.

-

o T B A L W W =N | L W N W Y

[]| ~ | Meg Tanak _ _
The latest process is one having the green flag on
it’s left side.
Estimated Sales
Expected Closing Date
Process Owner MN/A Stacie
[1| ~ | Anne Takahashi/Sample Client 01
Process Job Sent

Telephone (Recruiter) 00-0000-0000
Fax (Recruiter) 00-0000-0000
E-mail (Recruiter) sample@porters.jp

1 Mobile Number 090-0000-0000
g (Recruiter)

| Mobile E-mail sample@porters.ip
(Recruiter)

I + System Information
Date Created 2015/07/23 11:55:03
1 Registered by N/A Stacie

Process (10) Add New Process || Bulk Action [ & Process | Meg Tanaka/Sample Client 01 (10019) | i¥ (0)
() Matching(2) [J Job Sent(S) [ 1st Interview(2) || Decision(1) Edit Copy || Delete || Document || Send Email || Email to Recruiter || Email to Person || Open in listview || Edit Job
m B3 Meg Tanaka/Sample Client 01 Detail Job

Client Sample Client 01
Recruiter Sample Recruiter 01
Job Sample Job 03
Job Owner Catherine Porters

Resume Meg Tanaka(10009)
Resume Owner Catherine Porters

Telephone (Person) 03-0000-0009
Fax (Person)
E-mail (Person) el @porters.jp

Mobile Number 080-0000-0001
(Person)

Mobile E-mail (Person) keitai@porters.jp

Date Updated 2015/07/31 15:18:55
Updated by N/A Catherine Porters

1 Edit Copy || Delete || Document || Send Email

Email to Recruiter

Open in listview || Edit Job

Email to Person

Detail Job

{ Sublist | Process History & L
I Date Phase

| EI . 2015/07/27 11:55:00 1st Interview
|

|15
' (2

11|

2015/07/25 11:55:00 Recommend

2015/07/23 11:55:00 Job Sent
2015/07/23 11:54:00 Job Sent

Updated By

MN/A Catherine
Porters

MN/A Catherine
Porters

M/A Stacie

Date Updated
2015/07/31 15:1

2015/07/23 11:5

N/A Stacie 2015/07/23 11:5

. Sublist | Sales ¢ ELLIVEUE Sales List [A

% ®

Print View

F

8:55

6:00 |l
5:03 |

| Sales ID Client Name Position Resume Sales Record Date Joining Date Date
) Title Amount Updated -
) EI 10002 Sample Client Sample Job 0 Sample Perso 1,500,000 2014/06/16  2014/05/16  2014/05/19
I 01 1 n 02(10002) 16:19:28
EI 10006 Sample Client Sample Job 0 Sample Perso 2,000,000 2014/06/16  2014/05/16 2014/05/19
b 01 1 n 02(10002) 16:19:11

| »




PO RTE RS HR-Business Clouc

PORTERS Trial expires in 321 days Catherine Porters  Apps ~ & @
@ Client Recruiter Job Person Resume Process Sales  Activity

Process (10) Add New Process | Bulk Action Customize View

[ ] Matching(2) [ Job Sent(s) [ ] Recommend(1) [ 1st Interview(1) 2nd Interview(0) [ Decision(1) Offer(0) -

Detail P Client Sample Client 01
Edit Job Sample Job 03
Copy Resume Meg Tanaka(10009)

Delete

Then click “Edit” in the action menu.

Document
Send Email

Email History }s Owner N/A Stacie
Email to Recruiter

gl

Email to Person

Process Job Sent Client Sample Client 01
Open in listview ess Date  2014/06/20 14:52:00 Job  Sample Job 03
Edit Job ha Memo Resume Hanako Yamada(10003)
Detail Job F"d Flag

=rd Reason

E Estimated Sales
1ail Expected Closing Date
J\ Process Owner MN/A Catherine Porters
) ([~ ]Hanako Yamada/Sample Clientol
Process Job Sent Client Sample Client 01
Process Date 2014/10/29 11:41:00 Job Sample Job 01
Process Memo Resume Hanako Yamada(10003)
End Flag

End Reason
Estimated Sales

Expected Closing Date
Process Owner MN/A Catherine Porters

Process Job Sent Client Sample Client 01
Process Date 2014/12/09 11:42:00 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/A Stacie

Process Job Sent Client Sample Client 01

" % 2 o T B A L W W =N | L W N W Y L] i | — 1 . TN | Pl el e B . S R W o




HR-B C

= Basic Information

Process ID
Process(Current)|
Process Date(Current)

Process Memo(Current)

End Flag

Process - Edit

10019

Recommend

2015/07/28  11:55 m

[ Close

End Reason

| |Success # Client NG | Person NG
[ Job Cunsultant NG

[ Person Consultant NG

To Close a process, check “Close” of the End Flag.

It is recommended not to change the layout and options of “End Reason” and
“End Flag” for general purpose.

To customize the layout and options, please refer to the “Customize ” manual.
To End Flag is not for successful candidates. Please use “Join” option in that case.

Estimated Sales
Expected Closing Date
Process Owner]

~ Contact Information
Telephone (Recruiter)
Fax (Recruiter)

E-mail (Recruiter)

Mobile Number
(Recruiter)

Mobile E-mail (Recruiter)

- System Information

Date Created

Registered by

N/A Stacie

e T This example shows that the application is rejected because of the

00-0000-0000

sample@porters.jp

090-0000-0000

sample@porters.jp \\

Please check the suitable End Reason.
client failed it at the recommendation phase.

2" Process(current) will not be updated.”

2015/07/23 11:55:03

MN/A Stacie

Date Updated 2015/0//31 15:46:49

Updated by N/A Catherine Porters

Click “Save” after editing.

Send notification email CJ

Save

Cancel




POR I ERS HRBusines:

ARORTERS Trial expires in 321 days Catherine Porters  Apps ~ & @
@ Client Recruiter Job Person Resume Process Sales Activity
Process (10) Add New Process | Bulk Action ﬂ Customize View
|} Matching(2) [ Job Sent(5) [ | Recommend(1) [ 1st Interview(1) || Decision(1) -
[1| ~ | Meg Tanaka/Sample Client 01
S Process  Recommend \

R 201>/07/28 11:55:00 End Reason is added to the corresponding data. In this

example, we learn that the Client failed the application at
the recommendation phase and the fact that the candidate
is yet to be contacted as the "Close" of the End Flag is not

I
I

I

: Process Memo

I End Flag

: End Reason Client NG
I Estimated Sales

: Expected Closing Date

—— o e - o o -

Process Owner MN/A Stacie Checked_
1/ ~ | Hanako Yamada/Sample Client 01 K /
Process Job Sent e SoThpTe oo
Process Date 2014/06/20 14:52:00 Job Sample Job 03
Process Memo Resume Hanako Yamada(10003)
End Flag

End Reason
Estimated Sales
Expected Closing Date

Process Owner MN/A Catherine Porters
1| ~ | Hanako Yamada/Sample Client 01
Process Job Sent Client Sample Client 01
Process Date 2014/10/29 11:41:00 Job Sample Job 01
Process Memo Resume Hanako Yamada(10003)
End Flag

End Reason
Estimated Sales
Expected Closing Date

Process Owner MN/A Catherine Porters
[1| ~ | Meg Tanaka/Sample Client 01
Process Job Sent Client Sample Client 01
Process Date 2014/12/09 11:42:00 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/A Stacie

[1| ~ | Anne Takahashi/Sample Client 01

Process Job Sent Client Sample Client 01

= = 2 g oA g oy P g Lo W e N e O L] 1 — 1 . TN | Pl el e B . S R W o




HR-B C

Process - Edit x
Irequired lweb 0document

= Basic Information

Process ID 10019 Client] Sample Client 01

Process(Current)] Recommend

Process Date(Current) 2015/07/28 11:55 ) w ”
Check the End Flag’s “Close” checkbox after

contacting the candidate.

Process Memo(Current) rs

Y

End Reason | |Success # Client NG | Person NG Resume Owner N/A Catherine Porters
[ Job Cunsultant NG

[ Person Consultant NG

End Flag ¥ Close

Estimated Sales
Expected Closing Date m

Process Owner| N/A Stacie

= Contact Information

Telephone (Recruiter) 00-0000-0000 Telephone (Person) 03-0000-0009
Fax (Recruiter) 00-0000-0000 Fax (Person)
E-mail (Recruiter) sample@porters.jp E-mail (Person) el@porters.ip
Mobile Number 090-0000-0000 Mobile Number (Person) 080-0000-0001

(Recruiter)

Mobile E-mail (Recruiter) sample@porters.jp Mobile E-mail (Person) keitai@porters.jp

- System Information

Date Created 2015/07/23 11:55:03 Date Updated 2015/07/31 15:48:22

Registered by N/A Stacie Updated by N/A Catherine Porters

Click “Save” after editing.

Send notification email CJ

|| Save Cancel




PO RTE RS HR-Business Cloud

Catherine Porters  Apps ~ & @

PORTERS Trial expires in 321 days

@ Client Recruiter Job Person Resume Process Sales  Activity

Process (10) Add New Process | Bulk Action H Customize View

[ ] Matching(2) [ Job Sent(s) [ ] Recommend(1) [ 1st Interview(1) 2nd Interview(0) [ Decision(1) Offer(0)

Process

Recommend

Process Date

2015/07/28 11:55:00

Client 01
= Job 03

! :

I

; Process Memo : “Close”. inaka(10009)
: End Flag Close |

I End Reason Client NG !

: Estimated Sales |

' Expected Closing Date_ _ _ _ __ ___________________ )

Process Owner MN/A Stacie

Process

Job Sent

Client Sample Client 01

Process Date

2014/06/20 14:52:00

Job Sample Job 03

Process Memo

Resume Hanako Yamada(10003)

End Flag

End Reason

Estimated Sales

Expected Closing Date

Process Owner

MN/A Catherine Porters

Process

Job Sent

Client Sample Client 01

Process Date

2014/10/29 11:41:00

Job Sample Job 01

Process Memo

Resume Hanako Yamada(10003)

End Flag

End Reason

Estimated Sales

Expected Closing Date

Process Owner

MN/A Catherine Porters

Process

Job Sent

Client Sample Client 01

Process Date

2014/12/09 11:42:00

Job Sample Job 04

Process Memo

Resume Meq Tanaka(10009)

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

Process

Job Sent

Client Sample Client 01
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Process Search Criteria %

Saved Search - v

Sort Order Updated Date(Desc) Search

Keyword Contains All (AND)

Cancel

Keyword Search Mode @ All () Attachment () Data

Process ID

Process Contains Any (OR) v - -
" Matching (Job Sent [ Recommend [ 1istInterview (1| 1O close a process, check the “Close” of the End Flag.

[ Decision [ Offer

Process Date - It is recommended to set “exclude closed process” in
the custom search conditions for handy searching of
active processes.

End Flag Does not contain
# Close

End Reason Contains Any (OR) v _
[ 1Success | Client NG [ Person NG [ | Job Cunsultant NG Xplease refer to ”HOW to Save Custom Sea rCh

(] Person Consultant NG Conditions” manual: for details.

Process Owner

Client ' ID ® Text
Contains All (AND)

Recruiter . ID @® Text
Contains All (AND)

Job O ID ® Text
Contains All (AND)
Job Owner
Resume ) ID ® Text
Contains All (AND)

Resume Owner

Date Created

Date Updated

Person . ID ® Text New Saved Search
Contains All (AND) Delete Saved Search

Sort Order for Saved
Searches




POR I ERS HRBusines:C

ORTERS Trial expires in 317 days Catherine Porters  Apps ~ & ®
@ Client Recruiter Job Person Resume Process Sales Activity
Process (10) Add New Process Bulk Action ‘ Customize View
) Matching(2) [ ] JobSent(5) [ Recommend(1) [ 1st Interview(1) [ | Decision(1)
[]| ~ | Meg Tanaka/Sample Client 01
Detail Process Reco B Client Sample Client 01
Edit cess Date \ Job Sample Job 03
=ss Memo - _ ) ) - Resume Meg Tanaka(10009)
PR o . End Display the Process you wish to delete in the list view,
Delet : :
'_D_E_E_E_ R click the title.
ocumen ite ales . “« ” .
cond Ermal sing Date Then click “Delete” in the Action Menu
Email History ss Owner N/
(1] ~ | Email to Recruiter le Client 01 X This is for deleting the process itself. For deleting part of the
Open in listview cess Date 20 ! Job Sample Job 03
Edit Job =ss Memo k /‘lesume Hanako Yamada(10003)
_ End Flag
Detail Job 'd Reason

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

~ | Hanako Yamada/Sample Client 01

Process Job Sent Client Sample Client 01
Process Date 2014/10/29 11:41:00 Job Sample Job 01
Process Memo Resume Hanako Yamada(10003)
End Flag

End Reason
Estimated Sales
Expected Closing Date

Process Owner MN/A Catherine Porters
[]| ~ | Meg Tanaka/Sample Client 01
Process Job Sent Client Sample Client 01
Process Date 2014/12/09 11:42:00 Job Sample Job 04
Process Memo Resume Meq Tanaka(10009)

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

[1| ~ | Anne Takahashi/Sample Client 01

Process Job Sent Client Sample Client 01

- - o doe e Pomoam o g emgm oo =8 = =5 PN R T R
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PORTERS

Are you sure you want to delete this?

Click “Yes” in the confirmation dialog.
The process will be deleted.
> Caution: Delete operation can’t be undone.




PO RT E R S H H" Busin ess C oud

PORTERS Trial expires in 317 days Catherine Porters  Apps ~ & ®
@ Client Recruiter Job Person Resume Process Sales  Activity
Process (10) Add New Process | Bulk Action [ «l Process | Meg Tanaka/Sample Client 01 (10019) | B4 (0) Print View
() Matching(2) [ Job Sent(5) [J Recommend(1) [ 1st Interview(1) || Decision(1) Edit Copy || Delete || Document || Send Email | Email to Recruiter || Email to Person || Open in listview | Edit Job -
m B Meg Tanaka/Sample Client 01 Detail Job
Process Recommend . .
rocess Bate . | Process ID 10019 Client Sample Client 01
e i Process (Current) Recommend Recruiter Sample Recruiter 01
D Close | Process Date (Current) 2015/07/28 11:55:00 Job Sample Job 03
End Reason Client NG | Process Memo Job Owner Catherine Porters
Estimated Sales (Current)
Expected Closing Date ) End Flag Close Resume Meg Tanaka(10009)
Process Owner N/A Stacie ] End Reason Client NG Resume Owner Catherine Porters
_ . Estimated Sales
]| ~ | Hanako Yamada/Sample Client 01 I Expected Closing Date
Process Job Sent Process Owner N/A Stacie
Process Memo Telephone (Recruiter) 00-0000-0000 Telephone (Person) 03-0000-0009
End Flag ) Fax (Recruiter) 00-0000-0000 Fax (Person)
End Reason ) E-mail (Recruiter) sample@porters.jp E-mail (Person) el@porters.jp
} Mobile Number 090-0000-0000 Mobile Number 080-0000-0001
. (Recruiter) (Person)
§ Mobile E-mail sample@porters.jp Mobile E-mail (Person) keitai@porters.jp
. . . ] | (Recruiter)
-1y From process history, the sublist will be displayed when [ - Svstem Information
cIicking the process t|t|e Daife Created 2D15,I’D?,-.323 11:55:03 Date Updated 2D15ﬂ]?}3} 15:48:41
To d | £i h hi lick th N Registered by N/A Stacie Updated by N/A Catherine Porters
O delete an entry orinthe process |st0ry, click the ] Edit Copy | Delete || Document || Send Email | Email to Recruiter || Email to Person || Open in listview || Edit Job
action button of that entry and choose Delete. 1 (Detail Job
NS T . . . . . Il sublist | Process History ¢ L
> This operation is for deleting entries of process history. - e — Updated By e e
To delete the process itself, please refer to p.11. (=] PN 2015/07/28 11:55:00 Recommend N/A Catherine 2015/07/31 15:48:41
3 ' Porters
LI~ [ . I EI 2015/07/23 11:55:00 Job Sent N/A Stacie 2015/07/23 11:56:09
> If Phase Flow Control is effective, the entries in the e o TToE S A S 015707735 1155:03
phase history can not be deleted. .
N Sales ID Client Name Position Resume Sales Record Date Joining Date Date
i Title Amount Updated
Estimated Sales 1 7] 1oow Sample Client Sample Job 0 Sample Perso 1,500,000  2014/06/16 2014/05/16 2014/05/19
Expected Closing Date | 01 1 n 02(10002) 16:19-28
Process Owner N/A Stacie | E| 10006 Sample Client Sample Job 0 Sample Perso 2,000,000 2014/06/16 2014/05/16 2014/05/19
. . 01 1 n 02(10002 16:19:11 -
[ 1| ~ | Anne Takahashi/Sample Client 01 I _
’ EI 10008 Sample Client Sample Job 0 Sample Perso 1,200,000 2014/07/16  2014/05/16  2014/05/19
Process Job Sent | 01 1 n 02(10002) 16:18:49




PORTERS

Are you sure you want to delete ?

Confirmation is shown the selected process’s history
will be deleted if the “Yes” button is clicked.




