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Info?” and a
HOME ABOUT PRODUCTS INDUSTRY SOLUTIONS ACADEMY RESOURCES BLOG CONTACT confirmation will be
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Enter your username and password. I

HOME OF THE POP

SELECTING AND DEVELOPING
TOP SALES PROFESSIONALS

Please Note: If The Sel-Management Group has
branded a website for your organization
please sign info the Profile Admin Center
from your customized link/URL.

Self Management Group - Your Partners in Talent Management

Talent M:»rmgemen'{ Isn't Easy. Here's Why SMG Is the nght Choice:

over 35 years of ongoing research and historical data about the characteristics of top

To access the PAC please direct your browser to the SMG Main Website located at
www.selfmgmt.com.

Enter your Username and Password.

If a branded website has been created for your organization, login from the

customized link/URL. Bookmark or add this website to your favorites for quick and
easy access.

“Forgot Login Info?’ Enter in your email address and your login information will be
sent fo you.
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GROUP

sevecT DEVELOP RETAIN TOP PERFORMERS

SELFN\ANAGEN\ENT:

ACCOUNT MANAGEMENT

F

/

Click on “Account Management” to view your
account information. Access to this feature will allow

you to:
+ edit information

+ add additional accounts and authorized users.,

STATISTICAL REPORTS

CANDIDATE TRACKER

INVITE CANDIDATE

VIEW CODES VIEW REPORTS

ORDER CODES

HOME TAKE PROFILE

+ edit positions for testing

+ customize standard messaging templates, .

Administrators with access to the Account Management feature will have the
ability to add users, change permissions of users and manage accounts,
positions and messaging templates.
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Profile Administrative Center (PAC)

Account Management

® Click on an account to edit

® Click here to » Add New Account
® Click here to » Edit Positions

® Click here to » Edit Messsages

Account Structure

» Master Account
» BC Regional Office

» Vancouver sub account

» Calgary Regional Office
¥ Alberta sub account

» def ;

» Regional - Onfaro s Regional or Special account
» Toronto

» Saskatchewan
» saskatoon

r - Authorized users within an account
| Sub Account or Branch ——> can be restricted to limited information
and account privileges. (4" Level)

Authorized users will see a diagram of the account structure which may be a
subset of your organization's entire account.

Master Account: - Authorized head office users oversee all activity.

Regional or Special Accounts — Users view their activity and that of sub
accounts within the same region.

Sub Account or Branch - Users view all activity within their sub-account
including those profiles administered by other users within the same, but...

User with restricted access within an account — view only those assessments
which they themselves have administered.
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Click to delete a user ‘

Profile Administrative Center (PAC)

Click to send a newly added user their login information
and user’s guide.

Account Management

Click to edit users information |
Account Information Users
Type of Account Parent Account A Settings Name UserMame Password Telephone Email
Special Account (Regional Office) ~ SMG - Home + L 1=1v AOMVE
Name Address ﬂ =Delete User | 0= EMail Intro Package | L& = Edit User
A=Active | O=Order Codes | M=Manage Account | V=View Others | E=Email Notification

city State/ProvinceTerritory

Add New User Click "Add New User” to add further administrators ‘
ZipiPostal Code Country
Py I Enter Account Information I l A= Active O=Order Codes M=Manage Account V=View Others E=Email Notification J
Telephone Fax
EMail Address Extra

Choose your Options I

] Active ] Order Codes ¥ Cand Feedback [¥]Add Resume
) Opinions Page [¥]Remove Sales Mgmt

Update Account

4Go Back

***Account information is maintained by those authorized with “Account
Management” access. * **

Need to make changes?

Click on the account of interest under the Account Structure. Here you may
edit the account information such as changing the address, phone number,
and contact information. The table to the right displays the authorized users
within the specific account, their login ID, and permissions.

Add, edit, or delete users. A user can be granted a number of permissions

which are noted by the letters AOMVE;
A=Active;

O=Order Codes;

M=Manage Account;

V=View others' activity;

E=Email notification of profiles completed.
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Profile Administrative Center (PAC)

Add New User

Name g =
Users with all features enabled will have full
UserName o
account access and ubl\lry to manage users and
Password

view all completed activity.

Telephone (include ext)
Email Address

Account Active |
Order Codes

=

4% level of access To restrict a users access within
an account, check off “Account Active”, "Order
Codes” and “Email Notification of completed
profiles” (AQE) The user will have access to only
those profiles which they themselves have
administered.

I &

Manage Account [
View Others' Activity [7]
Email Notification of Completed Profiles [7]
Notes

Save Information

1Go Back

Enter the new administrator’s name. Create a unigque username and password that
consists of 6 alpha/numeric characters. Enter a telephone number and email
address.

Enable permissions that you would like the user to have. Omit “Manage Account”
and “View Others Activity” if you wish to limit the users access to viewing only their
own activity.
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Profile Administrative Center (PAC)

Account Management

® Click on an account to edit

® Click here to » Add New Account
® Click here to » Edit Positions

® Click here to » Edit Messsages

Click "Add New Account” to build
your account siructure and additional
Aecoiniehuche levels of access within your
» abccompany organizations
» BC Regional Office -
» Vancouver sub account
» Calgary Regional Office
¥ Alberta sub account
b def
» Regional - Ontario
» Toronto
» Saskatchewan
» saskatoon

Click on “Add New Account” to create additional levels of access within your
organization.

The Home office or master account administrator reserves the right to create a
hierarchy of regions and sub accounts within the organization.

Regional account holders may also be granted access to do the same when
adding new subaccounts within their region.



SELFMANAGEMENT

sevecT DEVELOP

HOME TAKE PROFILE

Account Management

ORDER CODES

GROUP

RETAIN TOP PERFORMERS

VIEW REPORTS

VIEW CODES

Profile Administrative Center (PAC)

INVITE CANDIDATE

CANDIDATE TRACKER

Opinions Page

UserName

Save Account

4Go Back

New Account Information
Type of Account Parent Account
= -
Address

Special Account (Regional Office) | Simm———

Sub Account (BranchAgency)
City State/Province/Territony
Zip/Postal Code Country
Contact Title
Telephone Fax

et
EMail Address Extra
Options
Active ]Order Codes Cand Feedback (7] Add Resume

1Remove Sales Mgmt

Password

1. Special/Regional Account

Next highest level of access. Parent
Company would be the Head office
account.

TYPES OF ACCOUNTS

STATISTICAL REPORTS ACCOUNT MANAGEMENT

2. Sub Account (Branch/Agency) - Lower
level of access. Regional account then
becomes the parent account for a Sub-
Account.

There are two types of accounts:

1. Special/Regional Account:
2. Sub-Account (Branch/Agency)
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Profile Administrative Center (PAC)

Edit Positions
» Add New Position
# | Account Position Profile | L Auto-Reply | Function Active
1 CCGPS CMPC Yes Edit | Delete ]
2 Management Position | MPP3 Edit | Delete vl
3 Manager ARM Edit | Delete (v
4 Sales POP6 Edit| Delete

5 Senvice/Administration | CCP Edit | Delete il
6 Team Leader MPP3 Edit | Delete |2
7 |EITEST account 1 technology El Edit| Delete ¥
8 |EITESTACCOUNT 2 |administration El Edit | Delete &l
9 | Applicants - Reception | Receptionist CCP Edit | Delete &

| Update |

* It Account, Profile or Language is blank then the pasition applies to all in the blank column.

4Go Back

Within the “Account Management” feature you have the ability to “Edit
Positions”. Positions can be tied to a specific assessment and account(s).
Sorting or filtering by position will be feasible when exporting candidate
records within the Candidate Tracker.
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Profile Administrative Center (PAC)

Edit Messages

Your Messages

No.|Name Subject Message Global
1|Phone i Phone i Phone Interview| No | »Edit
» Add New Message

* Global means others in same account or below can view 8 messsge. You cannot edit @ message if it comes from a higher level account

“Edit Message” (Feature located under “Account Management” Tab)

Create boilerplate email templates. Simplify your process by developing standard

email communications to candidates. Templates can be chosen from a drop-down

menu within the Tracker when following up with a candidate.

Within the “Candidate Tracker” click on the “MSG” column to select the message
you wish to send.

10
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ORDER CODES

TAKE PROFILE

HOME

Profile Administrative Center (PAC)

‘Welcome to the Profile Administrative Center (PAC)

® Click on a menu item to gain access to the functions of the Profile Administrative Center (PAC).
* Ifyou require assistance in using this system please contact the person who referred you to this website or see the PAC User Guide.

* Toview these instructions at anytime, click on Welcome.

Options for Administering Profiles:
1. Invite Candidate
2. Order Codes

1. Send an email invitation to a candidate, or...

2. Order a code and have an applicant take the assessment in your office.

11
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Profile Administrative Center (PAC)

Invite Candidate to Take a Profile

® Use this procedure to send a candidate an invitation to take a profile
® The invitation will contain a direct link to take 3 profile

® Please ensure you complete the candidate’'s email correctly!

® Click here to » View Pending Invitations

Profile Type - Select a profile,
enter the
candidates name
and email address

Language English v
Candidate's Name

Candidate's Emall and position.
Position ~ PEditPositions
CC this Email to _ ichioran@selfmgmt.com { Authorized user is cc'd on the invitation sent to the candidate.
Subject

We recommend that you create a sub-folder in

Mossage Outlook and retain copies of email invitations
sent.

Option to personalize a message |
Atachment | Browse | Nofile selected | Optional: Include attachment along with your invitation

The link to take the profile will appear after your message and will read Take the Profile

Send Invitation Click on send invitation
o execute

e Click on the “Invite Candidate’ feature

« Select the profile type that the candidate will be required to complete and
choose the language.

« Enter the candidate’s name, email address, and select position if
applicable.

 Content within the subject line and message box can be customized per
client upon request, otherwise a standard default message will be
populated.

e Click “Send Invitation” to execute the action.

Administrator’s will aufomatically receive a copy of all invitations that are
sent fo candjdates.

12
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™ Message from Self Management Group - Message (HTML) = 2 [IX]|
Elle Edt View [nsert Format Tools Actions Help
©oBerly | SiRerly oAl | WFormend | & 0 | ¥ D5 X (4 -9 - £ @)

Co:
Subfect: Message from Self Management Group

You have been nvited to complete a profile on the Self Management Group website. Click on the link below to take the
profile. Ifyou cannot access the link then copy and paste the text below the link into your internet browser.

Take the Profile

If your browser cannot open the above link then copy and paste the text below into your internet browser:
https:ffwww. selfmgmt. 1-bin exe & 4400421&TestType=POP6 &ProgramLang=eng&Posit

ACCOUNT MANAGEMENT

When the candidate receives the invitation, they need only to click on the link
embedded in the email “Take the Profile” and they will immediately begin the
guestionnaire online.

13
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Profile Administrative Center (PAC)

Order Access Codes

® Enter the Number of Access Codes

e Click on Continue ONLY if you are sure

® Access Codes will be added to the Account you logged in under

® Selecta Profile Type to make the Codes profile specific; otherwise the Access Codes you order can be used to take any profile type

Number of Codes Specify quantity

Profile Type > Choose the profile type

Account  SMG - Home ~

Click on continue to

Continue ¥ 23
obtain and view codes

Codes ordered using this feature are provided to candidates who will be directed to a website
address to complete a profile. There the candidate will be required to enter in the assigned code to
complete the assessment online.

This option is for those candidates that are being asked to complete the profile in
your office or remotely.

Codes can be ordered from the Profile Admin Center under “Access Codes”, by an
authorized user.

Indicate the number of new codes you require, one code per candidate.

Choose the profile type and specify the account then click “Continue”.



VIEWING YOUR ACCESS CODES
GROUP

sevecT DEVELOP RETAIN TOP PERFORMERS

SELFN\ANAGEN\ENT:
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VIEW REPORTS INVITE CANDIDATE

ORDER CODES VIEW CODES

HOME TAKE PROFILE

Profile Administrative Center (PAC)

Access Code Order Confirmation Codes ordered remain in the “View Codes”
folder for your reference up until the
Order Completed ! candidates complete the profile, then the code
Here are your 2 Access Codes will be delefed.

2HRINWBBOGSP
RUMONLJUTKIT

One unique code to be provided to each candidate

Ordered codes will appear on your screen as shown above.
Print these codes or refer back to them by clicking on “View Codes”



SELFMANAGEMENT
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VIEW CODES

DEVELOP

RETAIN Tor

VIEW CODES INVITE CANDIDATE CANDIDATE TRACKER STATISTICAL REPORTS ACCOUNT MANAGEMENT

TAKE PROFILE VIEW REPORTS

ORDER CODES

Profile Administrative Center (PAC)

View Codes
Sortgy PerPage Fiter Profile
Dale =~ 25 ~ AlCodes - ~ | GetListing

Viewing 1- 150115 First | Previous | Next | Last

No. Accont  User  Code Date Profile Candidate Email Resend  Delete
1 abccompany ADDNEW 2069561366895 201210321 PCP luisa Ipittioni@s efmgmt.com BResend »Delete
2 abccompany ADDNEW 206962320834 20120321 PEGH  hDelste
3 apccompany ADDNEW 206962320950 201200321 YEGt  Delste
4 abccompany KCALDER BKGOERS3ANSS 2014/08/18 POPT SEGL  bDelste
5 abccompany KCALDER 30G2IMEVOZWZ 20180819 [7] POPT »Eat  rDeiste Exqmples “Order
6 abccompany KCALDER NTFXBYIFLENY 20140818 POPT SEG  »Delste Codes”
7 abocompany KCALDER NSS4NVGHSLW 20140810 POPT SEGt  »Delete
8 apccompany KCALDER 7XIKXRRFTATL 20140819 POPT dEGt  »Delste
9 abccompany KCALDER EKYBUATF41SP  2014/08/10 POPT YEGH  »Delete
10 abccompany KCALDER CDNOIZECAGHX 20140819 POPT sEat  »Delste
1 abccompany KCALDER GESQKEYXYTSS 20140819 POPT YEGH  »Delste
12 abccompany KGALDER P3033QCLATFD 20140819 POPT YEGt  »Delste
13 abccompany KCALDER FGS3VEWGKIGC 20140819 POPT PEGt__ bDelste
14 abccompany KCALDER OVDZYPUVEOOP 20140926 [] POP7 Kris Red Codes: Candidate has been emailed an invitation to
15 abccompany KCALDER VHAXEZHTWTDL 2014110110 250 waoaetiai lake a profile. Thus invitation has been sent.
+Delete

Here you will see a list of pending codes that have not yet been used.

Once a code is used by a candidate to complete a profile, the code is
automatically removed from this list and the candidate record becomes part of
the Candidate Tracker activity.



TAKE A PROFILE

GROUP

sevecT DEVELOP RETAIN TOP PERFORMERS

SELFN\ANAGE/\/\ENT;

ACCOUNT MANAGEMENT

CANDIDATE TRACKER STATISTICAL REPORTS

VIEW CODES VIEW REPORTS INVITE CANDIDATE
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HOME TAKE PROFILE

Profile Administrative Center (PAC)

Take a Profile

* Select the Profile you wish to take.

® Make sure you select the correct Profile Type!

* Enter avalid, non-expired Access Code.

. NOT allow candidates to taks rofile fre is link!

® Acandidate should complete the assessment by entering in the code provided to them from
your branded website or from the Self Management Group website by clicking on “Take a Profile”.

Profile Type 360" Pro -
Access Code

Data Entry Method  Mouse

Continue

©2003-2014, Seif Management Group

On rare occasions a candidate may need to complete a paper pencil copy of the survey. As
the administrator you will be required to log in and enter their responses using a preordered

access code from the menu.

If a candidate completes a paper/pencil version of the questionnaire — you as

the administrator will order a code and then click on “Take a Profile”. The
survey responses must be entered in manually.

17
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STATISTICAL REPORTS

ACCOUNT MANAGEMENT

Profile Administrative Center (PAC)

View Reports

* Make selections below
* Clickhereto »Vigw Sample Repods
Profile Type
Account Al Accounts
FromDate 20150601 + or yyyyimmics
ToDate 2015/06/30 - or yyyyimmidd
Sort By
Listing Detailed ~
#PerPage 25
Last Name Search:

Retrieve Listing

Access Code (Report D)

Profile Type

Retrieve Report

Profile Type — Select the profile type by clicking on the drop down arrow.
Account — Choose the account from where you wish to view the reporting
activity.

Date Range — The date defaults to the current month. Reset the date
parameters as desired to retrieve historical data. You also have the ability to
retrieve activity by a specific date or date range.

Sort by - Sort activity by: Candidate, Date, Most Recent, Status and ID.

# Per Page — Amount of records displayed at one time per screen. Choose
from 25, 50, 100, 150 or 500 records per page.

Last Name Search — Enter in a candidate’s last name and retrieve only those
records that match the last name entered.

Click on Retrieve Listing.

18
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CANDIDATE TRACKER

VIEW REPORTS INVITE CANDIDATE

VIEW CODES

ORDER CODES

TAKE PROFILE

HOME

Profile Administrative Center (PAC)

o from 2010/01/01 to 2015/06/30

C who the CareerM:
Viewing 1-20f2 | First | Next | Previous | Last PView Pending Invitations
No. Account User Date Candidate D Status Position
1. abccompany 2014/08/118 % QNMSRBMK35UU  Active
2. abccompany S 2014/09/03 % SBNVPUXDYEU4 Active  Manager
4Go Back

To view a candidate’s report and contact information, click on the
name.

The following is a list of candidates who have completed the profile.

To view a candidate’s results including contact information, click a specific

name.

19
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Profile Administrative Center (PAC)
Candidate Details
Reports [ Tools
MName: testtest Manager's Report -
ID: 916725226962 -+ English View Reporfs
Test Date: 2009/07/13 'g“‘"*sef$‘ml
Gender: F it Q”L:f‘“‘ ra)
Address: »Dutch
City: »French
State/Province: » Greek
ZipPostal Code: »Korean
Country: »Polish
Toptions: : :EIMKT\(L tAm)
: anishLal i
EMail: ‘rS:anlsn(Spam) Access Candidate Feedback only
fvsne: A »Russian
Interview: nia -+ Indonesian
MNotes: nia Candidate's Report
Position: »English “Edi 2 " A
e ey e s Edit Candidate” Information seen on (left of
+ Chingse(Tra) screen)
L+ Czach
»Dutch
+French
L» Greek
» Korean
L» Polish
+ Slovak
» Spanish(LatAm)
# Spanish(Spain)
»Russian . ——
»Indonesian Transfer Candidate” This feature allows you to transfer a
¥ Edit Candidate H 7 x| .
S Tralay Canid dalé candidate’s profile into another account/users.
» Copy and Paste Resume .
»EGI Interview ***Master Account function ONLY***
FEdIt Notes
4GoBack

To view the full report click on Manager’s Report or obtain the candidate’s
feedback separately.

To Edit Candidate’s details, click on Edit Candidate

The Transfer Candidate feature is only available at a Master Account level.
This feature allows you to transfer a candidate’s profile to a different account
and assigning the record to another authorized user.

If you obtain an electronic copy of the candidate’s resume you will have the
ability to copy and paste the information to their record.

Edit Interview and Edit Notes fields can be populated with specific
information that you wish to collect or track.

20
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VIEW REPORTS
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! Dashboard view of Candidate Activity.

Profile Administrative Center (PAC)

Candidate Tracker
FromDate yyyyimmisd Profie  PerPage Postion Fiter Aceount Fiter
w00101 ~ B v = 5
Toste o S Ay s Note sorting feature to narrow
iR - v . - results.

Get Records <<First || <Previous |Viewing1-9019| Next> || Last>>

o o ]

Candidates

Wo. Date  Mame Email Mag Resume laterview Hotes Position Source Status Pert Delete Invte CCS2 CMP MPPY MPPS 0SP POPT S SIMR SMT SPRO SS SS2 ST  ST2 TPRO Mame  User  ho.
1 20100419 R sest test ] Dete e view steconomy RAVLES 1
2 20140128 [N test test Emal M3y s Dete mvte View abcconpany ADONEW 2
3 ey Reattis  Emt Mg o Ceets e Ve sbccompany KCALDER 3
+ 2140022 (A cat s Manager o Beets e Vew  asccoman w KCALDER 4
s meosz2 et irs Saies 2 0 Deie ke View sbccongany KCALDER §
& 20140003 (D catser iratin Emal Mg Uanager [ Dosie e Vew shocompny KCALDER 6
7 201408i1s [ coer, ks Wanager ] Dekts e View sbccompany KCALDER 7
& 2010818 (A cat s [ Deiie e Vew sbocompany KCALDER 8
o 214082s (B caser kratnn Emal Msp ] Delete it View sbecomgany KCALDER

Actonr: 7 Sty 0okt | (3, View Cobims

<criem | <Previous | viewngt-s0rs | Mexts | Lost>s
s el P, By e, haanc,SeDrwc Uk T - w10 st St o Py emta. 1oty Vanber, 1-0tar

The Candidate Tracker provides an up to the minute analysis of all screening
and profiling activity.

Retrieve the activity by various sorting features including Date Range, number
of records, position, account, status efc.

Maintaining the status for each candidate will help you identify at which
stage the candidate is in the hiring process. It will also become an effective
sorting feature when reviewing hires, terminations efc.

Features include sorting by:

Most Recent Date
Name Source
Position Status
Performance Account

User



SELFMANAGEMENT

TOP PERFORMERS

DEVELOP

RETAIN

CANDIDATE TRACKER STATISTICAL REPORTS

VIEW REPORTS INVITE CANDIDATE

TAKE PROFILE ORDER CODES VIEW CODES

Profile Administrative Center (PAC) | Features Include: Candidate’s personal details, screening and/or profile
results, interview, resume, performance, source, status efc.

Candidate Tracker
FromOsie  yyyymia Profie  PerPage PostnFter Accaunt Fiter
20100101~ B E 5
ToDate vy SonBy. Status Fer Seurce Faer
20160630 ~ - - =

Get Records.

o o ]

e Invite CCS2 CMP MPPY MPPS 0SP POP7 SIM  SIMR SIAT SPRO SS Ss2 ST ST2 TPRO Mame User o,
e view sbccompany RAVLES 1
mte View  sbocompany ADONEW 2

Wo. Date  Mame Email 1sg R
1 20100619 [test test
2 20140128 [Atest test Eimpimivor—i

3 oowss R is  tmat My vte Vew abcconpany KCALDER 3

4 2010022 [N cart ks bvte View sbccompany KCALDER 4
s meosz2 et irs ke View abcconpany KCALDER S
6 2014080 (R catser iratns  Emal Vs wiie iew sbcconpany KCALDER 6
7 aonaans [ cover km ke View sbccompany KCALDER 7
& 2010818 (A cat s vte Vew sbocompany KCALDER 8
o 214082s (B caser kratnn Emal Msp ke View sbecomgany KCALDER
= T O
Actine 7 st e 1| (3, v Gt
ccrirst || <previous | viewng1-9019 | Mexts | Last>s
el P Sy, Fran, caaance BeDent k. T - — oy Vet e

o Emoio
Sty Sohctive, IoDessectnd, ok Corvacnet Jebong. STiemiated SaDsciond Offer

THE CANDIDATE TRACKER

ACCOUNT MANAGEMENT

Click on a candidate’s name to access personal contact information.
Click on “View” anywhere it appears on the dashboard to obtain details.
Update details such as position, source, status and performance.

Add and upload a resume, notes from an interview efc.

Candidate Details

ID=A7O02474

First Name [Cheryl
LastHame | C

Address
City
State/Province

ZipfFPostal Code

Country
Telephone |310-257-776S

Email

Fogition
Source | S=Corporate Website -
Status | Active ~|

Ferformance |

Resume ® Copy and Paste Resurme
Interview » Edit Interiew
Motes »Edit Motes

Sawe Changes
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Candidate Tracker

FromDate Yyyyimmiss Profie  PerPage Poston Fiter Account Fiter

Get Records <<First || <Previous |Viewing1-9af8| Next> | Last>>

Profiles Aecount
Email Msg Resume Interview Moles Position Source Status Perf Delete Invite CCS2 CMP MPPI MPPS OSP POP7 SIM SIMR SIMT SPRO SS S52 ST  ST2 TPRO Mame

Dete vte Vi svcconpany
Emsi s 5 Dekte vtz
Emel Mg ] Delete vk

6 2014080 (R catser iratns  Emal Vs Manager
7 201408i1s [ coer, ks Manager
& 20140818 [ catt ks

o 214082s (B caser kratnn Emal Msp [ Deiete e

g8
3
El

Actons: 7 Suivs Dok | [ View Cosms

5 | Viewng1.90r9 > || s

Access the “Candidate Tracker” to review applicant information. Details will be
displayed across the dashboard.

Columns
Email: Click on the “EMAIL” link to initiate an email to the candidate.

MSG: Click on MSG and select from a list of boilerplate messages to email a
candidate information on next steps. Templates are preset under the Account
Management function “Edit Messages”.

Resume: Click on “View” to access the resume for those candidates who provided
their resume during the screening process. For those who did not, a copy can be
populated to this folder. Click on Candidate’s name then copy and paste resume in
specific text box.

Notes: A place where free-form notes or comments for a particular candidate are
entered by a recruiter.

Position: The position will be captured when the candidate completes the assessment.

It may also be set in the survey by the administrator when sending a candidate the
invitation.

Source: Sourcing categories are displayed at the bottom of the dashboard. The
source indicated in the candidate’s record is that collected when completing the
screen assessment.
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Profile Administrative Center (PAC)

Candidate Tracker

FromDate Yyyyimmiss Profie  PerPage Poston Fiter Account Fiter

Get Records <<First || <Previous |Viewing1-9af8| Next> | Last>>

Profiles Aecount

Email Msg Resume Interview Moles Position Source Status Perf Delete Invite CCS2 CMP MPPI MPPS OSP POP7 SIM SIMR SIMT SPRO SS S52 ST  ST2 TPRO Mame

Delets vie Visw abccompany
st i s Dekte e
Emt s ] [
snager o Dekte e
Saies 0 Deiete e View
6 2014080 (R catser iratns  Emal Vs Manager ] Delee vk Ve
7 2onanaits [ coder ke Manager ] Deite v
& 20140818 [ catt ks ] Deiete
o 214082s (B caser kratnn Emal Msp ] Deiete e

Actons: 7 Suivs Dok | [ View Cosms

5 | Viewng1.90r9 > || s

Status: Populated and maintained by the recruiter. This feature becomes an
effective sorting feature when used effectively. Statuses can be customized.

Performance: The performance column can be customized or manually populated
by a recruiter.

Delete: Click on delete to remove a candidate record from the tracking system.

Invite: Click on this link to invite a candidate to complete another profile that may
be necessary to the employment process.

Profiles: Retrieve a result or information on a candidate by clicking on “VIEW”.
The “View” link for screening results may appear in red, amber or green. This
provides a quick visual of either a pass or fail result.

Actions: This multi-select feature allows you to select multiple candidate records at
one time changing their status or deleting their files from the Candidate Tracker. To
select all records in view click on “Actions”.

View Columns: Dashboard customization feature for enabling various columns you
wish to include in your view.
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ACCOUNT MANAGEMENT

TAKE PROFILE ORDER CODES VIEW CODES VIEW REPORTS INVITE CANDIDATE CANDIDATE TRACKER STATISTICAL REPORTS

Profile Administrative Center (PAC)

Avutomated statistical reporting applicable to

Statistical Reports screening tools only.
» Profile Usage " = ; ~ -
» lanagementScreen - Pass Rate x Source Monitor and identify your best sourcing strategies.

» ManagementScreen - Pass Rate x Source (csv)
» ManagementScreen - Pass Rate x Location

» ManagementScreen - Pass Rate x Location (csv)
» ManagementScreen - Pass Rate x User

» ManagementScreen - Pass Rate x User (csv)

} ServiceScreen - Pass Rate x Source

» ServiceScreen - Pass Rate x Source (csv)

» ServiceScreen - Pass Rate x Location

» ServiceScreen - Pass Rate x Location (csv)

» ServiceScreen - Pass Rate x User

» ServiceScreen - Pass Rate x User (csv)

¥ ServiceScreen2 - Pass Rate x Source

» ServiceScreen2 - Pass Rate x Source (csv)

} ServiceScreen2 - Pass Rate x Location

» ServiceScreen2 - Pass Rate x Location (csv)

» ServiceScreen2 - Pass Rate x User

» ServiceScreen2 - Pass Rate x User (csv)

} StressPro - Group Report

» VialityPro - Group Report

*** Utility for Screening Tools Only ***

Analysis for:

Pass Rate X Location
Pass Rate X Source
Pass Rate X User
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For Support
Email:
service@selfmgmt.com
Or call:
416-746-0444
Toll Free at:
1-800-760-9066




