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Chapter 1 - Introduction

Overview

Introduction This section provides information about this workohow to contact
support and how to use the Bond on-line knowledtgeb

In this chapter | This chapter contains the following topics: Page:
Overview 5
About this Workbook 6
Bond Technical Support 7
gﬁggﬁnt The informaf[ion in_ this workbook has been adapted dr training
Disclaimer purposes. It is not intended for actual use.
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About this Workbook

Using the This section provides information about this worthohow to contact
workbook support and how to use the Bond on-line knowledtseb
Conventions To help you identify and understand information tiis workbook
used several conventions may be used:

Identifies notes in the workbook

Identifies a speed tip in the workbook

? Identifies a warning in the workbook

Note: The screen-shots used in this workbook areafostandarg
installation so may not reflect exactly the useisiv.
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Bond Technical Support

Technical Support is available by dedicated telaghtine between

Availability 0800 and 1830, Monday to Friday excluding UK Bamid &ublic
Holidays.

gggﬁlgt To contact Technical Support the following methads available:
Telephone; 01903 707 007
E-mail: ezsupport@bond.co.uk

When you o , .

call Please supply the following information when yoll:ca

Your name

—

The name of the product that you are calling aleogit EZaccess clien
EZadmin, EPIC etc.

The version number of the product. (This can badooy selecting Help
About.)

As much detail about the problem as possible beyfull text of an error
message together with screen-shots.

Bond International Software© 7
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Chapter 2 — The EZaccess Database

Overview

Bond EZaccess is an automated recruitment managesystem
designed to support the way you work. It is baiita fully relational

Introduction database model that makes each record easy to, $toege and
maintain. It is designed to be reliable, flexitdasy to learn and easy
to use.

In this chapter | This chapter contains the following topics: Page:
Overview 8
Relational Database Model 9
The Toolbars 10
The Four Modes 11
Fields in Ezaccess 14
How to Log Into Ezaccess 16

Bond International Software© 8



EZaccess Training Workbook (Version 6.5)

Relational Database Model

EZaccess is arranged into four main modules Cataliddusiness
Manager and Job Order along with four activitiescking, Sendout
Interview and Placement. It keeps an individualatdase record fo
each candidate, business, manager, and job ordee these record
are entered a wide range of information is avadlais screen; all ke
Introduction data such as names, contact information and atemismcan be
viewed.

< ==

With this basic information established, activitessociated with th
record can be tracked, meetings and interviewsrdeck materials an
e-mails sent, call-backs scheduled and lists adeate

4

joN

The Model This diagram shows the relationship between the foadules andg
four activities in EZaccess:

BUSINESS 4 > MANAGER
4 N
1
I PLANNER
1
1 .
I Tracking
1
1 Send-out
1
1
: Interview
1
: Placemer
1
1
v h 4
CANDIDATE JOB ORDER
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The Toolbar

Two types of toolbar appear in EZaccess:

The upper toolbar is available in nearly every wiwd in

Description EZaccess.
The lower toolbar displays buttons used in the entrrmodule;
these buttons only appear when a particular madween.
The Upper | The diagram below shows how the upper toolbar agpelen none of
Toolbar the modules are open:
| o i B, ¥
Exit Candidate  Manager Job Order Business Inkerrupk Flanner
The diagram below shows how the upper toolbar agpgaen a module
is open:
¥ ey 8 FE B 7 @ £ 9 & ¥
Exit Candidate  Mnager  JobOrder  Buzinezz  Interrapt Planner Tracking  Sendout  Inberviews  Placement
The Lower | The diagram below shows how the upper toolbar agp&ae buttons vary
Toolbar from one module to another. This example showsdbkbar that appears

with the Candidate module:

@ Q % b H v @9 0 g a9 9ol

Bromse  Sarch A Reree dwe Usde Preiwr Ne TPl Alder Codederh CVSurd domgeCot Callliz WedV Tl

%

Note: You can customise your toolbar by addingeonaving toolbar
buttons to suit your personal needs. Using thedbptmenu select
Preferences and choose the Toolbar tab card.

Bond International Software© 10
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Description

User defined Toolbar

The two user defined icons are customisable bynitieidual user,
to access other areas of their computers withouinpato leave
EZaccess.

g &

Caleulatar Explorer

B B & FE & F @ £ g E O® 8 &

Exit Candidates Manager Job Order Buziness Interrupt Planner Tracking Eendout Interviews Placement  Uszerdefined] Userdefine...
| i = |
& Q - 2 | a5 c] @ @ =M % ] |
Browse Fearch Add Eave Unda Previous Mext Tao Planner Al etz Code Search OV Search  Message Co. Call List “whord TV Text TV

Defining | From the top menu, click on Options, Preferencdscélaneous.
your
shortcuts
M Configure FZaccess E|
Call List || Calor | ToolB ar Communications| iSCEHBI’TEDUg”PIanner Drial Ot

Lizst Alerts

M aximum Records Auto Popup

Automatch Candidates Clueny

Usze Default Job Order  [] Sawve Lazt Query

Forms Scheduler

Use Local Farms ol Auta Minimize 1

Scanned Fesume

Update Index [F

Userdefined Menu

Label Action “isible

1 [Calculator | [calc.exe | CBrowse...

2 |EKD|DIE[ | |expl0rer.exe | EBrowse...

Wiewwer

Formatted| C\PROGRAM FILESAEZACCES 546.04 | [Erowse...

Actions
Use the browse buttons to select the program ar@rgour computer you

Defining wish to access. Example — Word, Windows Explorer et
your
shortcuts

Bond International Software© 11
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The Four Modes

All four EZaccess modules always operate within ohé&ur modes
Search, Add, Update or Filter. When a Candidateyadar, Job Orde
Description or Business record is first opened, the screeruttsfto Search mode
The current mode is always displayed in the top ¢efner of the
current record window, beneath the title bar.

=

Search Mode The diagram below shows the screen in the Searcle@mo

P Ezaccess - EZACCESS 6 TRAINING o [=] 3]
Search Open List Actions Activities Other Reports Window Help

L ¥ 73
Bt Cowiews  Mmger  JobOrd werrupt  Plommer
A QA + B B 4= = g
Brows:  Seuwch  Add P Urdo)  Praave. Hesr  ToPlamer Allicis GodeSech CYSeweh Toomgefent Colllst  WordCV  Temoy
™ candidate =101 x|
SEARCH ii
Mame[LFM) || [
Known A Salutation
Status 4+ Last Contact Available
Tupe +  Fecuiter +  Saes +
Work Phone Home Phone Caiser Statt ears]

Source Histnryl Educatinr\l UDF Ex | Pa:ksgel Addtional Info | Package | Owr\ershipl
Mair |Addresses | Contact Info | Cnmmams| Rets | ‘Work Histary | ENTAl Codes | Anschmams| Queryl

DBA Name Real Tite
Employer 4 JobTile +
Location + Gender EED| +
Curtent Rate [ [ [ 55N Citizen/GC
Desied Rate [ [ I Scanned Cleaned
Maishot | Profis Complete | Communication + D
Entered [ Entered By [ Updated Updated By
Al

[Enter last name. [

% Note: To switch to Search mode, click the Searcttobuon the
secondary toolbar or select Alt +C on the keyboard.
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The diagram below shows the screen in the Add mode:

E E2access - EZACCESS 6 TRAINING

ol x|
Search Qpen Lst Actions Activties Ofher Reports Window Help
L3 L 7
Bt Comddile Marger  JobOrdr gt Pl
A Q + B E o &= =5 o B o o =2 %
Biows  Swuth | Add | e Swe  Uno  Piwow  Nen  ToPw  AlAde CodeSerdh OVSewch g Callet  WerdQY  TalCy
[c: [ -0 x|
ADD i|
NamelLFM] I T |
Known s Salutation
Status 4 Last Contact Available
Typs: +  Recuter +  Sales .
wiork Phons Home Phone Carser Start Vears|
Source History | Education | UDF Ex | Package | Addtional Info | Package | Ownership
Main |Addrssses | Cantact Info | Commets | Refs | Work Histary | BNTA | Codes | Atachments | Guery |
DBA Name Real Title
Employer ¢ ohTis .
Losation *  Gendsr 2] .
Current Rate 55N Citizen/GC
Desired Fite Scanned Cleaned
Maishot [Eoth Frofle Complete Comuiation - [
Entered Entered By Updated Updated By
[l )
|Fready [ FReN

Note: To switch to Add mode, click the Add buttom the secondary
toolbar or select Alt +A on the keyboard.

Update Mode The diagram below shows the screen in the Updatiemo

[ Ezaccess - EZACCESS 6 TRAINING

(ol x|
Search Open List Actions Activites Other Reports Window Help
m £ [l 25 =
ad Q + B © - = c] G | L I~ % wj o)
T
UPDATE Record 387 of 451 I” Flag 3214 ﬂ
NamelLFM] [HATWARD fiack |
Fnawn Az [IACK. Sal.tation [SIF
Status JAWVAILABLE 4 Last Contact Available |09/09/2004
Tupe |PERM * Recruiter [EZLIVE * Sales |EZTRAINDT +
‘Wark Phone [01010101010101010 Hame Phone 0101010101010 Career Start [15/09/1965 Yaavslﬁ

Source Histary | Education | UDF Bx | Pachage | Adeftional Infa | Package | Ownership |
Main |Addresses | Contact Info | Camments | Rets | Work H\ﬂuryl BNTAl Cotles | Atachments | Guery |

DBA Name & eed Real Title |TEAM MANAGER
Employer * Job Title I T MANAGER +
Location |EENTHAL LONDON * Gender [Male EEQ ENGLISH +*
Current Rate 4000000 [STERLING _ [rearly S5N [MPO10T101F Citizen/GC ['es
Desired Rate 50.000.00|STERLING [‘fear\y Scanned |08/09/2004 Cleaned
MailShat [Both Prafile Complete [Ma Communication JEM&IL * 1D 3214
Entered |08/09/2004 Entered By [EZLIVE Updated [09/09/2004 Updated By JIANS
I o
Loaded record 3214 [ FR&N
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Note: To switch to Update mode, click the Retridugton on the
secondary toolbar or select a record from the list.

Filter Mode The diagram below shows the screen in the Filteateno

P Ezaccess - EZACCESS 6 TRAINING o [=[ 3
Sgarch Open List Actions Activities Other Reports Window Help

L3 [E
Bt Cundidws Mg Job Ord
A Q =+ & =
Sovee Sewch  Add Raie  Goe © ToFluer  Alcc GedeSerch CYSerch YwsgeCew  Cullin  WodCY  Tency
B candidate =] 3]
FILTER ﬂ
Name{LFi] [ [
Known As Salutation
Status + Last Contact Avaiable
Type * Reciuiter * Sales *
Wark Phone Home Phane Carest Start Vears|

Source History | Ectucetion | UDF Ex | Package | Adutional nfa | Package | ownershi |
Main |Addresses | cortact nfo | comments | Rets | wiork History | BnTA | codes | attachments | Guery |

DBA Mame Real Title:
Employer *  JobTile
Location P Gender EEO] -
CuwrentRae| [ 55N Citizen/GC
Desired Rate Scanned Cleaned
MailShat Prafile Complste Communication * o]
Entered Entersd By Updated Updated By
K| 1y
Enter candidate’s personal business name. [ FRaN

% Note: To switch to Filter mode, retrieve a list the browse list
dialogue box and click the Filter button.
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Fields in EZaccess

Within EZaccess there are four different types iefdf Required,
Optional, System Generated and Black Diamond. Tleeeefifth type
Description — Mandatory, but this is very similar to Required.dast name is

Mandatory field.

js)

Many of the windows have at least one Mandatorlg fthat must be
completed before saving the record to the datab@bkese fields hav

11}

Required a different coloured background to show their digance. The record

Fields cannot be saved until all required fields are patmd. An errof
message displays if any are left blank. By defthdt required fields
are yellow.

Optional The majority of fields in EZaccess are optionald#e allowing the

Fields user to populate the field or to leave it blankublf/ the optiona

fields are white.

Some of the fields in the database are automatigabulated by
EZaccess as a result of another field being ent@rechen a record is

System saved or updated. For example, when a record edséneEnteredand

Generated Entered Byfields are automatically populated. Usually thesteyn

Fields generated fields are grey.

Example The following diagram shows an example of the Exdeand Entered
By fields:

FRED

Entered IDEI.-"'I 2/2004 Entered By

Bond International Software© 15
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Black Diamond Fields have an underlying table dtiga from which
to choose. These fields maintain database inyebsit ensuring al

=

Black users enter the same values in particular fiels example, if a use

Diamond types Hampshire and another Hants, a search on $téarapvould not

Fields retrieve Hants. To view the list, double click tBkack Diamond field
or press F9 on the keyboard.

Example

The following diagram shows an example of a Bladknibnd field

list:

x

Description

DELETE &WD PURGE
FOUMWD 0w JOB
OW CONTRACT
FLACED BY #PERIUS
UWABLE TO LOCATE
UN&VAILAELE

Wwias ADDED BY EPIC

Fiowe 1 of 8
Search on Deszcription

Tone | LCancel |

Actions
’7 Select I

Bond International Software© 16
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How to Log into EZaccess

Description Each user is provided with their own user login EXaccess. By
default the user password is the same as thediser i

Logging into Step Action
EZaccess

1 Is there a short cut icon on your desktop?
If yes, double click on the icon — do to step 2.

If no, select the Start Button on your task bateds
Programs, EZaccess.

2 | The Login screen appeatrs:

x

User [FRED

Fazsword |’“"“‘

Site IEzau:u:ess G Training j

Actions
’7 (] Cancel |

3 Enter your user ID in the User field. Press Tab.

4 Enter your password.

=

% Note: For security reason it is recommended thatsushange the
passwords when they first log in. The passwordlmchanged fron
the Options menu within the main EZaccess apptioati

-

Bond International Software© 17
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Chapter 3 — The Candidate Module

Overview

The Candidate Module contains information aboutheaandidate

Introduction entered onto the system. From this screen, a tiald be searched
upon, the mode can be changed to add a new caedidatrecord can
be updated.

In this chapter | This chapter contains the following topics: Page:
Overview 17
The Candidate Screen 18
Adding a Candidate 19
Viewing a Candidate’s CV 21
Sending Correspondence to a Candidate 22
Searching for Candidates using Main Screen Seaychin 27
List Handling 29

Bond International Software© 18
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The Candidate Screen

Description

By default when you click the Candidate icon on tohelbar the
Candidate module opens in Search mode.

The Screen

This picture shows the Candidate screen:

Pl Ezaccess - EZACCESS 6 TRAINING (=] 5]

Search Qpen List Actons Activiies Other Reports Window Help

Lo = Z A B Ow
Ext  Condidote  Mumger Job Orde Inerrapt SendowInervicws  Placemen
M QA B =) 5@ & 3 = oW om
Browss  Sewh  Add Furc  Sws  Undo  Proow  Nem ToPlmer  AlAct  CodeSerch OV Suwch lwageCat Galllin WerdCV  TewcV
P candidate o =] 5 |
UPDATE Recoard 387 of 451 " Flag 3214 ﬂ
Name(LFM) [HEYWARD Ack [
Known As [JACK Salutation [EIR
Status [EVAILABLE # Last Contact Available [08/03/2004
Type [FERM *  Recuiter EZUVE 4 Sdes[EZTRAINDT +
Work Phone [D1070101010101010 Home Phone [DT01010101010 | Career Start [15/03/1985 Years33.

Source Histnryl Eduication | UDF Ex | Psckagel Addtional |mn| Packagel Owenership |
Wain |Auuresses| Contact Info | Commems| Refs | ork Historyl EINTAl Cadesl Attachmerns| Queryl

(12 ez e QI TEAM MANAGER
Emploger [ 4%  JobTie[TMeNAGER  #
Location [CENTRAL LONDON + Gender [Male EEDENGLISH  +
Cunent Riate | 40.000.00 [STERLING _[reatly 55N [HPOIOTONF Cltizan/GC [7es
Desired Rate [ 50,000.00 [STERLING  [reaty Scanned 0670372004 Cleaned |

Mailshet [Eoth Profile Complete [No Communication [EMAIL * 1D j3214
Entered |08/09/2004 Entered By [EZLIVE Updated |09/09/2004 Updated By JIANS

Al =4

[Loaded izcord 2214, [ FR&N

Note: Using the keyboard you can open the Candidetdule using
CRTL+D

=

Note: For security reason it is recommended thatsushange the
passwords when they first log in. The passwordlmichanged fron
the Options menu within the main EZaccess apptinati

=

Note: The number that appears in the top right hemwmher of the
candidate record is a unique identifier, distingirig one candidat
from another. This value is also recorded in thefidldd on the main
tab card.

1%

Bond International Software© 19
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Adding a Candidate

There are to ways to add a candidate to the syftegords are create
automatically by EPIC whereby both the text andnfatted CV can be
attached to the new candidate record. A consuttngiving this new

d

3%

Description record can view the attached CV and update thedeco
The second way to add a new candidate record ignter the
information manually in Add mode.

To add a Step Action

candidate

1 | Open the Candidate module by clicking the Candidatiton
on the toolbar.

2 Click the Add button on the lower toolbar.

3 Enter a last name in the Last Name field.

4 | Use the tab key to move to the First Name field anter a
first name.

5 | Tab to the Known As field. This field is automatlga
populated with the candidate’s first name, but barchangeq
to a nickname or other name as desired.

6 Fill in all the required fields and as many optibfields as you

can.

7 | Click Save on the toolbar.

Bond International Software© 20
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Note: When using the Comments tab card enter year name and
date by using F11 on the keyboard. Using mixeé gas can type u
to 4000 characters including spaces on this tabcard

=)

Note: On the address card users are able to apidgie the
remainder of an address once the postcode haseméered, by using
F12. The building name or number will then neetléentered

Note: On the Contact Info tab card you can entee-anail address.
To automatically open an e-mail within Outlook slgngouble-click
the e-mail address field or click the field andgsr&9. EZaccess opens
Microsoft Outlook and inserts the e-mail address amnew e-mail.

Caution: Validation has been placed on all e-mdidrass fields. In
order to save a record with an e-mail addresssusernow required t
include a full stop “.”, along with the “@” symbollf these are no
entered the user receives a warning message amale to save th
record.

0O ||| 0O

® —+ O

? Caution: Avoid using the double quotes (*”) or dagquote (“)
characters in the Comments tab card as this casegaoblems with
using the mail merge functionality.

Bond International Software© 21
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Viewing a Candidate’s CV

Every candidate has a formatted and a text CV lathd¢o his or hef
Description EZaccess record. The formatted one is normally ®ealients and the
text one is used for CV searching.

1%

To view a Step Action
candidate’s
Ccv

1 Retrieve a candidate record.

2 From the Other menu select View CV and the typ€dfto
view from the submenu.

3 | The CV appears for viewing and editing. If any djes are
made, click Save before closing.

? Caution: If the following message appeatrs:

¥iew Resume

The candidate has no formatted resume to view.
Do you wizh ta create one’y

Actions
’7_ | Blank | Cancel |

This means that the candidate does not have a @¢hed. It is no
recommended that you create a default CV. Speajoto EZadmin
administrator if you have any queries about thelickate’'s CV.

Bond International Software© 22
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Sending Correspondence to Candidates

Every company has basic form letters that are $entdifferent
reasons. EZaccess uses mail merge, which autornfaseprocess by
Description providing letters that merge information from thandidate record
directly into the letter template. All the usereds to do is select the
feature and print the letter.

Types of letters| There are four different ways to send letters:

This feature is used when sending one letter to gne
One Off Letter candidate
. This feature is used when you want the same letter
Batch Mail . .
generated for everyone in a list
Merge
This feature allows the user to specify which stadd
Scheduled letter is to be sent. All of the records markedtfe
Letter Scheduled Letter feature are then processed by the
EZadmin administrator as a Batch Mail Merge.
: This feature allows the user to send an e-maérett
E-Mail Merge
from the Message Centre.
% Note: The setting up of letters is undertaken bg thZadmin
administrator. This exercise assumes that thertettave already been
set up.

Bond International Software© 23
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To send a one | Step Action
off letter

1 Retrieve the candidate who is to receive the letter

2 From the Other menu select One Off letter.

3 Double-click the letter type to be sent. This opéms word
processing application and merges the candidatennation
into the letter.

4 Review the letter.

5 | Click Print.

6 | When the file exit button is hit the following preinappears

Attach Document x|

Do wou wish b make this document an attachment?

If Yes is selected the letter will be automaticagved to the
attachments tab card for the chosen merged record.

k4

Note: The auto-attachment feature will only appeadne Off letter.

To send a
batch of letters

Step

Action

Either load a saved list or retrieve the list ohdidates from
searching.

Bond International Software© 24
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2 | Click the Select button to display the record & finst person
on the list.

3 | Select Batch Mail Merge from the List menu.

4 | Select the letter from the list of EZaccess megguchents.

5 | Click OK automatically merges names, addresses aiher
relevant information together with the templatediet

6 Make any changes to the template letter and dliekge to
New Documenbtn the Mail Merge toolbar. A letter is created
for each candidate in the list.

7 Click Print.
To send a Step Action
scheduled
letter

1 Retrieve a Candidate record.

2 From the Other menu, selestheduled Letteand then pres
the Add button.

[2)

3 | Select the letter required:

{21 Scheduled Letters - [ SANDERSOMN,MARK )

Letter Batch To Run  Printed  Status User
REQUEST UPDATE LETTEF [Maone] Mot Scheduled  1AHS

Action:
( e R~ | — ”
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4 The letter to be scheduled is then entered and Zadgin
administrator will batch and run the selected fette

21 Scheduled Letters - [ABBOTT_ JOHN ) [ <]

Letter Batch ToRun  Fiinted  Status User
REQUEST UPDATE LETTEF UPDATE BATCH 23/02/01 2302/ Scheduled laNS

Action:
’V 4dd | Delete I Cloze | ‘

To send an e- | Step Action
mail merge

1 Retrieve a Candidate record.

2 From the Open menu selddessage Centre.

3 | Click theE-mail Mergeoption.

4 | Select either the Home or Work option to determimere the
e-mail should be sent.

5 Is there more than one candidate to be e-mailed?
If Yes, double click the List Box to save a seléddist.

If No, select the Current record option or type tiaene
of the candidate in the person field.

6 Click Next

7 | Click File then navigate on the network to where littters are
stored. (Ask your EZadmin administrator if you am@ sure
where these are.) Select the required letter.

8 Click Next
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9 | Type a subject to appear in the Candidate’s inbox.

10 | Click Finish.

% Note: When creating a letter using any of the mashautlined in thig
section you can create a tracking record autonibtiog selecting the
Create Tracking Recorcheck box in the letters dialogue box.
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Searching for Candidates using Main
Screen Searching

Description Every field in every screen is searchable in EZssc@ variety of
search methods are available when executing Ma@encsearches.

To execute a | Step Action
search using
single criteria

1 Click Search on the toolbar to clear the screen.

2 Enter criteria by typing a value in a free textidieentering a

single date or selecting a single value from a lbldi@mond
lookup.

3 | Click Retrieve. The picture below shows the caniidscreen
when searching using single criteria:

P Ezaccess - EZACCESS 6 TRAINING o [ 5}
Search Open List Actions Activities Other Reports Window Help
LS - I
Ext O Mg JobOrder  Euias
Q +* = -] || o] N = &
Sk Add fse TPl At GodeSewch GV Seach lessageCent Dol it ord DY Tew
[ candidate o[]S}
SEARCH il
Name{LFi [ I
Known As Salutation
Status [SVAILABLE # LastContact Avalable [
Type 4+ Recrer * Sales| +
Work Phane Home Phone. Career Start| Years| |
Saurce History | Evucation | UDF Ex | Package | asetional nfa | Package | ownersnip |
main | addresses | Contact into | Comments | Refs | wrk History | BruTa | Godes | attachments | query |
DBA Name Real Title PANETWORK
Employer [ - Job Title *
Location [SE ENGLAND + Gender EED | *
Current Rate [ I [ S5N Citizen/GC
Desired Rate | I [ Seanned Cleaned [
Malshot|  Piofile Complete Commurication . s
Entered [ Entered By [ Updated Updated By [
LI a7
Enter number of pears. [ FR&N
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11

% Note: If you wish to search for a word within a wate use th
wildcard “%”, e.g. in the real title type “%netwdrkThis search would
find senior network engineering or network manager.

To execute a | Step Action
search using
multiple
criteria

1 Click Search on the toolbar to clear the screen.

2 | Click in the field using the right mouse button. Fo black
diamond fields hold down the CTRL key and select eazn
value then click the Select button. For free textiélds
right click on the field and type the different values on
each row. For Date fields right click and enter a dte
range in the From and To fields and click OK.

3 | Click Retrieve. These pictures show the dialogoxek when
searching using multiple criteria:

1 Enter values for County [X] mLi — =
Value -
HaMPSHIRE
HaMPS
|FERT]
ON CONTRACT
PLACED BY PERSONIC
UNABLE 70 LOCATE
LI wAS ADDED BY EPIC
I Include Blanks fiow 3of S Actions
. Search on Desciiption
Action | ( e | ganoe
Delete | Ok I Lancel |

¥ Enter values for Current ... B3

e ~ g1 Date Range - Available
30000-35000 B T
|21/02/01 [16/03/01

Achiong
’7 Ok I LCancel |

Actions————————————————————
’7 Delete | Ok I Lancel |
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List Handling

Description

Lists are created from searches. If one or mocerds match thé
search criteria, a record or list of records ipldiged. These lists ca
be browsed, saved, updated, filtered, flagged hadesl with others.

1%

D

To save alist | Step Action
1 Open a module, enter the criteria for a search ek
Retrieve.
2 Unless there is only one record a browse list aplbear on the
screen.
3 | Click theSave List Asutton.
4 In the Save List As dialogue box type a short dpson
(maximum of 6 characters) and a long descriptioaximum
of 40 characters).
5 Do you want to save the list as a public list?
If Yes, check thé’ublic Listcheck box and clickave
If No, click Save
To load a Step Action
saved list
1 | Open a module from where you want to retrieve igte |
2 | SelectLoad a Saved Ligtom theList menu.
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3 Find the list and cliclSelect

To add from a | Step Action
list

1 To load a list, clickAdd on the List window Actions bar.

2 Enter a candidate’s name and cliSkarch remembering tg
type the last name then the first name with noepac

3 | Select the names from the list that appears tdtaddhe open
list.

4 Click Save List from the List window Actions bar $ave this

updated list.
To flag from a | Step Action
list
1 | To flag a name from a list click on Flag Field aswlect the
Keepor Drop buttons on the Actions bar.
2 | Click the Save Listfrom the List window Actions bar to saye
this updated list.
% Note: When a private list is saved any flagged mdsovill retain their
flags. The flags are not retained in any save pulisfis.
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11%

% Note: It is up to the user to maintain his or hendists. No-one elsq
has access to these personal lists so it is recanedethat outdate
lists are deleted on a regular basis.

[®X

To delete a list | Step Action

1 SelectDelete Listdrom the List menu.

2 | Alist box containing the list you have created eag.

3 Select the list to be deleted.

4 Click Delete.

% Note: If you create a Public List this can only Heleted by ar
EZadmin administrator.
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Chapter 4 — The Business Module

Overview

Introduction

The Business module must be populated before mesagal job
orders can be added to the system. These recondisircanformation
about each company whose managers place job orders.

In this chapter | This chapter contains the following topics: Page:
Overview 32
The Business Screen 33
Adding a Business 34
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The Business Screen

Description By default when you click on thBusinessicon on the toolbar th

business module opens in tBearchmode.

1]

The Business

This picture shows the Business screen:
Screen

B E2access - EZACCESS 6 TRAINING =] B3]
Search  Oper Activities Other Reports Window Help

2% =
Pl Teohina | Serdow

s

-1o| x|
Record 1 of 1 I Flag 201 ﬂ
Bu: 50 Mailing Name [EOND GROUP +*
Phore [01483889800 Fax[0489889800
Status [EETIVE # Salesperson [EZTAAINGT -
LastContact [ User Defined [NEWW BUSINESS
Main | Addiess | Comments | User Defined | Codes | Attachments | Frojects | UDF Ex | Dunership |
Lacation [GE ENGLAND +  Industy [SOFTWARE DEVELOPMENT +
USINESS DEVELOPMENT -* Fes0  #
- User2 [JSER DEFINED 2 .
Usert [TEST
Users [TEST
‘Web Page s bondadapt oo uk

1D 207
Entered [08/10/2004 Entered By lANS Updated [08710/2004 Updsted By lANS

Loaded record 201

% Note: You can open the Business module using tlybdeed using
CTRL+B
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Adding a Business

Description Business can only added to the module manuallyratite Add mode.
Toadd a Step Action
business

1 | Open the Business module by clicking Besinessutton on
the toolbar.

2 Click the Add button on the lower level toolbar.

3 Enter data in the required field and in as manyoopt fields

as possible.
4 | Click Save

Note: If you wish to add a manager for the new ihess straight away,
@ selectOther on the menu bar and cliekdd Manager The Manager

module opens in add mode and link the manageretiméwly created

business.

Note: To jump quickly to a client's website, entee web address iL
@ the relevant field and double click the hyperliokjump straight to the

site.

Note: On the address tab card, users are able ttepapulate the
@ remainder of an address once the postcard hasdmgered by using

the F12 key. The building name or number will then needbm

entered.
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%

Note: To retrieve a list of managers or job ordénked to the
Business seledther from the menu bar and choosnager Listor
Job Order List

To save a list | Step Action
of candidates
or managers
1 Retrieve the Business and select Browse on thebdog

Similarly you can save a list of managers who wimk the
Business by ticking th8ave List Aslialogue box.

Click the Save List Abutton and enter a list name.

Do you want to create a Candidate list or a Manhgg&Y

If you want to create a Candidate list tick 1
Candidate Listcheck box. This will create a list
candidates working for the client.

If you want to create a Managers list tick tdanager
List check box. This will create a list of manag
working for the client.

he
Df
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Chapter 5 — The Manager Module

Overview

The Manager module holds information about spetifing managers
Introduction employed by client companies.
In this chapter | This chapter contains the following topics: Page:
Overview 36
The Manager Screen 37
Adding a Manager 38
Designating a person as both a Manager and a Gatedid 40

Bond International Software© 37



EZaccess Training Workbook (Version 6.5)

The Manager Screen

Description
Manager module ope

By default when you click on thBlanagericon on the toolbar th

D

ns in tBearchmode.

The Manager
Screen

This picture shows the Manager screen:

Edezaccess - EZACCESS 6 TRAINING =101 x|

Search Open List Actions  Activkies Other Reports Window Help

e 25

B Cana tinager ok n Fiannar e

+
sdd
Record 1 of 238 I Flag 2039 ﬂ
NamelLFM) R | MERK e
Knowin s [MARK Salutation [MR Sales [JANE +
Status [ECTIVE #  Last Contact [i6702/2002

“work Phone [7123 0123 0123 Work Fax [012301234 0123
W |Addresses| Contact info | Commerts | Codes | attachments | UDF Ex | Ownership | other |

Business [ABBEY NATIONALT ®  Real Tile[FROJECT MANAGER

Deparment [TEST Job Title [PROJECT MANAGER +
Mail Stop [TEST Can Hire [Tes Profile Complete [1a
Location [5%/ ENGLAND  Communication . D [2053
MailShot
Entered [04/02/2002 Entered By [EZLVE Updated [T8/06/2006 | Updated By [DEANEL
EI| __xA
Loaded record 2093 FRAN

CTRL+M.

Note: You can open the Manager module using thddayl using
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Adding a Manager

Description The Add Manager option on th@ther menu in the Business modyle
automatically opens the Manager modulé\dd mode. This populates
the Business and Location Black Diamond fields &4l ws address
and telephone number information. The Manager neodah also be
opened from the toolbar.

Toadd a Step Action
manager

1 | Open the Business module by clicking tdanagerbutton on
the toolbar.

2 Click the Add button on the lower level toolbar.

3 Enter data in the required field and in as manyoopt fields
as possible.

4 Click Save

Note: If you wish to add a job order for the newnager straight
@ away, selecOther on the menu bar and clickdd Job Order The
Order module opens in add mode and link the joleotd the newly
created manager.

=

selectJob Order Listfrom theOther menu.

@ Note: To obtain a list of Job Orders created fqragticular manage|
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Note: On the address tab card, users are able ttepapulate the
@ remainder of an address once the postcard hasdrgered by using
the F12 key. The building name or number will then needbm
entered.

% Note: If you wish to send correspondence to a mamggs is done in
exactly the same way as outlined in the Candidateluke. See
Chapter 2 “Sending Correspondence to Candidates”.
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Designating a person both as a Manager
and a Candidate

You can designate a person as both a candidate amahager. This
Description feature is especially useful when you find a manage is interested
in new job opportunities. Your administrator mustble this feature
before you can user it.

To designate a | Step Action
manager as a
candidate

1 | SelectChange Typdrom the Other menu then choosBoth
from the submenu.

2 Enter the relevant Business in the Employer fieldhdanager
must first be linked to a Business.

3 Click the Savebutton on the toolbar.

4 | Once you have used the Change Type command, thvédinal
appears in both the Candidate and Manager modulkdhe
word “Both” appears above the data entry area.

5 | To jump quickly between the person’s Candidate ldadager
records selecdump to Manager/ Candidat&om the Other
menu or presALT + F8.
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The Screen

This picture shows the Candidate screen when ukm@oth feature:

W e2access - ezaccess 6 TRAINING ol x
Search Open List Actions Activities | Other Reperts Window Help
[ 5] Display Cordes e
it Cuawwe Waage  JshOraw  ViewCY ¥ hing  sodom  smins Pcanent
One Off Letter = 0
ad4  Fess | Schedule Letter st ToPms  AlAds GdeSswah G¥Seweh lngsConl Gallt  WerdoV  Tamev
Attach CY 3 =T
Download €% » _,_ o T =
HameiLFM) (ESERRER] Bxpand Comments Atk [ |
Known s [JACK =
Status [EVAILBBLE SR Alb+FS v ailable J0B05/2000
Type [PERM +  FeoulerE2LVE +  Sees[EZTRAING +
Work Phone [T 0101610107010 Home Phone [FTGTGTOTOTG10 | Career Start TS/ 1965 earsf38.
Source History | Educetion | UDF £x | package | adetional info | Package | ownership |
Main |Adwesm | contact infa | Comments | Rets | work Histary | BiTa | costes | attachmerts | auery |
DBA Name [SOMMTS TEAM Rleal Title [TEAM MANAGER
Employer * oo Tile [T MANABER -
Location [CENTRAL LONDON - Gender [Male EE0ENGLSH  +
Cuitent Aate | 40,000.00 [ TEALING _ freay ss [NFOTTI0NF Ciizen/BC [res
Desiied Flate | 50.000.00 [5TEALING _ [veals Scanned [D8/09/2004 Cleancd
MailShat [Both Profile Complete [Na Communication [EMAIL . 1 [EZ78
Entered [JH/0S/2004  Entered By [EZLIVE Updated [0570572008  Uipdated By IBNS
e 2l
Select iype. FRAN

Note: You can open the Manager
CTRL+M.

module using théddayl using

Caution: “Both” means that changes made on Caraligdll also

apply to Manager.
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Chapter 6 — The Job Order Module

Overview

The Job Order module contains the actual requiresnéor the
Introduction requisitions being filled.
In this chapter | This chapter contains the following topics: Page:
Overview 42
The Job Order Screen 43
Adding a Job Order 44
Expanding a Job Order Record 45
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The Job Order Screen

Description By default when you click the Job Order icon on thelbar the Jok

Order module opens in Search mode.

The Screen This picture shows the Job Order screen:

[ EZACCESS 6 TRAINING (=)
Search Open Lst Actions Actiiies Other Reports Window Help
o g B ¥
Bk G Momge  lobOn =
a Q=+ a o W o ~
e it s e o e TePlu  AAds  CYaemeh wemgs
BT
ADD -
[BA AEROSPACE +  JobOrder
rer By [SHARKEY JOHN +  Poject 4 Recuiter | +
+  TakenBy FRED - Date Taken [05/12/2004
Rate Law/High I [
+  Curency #ClsedMa [
| ents | Codes | Attachments | Search uery | User Defined | UDF Ex | Fees | Package | Ounership | Inveice |
Adress [T150D HOUSE 1 Filed [ 0
HARF KET .
[OLD INDUSTRISL ESTATE Contract Length Start Date [
City [SOUTREMPTON .
State [HAMPSHIRE Zip[5076 80T Post [DON'T POST Date |
Phone/F o 01489 558877 [f+B3 557788 Hon Closed 2
Entered] Entered By| Updated Updated By [
i 24
Ertei the person nha toak the job order o double oick for a lit. [ FRAN

Note: You can open the Job Order module using tyddard using
CTRL+J
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Adding a Job Order

The Add Job Order option on the other menu in tlen&ger module
Description automatically opens in the Job Order module in Addde and
populates the Business, Order by, Closed, Taken IBgation,
Positions and Filled fields. The Job Order modwe also be opengd
from the toolbar.

To add a job Step Action
order

1 | Open the Job Order module by clicking tleb Orderbutton
on the toolbar.

2 Click theAddbutton on the lower toolbar.

3 Enter data in the required fields and in as martioopl fields
as possible.

4 Click Save.

% Note: The Job Order number can either be autonfigtigenerated by
EZaccess or manually created. This depends omgettietermined by
your EZadmin administrator.

Note: On the address tab card, users are able ttepapulate the
@ remainder of an address once the postcard hasdrgered by using
the F12 key. The building name or number will then needbw®
entered.
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Expanding a Job Order

The Expanded Job Order feature enables you toeceeabpy of the

Description job order in Microsoft Word so you can add commetd additiona
information as shown below. You can save any teyaiu add in the
Expanded Job Order, but they will not appear inXble Order record
in EZaccess .

To expand a Step Action

job order

1 In the Job Order module retrieve the required Jatefrecord

2 From the Other menu seldekpanded Job Ordesr pressALT
+J.

3 | Once in Microsoft Word save any additional details.

4 To save the document, sel&zvefrom the File Menu.
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The Screen

This picture shows what the expanded Job Orderddooks like:

EZaccess Expanded Job Order

Business | ABBEY MATIONALT Order By | JOHN,JOMES
Key Skills | IT Status | ACTIVE
CONTRACT
Position | IT TRAINER Real Title | SOFTWARE
TRAIMER
How Location | CERMTRAL
Closed LOMDORN
Start Date | 01,0205 Comtract Length
Ho Of | 1 Positions Filled | 0
Positions
Rate Low | 25000 Rate High | 23000
Taken | FRAM 12/05/2004 Recruiter | ANDY
By/Date
Closed | M Frequency | ‘Yearly
Comments
[20/01/2005 FRAK] Must have at least 3 years software training experience | Must hold a current
UK driving license, Willing to travel at short notice

Required Skills

ME ACCESS - MS CERTIFIED TRAIMER - MS WIND OWE

Note: The job order number can be automaticallyegated by
EZaccess or manually created. This depends dngettetermined b
the EZadmin administrator.
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Chapter 7 — Code Search Module

Overview

Introduction

This chapter describes how to use the Code Seamdulel within
EZaccess and explains the results that are returned

In this chapter | This chapter contains the following topics: Page:
Overview 47
Accessing Code Search 48
Automatch Job Order Codes 56
Automatch Candidate Codes 57
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Accessing Code Search

The Code Search can be used to locate candidaehdlie had skil

Code Search

Description codes entered on their record, narrow down listeegded in
EZaccess, search on fields used within EZaccesdide candidates
with particulars skills or values, and to auto-rhaskill codes from
Candidates to Job Order.

Accessing Step Action

Open the Candidate Module.

Go to the Codes tab card. A screen similar to the loelow
will be displayed:

[ Ezaccess - EZACCESS 6 TRAINING

=10 x|
List  Actions
Mot
+ o B @ & = % H N ‘
aaa ToRinme  ANAf CodeSewch CY Sewch laceageCent Callit  WordGy  TenCY.
S
SEARCH =
Name(lFM] [ I
nnnnnnn Salutation
Stat 4 Last Contact Available[
Type * Recriter * Sales| *
Work Phone: Home Phone Career Start Years| |
Source History | Educstion | UDF £x | Package | aona nfo | package | ownerstip
Main | Addresses | Contact Info | Commerts | Refs | iork History | BuTA Codes |Anammms | ngryl
or = Expand |
Category[ALL Z] And =
o B
A4 COMPUTER SCIENCE EDUCATION
Ach QUALS -
acca « »
[ACCTS PaYABLE APPLICATION | o
Des ‘ |
] 1
Enfer Diescription [ FRAN
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To do a Code
Search

Step Action

3 | Select the category you want to search on e.g.atidug IT,
fields etc..

4 | Click and drag the required sub-category to théetahown at
the bottom of the screen.

5 | After entering all your sub-categories click on tRetrieve
button at the top of the screen.

6 | The results will be displayed as follow:

k 4

Note: The location where you place the sub-categall depend
upon the type of search you are doing. Please tef&xamples o
Searches for more information.

Examples of
Searches

[¢)

Below are examples of the types of searches timabealone using th
Code Search Module. With each example there is alsoote
describing the results that each search will return

The logic is line-by-line rather than column bywoin. Each line is a
“OR” statement, the result of which is then “AND"&al the statemen
on the next line. For example, the simple selaatibtwo criteria use
the top row only.

Va2
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Description Simple Searches
Single Search | Using a single sub-category:
=T
Search Open List Actions Activities Other Reports window Help
LE L3l
i Condte Whroger o Dnder worspt Planer
A Q + B &Hd © & =
e Sk A Raes  Swe Ui B G ToPhue Ao CodeSewch CYSewch hesags G
S
SEARCH B
Name{L Fi] I I
Ko & Salutation
Statis # Lsst Contact Awsilable
Typs +  Recuiter +  Soles .
‘Wark Phone Harme Phone Career Start ears|
Source H\smryl Edu:amn| UDF Exl Packagel Acdtional |nm| Pscksgel Ownarshml
Main | Addresses | Contact Info | Comments | Retfs | Work History | BNTA  Codes |Atta:hmems | Query |
o o Evpand |
Category [&LL - ﬁnd ORACLE -
CLE coMPUTER S|
DRACLE TECHNICAL
DRACLE FINANCIALS TECHNICAL B
DRACLE MANUFACT TECHNICAL < _.rl
DRDER ENTRY APPLICATION [ ot
Dese [ORACLE ‘ Ml -
K1 H
[Erter Dseiption [ EzvE
Records matched: 22
OR search
2o
Search Open  List Actions Activities Other Reports  Window Help
m 3]
Gt Condicbte  Momger dobOider Wampt Planer
g Q =+ B G © e =5 9 H O a a o
Bie Sk Add Bemen  See Uk Pooe fer TePlue Al DedeSesrch W Search lossgemir
NEET
SEARCH ﬂ
Narie(LFM) | |
Known bs Salutation
Status 4+ Last Contact Awailable
Tipe *  Fecuiter ¢ Galss -
‘whork Phone Home Phone Career Start Yearsl_
Source History | Education | UDF Ex | Package | Addtional Info | Package | Ownership |
ME\Hl Addresses | Contact Info | Commerts | Refs | Work History | BuTA  Codes |AﬂachmErKs | Query |
o Expand |
Catego[aLL =] And[ORACE  ACTESS ﬂ
Codes [ ET TECHNICAL |«
44 COMPUTER SCIENCE EDUCATION
quaLs B
AT QUALS « ’
TEL
Not
Desc [ACCE “ » -
K| 0|
[Entes Disssiption [ EzvE
Records matched: 26
This search will return results for records thattei either ORACLE
or ACCESS.
AND search

Bond International Software©

51




EZaccess Training Workbook (Version 6.5)

¥ Ezaccess - EZACCESS & TRAINING =10 x|
Search Open Ust Acions Activities Other Reports Window Help
L3
Bt Concidote  Womger  JobOrsu B Werpe Plamer
m QA + & = a W a a
Sarch  Add R Undo o Hlbctc CodaSeuch C Sea

B candidate

SEARCH
Name[LFM) [ [
Knawn bs Salutation
Status # Last Cortact Ewailable
Type 4 Recuer 4 Sales *
otk Phone Home Phane Caresi Start eas| |

Saurce History | Ecucation | LUDF Exl Packagel Addtionsl Info | Package | 0wnersmp|
Mein | Ackresses | Corteet nfo | comments | Refs | work History | BnTa Codes |Aﬂachmerns | aery |

or o Expand |
Category [ALL =] ﬁ"d ORACLE il
Codes [ yeT TECHNICAL = ACCESS
44 COMPUTER SCIENCE EDUCATION
ACH QUALS d
4CCA QUALS “ »
jaccess _ TECHHICAL [N
Desc [ACCE] 4 | _|d
4 » //_'l
[Enter Description | EZLVE

Records matched: 10

This search will return results for records thattasn ORACLE and
ACCESS.
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Description Complex searches
This search will select all records with ORACLE ANNO or
Complex ACCESS AND NT
Search One
e
Search Qpen List Actions Activifies Other Reports Window Help
b ¥ 7
R N RN AR B R e
ST
SEARCH B
Name{LFM] | | j
K 2 Salltstion
Status + Last Contact Awalable
Tyre +  Pecuier +  Seles .
Work Fhone Home Fhone Caree Start Veas|
Source Histnryl Educaﬂnnl LUDF Ex | Package | Aclitional Infnl Packagel Ouwnership |
Main | Addressesl Contact Info | Commervtsl Refs | Wiork H\storyl BNTA  Codes |Aﬂachments| Query |
oo Evpand |
Category [ALL | -:\Jnd ORACLE ACCESS il
Codes [METWORKING APPLICATION = | NT
MEW SKILL CODE NEWSKILLEA,
el sverte - =l
x| Not
Deso|NT | || B2
[Enter Desciption [ EzLmE
Records Matched = 10
Result = (ORACLE OR ACCESS) with (NT)
Complex In this case the search is only selecting ORACLdems with NT OR
Search Two ACCESS
o
Search Open Lst Achons Activities Other Reports window Help
o L
G L e Do T B el LS
i
SEARCH B
Name[LFM] [ [ j
Krowin 4 Salutation
Status * Last Contact Awailable
Tupe * Recruiter * Sales +*
Work Phone Home Phane Carser Start Vears]
Source History | Edustion | UDF Ex | Package | actiions!info | Package | ownerstis |
Wain | Addressesl Cortact Info | CDmmEF‘ISl Refs | Wark History | BiTA  Codes |Ana:hmems| Query'
oo Expand |
Category [&LL | :\;.d ORACLE ﬂ
Codes [i14 COMPUTER SCIENCE EDUCATION ﬂ NT ACCESS
A nUALS
ACCH [UaLS i
ACCTS PAVABLE AFFUCATION = oy E —’I—I
Desc [acCEss| I ] B
K1 LY
Ener Desciiption [ EamE
Records matched = 4
Result = (ORACLE) with (NT OR ACCESS)
Placing additional AND conditions into the seardh reduce the
Complex result. The OR statement widens the search buluiced by the AND

Search Three

condition.
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P Ezaccess - EZACCESS 6 TRAINING,

Search Open Lst Actions Activies Other Reports Window Help

=10l x|

Source History | Education | UDF Exl Package | Additional \mu| Packagel Ownersh\pl

0r 2

LS = =]
Eit Cudidte Muger  lobOrde  Busnezs b
a Q @ =
G b A Eeme e e s T 45
SEARCH
Name[LFM) I I
Known As Sautation
Status 4 Last Contact Available
Type * Recruiter * Sales[ +*
Wtk Phons Home Phane Career Start Years|

Main | Accresses | Cortact o | Comments | Refs | vierk History | Bnra Codes |A|tacnmems | auery |

Expand |

Category [COMPUTER SKILLS ﬁnd ORACLE
Codes [ Al | vERSIONS OF ACCESS NT
ALLVERSIONS OF EXCEL FPOINT
AL VERSIONS OF LOTUS
ALL VERSIONS OF NT

Desc [PPOINTI “

4
z
2

il

ACCESS

K|

H 2

Enter Description

[ E2ZLVE

Records matched = 3

Result = (ORACLE) with (NT OR ACCESS) and (POWERRD)

Incorrect
Searches

Below is an examples of an incorrect search follbwg an examplée

of how it should be done.
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Description Searches

The search below would include ORACLE OT NT OR NR O
Incorrect ACCESS. The second NT does not increase the pessiiches as
Search these will have been matched in the first linee Técords with NT
will show an additional hit on the profile givingdorrect results.

Result = (ORACLE OT NT) with (NT OR ACCESS) and
(POWERPOINT)

Correct search | The correct way to search for the above informaisashown below:

P Ezaccess - EZACCESS 6 TRAINING =] )
Sgarch Open List Actions Activities Other Reports Window Help

L3 3]

Ext Cuddie  Mamger  Job Ord

A + B @ @

o Sewdh  Add Roriom fat  ToPhmer  Alhuc CodaSewdh TV Sowch lerage Cor
ox
SEARCH il

NamelLFH) [ |

Known As Salutation

Status # Last Contact Avaiable
Type +  Recuiter 4 Saks .
‘Wark Phane Home Phane Carest Start Years| |

Source Histary | Edication | UDF Ex | Package | Adeltional Info | Package | Ownership |
Main | Addresses | Contzct Info | Comments | Refs | Work History | BNTA  Codes |Attachmenls | Query |

or o Expand |
Categomy [ALL = i\!nd ORACLE NT -
Codes [NETwORKING APPLICATION =] ACCESS
MEW SKILL CODE NEWSKILLCA PPOINT
HOMAD TECHNICAL B
HOVELL SYSTEMS « v
mj Not
Desc [NT] Pl ol -
4 » A
[Enter Description | E2VE

Result= (ORACLE OR NT) with (ACCESS and POWERPOINT)
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Remember:

Entries ACROSS the table WIDENS the search
Finally - Entries DOWN the table RESTRICTS the search
To keep the logic simple try to keep each line réfg to the same

type of skill, i.e. all technical on one line, ellucation on another lin
etc..

117
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Automatch Job Order Codes

The Automatch Code Feature can be used as a qacklsto locate
Description job(s) that match the skill set from selected Cdatd#.
Accessing Step Action
AutoMatch
1 | Open the Candidate Module.
2 Go to the Codes tab card. A screen similar to the lzelow
will be displayed, ensure skills are entered:
3 | Click on List on the Menu Bar and select Automatob Order
Codes
4 Extra information can then be entered about the Job
Then click OK and the relevant Job will be dispkhye a
browse List.
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Automatch Candidate Codes

The Automatch Code Feature can be used as a qacklsto locate

Description candidate(s) that match the skill set from thectetéJob Order .
Accessing Step Action
AutoMatch
1 | Open the Job Order Module.
2 Go to the Codes tab card. A screen similar to the loelow
will be displayed, ensure skills are entered:
3 Click on List on the Menu Bar and select Automafendidate
Codes
4 Extra information can then be entered about thedCare.
Then click OK and the relevant Candidates will plhyed
in a Browse List.
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Chapter 8 — CV Searching Module

Overview

Introduction This chapter describes how to use the CV Seardiiodule within
EZaccess and explains the results that are returned

In this chapter | This chapter contains the following topics: Page:
Overview 58
CV Searching 59
CV Searching and Main Screen Searching 61
Search Statements 65
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CV Searching

O

Description When searching for CVs the search criteria is eaten the Query ta
card.

The Screen This picture shows the Query tab card which is dee@€V Searching;

To open CV Step Action
search

1 | Open the Candidate module.

2 | Select the query tab and enter the search criteria.
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3 Click Retrieve on the toolbar.

4 Select a record from the browse list.
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CV Searching and Main Screen Searching

As well as entering search criteria on the Quebyctard, the Candidat‘e
Record can also be searched. This enables thetau§iest search or
Description the Candidate Records, then filter those resultshbycriteria on the
query tab card (Candidate’'s CV). This approacluced the retrieval
time and streamlines the searching procedure.

1%

To open CV | Step Action
search

1 | Open the Candidate module.

2 | Enter Search Criteria on the Candidate record.f&dher help
you can refer to section XXX “Searching for Candétausing
Main Screen Searching”.

3 | Click Retrieve on the toolbar. The browse bar ajipear:
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4 | Click Filter on the Actions bar. EZaccess will thehange tq
Filter mode.

5 | Select the Query tab and enter the search criteria.
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6 | Click Retrieveon the toolbar. The results will be displayed
follows:

7 Click Selecton the Actions bar to view the individual recorthe
results will be displayed as follows:
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Note: There is no limit on the amount of timest y@u can filter.

Note: There are alternative ways to do a CV sedfglou would like
to know how, refer to the Help button located &t tibp right hand sid
of the screen or contact Technical Support on 0I8D807 or e-mai
ezsupport@bond.co.uk.

11
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Search Statements

To do more complex searching the operators setbeldw can be
entered into the Query tab card. A search quemycoasist of a sing|
word, phrase, character string or combination ohipers, words an

11

|

Description phrases. You can use words and symbols catlpdrators and
wildcardsto create relationships between elements of tackeajuery.
Fuzzy logic helps locate words that are slightly varied due| to
misspelling, typing mistakes and OCR scanning error
CV search The table below lists the commands you can usdmilte tab card for CV
commands searching:
Command Example Description
? ?ISC Replaces a character e.g. brings back
CISC,RISC.
* win* Ends a word, brings back e.g. Windows,
WIN95, Win98.
?and* N?t* Finds Netscape, Netware, Network as well
as Nature, Notice, Nutrition.
<ACCRUE> <ACCRUE> Selects documents that include at least once
(html,java,web,intranet,xml) of the search elements. The more search
elements present, the higher the score.
<NEAR> Oracle <NEAR>financials | Oracle near to the word Financials
<NEAR/N> Oracle <NEAR/3>data | Finds Oracle near to Data Modeller but no
modeller more than 3 words apart
<PHRASE> Powerbuilder <PHRASE> | Finds a grouping of two or more words that

programmer

occur in a specific order

“manager”

Finds the exact word. This gistemming
ie finding the wordnanagers
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Note: The Verity Stemming of words is set by deffalib; searching
@ on manage will return the following hits;

1. Manage or manage or MANAGE
2. Managed or manages (case applies here also)

The use of full quotes around a word Eg; “Managé!’ ieturn that
word exactly the way it is spelt in the searchngtriand does not
further ‘Stem’ the word. Case will be ignored. Elganage”,
“manage” and “MANAGE” will return the same resultst will not
return any of the words in point 2 above

Examples of This picture shows an example on how to enterraiten the Query
using Search | tab card using the above search statements:
commands
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Chapter 9 — Tracking Activity

Overview

Introduction This chapter describes how to use the trackingicscreen to record
each contact with a candidate or manager. Contactde phone call$
meeting, lunches or any other sort of activity geated as a contact.

In this chapter | This chapter contains the following topics: Page:
Overview 67
Adding a Tracking record 68
Call List 70
Interrupt Feature 72
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Adding a Tracking Record

Description

When creating a tracking record, a list of valuleat trepresent th
types of contact determine by your company appeatftse underlying
Black Diamond status field. Once save the trackiagord can be
viewed from any on the remaining modules, provittesl information
links to the other modules. To ensure that a tragkecord is linked tq
all of the modules make sure you populate the JoleiQBusiness an
Manager fields of the tracking record.

D

The Tracking
Record screen

This picture shows the tracking screen:

To create a Step Action
Tracking
Record
1 Retrieve the appropriate Candidate record.
2 | Click Addon the lower toolbar or clichddin the list dialogug
box.
3 | The Date,Time andUserare automatically populated. Doub

click on Status to fill the required field from thenderlying
table.

e-
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4 Link this tracking record to the other three modulBusiness
Job Order or Manager) by double clicking on each
corresponding field and selecting a value from uhderlying
table that appears.

5 Enter the detail of the contact in tBemmentdield.

6 | Click SaveandCloseto return to the open candidate record.
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Call List

The Call List feature is designed to help usersamakiltiple phone
calls and create tracking records quickly and ga$iince a list of
Description candidates or managers has been generated aeduifed, loaded th
user can make calls and create Tracking recordsoutithaving to
change screens.

D

The Call List This picture shows the Call List screen:
screen

To use the Step Action
Call List

1 Load a list of candidates.

2 Click theCall List buttonon the lower toolbar.

3 | Did you speak to the contact?

If Yes click Quick Addon the lower toolbar. This enters
a new tracking record with a status of “phone cditien
go to step 5.
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Did you not get through to the contact and wishreicord the
call?

If Yes, click Left Messageon the lower toolbar. This
enters a new tracking record with a status of ‘Jeft
message”. If you have set up the Call List to emabl
follow-ups via the Planner go to step 4.

4 | The follow-up preference dialogue box appears ernter
required information to remind yourself that yoweddo call this
person later.

Click the save button and the record will be addedyour
planner.

5 Click Saveon the lower toolbar.

6 Click Closeon the lower toolbar to exit out of Call List.

Note: If using the Call List to call a list of cdidates about a vacandy,
input the vacancy number in the default Job Orad focated under
Options/ Preferences on the Call List tab card.

[

Note: The Quick Add status is determined undeliddpt Preference
and the Left Message status us defined in the Bnrients table in
EZadmin.
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Interrupt Feature

Description

The interrupt feature is designed to help usersllinincoming calls
whilst engaged in another function. For examplepasultant can b
entering a new Job Order when a call comes in fadmiring manager|
The consultant can click Interrupt, retrieve theing manager’s
record, add a tracking record for the call, anchtfegurn to the original
task of entering the new Job order.

11

The Interrupt
screen

This picture shows the Interrupt screen:

To use
Interrupt

Step Action

1 If interrupted by a phone call whilst carrying @y task in
EZaccess, clicknterrupt on the upper level toolbar.

2 In the Person field enter the name of the persdiinga
(Remember: Last name, first name with no spaces)

3 Click Retrieveon the lower level toolbar. Select the desired
record if a list appears.
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4 | Click Quick Addto create a tracking record with a statug
phone call.

5 | Click Save This will automatically return you back to whe
you were before the interruption.

Bond International Software© 74

of



EZaccess Training Workbook (Version 6.5)

Chapter 10 — The Planner

Overview

Introduction This chapter describes how the Planner enablestyquro-actively
plan follow-up calls, meetings and other activitwith candidates)
managers and businesses. You can add follow-upitegifor several
individuals at once, then review all your schedutagks in ong
convenient window.

In this chapter | This chapter contains the following topics: Page:
Overview 74
The Planner Screen 75
Adding Planner records 76
Retrieving Planner records 80
Understanding the Planner tab cards 82
Quick Action buttons 86
Adding Entries to Outlook 91
Recurring Events 93
Tracking Filter 95
Tracking Activity Search 96

Bond International Software© 75



EZaccess Training Workbook (Version 6.5)

The Planner Screen

Description

If you wish the Planner to open automatically whegging into
Ezaccess, click the check box in Options/ Prefexemt the Planngr

tab card.

Once the Planner is opened all that day's events e retrieveq
automatically. Alternatively, the user can retriglie day’s events by
doing a search on that particular date or overta i@dage.

The Planner operates in two modes:

Normal View; where one-time events are displayedthia
Schedules Event list

Recurring Event Maintenance View in which you caheslule
recurring events

The Planner
screen

This picture shows the Planner screen:

This picture shows the lower toolbar found in thenRer:
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Adding Planner Records

There are four ways to enter records into the Rlann

You can add records directly from within the Planbg using
the Add button.

You can use thelo Planner button from within the fou

Description modules
You can add from a retrieved list within any modulg
clicking on thePlanner Actionbutton
Whenever you create a new record within the Cadlt lar
Tracking a new record will be added to the Planner
Adding a Step Action
Planner event
from within
the Planner
1 | Open the Planner by clicking tfannerbutton.

Click the Add button on the lower toolbar. The Planner is t
viewed in Add mode:

nen
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3 Enter a candidate or manager into @antactingfield.
4 Enter a candidate or manager into Aoutfield if required.
5 Fill in all the required fields and as many optibfields as you
require.
6 | Click Saveon the lower toolbar.
Adding a Step Action
Planner event
from a module
1 In the appropriate module retrieve the record yauntwo add
to the Planner.
2 Click the To Planner button on the lower toolbar. Th
following window will appear:
3 In the Add to Planner window enter the type ofttiand the
date along with any other required information.
4 | Click Addon the Action bar.
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Adding a Step Action
Planner event
from a
retrieved list

1 Retrieve a list of records in the Candidate, Bussné/lanager
or Job Order modules.

2 Press the CTRL key along with the left mouse buttorelect
all the records you want to add to the Planner.

3 Now click thePlannerbutton on the Actions bar.

4 In the Add to Planner window enter the type ofagtiand the
date along with any other required information.

5 Now click Add on the Actions bar.

6 | A message appears to confirm that the Planner deaars
added successfully.

7 Click Cancelor Selectto close the browse list window.
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Note: The Contact field appears grey-out becahag information
will come from the selected records on your list.

Note: You can choose select tAdarm check box if you want a
reminder to be sent to you about the event. If getithe alarm you
must complete th&®eminderfield by entering a time before the event
and how often you want to be reminded.
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Retrieving Planner Records

Description

In the
Candid

prioritised events or records with specific statuseay be retrieve
allowing the user to view past, present and fuauents.

Planner it is possible to retrieve records selected dates,
ates, Managers, Job Orders and Businessasspécific types,

j=H

To retrieve
Planner
records

Step

Action

Open the Planner.

Click the Searchbutton on the lower toolbar to go to Seafch
Mode.

o

Enter any data in any field as criteria for therskae.g. enter
date in theStart Datefield.

Click Retrieveon the toolbar.

Note:

record.

If no records match your criteria a messageears to infor

you of this. If only one record fits the searchesia it is displayed. |
multiple records match a list is displayed and gan select the correct
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Retrieving Interview Records

In the Planner it is possible to retrieve interviexeords for selected

Description dates, Candidates, Managers, Job Orders and Bssmaliowing the
consultant to view past, present and future ineswiecords.

To retrieve Step Action

Interview

records

1 | Open the Planner.

2 Click the Interview Viewer tab.

o

3 Enter any data in any field as criteria for therskae.g. enter
date in theStart Datefield.

4 Click Retrieveon the toolbar.

Note: If no records match your criteria a messagears to infor
you of this. If only one record fits the searchetia it is displayed. |
multiple records match a list is displayed and gan select the correct
record.
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Understanding the Planner Tab Cards

The Planner window has four tab cards: Plannert&eting, About
Description and Job Order. These tab cards allow the userdesadnformatior
related to the record selected in @entactingfield.

The Planner The Planner tab card displays a list of Planneordcin the top field
tab card referred to as the Scheduled Event List. To scetlist of Planne
records, click the heading of the column you wansort by in the
Scheduled Event List. The bottom Detail sectioeldfi provides
detailed information about the Planner record $etein the Scheduled
Event List.

This picture shows the Planner screen when thenBtatab card i$

selected:
The The Contacting tab card displays information abihet person you
Contacting tab | want to contact.

card
This picture shows the Planner screen when theacting tab card i$
selected:
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Pane The following table shows how the records are digpdl for each
Descriptions section:

Option Top Pane Middle Pane Bottom Pane

Information about the Planner details of

Person person you are Planner records
selected record

contacting
Business Information about the .
. Planner details of
business you are Planner records
s selected record
contacting
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The About tab | The About tab card displays information about thespn you want to
card discuss.

This picture shows the Planner screen when the #Abstu card is
selected:

Pane The following table shows how the records are digpdl for each
Descriptions section:

Option Top Pane Middle Pane Bottom Pane

Information about the Planner details of

Person person you are Planner records
. : selected record
discussing

Business Information about the
business where the | Planner details of
person you planto | selected record

discuss is employed

Planner records
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The Job Order | The Job Order tab card displays information abbatlob order you
tab card want to discuss.

This picture shows the Planner screen when theQidbr tab card i
selected:

\°£}

Pane The following table shows how the records are digpdl for each
Descriptions section:

Option Top Pane Middle Pane Bottom Pane

Information about the
Person Job Order you want
to discuss

Planner details of

Planner records
selected record

Business Information about the
business associated
with this Job Order

Planner details of

Planner records
selected record
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Quick Action Buttons

Quick Action buttons enable the user to record gharto a Planne
activity record, such as noting that you left a sa@®, re-schedulin
the activity or re-assigning it to another userisltpossible to appl

=

Description such changes to multiple records at the same time.
All Quick Action buttons are found on the toolbdhese, togethe
with some additional functions, can be accessalitifrActionson the
menu bar.
The Work In the Planner you can schedule a work flow evemhsas a nev
Flow Action Sendout, Interview or Placement by using the WoltwFAction
button button.
To use the Step Action
Work Flow
action button
1 | Select the Planner record to which you wish to daleea work

flow event e.g. Interview.

w

2 | Click the Work Flow button and a selection of work flo
events appears:

3 | Select the activity you wish to schedule.

4 | Click OK on the Actions bar and EZaccess opens the cdrrect

activity window e.g. Interview in the Add mode.
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Note: You must first have added a Job order retmttie Planner for
the Work Flow button to be available.

The Follow-up
Action button

In the Planner you can create follow-up eventsistiag records.

To use the Step Action
Follow-Up
action button

1 | Select the Planner record you wish to follow-up.

2 | Click theFollow Up button on the toolbar.

3 In the Follow Up window enter the date( and, if ywish, the
time) for the follow-up action and enter the Stafos the
existing record.

4 | Click Follow Up on the Actions bar.

5 EZaccess creates a new Planner record for thewkalfo

activity and marks the original record with the tg$a you

specified.
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The Attempt In the Planner you can change the status of antdwemsing the
Action button | Attempt button on the toolbar.

To use the Step Action
Attempt action
button

1 | Select the Planner record for the activity you hattempted.

2 | Click the Attemptbutton on the toolbar.

3 EZaccess changes the status to Attempt and logdatieeand

time.
The Move In the Planner you can re-schedule an event froenday to another.
Action button
To reschedule | Step Action

an activity

1 | Select the Planner record you wish to re-schedule.

2 | Click Moveon the toolbar and the following window appear

|22}

3 In the Move window enter the date and, if desithd,time for
the re-scheduled action.

4 Click Moveon the Actions bar.
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EZaccess changes the date and time (if specified)tHe
selected activity.

The Re-assign
Action button

In the Planner it is possible to re-assign one orengvents at a time
another user within your EZaccess network.

To use Re-
Assign action
button

Step

Action

W

1 Select the Planner record you wish to re-assign.

2 | Click Re-assignon the toolbar and the following windog
appear:

3 In the Re-Assign window enter the date and, if iekithe
time for the follow up action and select the usdrowwill
handle this activity.

4 | Click Re-Assigron the Actions bar.

5 EZaccess creates a new Planner record with themafon

you entered and marks the original record with ltheof the
user to whom the task has been re-assigned.
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The If an event in the Planner has been completedstiasus can b
Completed changed using the Complete action button.
Action button

1%

To mark an Step Action
activity as
Completed

1 | Select the Planner record for the activity you wislcomplete.

2 | Click Completeon the toolbar.

3 EZaccess changes the records status to Compleiedgsithe
date and time.

groups. However, the settings for this must be iagplwithin

@ Note: Quick Action commands can be applied to mlétirecords in
EZadmin.

@ Note: Auto move any tracking records that have a

status of open at the end of the day to the followyg
day. A batch file has been created which can betag
in scheduled tasks.Please let support know if you
require this new feature with the patch.
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Outlook Events

Description The planner hasan “add to outlook” This enables you to create
calendar entries into outlook using details frotregking record.

The This picture shows the Planner and the Add to @utButton on the Toolbar.
screen
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Adding an Step Action
entry to
Outlook

1 | Select an entry from the planner. Ensure on thtoiopart of
the planner has a date and time.

2 Click the Add to Outlookbutton on the lower toolbar. The
Planner has then added the entry to Outlook, withrelevant
details.

Double Click on the Entry and the details are digpt
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Recurring Events

recurring events already saved will appear inwirsiow.

Description The Planner can operate in a second view knoweaR#geurring View
When in this view the user can see all recurringnéy he or she has
created and also schedule other recurring everttgstwdefining the
recurring parameters surrounding that event

The screen | This picture shows the Planner in Recurring View:

Setting Step Action
recurring
events
1 | ChooseRecurring Eventdrom the Actions menu bar. Any

Click the Add button on the lower toolbar. The Planner is then

viewed in Add mode.
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3 Fill in all the required fields and as many optibfields as you
require.

4 | Click the Save button to add the recurring events to the
Planner. The recurring parameters window opensvaatioally
allowing the user to set the frequency of occureenc

5 Enter a date in the start date field.

6 Enter the number of days in the Advance field tidate how
many days in advance the event record should bergeal.

7 Enter a date in the end date field if required.

8 | Click OK to save the changes.

Note: Typing in 99 days in the advanced box wilerover the entry
@ every 3 months automatically.
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The Tracking Filter

Description The Tracking Filter gives you extensive control owehich Plannet
and Tracking records appear on the tab cards withén Planner
Although used primarily from the Planner it is dgmd to filter
tracking records from the main modules as well.

To use the Step Action
tracking filter

1 | Click Filter on the toolbar. The Tracking Filter dialogue hox
appears:

2 In the Tracking Filter window select one of theefiavailable
options:

View Tracking
Contact Only
Date From
Age in Days
Type

3 | Click OK on the Actions bar to save changes.

Note: To temporarily undo the tracking filter apis click on the
Undo Filter button within the Contacting, About or Job Ordab
cards.
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Tracking Activity Search

Searching on activity records can be used to satkatross all of th
Description modules and can be executed on tracking. Thislesalsers to ru
reports on call backs they need to make, or enalaleagers to ru
reports on the number of phone calls made, or ésns@nt by g
particular user.

= = (D

The types of searching available on Activities unids:
Types of
searches - Single Field

Single Values within Black Diamond Fields
Multiple Values in Free-Text Fields

A Range of Values in Numeric Fields

Date Fields

The Tracking | This picture shows the Tracking Activity screers@arch mode:
Activity screen
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Toruna
Tracking
Activity search

Step

Action

It is essential to perform a Tracking Activity segarfrom the

appropriate module. To decide which is the appabgr
module, first identify the type of list to be geatad e.g. a list

of candidates who have been called, submittedrvieteed or
placed would be done from the Candidate moduleisAdf
managers to whom candidates have been submittetti veer
done from the Manager module. A list of Job Ordagainst

which placements have been made would come fronddbe

Order module.

From the Search menu sel@cacking Search

Did the following message appear on the screen?

If yes, clicking Yeswill remove the current list yo
have open in the module and open the Tracking 8¢
window.

If not, the Tracking Search window appears on
screen.

U
arc

the

In the Tracking Search window enter the criteriaassary td
perform your search.

Click theRetrievebutton at the bottom of the window.

If results are found the first record will appeartbe screen. |
there are multiple records use tHextandPreviousbuttons at
the bottom of the window to move through the resord

f

To print out a report click th@©utput button at the bottom @
the window. Select eith&@ummaryor Detailedand clickOK.

A report similar to the one below will appear:
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8 If you have print permissions, click tiint button.

9 Click Cancel

10 | To return to the list of contacts click tfeturn Listbutton at
the bottom of the window.
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Chapter 11 — Sending Out CVs and the
Send-out Activity

Overview

The Send-out Activity is used to record how manysGWe sent. Thi
Introduction module outlines methods used to send CVs and hovedord the
activities once complete. Your company may uséediht methods
for sending CVs than those outlined in this chapter

172)

In this chapter | This chapter contains the following topics: Page:
Overview 99
Sending CVs via the Message Centre 100
Sending CVs from the Call List 106
Send-out Activity Search 108
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Sending CVs via the Message Centre

Description The Message Centre feature may be used to e-mailtt€® Job Order,
e-mail CVs to a Manager and to print off CVs.

Note: In order to send external e-mail, the PCduse send the
message must have the appropriate software andsateceMicrosoft]
Exchange.

Outlook Express is not supported

Options to There are three different ways to send a CV:
send a CV
e-mail CV to Job. This feature is used when youveha live
job. The Message Centre will send the CV(s) toNtanager
related to the Job and will also create the serdrecord,
populating the relevant Candidate, Job, ManagerBarginess
fields.

e-mail CV to Manager. This feature is used when yamnt to
send speculative CVs to a Manager. The MessagaeCerit
send CV(s) to the Manager and will create a tragkicord,
populating the relevant Candidate, Manager and rigss
fields.

Tosenda CV | Step Action
to a Job

1 Retrieve the Job Order where the CV(s) are to bt se
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2 From the Open menu select Message Centre. Thé/fassage
Centre dialogue appears:

3 | UnderSend Usingelect e-mail CV to Job Order.

4 UnderSent Toselect work.

5 | Under Recipients sele@urrent Record

6 Click Nexton the Actions bar.

7 | The second message centre dialogue box appears:
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nose

8 To send one CV type in the name of the person w
CV is to be sent in the Person field.
To send more than one CV double-click on the igddf
to select the list of candidates’ CVs that needég
sent.

9 Click Nexton the Actions bar.

10 | The third Message Centre dialogue box appears:

11 | In the subject field enter the title of the e-mail.
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12 | In the note section type a note to outlinectmaail.

1)

13 | Click Save as Draft/ Previewption if you want to review th
e-mail before it is sent.

14 | Click Finish.

15 | The results will be sent to the Manager on the Qatler. The
end result appears as follows:

Tosenda CV | Step Action
to a Manager

1 Retrieve the Manager to whom the CV(s) are to & se

2 From the Open menu select Message Centre. Thé/fassage
Centre dialogue appears:
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3 | Under Send Using select e-mail.

4 Under Sent To select work

5 | Under Recipients select current record.

6 Click Nexton the Actions bar.

7 | The second Message Centre dialogue box appears:

8 - To send one CV type in the name of the person whose
CV is to be sent in the Person field.

To send more than one CV double-click on the i&ddf
to select the list of candidates’ CVs that needbéd
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sent.

9 Click Nexton the Actions bar

10 | The third Message Centre dialogue box appears:

11 | In the subject field enter the title of the e-mail.

12 | In the note section type a note to outline the d:ma

13 | Click Save as Draft/ Previewption if you want to review th
e-mail before it is sent.

1]

14 | Click Finish.

Note: If you are sending a CV to a Job Order #rasout activity will
be created automatically. If you are sending a t6\& manager
tracking record will be created.

je2)
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Sending CVs from the Call List

Description The Call List feature can be used to e-mail a manage or more
Candidate’s CVs and to automatically create a Smrdecord. This
powerful feature makes it easy to present candidatea manager with
just a few mouse clicks.

Preferences In order to utilise this feature a default Job ordember needs to he
set up to establish which manager receives the ie-iflae default
number is set up via Options, Preferences, Call Lis

It is possible to enter information on the e-maikssage prior to
sending, by using the Communications tab card ie tiser's

Preferences.
To set up To prompt you to enter the subject and messag¢htoe-mail make
preferences sure you tick the prompt for defaults, if not abfgaet, as below:
Tosend CVs | Step Action

from Call List

1 Load a list of candidates.

2 Click theCall List button on the lower toolbar.

3 - To send one CV, navigate through the list to deigem
which candidate CV you wish to send, then clickEhe
Mail button on the toolbar.

To send a list of CVs, click the Browse button be t
lower toolbar. Holding down the CTRL key select
multiple candidates from the list and click the E&iM
button on the lower toolbar.
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4 Fill in your subject and message:

5 | Click OK.

6 | The following message appears:

7 | Click OK.

8 An automatic Send-out record will be created farhe@V sent.

Note: if you do not want to set the default promipt will need to
make sure you personalise the e-mail subject angbage that yo
send to the manager by selecting Options, Prefesghc
Communications. Remember to change this each tilmenvgending
other CVs related to other Job Orders.

S

Note: If the default Job Order is set when exiting Call List you will
be asked if you want to clear this information.
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Send-out Activity Search

Searching on Activity Records can be used to seglt dcross all of

—

Description the module and can be executed on send-outs. enhisles users and
their managers to run reports to see how many GWs been sent ou
over a specified period.

Types of The types of searching available on Activities uraigs:

searches

Single Field

Single Value within Black Diamond Fields
Multiple Values in Free-Text Fields

A range of Values in Numeric Fields

Date Fields

The Send-out
Activity screen

This picture shows the Send-out Activity screesegarch mode:

To run a Send- | Step Action
out Activity
search
1 It is essential to perform an Activity search frothe

appropriate module. To decide which is the appabgr

module, first identify the type of list to be geatd e.g. a lis
of candidates who have been called, submittedr\ieteed or
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placed would be done from the Candidate moduleisfdf
managers to whom candidates have been submittetti veer
done from the Manager module. A list of Job Ordagainst
which placements have been made would come fronddbe
Order module.

2 From the Search menu sel&gnd-out Search

3 Did the following message appear on the screen?

If Yes clicking Yes will remove the current list ya
have open in the module and open the Send-out ISearc
window.

If not, the Send-out search window appears on|the
screen.

4 In the Send-out Search window enter the criterigessary tg
perform your search.

5 Click theRetrievebutton at the bottom of the window.

6 If results are found the first record will appeartbe screen. If
there are multiple records use tHextandPreviousbuttons at
the bottom of the window to move through the resord

7 | To print out a report click th®utputbutton at the bottom qf
the window. Select eithé8ummaryor Detailedand clickOK.
A report similar to the one below will appear:
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8 If you have print permissions click tiint button.

9 Click Cancel.

10 | To return to the list of candidates, click tReturn Listbutton
at the bottom of the window.
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Chapter 12 — The Interview Activity

Overview

The Interview activity enables users to record mdk interviews

Introduction against Job Orders. Additionally with the interviaativity completed
the consultant can send both the candidate anch#mager a letter of
the agenda.

In this chapter | This chapter contains the following topics: Page:
Overview 111
Creating an Interview Record 112
Sending an Interview Letter 113
Interview Activity Search 114
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Creating an Interview Record

Description

The Interview activity screen is used to recordexliernal interviews
scheduled for candidates and managers.

To create an Step Action
Interview
record

1 Retrieve the candidate record for the Candidate yghowish
to send for interview.

2 | Click theInterviewbutton. If interview records already exist a
list of those records appears. Clisld on the Actions bar to
add another interview record. The Interview adggtwindow
appears:

3 Double-click each Black Diamond field to selectues from
the underlying lists. Make sure that you enteriimation in all
the required (yellow) fields.

4 Enter information in the Comments field to includitail about
the interview.

5 | Click SaveandCloseon the toolbar.
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©

button.

Note: If you wish to add an interview straight fr@rsend-out recorq
open the send-out and from ti@ther menu select the workfloy

<

Sending an Interview Letter

ord

The One Off letter feature automates this procespgroviding letters

Description that merge information from the interview recordsectly into the
letter template. All the user needs to do is tecethe feature an
print or e-mail the letter.

To send an Step Action

Interview

letter

1 Retrieve a saved interview record for the Candidate

2 | SelectOne Offletter from theDthermenu.

3 Double-clickthe letter type to be sent. This opens the w
processing application and merges the candidatennation
into the letter.

4 In the Mail Merge toolbar click the Merge to New dmnent
icon.

5 Review the letter:
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6 Do you want to post or e-malil the letter?

If you want to post the letter, preBsnt.

—

If you want to e-mail the letter seleSend to, Mail Recipien
from theFile menu. The message dialogue box appears. Enter
the recipient’s name in thEo field and add content to the main
body of the mail. CliciSend

7 Close the word document.

Interview Activity Search

Searching on Activity Records can be used to selt dcross all of
Description the modules and can be executed on Interview. diables users and
their managers to run reports to see which intarwidiave been
arranged over a specified period.

Types of The types of searching available on Activities lrugs:
searches
Single Field

Single Value within Black Diamond Fields
Multiple Values in Free-Text Fields

A range of Values in Numeric Fields

Date Fields
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The Interview | This picture shows the Interview Activity Searchremm in search
Activity mode:
Search screen

Torun an Step Action
Interview
Activity search

1 It is essential to perform an Activity search frothe
appropriate module. To decide which is the appatgr
module, first identify the type of list to be geatd e.g. a list
of candidates who have been called, submittedrvieteed or
placed would be done from the Candidate moduleisfdf
managers to whom candidates have been submittettl voeu
done from the Manager module. A list of Job Ordagainst
which placements have been made would come fronddbe
Order module.

2 From the Search menu seléuterview Search

3 Did the following message appear on the screen?

If Yes, clicking Yes will remove the current lisby
have open in the module and open the interviewckgar
window.

If No, the interview search window appears on [the
screen.
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4 In the Interview Search window enter the criterigessary tc
perform your search.

5 | Click the Retrieve button at the bottom of the vand

6 If results are found, the first record will appear the screen
If there are multiple record use thixtandPreviousbuttons
at the bottom of the window to move through theords.

7 | To print out a report click th®utputbutton at the bottom qf
the window. Select eithe8ummaryor Detailedand clickOK.
A report similar to the one below will appear:

8 If you have print permissions click tiint button.

9 | Click Cancel

10 | To return the list of contacts click tieturn Listbutton at the
bottom of the window.
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Chapter 13 — The Placement Activity

Overview

When the candidate accepts a Job Order offer theuttant can recorgd
Introduction this information using the Placement Activity regor Information
stored here includes the placement start date,amasalary and fe
details. All this information can be output to lagement form using
One Off letters and forwarded to the Accounts Depant.

11

You can use multiple records for a candidate waykas a contractd
or one record for a candidate working full time @re company. B}
keeping a new record for each placement a compistery of each
placement is maintained.

=

In this chapter | This chapter contains the following topics: Page:
Overview 117
Creating an Placement Record 118
Placement Activity Search 121
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Creating a Placement Record

Description The Placement Activity screen is used to recorddaffails of all
placements made for a candidate.

To create a Step Action

Placement

record

1 Retrieve the Candidate record for the candidate wimh to
place or the Job Order record for the job you wdsfill.

2 Click Placemenbutton.

If Placement records already exist a list of theseords
appears. ClickAdd on the Actions bar to add anoth
Placement record. The Placement Activity windowesps:

3 Double-clickeach Black Diamond field to select values fr
the underlying list. Make sure you enter inforroatin all the
required (yellow) fields.

4 | The Status field is particularly important in thigindow
because certain status codes usually those thatateda
placement or a contract extension, trigger an aaticnupdate
of the related records.

er
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5 Click Saveon the toolbar.

6 In EZaccess when a user saves a placement recttrabmé of
the status codes indicating a new placement annmeuito
update box appears. The system changes the ctndidéus
the rate, the frequency, the employer and the phmmeber
and also closes the Job Order.

7 Check that the details are correct and cBelve

Note: When placing contractors it is important record rate
increases, extensions or terminations for theitraots so that you can
maintain a full history of the placement.

To add Step Action
additional
Placement
records

1 Retrieve a saved placement record for the Candidate

2 From theOthermenu seledidew Placemenf(This opens a copy
of the Placement record and changes the moduleldo A

3 Make the necessary changes and populate the Sedtlis

4 Click Save
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5 | The Automatic Update box only appears when theustaf
“Placed” or similar is used. The Available Dateni updatec
in the Candidate module when a new placement record
added with a status. To ensure accurate Availdidte
information you must remember to update this daédd 1
manually whenever a placement end date changes.

Caution: You should ensure that you add an additiptacement ta
the Placement Activity if there is a rate increasextension otherwis
you will overwrite the original placement informati record and wil
lose the historical data.

D
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Placement Activity Search

Searching on Activity Records can be used to seglt dcross all of
Description the modules and can be executed on placementss eflables user
and their managers to run reports to see whicheplaats have beeg
made over a specified period.

S »w

Types of The types of searching available on Activities uraigs:
searches

Single Field

Single Value within Black Diamond Fields
Multiple Values in Free-Text Fields

A range of Values in Numeric Fields

Date Fields

The Placement | This picture shows the Placement Activity Searcheese in search
Activity mode:
Search screen

Toruna Step Action
Placement
Activity search

1 It is essential to perform an Activity search frothe
appropriate module. To decide which is the appabgr
module, first identify the type of list to be geatd e.g. a list
of candidates who have been called, submittedrvieteed or
placed would be done from the Candidate moduleisdf
managers to whom candidates have been submittetti veer
done from the Manager module. A list of Job Ordagainst
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which placements have been made would come fronddbe
Order module.

2 From the Search menu sel&acement Search

3 Did the following message appear on the screen?

If Yes, clicking Yes will remove the current lisby
have open in the module and open the interviewckgar
window.

If No, the interview search window appears on [the
screen.

4 In the Placement Searclindow enter the criteria necessary|to
perform your search.

5 Click theRetrievebutton at the bottom of the window.

6 If results are found, the first record will appear the screen
If there are multiple record use thiextandPreviousbuttons
at the bottom of the window to move through theords.

7 | To print out a report click th®utputbutton at the bottom qf
the window. Select eithé8ummaryor Detailedand clickOK.
A report similar to the one below will appear:
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8 If you have print permissions click tiint button.

9 Click Cancel

10 | To return the list of contacts click tiieturn Listbutton at the
bottom of the window.
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Appendix 1 — Using Keyboard Shortcuts

Introduction Keyboard Shortcuts provide an alternative way tilisat shortcuts
whilst using EZaccess.

Most of these shortcuts use a two key combinatiothé same way
Using that the Shift key is used to capitalise a lettdold down the ALT or
shortcuts CTRL key, as specified, together with the lettethar F-key to execut
the command. Shortcuts with only F-keys can bel asene.

(4%

Keyboard The following table lists the keyboard shortcuts:

Shortcuts
Menu Command Shortcut
Add Alt + A
Attachments F2
Attachments List F3
Auto insert date and User ID F11
(Comments Tab Card)
Business Module CTRL+B
Businesses not to approach CTRL+A
Browse Current List ALT + B
Call List CTRL+L
Candidate Module CTRL +D
Close CTRL+F4
Copy CTRL+C
Delete ALT +D
Edit Codes CTRL+E
Exit ALT + F4
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Help F1

Hot List CTRL+H
Expanded Comments ALT + X
Interrupt F6
Interviews CTRL +1
Job Order List ALT +J
Job Order Module CTRL +J
Jump to Candidate/Manager ALT + F8
Manager List ALT + M
Manager Module CTRL+M
Next ALT + N
Paste CTRL +V
Placements CTRL+P
Planner CTRL+A
Pop-up Calendar F9
Previous ALT + P
References CTRL+R
Retrieve ALT +R
Save ALT + S
Scheduler CTRL+U
Screen Jumping F8
Search ALT +C
Send-outs CTRL+ S
To Do List CTRL+O
Tracking CTRL+T
U_nderlying_lists in Black £9
Diamond Fields

Undo ALT +U
Work History CTRL+W
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