How do I attach documents to records?

In Recruit Studio each candidate, client, company or vacancy record can store shortcuts to
attachments stored elsewhere. In the case of clients you might want to attach a Terms of
Business document or a letter.

You should not, however, attach CVs to candidates using this method - you should use the
method explained in the help document tailored to this.

1. Open the record you want to attach afile to.

2. Go to the ‘Attachments’ tab in the middle
part of the screen and right click on the blank

white space. [bout | Attachments | Interviews | Vacancies | Addresses
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Show Motes for Selected termn

Attach Diary Entry

Browse Files

Show File Reference

Paste Search String from Clipbeard

Make CV Public
Cancel Public CV

Create Edited CV with Word

E-Mail Selected File as Attachment

3. Choose ‘Browse Files’ and locate the file to attach and click ‘Open’.

4. The file will be attached and visible in the
panel. To open it, double-click the icon and |
the file will open.
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You can attach Word documents,

Excel spreadsheets, image files, %
PDFs, text files and RTF files. TermsofB...
You can also attach other records

to the Attachments panel using the
look up panel on the right to find
the record to attach and then drag
it to the Attachments panel.

See also:

» How do | attach one record to another?



