
Update, Delete, Close  
Process for selection 



Display the Process you wish to update  in the list view, 
click the title. 

Then click “Edit” in the Action Menu 

※ 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”. 

If you want to delete the data, click “Delete”, then click 
“Yes” in the confirmation dialog box. 

 
※Please note that deleted data can never be recovered. 
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Click “Save” after inputting 
“Process (Current)” , “Process 

Date (Current)”  
and Process Date (Current)”. 
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The modifications are reflected 
 in Process list and Sublist. 

The latest process is one having the green flag on 
it’s left side. 
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Display the Process data you wish to edit. 
 

Then click “Edit” in the action menu. 

5 



Please check the suitable End Reason. 
This example shows that the application is rejected because of the 

client failed it at the recommendation phase. 
 

※”Process(current) will not be updated.” 

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.   

Click “Save” after editing.  
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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 

checked. 

２ 
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Check the End Flag’s “Close” checkbox after 
contacting the candidate. 

Click “Save” after editing.  
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This process is completed because the End Flag is 
“Close”. 
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To close a process, check the “Close” of the End Flag. 

 

It is recommended to set “exclude closed process” in 
the custom search conditions for handy searching of 

active processes. 
 

※Please refer to “How to Save Custom Search 
Conditions” manual: for details. 
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Display the Process you wish to delete  in the list view, 
click the title. 

Then click “Delete” in the Action Menu 
 

※This is for deleting the process itself. For deleting part of the 
process history, please refer to p.13. 
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Click “Yes” in the confirmation dialog.  
The process will be deleted. 

※Caution: Delete operation can’t be undone. 
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From process history, the sublist will be displayed when 
clicking the process title. 

To delete an entry of in the process history, click the 
action button of that entry and choose Delete. 

 
※This operation is for deleting entries of process history. 

To delete the process itself, please refer to p.11. 
 

※If Phase Flow Control is effective, the entries in the 
phase history can not be deleted. 
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Confirmation is shown the selected process’s history 
will be deleted if the “Yes” button is clicked. 
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