What do I do when a client leaves a company?

There are two options open to you if one of your clients moves to another company.

e You can find out where the client has gone, and move the client record to the relevant
company record, or create a new company as a potential lead.

e Alternatively, if you do not know where the client has moved to, you can still record it in
Recruit Studio.

Both options are explained below.

When a client leaves a company, and you know who the new employer is:
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3. Open the new
employer’s
company record or
create a new one if
you have not
already done so.

4, Onthe main menu,
click ‘Clients &
Candidates’.

5. Look up the client
by name in the
usual way but do
not open the
record.

41 %[ B companies
I e o
Sechar  Low Locasbon  Lonsen e
subseta [ = e P
- e
Tobe, SR dexem
Soacose 568 ety
P fempen e
wasee vato
= e PG
comgpny [GEoaT ey
s | Compery | gy i ncci | scstemes [T p— ‘o
vt G PhancColl - B Suks o - P2 - s - [ i+ Pt Som i+ Tavisen -
GOm0 42 D Gotsl St aater 2010
ST 43 Ol Gl St e 2010
D200 1426 o Gt Smpate paner 200
ST 43 et kel Semtetqte 1 2010
S P IO 1413 o ot St gt 2010
Dm0 48 O Gt St gt 2010
DA 419 Ol Gl St gt 2010
S0 48 G Okl St o 2010
G TRREE T8 O Yourom sl gossere
TGP0 1710 O Youleg mbiclomposs are
S 0RO 1710 ot Yourog seictinn poenrere
QBRI 1775 Chad  Tourog nevetine gostere
[ 092r 2000 1297 Chal  Fimkocaed fom beimnd
[
L nrbme 15wt Caersies
5 050 151 Comt ecsrmdemet
f 20een20e 1180 Chan  Emerd
R 207ab200 1150 John  Cientmeeing
 rzie a1 o Gl
o 116 o Swescal- el
& sz 1146 em G
i 20Feb2i06 1145 Jonn  Emmrsd
f 0Fab200 1142 onn  Ewmrea
<« > ———
T i
A zm-wn
B i 4
b ey 3 cenemerm
Q oucomy 5 el

F ToderPeoe [ T’ o = Bt

o - | Gl Mo Ciort B, Vo Coiets [ Mo Cormpary B Quick Enty | ) Doy T Soch | 90 Mt | @) Hlp

1 Clients & Candidates ~
Companies
i “acancies
1‘ Cv's 5
@ Documents
Fe . |
18 Main Menu Al

@ Clients | ¥ Candidates

Last Name - dayton

Michael Dayton |Warner Grov... |Fartner

[ X




6. Using your mouse,

drag the name of
the client over to
the far left hand
side of the
company record...

Drop the client on
top of the
company name at
the top of the
panel. You must let
go here otherwise
Recruit Studio will
not understand the
association.

The client will be
moved to the new
company and will
be listed in the
tree.

@ Recrit sh.dio 2010
B G Adme Ve Tods Help
CouiTis | HapdenLUF 95333

Compary and Bunches Company

Wame | Hayden LLP

q e 14

[ G |  Cansomes

O Yooy Pogn iy Yooy bems + ¢ Barmindes « Pt 0 = | G Mew G T Mo Canitatn & New Compary M, Quck vy | B Doy ThSemrch | 54 Mlokle | G Folp,

File Edit  Admin

View Tool

DeskTop [ Hayden LLP 895533

Company and Branches

Assistant

Paul WWest

E-----Flan:hnal lacksan

File  Edit  Admin

View Tools

DeskTop [ Hayden LLP 895533

. Company and Branches : Cor
=[], Hayden LLP
E'.Q. Clients N
----- Jackie Hayden A
B- K_enneth Hayden <
(- & Research Assistant Te
- bdichael Dayton
- Paul West 0 T
----- Rachel lackson
Ll H

O R

Charlotis| 4 755300108




9. Close the company
record and save
the changes.
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When a client leaves a company but you do not know where he has gone:

1. The Administrator
must set a new
special status in
the Menu Tables
(one time setting).
To do this, log in
as an
Administrator and
go to Menu Tables
on the Admin
menu. Find
‘Client’ under the
Status section of
the tree on the
left. Create a new
status called Left
Company. This
must be written in
English and
spelled exactly as
shown. Close the
window and save
the changes.
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2. Open the client
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5. When you next
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6. If you find out at a later date where the client has moved to, you can follow the steps in the previous example
and change the client’s status back to Active.



