How do I create a candidate record?
(Without a CV method)

If you wish to create a new candidate record but do not have a CV to import or attach at
this stage then use the instructions in this help guide to create the new record. You can
always add a CV to the record at a later date if you wish.
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Move to the ‘Details’ tab in
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Many of these fields can
be populated from menu
choices (where the label is
a blue button) or they are
easy to fill in such as NI
numbers.

You may like to make some
notes on the candidate in
the ‘Notes’ tab.

Enter a
date/time/user
stamp on the notes
by right-clicking and
choose from the
menu.

When you have finished
populating the record as
much as you can, close it
and answer ‘Yes’ to the
guestion about saving the
changes.
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General notes and comments on the candidate go here.




