PRS

Getting Started Guide

This guide will help you get started using the PRS
Personnel Recruitment System.

Use this guide stand-alone or in conjunction with the
free demonstration version of the PRS which is
available from

methods:
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PRS Primary Functions

v Interactive recruitment and HR information
and management system

v Web vacancy publication tool
4 Document management and search tool
4 Performance and CRM management system

v Billing and contract management system

methods:
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41 PRS Setup Menu HiE

PRS Setug PRS Setup Menu

Personnel Recruitment System | program (CD-

hittp:  Avnew, methods. co.nzdprs

View Getting Started Guide | ROM only)

If you have a PRS CD-ROM
insert it in your PC’s CD-ROM
drive and press the Install
PRS Demonstration Version
button.

Install PRS Demeonstration Version | This program starts

Install Jhared PRSDaIFiEs | automatically after you
insert the CD-ROM.

Inltall ZPREIClient |

or

Exit Setup |

Download the free
prs_demo_setup program v
from Setup - PRS 2000 Demonstration

PRS 2000 Demonstration setup

program. PRS
Thiz will install PRS 2000 2.2.1 [dema) on your computer, Demonstration

DEMONSTRATION OMLY: This wersion iz for demonstration

L
and evaluation purpozes only. The setup installz a single uzer Setup leard
dermonstration copy of the PRS application along with
demonstration data for the fictitious 'Foobar Recruitment’
COMpany.

IMPORTAMT: vou must close all ingtances of the PRS pou ThlS leard WIH Step

have mnning befare continuing, you through the

It iz strongly recommended that you close all other installation (lf you ’re

applications pou have running before continuing. This will

help prevent any conflicts during the installation process. unsure Wthh Options

Click Mext ta continue, or Cancel to exit Setup. to SeleCt accept the
defaults).

Cancel |
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@

Double-click the PRS
icon on the Windows
desktop (installed by
the PRS setup
program).

Consultant
Reminders form

Consultant Logon dialog

[CETE— ()

LConzultant narme: | Blogosz, Joe

Select a consultant logon name
from the drop-down list and
press the logon button.

B Reminders for Joe Bloggs

4

v

®

Subject; L" System Designer Wacancy [Bacon Bitz Wellingtan]

18/05/00 = || T hu
Owe QFF - |

[From me] Fallowup resurne for trial candidate Phil &zh submitted on

16500

Browse your

|j reminders then
press the
Reminders
Close button.

Subject: L" Syztems administrator Y acancy [Bacon Bits Welington]

1/06/00 = ||Thu
Ore QFF vI

[From me] Herbert Alps starts today. Bill now.

Subject: L" Software Developer Yacancy [Bacon Bits Welington]

4/06/00 =] /Sun |
Ore Off - I

[From me] Fallowup resunne for trial candidate Herbert Alpz submitted

on 2406400

Shiow Bermnders:

= Uptof 20/05/01 = || Sun |

Al

" Today's

" Owverdue

Erirk |

T

Starting the PRS
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[n] PRS

File Edit | Wiew Records Reports Tools Window Help

==

M= E

Personnel Chrl+Shift+P i 7.4 | ‘ 4|’-_-| = @

Sites Chrl4-Shift+5

Yacancies Chrl+-Shift+4 Personnel form

Reminders o=

i-lnv:;icjjnvnices CerEShiFt+1 Show Al I Hew I Welete I Tans I Prinik Auctivity I Placements I ‘ il il El

— Phane:

Last Mame: P I.-’-‘«imer | Site: » I Smith and Growers Limited ;l Business: B IW|
First Mame: | Trewor | | |Job Title: | Project Manager | Other B |—|
S alutation: : _;l _T j Occupation: I Froject Manager ;l Horne: » |—|
Gender: : | = Retired Etdail: )ltrevora@ﬂpert.cn.nz | taobile: )I—|
Borr: ’: J Age: Perzonnel ID:W Fau: l—
Address: locuments: P | Skils: Candidate of: Client of:
ESarft‘:rltﬁlrleStrEEt li B | Reference check 1 | = Accauntancy k| B -] | Fw =]
Auckland [ 3 | Reference check 2 |_ Dte ST

[ 3 I Trewor Aimer Rezume

|+

EINgtes:

Tue 25-5ep-01 07:04 [IB
Wed 18-Jul-01 10:31 [JB

Thu 219-Mar-01 3:35 (R
Graup

hires at present

conziderable developme
Analests- Excluzive and

adfed 17 lam 01 12172 TR

Trevor inter
Client wizit arfinged for 20 Sept o meet new Chief
Accountant as Trevar offfo Genesis. M
| Trewar an

Mon 08-5ep-02 05:53 [.Jaw: k. for Pyth

Tue 13-Feb-01 12:42 [JERCannpiagn up

resources. S
vertizing bud
Fri 12-Jan-01 12:09 [BB]: foampaign kic

£ Blarnimder 1

Thu 4-Jan-01 14:23 [JB]iiscussed praj

Group
ewed and accocepted at Python

wacancies at present
tket. Okay for ABC Co, Acme, Hunker

te all well. Third placement. Mo mare

t plans for the pear. Wil need
ured campaign for 5 Business
t of 36k

d off Mon. Good responze progrezsing
120001 2l ranimdzt

| Not available unil: | 15 £ug-03 |

Fleferenu:e:l |

Locatior: | =1

Candidate Summary |

Match Sites |

View/Edit Fioster |

Match W acancies |

Payrngnt Infarmation |

Record: I<| 4 || 1

*

4]

#| of 89

B Vacancies ==l B4 || =i Sies 20| x|

|Ready

Vacancies form
(iconized)

Sites form
(iconized)

The PRS Desktop

(73 I I I N TV I
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Tips to help you use the PRS more effectively:

Before you can enter or modify data on Personnel, Vacancies, Sites or Invoices
forms you must unlock the form by pressing the Lock/Unlock button (or F4
shortcut key). The Lock/Unlock button is displayed with a red outline when the
form is unlocked.

Goto buttons are everywhere, use them to drill down into the data. In addition to
database navigation Goto buttons are used to send Email messages, open Web
sites and dial phone numbers.

For more tips
o see the TIPS
il section of the
PRS Essential
' | Reference.

Many form-based controls pop up a control tip when the mouse pointer is
positioned over them. A control tip window displays a short description of the
control’s purpose.

.-.L.__.l.l_. I|

'Edit this persons 5k:i||5|

.. Il

All drop-down lists have an auto-complete function, just start typing and the first
matching item will be shown. Use this feature to avoid having to use the mouse to
scroll through long drop-down lists.

Oeccupation:

Ela Analysiz/Data b

Use the Records menu Quick Sort Use the Edit menu Find... Edit
commands to sort forms or datasheets by command (Ctrl+F) to find
the current field. matching field values in form or Mgl (b
datasheet view.
il (0 e
Copy ChrlC
Iﬁ Use the Edit menu Skills B st i [y
ecords -
= Search... commgnd (Ctrl+S) to Delete Dl
G0 Ta 3 find personnel, sites and
Save Record  Shift+Erker vacancies with specific skills. Select Al Records Chl-d
A L T
Quick Sort Ascending
y Replace. .. Ckrl+H
ek o Lzt st Jesenilng
ACIEE B LS S b Skills Search.., Chrl+5

[i§] Things you should know
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Record lists are common in the
PRS. They may take up the
whole form or may be embedded
within a form. You can tell a
record list by the record
selectors in the left hand margin.

Delete
record
from list

Add new
record to
list

Record selectors

To delete a record: highlight the
record selector with a mouse click
then press the Delete key.

E3 Salutations

To add a new record: scroll to the
end of the record list and enter
record data in the empty record that
has an asterisk in the record
selector.

NOTE: You won’t be able to add a
new record if the form is locked
(press F4 to unlock).

Record Lists

fizs |

B

irz |

bl =

e | Deletel Cloze |1_
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Saving an Edited Record

Changes to the current
record are saved to the
database when you:

Undoing an Edited Record

Move to another record

ﬁl Record: |1| 4 II 1 [k IPlIP*I af 35

Close the form or exit the PRS

Press the Shift+Enter key
combination

—>  Shift

-+

Enter

(Hold down Shift and then press Enter)

Lock the from (press the Lock
Form button F4 or Ctrl+L)

[

Provided you haven’t yet
saved the current record you
can undo changes you have
entered:

Press the Escape key once to
undo changes to the current
field.

> Esc

Press the Escape key twice to
undo changes to all edited
fields in the current record..

> Esc

Esc

TIP: For a full list of keyboard shortcuts see the PRS Keyboard Shortcuts
section at the back of the PRS Essential Reference.

if] Saving and Undoing Changes
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Use the Toggle Form View

E3 Personnel [_[O] ]

comm and (Ctl‘|+Sh ift'l' F) | Tag: [T Show &ll I New | EEtE | Tags | Print I Activity I Placements I | ﬂ ﬂ M
A Y —
fro':n the Wlndow menu to Last Mame: )IAimer Site: }ISm\lh and Groveers Limited ;l Bus?::ss: W
SW|tCh fOI’mS between Form First Mame: Trewvar Jab Title: |F'fDi'?Ct M anager [ Other: ﬂi
and DataS h eet Vi ews Salutation: —;| L Occupation: P | Project Manager = Home: B
(Personnely Sites’ Gender: ~| Retied Etdail }Itlevora@xpert.co.nz | Mohile:
VacanCIeS and Invoice Bom: Age: 4 Personnel ID: }IE4 Fax:
forms) Addiess: Documents: B | Skills: Candidate of: Clisrt of
i %3 F:E“EI'I Street k> I Reference check 1 | = Accourtancy AREEA| G|
Aszlfl;:de o » I Reference check 2 | Blacilinancialk:

» I Trevor Aimer Resume -

b_*INgtas

fon 09-5ep-02 09:53 [JB]: OK for Python Group

Tue 25-Sep-01 07:04 [JB]: Trevar interviewed and acccepted at Pythan

“wied 18-Jul01 10:31 [JB] Client visit aranged for 20 Sept to meet new Chief
Accountant as Trevar off to Genesis. Mo vacancies at present

Thu 219 ar-01 9:35 [RWw] Trevar on Market. Okay for ABC Co, Acrme, Hunter

I Mot available until: |15-Aug-03 \I

Referance:
Location - I

Girou
Tue "IJBVFebrEH 12:42 [JB] Campiagn update all well. Third placement. No mare =
hires at present Candidate Surnmary |
Thu d-Jan-01 14:23 [JB] Discugsed project plans far the pear. Wil need
considerable development resources. Secwied campaign for 5 Business Match Sites | Wigw/Edit Foster |
Analysts- Exclusive and advertizing budget of $6k
IW Fri 1A2;Jarl1 01 n113'1t'|39-1[E?|!i Eén;palgndklc;kﬁd‘)?‘f)fnhqu. G”ood rejp‘onse prograssing M atch Wacancies Payment Infarmation |
— Record: 14| 4| 1 b |1 ]p#] of 83
v Form
Datasheet M= |
a Last Name: t Name: E Job Ti 1] C idential £ «
P+ B 4ps Herbert Bacon Bits Wellngton Spsterns Enginesr Developers/Software E |1 The Tenace
+| M |ash Phil Acme Processors Software developer Data &nalysis/D ata Mo
’ | O |Ashwen Eilly Technology Services Limit | Manager Techrical Developr Project Management 345 Finbar Roz
IllE + O |4z Peter tdasters Consultancy Serv Business Analysis
H| b | Al tary Unity Irsurance Society Operations Manager Operations
':EISCEIdE +| [0 |Bean Kelly Technology Services Limit | Enterprise Architect Systems Design Archite
- +| & |Bloggs Joe Foobar Reciuitment Manager Recitment Consultant [ 1 0'Brien Road
Arrange Icons + g Butchers Bobby Foobar Reciuitrment Team Leader Permanent Rec| Recnitment Consultan! =
- +| W |Cape Janette Dresdon Computers Conzultant Consultancy - Developr [ 23 Newbridge ¢
+| [ |Chase Eiica Hational Computer Group Programmer Technical Servic) Developers/Software B | B5 Harbour Diis
. . +| M | Chaulk Heather Acme Processors Project Manager Special Proje Project Management 264 Mews wind
SIZE ko Fit Form +| O |Check Jonathon Mational Computer Group Operations Engineer Olperations 46 Trident &ver
+] L1 [Chong Jozeph Hunter & Azzociates Sales Developernt Manager | Project Management
+| M |Cosgove Costa Bacon Bits Wellngton Business Development Manar Sales/dccount Manag
+| O |DeSiva Anna Foobar Recruitrment Recruitment Consultant Recruitment Corsultanl | 55 Tamaki Plac
+| M |Denton Adrienne Diaghostic Technology Ine | 'web Developer ‘wieb Diezign - Graphic 234 St George
+| B | Distaff Peter Technology Enterprises In Chief Developer Developers/Software E | 23 Anpwhere C
+| M |Doe Jane Diagnostic Technalogy Ine | Manager Operations
+ O Darnelly Margaret Bacon Bits Wellington Software Enginesr Developers/Software B | 45 Anp Street
+| [0 |Eamshaw James Dresdon Computers Senior BusDevelopment Mang Sales/dccount Manag
+| O |Francis Herb Dresdon Computers Unix Systems Administrator | Systems Administration 234 Hamlton G
+| O |Francis Trevor Dresdon Computers Business Development Manag Project Management 20 Esglin Road
H Ll |[Gem Fiuby Bacon Bits 'Wellngton Managing Director Project Management
+| O |Green Anthany Hunter & Associates Chief Business analyst Business Analysis 22 Mawher Driy
+| O |Green Jonathan MNew Technical Company Bussiness Development Mang Sales/Account Manag | 21 TeWhau R
| L1 | Greermel tdarita Finnegan Developers UK | | Database Administrator DB 34 Fitzherbert C
+| [1 |Hackett Jack, Dresdon Computers Project Manager Project Management 57 Flipper Aver
+| O |Hamiton Mana Foobar Recruitrment Recruitment Consultant Recruitment Corsultatl
+| O |Handieson Jeffrey Diaghostic Technolagy Ine | Senior Sales Consultant Sales/dccount Manag | 23 Riddell Roa
+| [1 |Hardacre Jennifer Mational Computer Group IT Manager Project Management ~|
Record: LI;IF 1 b1 {v| of 75 ;I ’l

Form and Datasheet Views
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The PRSMon application is
used to administer the PRS
shared database. PRSMon
consists of a single
executable file (prsmon.exe)
which is installed in the
shared database folder by
the PRS Shared Data Setup
Wizard.

PRSMon database

administration program

i + PRS Databasze Momtor
File Toolz Help

FRS barnitar

IS E3

Computer Mame

ELECTROM
MUOM
FSION
QUARE,
SaMBA
TENSOR

C:APROGRARM FILESY. . ADEMO_DATANprz_datamds  |Logohs enabled

System Administration

The PRS Administration Guide has been written to
assist the system administrator. It can be accessed
on-line from the PRS Help menu (it resides in the
shared data folder and a copy is on the PRS CD-
ROM).

PRS Administration Guide

PRS

\dministration
(Juldc

Aclast ...

Cost effective end-to-end
FECTIHINENT MANIZEment
and information system

w352 Cmcpanba 170
Copyriphl & 1635 - 1M neliocs: Hec wiirsand Sysiees
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PRS Feature Highlights

Key concepts: Personnel, Sites and Vacancies.

Built-in reminders messaging system and integrated Email management.
Resume submission, client interview and job offer management.
Extensive personnel and vacancy search criteria.

Related documents can be linked to personnel, sites and vacancies and can
be opened or Emailed directly from the PRS.

Keyword and phrase document searches using the integrated Document
Search Tool.

Printed reports can be exported to HTML, Excel, text or RTF files.

Mail-merge personnel data directly to Microsoft Word using built-in
Document Manager.

Off-line data access for off-site laptop operation.
Export vacancies, personnel and reminders to Palm PCs.
User customisable invoices and tax names.

Numerous financial, management and statistical reports.

FEME E BN 0 MEEEE

Database audit reports.

methods:
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Key Concepts

Personnel
Sites

Vacancies

methods:
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B2 Perzonnel

Post personnel reminder

 MEE

I | I ey | elete I Tags | Frirk I Activity | Placeme ﬂ $ {El ;ﬂl
Goto Site record Dial phone number
—— TIar ‘ \ ]
Last Name: P | Aimer | || Site: B | Smith and Growers Limited | Business: P I 344 BEET | Allot an expense
Firzt Marme:; |Trev-:|r | Job Title: |F"n:uie::t M aniager | Other ',I |
S alutation; | - | | Th | [ zcupation: blF‘rn:uiEn:t M anager ;l Home: H |
Gender: | vl Retired [ EMail; ll aral@ypert co.ng | ke il H |
Bormn: | | Age: | | Perzonnel ID: |24 Send Email Fa: | |
Address: Diocuments: | Skills: Candidate of: Client af:
53 F:E“'?If Sheet B | B | Reference check 1 = e tancy | | JE = | R =]
anteryi
. Or o
Auckland Links to related b Reference check 2 Edit skills list
documents | : —
LI Trevor Simer Besunne | -
b #*|Motes L}
M ona&.5ep-02 09:53 [JB]: OF. for Python Group Mot avalable uigtil: | 15-40u0-03 \ |
Tue 25-5%g01 07:04 [JE]: Trevor interviewed and accoepted at Python X
Wed 18-Jul- 0:31 [JB] Chent visit arranged for 20 Sept to meet new Chief Heference:| \ | Wl
Accountant as Trésor g« Il = " ' “d cahcies at present —| Assign consultant
Thu 213-Mar01 33 nserttime and s Okay for ABC Ca, Acme, Hunker -
Group user stamped d Location: |_ e e
Tue 13-Feb-01 12:42 [J| notes all well. Third placement. Mo mare :
hires at present Candidate Surmmary
Thu d-]an-071 14:23 [1B] Dizcuszzed project plans for the pear. Wil need
conziderable development resources. Secured campaign far & Buginess Match Sites Yiew/Edit Roster
Analpstz- Eucluzive and adwertizing budget of 36k
Fri 12-Jan-01 12:09 [BB]. Campaign kicked off Mon, Good rezponze progreszzin tatch Wacancies ;
tatrd 1T Lz 111 ‘:'-‘I[‘:' n!em- l:eE.m;gnAm 1A 2000 2l e imd Er.:. Pred g — Payrnent |rformation

Recard: HI 4 || 1k IH |HE| af 89

Personnel Form
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Post site reminder

A&7 Apple Cloge
Auckland

Postal Address:

P.O. Box 537
FPenroze

Dial phone number

TN

L4 Goto Personnel record
B | =aEzom, oew RELE]

3 I Samzan, Paul

[ 3 I Thompzon, Kevin

|| Client |

Show Al | Mew | Welete | Merge. .. | F"Iau:ementsl $ | %El ;;l
Site M ame:; Personnel; b |Motes: LI Ski"S\
|.-‘-‘-.u:me Processzors | bl,&,gh__ Phil || |: 16-S5ep-01 13:53 [JE]: zecond interview E Allot an expense
— tomdyow, Looking good Ui P
pany B | Chaulk, Heather || Client| | | Tue 3WJan-01 08:51 [AD] offered at Hunters. I
|.-'1'-.|:me Group | Declined\Still negatiating o
sty b [Henson gndiea ]|/ bhon 15 e et s enied Edit skill lst
- - - oh gite Tug|  Insert time and
\Biotechnology and Pharmaceu = | | g [Jason, Hugh || Client | on 264u] user stamped ol & wel
Street Sddress: mr’ tichael || Clignit | Meeds anol | e

Match Personnel I

bd atch Wacancies I

nfilled Y acancies:

Documents:

Y
Phone: B [ +64 (3) 344 5667 |

[ 3 I Computer Programmer

Fam: |+64(9) 344 BEEE |
Erdail:

(B [#@oew| Send Email | |
Wb Site:

Y I WAL, SCTTIERD, COM |

Goto Vacancy record

P | » | Company Prefile | J;
| 2 I Employment Application Fu:urn|j
}IMedicaI Form |J

=

-

[ 3 I Recruitment Procedures

A

Rtlcord: Hl*l” 1 Plbllh*luf 20

View website

Sites Form

b anaged by

| JE =]

Assign consultant
management

Fieference: l_

Site 10 1063

Links to related
documents
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Goto page two of the vacancies form

B Yacancies =]

Sho Al | (A= | [elete | Frirt | Yacancy Sheet | Fublizh... | Page 2 | $ | ﬁl ;fl —
i — Poaiti Pl
WVacancy |D: .,|21 Goto client Personnel record DN F 4
Job Title: Unix Technical Col Allot an expense
Client Marme: | B | Jazon, Hugh ;l = e | i eennied’ Lo
0 tior: |Help Desk/S t *
Client Site; B | 2cme Processors ;l EEHpStEn | SR e o uPRT Post vacancy reminder
. Location; | Jid |
— Recruitment Goto client site record [ [r———
Registration Date:; | 22-0ct-mM | e B —I ewherty, Alstan ;I
Placed Date: |11'N ov-01 | [ | Published Shart and Lang Job Descrptions: —
Start Date: |'|B-N av-01 Goto consultant Personnel record [0 U Conzultant to head small team. $35,000
Owred by blimlltl:ln, b ano ;l = = = = , =
: : Thiz interesting role will invalve building a team of Unix engineerz. The
Statuz |F|IIen:| by Foobar Recruitment ;l successiul applicant must have good allround Unik gkills with SCO Unis
ERpENENCE,
Falloff Date: | |

Fermanent I Contract | Rostered |

Salany: | $35.000.00 | Unpublizhed Job Details:
Fee: $20,500.00 |

Fecord: H| 1 || 33k |H |Hi-| af 50

Page 15
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Goto page one of the vacancies form

B Yacancies

Wacancy 21: Unix Technical Conzultant [Acme Proceszarz] [Filled by Foobar B ecruitment]

i =y =
Candidate activity B | Skill:

Candidate Last action Consultant Date | S — TRy U1 -Jun-00 1740 [MH: Reminder
; B/8E/00] Aligtair Mewb tartz today. Bill
b | Distaff. Peter [Cliert interview || MH  |[01Nov-01 | ||| Sokans ok, LRI U R B L T
LA Uni : . .
b [Mewbery, Alistair ||Job offer [Tk ([07-Nov-01 | " Fii 1\ay-0017:27 [MH]: Record created.
Edit skills list Insert time and
i ) . user stamped
Assign and edit consultant vacancy activity records notes
Assign and edit consultant vacancy ownership and billing records b atch Perzonnel
Mew Candidate. .. | Select Candidates. .. | Surmmary | — atch Sites
Conzultants v [rvoices Clocuments
s Congultant Bill: Paid FPay Bef PayDate Commiszion e AN N (B |v‘ ﬂ IIJ-::I:: Description
g2 G (= i || | T
_lI|M| 33% || | | Goto related
bl BB =l 34 Invoice record Links to related
Cvf 8e =fiaexfr] | | Links to rel
Mew [nvoice

Calzulate Commizzions | Print Pay Advices |

Recard: H| 4 || 33k |H |Hﬁ| af 50

v Mew Credit Mote

Lo |

E§] Vacancies Form (page 2) Page 16




Press the

x|

ES Poszt Reminder - [Alps. Herbert]

@

Use the PRS integrated messaging to post a
reminder about the current person, site or
vacancy to yourself, another consultant or
to all consultants

Reminders button

B Reminders for Joe Bloggs

4

Mote: |Followup resume for tnial candidate Herbert Alps submitted on a
2¢ne00
>
@ Enter the reminder
Date: |5/05/00 <|[Fii and press OK
Send reminder bo;
oK |
i+ |EIDggs,.Ju:|e |
& Al Consultants Canecl

Subject; L" System Designer Wacancy [Bacon Bitz Wellingtan]

Reminders for Joe Bloqgqgs
All as of Thursday T7-1a-2004

18/05/00 = || T hu
Owe QFF - |

[From me] Fallowup resurne for trial candidate Phil &zh submitted on j
16/5/00

Subject: L" Syztems administrator Y acancy [Bacor———"—" '

Thursday 18-May-00 1/06/00 = Thu
Vacancy: System Designer Vacancy (Bacon Bits OneOff [

3 Wellington)

View your reminders when you logon
or using the Reminders command in
the Recruitment menu

[Framm me] Herbert M@S i

Subject: L" Software Developer Yacancy [Bacon Bitz Welington) |

[From me] Followup resume for trial candidate Phil
Ash submitted on 160500

4/06/00 =] /Sun |
Ore Off - I

[From me] Fallowup resunne for trial candidate Herbert Alpz submitted

on 2/06/00
Erirk |

Shiow Bermnders:
|7r=' Up tar 20/06/01 = || Sun

i Al " Today's  Overdue

Thursday 1-Jun-00 -
Vacancy: Syatems: administrator Vacancy (Bacon : — — — — _I
1 Bits Wellington) 11 Computers)
[From me] Herbert Alps starts todavy, Bill now. [From me] Janette Cape starts today. Bill now?

Print your reminders in handy pocket

fold report format
Sunday 4-Jun-00 rraay 1-Dec-00
L s e e m T e o T o STl L | JSNPRRSRRU P | N P I P B | ISR i T |

@ Remindel‘s Page 17




Press the Expenses
button on the
Personnel, Sites or
Vacancies forms

@

Use the integrated PRS expenses management
system to allot an expense to a person, a site or
a vacancy then use the Expenses Tool to
selectively view and print expenses

Expenses for Joe Blogqgs

Az of 20-Ape-02

Amount F130.00

Date 31 dlar 02
Consultant: Blogys, Jos

Client: Krilly, Ted

Site: Foobar Recruitment
Vacancy D

Amount F235.00

Date 3 ey 02
Consultant: Bloggs, Joe

Client Thomas, Andrea
Sitez rityInzurance Socieby
Vacancy D: 10

Amount F410.00

Date 31 dlar 02
Consultant: Blogys, Jos

Print selected expenses

B Expense E

Expenses

Consultant: | Blogas, Joe ;I et
Amourt: 423500 Clignt; [ Thomas, Andrea =l
Date: 1 Mar Site: |Unit_l,l Inzurance Society ;I
Wacancy 1D: (10
Dezcription !
Electronic Paych tests for Marg Awnil, Jane Smith and Jozeph Green at $78.00 each
Total= $235.00
Enter the expense
and press OK
Canhicel
B Expenses Tool
................. Allotted to -
Tawd Fares fo L Conzultant ArnoLint [rate Dezcription  Client Site Wacancy ID
(] Bloags. Joe -] #5000 || 3Mar02 | BB Kiilp Ted [~ | Foobar Recitmert =] |
T|B|Dgg$,JDE =) $235.00 | 31 Mar02 | BB | Thomas. Andrea ||| Urity Insurance Society <] 10 |
m|BIDggs,JDe v|| $4710.00 || 3 -Mar-02 | @ |BIDggS,JDe ;I|FDDhalF|ecruitment ;Il |
_m|Bloggs,Joe v|| $175.00 || 1 -Mar-02 | @I |Wang,Justin ;||Diagnostic Technology I;ll |
-E[éa;a:lig]:;;_mwluggs,.]ue -] $260.00 | ¥Mar02 | EB|  |Bloggs. Joe =] Foobar Recruitmert [=]| |
F78.00 each || - Mar- i = -
Tate= $235.[_|B|Blaggs,.lae || $450.00 || 3 -Mar-02 | @ |f-‘-.|mer,Trewl _||F'5Jth|:|n Group _|| |
Use the Expenses Tool to
select, view and print expenses
Callphone &4
Taed fares tan
Lurch Mary 2
Select... | $1.680.00 Frint Cloze —
Page 18




B Mail Meszsage [ x|

Email resumes, linked documents and

acknowledgements directly from the PRS pr— Fiom; Bloggs, Joe ~|  SentDate: | |
Tar |.Jason, Hugh ;l
Regarding: L"Distaff, Peter ;l
The PRS includes a tightly integrated To addtess: [P f hugh jasoni@acmepro.com |
Email dispatch and logging system that Eoceinss 0] |
automates candidate and client ez et asus [T |
o Subject: RE: Peter Diztaff's Resume
messaging
Attachment: }IF'eterDistaffFlesume Include attached documents jm
B2 Mail Tool Hi Hugh
Fram Sent Ta Eegardin Az dizcuzsed | have attached a copy of Peter Distaff's resume far the rale of Unis Techhical
Lrom e 1o neqarding
“»] pBlogas.J 14Mar03 | Check, Jonath Consulant
nggs, Joe -t ar- eck, Jonathon
_ﬂ e T2 Ha 03 ([Check Jonathon Please advize uz when you would like to arange an inkerview.
[ El W h Joe Bloggz
—ﬂ ] Use the Mail Tool to % Eﬂahar Hggrgiarg%n;%?
B | D5 i i i b Dieakin, b aritio onE: +
_J selectively view and print Fist 1648123 4567
ﬂ nd Email messages B, Fuby Web Site: wiww. methods. co.nz
ﬂ [e Silva, Anna T14-kar-03 || Thompszaon, Eevin Thompzon, Kewvin
ﬂ De Silva, Anna T4-bar-03 | Al b ary Al M ary - . .
— Post a follow-up reminder Insert a Mail Template containing
ﬂ [e Silva, Anna 14-tar-03 | Sanderz, Jennifer Thompzon, Kt your own customised responses
ﬂ De Silva, Anna 14-bar-03 | Diztaff, Peter
ﬂ De Silva, Anna 14-Mar-03 || Sanderz, Jennifer Diztaff, Peter ¥ Past Fallow-up reminder &
ﬂ De Silva, Anna 14-#ar-03 | Franciz, Herb : :
L Signature... | Inzert Mail Template... | Pozstpone | Cancel
ﬂ De Silva, Anna 14-Mar-03 || Sanderz, Jennifer Franciz, Herb 1

Select... | g - . Print |
21 mai messages Customise your mail signature

Mail Templates and Mail Tool functionality is only available if your Email client is Microsoft Outlook

@ Email Page 19




B Find Yacancies E3
B Yacancies

Select vacancies

Here are just a few of the ways

Fird I > Oared by |BIDggS,JDe ;l -;”
L ermanent
you can search for data — Gt | =] | convacts
a Running contracts
) Site: | x| |Bpen
Find Vacancy Records dpsnipsimansit
Site ghill | ;I Open contracts
Filled
Filled by - Filled permaneant
Occupation: |Database Administrator [+ | Fallaffs
Tag: IF _Emd_l Indusztiy; | ;l
. [ Publizhed
Find Personnel Records o
Reqiztration date
v ’V Fn:um:| | To: | |
E3 Find Personnel Ed
Last Name: [l [ Datasheet view Reset | 0K I Cancel
| | B | M5 Access ;l;
Firzt Mame; ORACLE ;l
* - .
| | | " | [ | Skills based searches
DOccupation;
|Business Analyst [ | b | Skills B Match Skills to Personnel E
Siter
| =1 Delphi A elph =
oo aon -
Industry: 004 _I
|Banking ;I 00A ;I
i [ |
Candidate of: Client of: _

JB = I - I | _:
v ' Dec I~ Jadl
v Avwailable &z of | 29-Dec-01 - . — Find records with
[ Retired Find perzons with & Al skills
& = Al skills

Tagged . " One or more skills
" One or more skills
Optiohs:
. " Retired
[T Tag selected records katch Sitez |
[ Datashest view Reset | oK I Earze] Fiezet | 0, I Cancel

[i§] Finding Data Page 20




B Yacancy Achivity for Peter Distaff [Project Manager [Python Group]] | Candidate Vacancy

Candidate activity: Candidate perzonnel notes: aCtIVIty can be
Action Consultant Date a | |Fri 19-4pr-02 03:56 [JB] Email: Thank you for your application recorded and
— - T |Fri-02-Jun-00 0%:27 [TE: Feminder 4/065/00] Ted, just to let you knowl e now
_.4“":":"'3':' hd | A0 =] | H1-Mar-lle got Peter Distaff az a candidate-tdana. reported
A= c=ume o < an =3 -Mar0z Fri 02-Jun-00 09:25 [MH]: Hew candidate. ‘wants out of Technology Enterprises
Im = —I|——I|$ to go contracting.
* | Applied JB =] 194pr-02 Man-03-4pr-00 03:24 [TK]: Client visit, to check up on staff put in ta date. A0l wel
Int d
— Interviewe
Client interview %
Ref checked
Job offer
Fejected el
withchawn Consultant Activity from 01-Apr-00 to 07-May-01
Emai Candidate.. | Email Clier
T Joe Bloggs
Date Candidate Vacancy D Action Ocoupation Clent
Enter Candidate activity M
ay 00
records from Page 2 of
the Vacancies form 03-Man00 Herbett Alps 1 Fesume aut Swaems Design Achitectre Jane Doe (Bacon Bits Wellington)
Od-Mae00 P aul Sams=on 2 Resume out Daa AnalysizData Moddling  Hugh Jason (&Acm e Processors)
05-Man00 Paul Zamson 2 Cliert interdew  Daa AnalysizDataModeling Hugh Jason (Ao e Processors)
05-May00 Herbert Aps 1 Cliert irterdessy  Systems Design &rchitecture Jane Dos (Bacon Bits Wiellington)
O7-Mae 00 Herbett Aps 1 Cliert interdew  Systems Degign Architecture Jane Doe (Bacon Bits Wellington)
One of a number of 05-Men-00 Herbert Alps 1 Job offer Sygtems Design Architecture Jane Doe (Bacon Bits Wellington)
Consultant activity r— 10-Mapy00 Paul Samson 2 Job offer Data AnalysisData Moddling  Hugh Jason (Aome Processors)
reports 16-May-00 Phil &sh 3 Resumeouwt  DasAnalyssDataModgling  Ruby Gem (Bacon BitsWelington)
1E-Mae 00 Phil Azh 4 Fesume aut DevelopersrSoftware Enginest Hugh Jason (Acn e Processors)
18-Ma00 Paul Zams=on 3 Fesume aut Dda AnalysizDataModdling  Ruby Gem (Bacon Btz Welington)
Total resummnes for May = 5

Total client imerviewsfor May =3

¥l Candidate/Consultant Activity Page 21




Documents:

| B |Herbert Alps Resume

rY

[ » I Reference check 1

2 I Reference check 2

|-

Open document / link document

PRS Personnel, Site and
Vacancy document lists

Application associated with linked document

i3 Reference check 1.doc - Microsoft Word

File Edit Miew Insert Format Tools Table ‘Window Help

—_—

J*l- #|°|ﬁaFavuritESv Go -~ | ’f’J.ﬁ.riaI - 24 = |?|£v 2

EE" Lol 2 1 3 1 a1 5§+ 5-|-?-|-3-|-~3-|-1u-|-11-|-12-|-13-|-14-|_§

Confidential Reference Check]

PRS Demo Document] =
- L]
¥
=||a|=z|«] | 3
JD[aWT[}ng AgtuShapESv\\tDD‘@|&v£v£vf%§.m,
|Page 1 Sec 1 1 [ac3dem Ln1 Col 1 [REC [TRE 4T [Ovk [Englishiaus | CF [

Document Linking Page 22



Tools

Wacancy Publication
Client/Candidate Cwnership
Timesheets 3
Expenses

rail

Raoster

Diocurnent Manager

Cocurnent Search

@

Open the Document
Search Tool (in the
Recruitment|Tools
submenu)

B Document Search Tool

Seach Far: |c0nFidentiaI

File tvpe: |Microsnft ‘Ward Documents ;l

Match:  [all words =1

Loak in: |C:'I,prDjects'I,prs2k'l,demn_data'l,dncs'l, | BIDWSE...l

¥ Search subfolders

Press Goto button to open
Matched | p | Reference check 1.doc \ 3 found documents

documents

» I Reference check 2.doc

Enter search criteria and
2 press Find Now

| .

2 matched document(s)

Find Mo I Close

E7] Document Searches

Use the Document Search Tool to find words or
phrases in Microsoft Word documents

L-_E. Reference check 1_doc - Microzoft Word

JEiIe Edit Miew Insert Format Tools Table ‘window Help
IDEEES Ry | PERS 2 e
J*l- #|°|ﬁ'aFavnrites~r B3

IIE'I1'I2I3'I'4'I'5'I'E'I'?'I'E'I'

¢

Go -

IConfidential Refere

PRS Demo Docul

ElEE RN
JD[an [x Gj|.ﬁ.gt|:|5hapes~r R |:|'::'4|{5

| Page 1 Sec 1 11 |At 3lem Lnl Col 1

Page 23



Use the Reports Export command to save PRS
data in a number of electronic file formats

R5 - [PlacementsSummary : Report]

E’] Exporting Data Page 24

B File | Reparts Help . .
SR e Preview the desired report then .
ft.. Select the desired export format
execute the Reports|Export...
menu command Eile IS 1S
|
Output To H
. Select Earmak:
Placements Analysis from 01-Jul-00 to 26-Sep-01 Rich Text Format (*rtf) -
ME-DOS Text (*.bxt)
Microsoft 115 (%, bk *,idc Zancel |
Top ¥ Consultants ordered by Billings : ] i
Placement Hesumes Dot
Consultant Billings Placements  Falloffs  Period out S
= 4
Tessa Mewport §115,335.00
"""""""""""""""""""""""""""""""""""""""""" ) Selection
B S0 L O - .- S
B LT .. I L=
B L o N R— R CH— C—
Joe Bloges Fa0,477 A0 Ea 0:5 38 26 24 .
MDSI """""""""""""""""""""" ?Ssmm """""" 2 ?28 """"""" 1 1 """""""" 8 -l You can new use the exported file
----- o OO . LSOO OO SO SO data in other applications
B i OO C— e T LR —
$647,560.00 330 1.0 42 107 93 28 ‘ -
E3 Microzoft Excel - Exported PRS Report._xls
Notes: — e .
1. The 'Billest amountis the smourt biledto the diert (l2ss contractor paym ents and excluding ¢ |E) Fle Edit View Insert Format Tooks Data indow Help
2. Billings are dded by invace dae, placements and falloffs are dated by placement dae, resume A1 j = | Grnup
3. Billings and Placement= are sportioned accord ng tothe consuttant 'Bills' percertage on the Ve A = C D
4. The'Flacement Period' iz the average rumber of days from wacancy registraion fo placement «
1 Group 1 Billing= Placemerts Falloffz
2 |Tessa Mewport F95,125.00 457 0.00
3 [Ted Krilly $85,065.00 3.33 0.0o
4 |Bokby Butchers F75,955.00 283 0.0o
5 |Russel Wilzon F71,950.00 2.34 0.0o
B |&nna De Silva $51,250.00 249 0.0o
7 |Joe Bloggs $41,045.00 452 0.50



Tools

The Document Manager Tool can be used to create,

vacancy Pubication @ open and export selected Personnel records to
Cllent/Cancidate Ownership Microsoft Word mail-merge documents
Timesheets 4 Open Document
Expenses Manager Tool (in the ey T
s Tools menu) L-E. Mailing Labels Example [Avery L7162). doc - Microsoft Word
Eu:-ster J File Edit %iew Insert Formak Tools Table window Help
m— DEE2ERY 2RI - A0 E
Lacument Manager
Document Search J InsetiMerae Feldi=  Insent Wiard Feldis H A | 1 | | B B
N R Y I It
B Document Manager Tool |
Standard documents: Herbert Alps Phil Ash
b | B [Mailing Labels Exampl [avery L7162] B The Bacon Group Limited Acme Group
ESeminarlnvitatiDn | PO Beoxdin P.O. Box 337
Penrose
il [E | Petone Auckland
Wlary Avril Joe Bloggs
Select the merge data source Eigtj];llnsau;?;ce e io@ob%r Regc;’éntment
19):4 0. Box
Wellington Auckland
kerge data source:
|AI|:|S, Herbert ;l
itchers Janette Cape

Open mail-merge document _
with selected Personnel data Ectuitment

uuuuuuu

: > F O Fox 378

Auckland

Integrated Mail-Merge

Dresdon Computers
PO Box 22222
Auckland

Page 25



The Offline Access
function maintains a File Edit “iew Records Reports | Tools Window Help
Yacancy Publication
local COpy Of the Shared Client)Candidate Cwnership
PRS database which is Timeshests

useful for mobile
workers using laptop
computers

Document Manager

Drocument Search

Export...

Spelling. .. F7

AuboCarrect, .,
Diccupakions
Opkions. .. .
Salutations

Consultant Commission Rakes

Towns)Cities
Reqions

Zounkries

Mationalities

Residency Statuses

Execute the Offline Access menu command

T, Ol T TS

Industries

@ Select the off-line update period and

press OK

Off-line Database Access Page 26




Execute the Tools|Export...
menu command

PRS Vacancies, Personnel and
Reminders can be exported to
Palm PCs

Timesheets

Diocumenk

Dacument

18/09/02 .

Speling. ..

l—orreck, ..

o ‘ Select the data you want to export

| to your Palm PC and press OK p r

Press the OK button then
HotSync the data to your

Palm PC taE xporthE sportedFilest,

To find out how to configure Palm PC exports please consult:

1. PRS Administrators Guide
http://www.methods.co.nz/prs/prs_admin_guide.pdf

2. PRS Essential Reference

http://www.methods.co.nz/prs/prs_essential ref.pdf

Export PRS Data to Palm PC Page 27




To create and edit Invoice Types [ E““h“ LR ]
. . . miracting Mvidoen
excute the Invoice Types menu To create a new invoice OETE RN o
command from the Tools|Setup template or edit an existing Ty p T — Date: 1% il
. . | raviou O LIT- ) M Locdlwred
submenu one press the ellipsis button f"':'..";‘.;?’,‘?" - Fovaice B 3

G5T Mo: 13-4 567300

B Invoice Types

fhin:  Tae Doe
Lasgt [ Mo Dezcription GST Mo - The Bugor oo Linded
P12 || Standard Invoice |[12-345672-90 | - PO Bac43il
100076 || Contract lrvoice |[09-876543-21 | =
* | | =
Phoemett fiee fior Ifarzret Dovely.
Serrices 20,500
e GET $2.562.50
TOTAL $23 062 50

The PRS supports multiple invoice
series. You can fully customise invoice
layouts by editing the Invoice Tems: Toviliite pirmtes pumetmetbemads ifalloy W0 Beet SRes

P w oy |ho irvoes, quoing i umbs, by Descl Tl 10 o aoound wih T Sucklad Biach o The Pogy Bank,
Bark. | Baanch | Accoun | Mumb . 12 34508 RE0ISHE . Fhe FPamellsce Advcs should be sl (o. F ooton Fecudmand,

Templates using Microsoft Word. P B 273 A e

§] Invoice Customisation Page 28




Rostered Vacancies are multi-person shift oriented vacancies that are managed using the PRS
Roster Tool, Personnel Roster and Vacancy Roster.

Tools

Wacancy Publication

Client/Candidate Cwnership Vacancies forms)

Timesheets

Expenses
rail

5 Roster Tool

@ Roster entries can be managed
using the Tools|Roster menu

command (or by opening
Personnel or Vacancy Rosters
directly from the Personnel and

ES Roster Tasks E2

v Create client invoices

¥ Frint client invoices

Irvaice type; |Star‘u:|ard | rvaice |

¥ Print client statements

v Pay candidates

Pay date: |15-5ep-02

Hours Warked v Prirkt candidate pay advice

| Wacancy 0 Personnel  Confimed  Date Start Time  End Time  Breaks
| B2 | p|Kane Mawice | 11409402 |wed|| 0730 ~|| 1630 - 0030 - 0830
_ﬂ £2 ﬂKrokich, Frank. W 10/03/02 ||Tue || 0730 ~|| 1630 ~| 0045 ~| 0815
_ﬂ g2 ﬂKassid_l,J, Kewin v [10/09/02 || Tue 0730 j 16:30 j 00:30 j 03:30
_ﬂ B2 | p|Karetai, Marty Wo10/09/02 ||Tue || 0730 || 1630 ~| 0015 | 0845
_ﬂ 52 ﬂKane,Maurice [+ 10409702 || Tue 0730 j 16:30 j 00:30 j 03:30
_ﬂ B2 | B [Kamner, &lan W 10/09/02 | Tue || 0730 -] 1830 -] 0015 ~| 0245
_ﬂ 2 ﬂKen,Michael W 10/03/02 ||Tue || 0730 ~|| 1630 ~| 0015 ~| 0845
" |»| 82 | pKikich Frank | [9/08/02 |[Mon| 0730 -] 1830 -] 0030 -] 0830
_ M #2 | | Karetai Mary 3 Use Roster commands to select, [2%
|82 ] b [Kane Mauice /| add, copy, delete and print roster [0:45
b B2 | p|Kamner dlan 5/ entries 08:45
gelect. | Selctal |
Add... | Copy... | Delets... Calendar FErint... B0 ertiies selected

-
I Export roster files
p .
i v Prirkt payroll summary
Vv
| :Ewecute Hoster T asks! I Cancel
1
] $1400 -] $17.00 [
¥ b #1400 <] $17.00 ez

M | #1400 -] $17.00
¥ b 1400 < $17.00
¥ | #1350 -] $1650
C b #1200 - $17.00

(3)

Optiohs... | Frocess Roster... |

Roster entries are billed and paid
using the Process Roster...
command

Rostered Vacancies

Page 29



Contract vacancy timesheets manage contractor payments, client invoicing and
consultant commissions.

B Vacancies - (O]
Fird | Showal | Hew | | Pint | Wacancy Sheet | Publish. | Page2 || | QE| -
Vacancy |D: ﬂ aq Y— Fasition l ijesheets are created .and
Client MHame: ﬂﬁwil, [l E3 Time Sheet - Adelle S5andell [Genesiz Technology Group) e i e Mesemels e =] E3 |
Client Site: ﬂ Gene: MacancylD: |39  Cantractar — Llient
- |$70.00 Paid: Iv :
Recruitrment Timesheet I (17 gl B 1000
Regiztration Date: [ 184 Iy No: 2334 Pay Ret 431
: From D ate: 01-Jar-01 . Pay Date: 01-Feb01
Placed Date: 18-4 | ToDate: 12-lan-01 Contractor pay advice notes:
Start D ate: 1841 Hours ‘Wworked: |?EI.EIEI Services: $4,E|EIEI.EIEI| Services: | $6.300.00
COwned by ﬂ RPN b #|Nates: Adjuztrents: $EI.EIEI| Adjuztrents: | $0.00
Status: Filed w/ed 0B-Jun-01 1212 [JB] GST: $612.50] GST: | $787 50
Fallaff O ahe: Contract finishes on 25-Feb-
' 0. Tatal paid; $5.51 2.5EI| Tatal billed: | +7.087.50
£~ Permanent / One Off Print Contractor Pay Advice I
Consultants Client Invoices
Conzultant Bille Paid PapRef FapDate Comrmizzion = a5 r
MIp| TN =] 50x% | | |o1Feb-n | $250.00 |
| b 40 =] E0x | | |0Feb- | $245.00 |
Mew Timeshest
L3 T | | | |
Record: 14 4 || Delete Timesheet | Mew Invoice |
| R T I Calculate Cornmizsions | Frink Pay Advices | — Mew Cradit Naote |

Record: Hl 1 || 1k |H |Hf-| of 3 (Filered)

E§] Timesheets Page 30




The PRS Timesheet Tools allow bulk timesheet creation and management, making it easy to
process large numbers of contractors

@ New timesheets are created in bulk using the
Tools|Timesheets|New... menu command

Tools

B - |Of =
Yacancy Publication ] N
_ _ . i ; Contractar  Cantrachar Client —
ClientfCandidate Ownership Yacancy [0 Contractar Client Site Running  Final  Rate Adjustments  Fate From Ta Hours  Mates
Timesheets Mew... ey orme Processors v [ | F7000 | $85.00 || 07-Jan-01 || 06-Mow-01 Kl @ v
Expenses Existing. .. = Mational Computer Group [w | $25.00 $95.00 | 07-Jan01 || O6-Maw-01 35 @
Mail Options... . delle Genesis Technology Grou W | $70.00 $30.00 || 01-Jan-01 [[05Nov-01]| 40 | B
Document Manager Go T, CerHShift+T Blilly Genesiz Technology Grow| [ | $70.00 $30.00 || 07-Jan-01 || OB-Roee-01 Kl @
Docunment Search zl v |53 Harp. Jean Genesiz Technology Grow w» [ | $70.00 $30.00 || 01-Jan-01 || O6-Mow-01 24 E2{ 0%
. . EI [ |54 Smith, Alex Acme Processors [ | %7000 $85.00 || 01-Jan-01 || OB-Mow-01 35 E2{%
e
B3 Timeszsheet Tazks | [ | #2000 $30.00 || 07-Jan-01 || OB-Mow-01 35 [ v
Spe
At WV Create client invoices Invoice type: |5tandard Ihvoice ;l
Seb [ Print client invaices
ol W Pay contractors Pay date: | 23-0ec-01 |
¥ PFrint contractor pay advice
¥ Recalculate consultant commizsions | Process Timeshests... Cloze —
[T Pay consultants Fiay datey 29-Dec-01 | —
[T Print consultant commizsion advice Timesheet management tasks
¥ Esport to file @ can be applied to all selected
timesheets
v Print client surnmary repart | ¥ 0On separate pages
| Execute Timesheet T azks I Cloze |
-
Ef] Timesheet Tools Page 31




Owhed by H De Silva, Anna |
Shatuz: Open j
Fallaff D ate;

Fermanent l Eu:untrau:t] Fostered
Salary: | $70.000.00

Fee:

Record: 14) 4 Z5 k| M |k#| aof 50

Enter vacancy publication details for
export to HTML web files and other
file formats (see )

Publish Vacancies

Find | S Al | e | | Frirk | Wacancy Sheet | Fage 2 | $ @ Eﬁ
Wacancy 1D ﬂ 32 e Faozition
Job Title: Bz B t i
Client Name: ﬂ Cosgrove, Costa - ob Title uzinezz Analbzt | Publish long and shori; |
Occupation: | Business Analpst| V2CANCY descriptions directly
Cliert Site: ﬂ Bacaon Bitz Welingtan | from the Vacancies form
Location: il
Recruitment
Registration Date: | 27-lun-02 ﬂ J

v

B Yacancy Publication Details

Wacancy D: |32 Type: | Fermanent | Contact; | De Sikva, Anna ;l
O ccupation: |Business Analyziz | Client; |Eu:usta Cozgrove |
Job Title: | Business Analyst | Client Site;  |Bacon Bitz Wellington
Location: | |

Registered:  |[15-Jan-01 First publizhed: W

=]|

Short Description:
ezzential

$70.000. Business analysts required for new project. Range of methodologies

Y

-

Long Description:

Example generic job description.

dezcnption iz available.

Experenced profeszional with outstanding interpersonal skills required for innowvative zite. The
succeszsful candidate will work. on a number of new projects with all tasks and rezponzibilities clearly
zet down at the beginning of each project. Az thiz iz a rale involving client contact, expenence in thiz
area, together with a well developed commitment to the zervice concept is eszential.

Thiz arganization lives by the marim that their people are their greatest shrenath and the attractive
package includes a number of benefits with additional early project completion bonuzes. & full job

Fublizh to:
W wieb pages
v Wacancy files

Cloze |

Page 32



Open the Vacancy Publication Tool
Use the PRS Vacancy (from the Tools menu)
First web Y =
Publication tool to Yacancy |0 Occupation Client Site Contact Contract F'ul:-llrizhed Pa;eg apcuggcy
create permanent P 3 | Data AnalyzizData Modeling || Bacan Bitz Welington JB [ 1-Mav-00 [ [
and contract HTML B b | Sypstems Design Architecture || Bacon Bitz Wellington JB [ 20-Jan-01 [ [
Vacancy indices plus EI 30| | DevelopersdSaftware Engineer| | Smith and Growers Limited TE. [ 19-Jan-01 [ [w
linked vacancy detail |2 2 P TS| 0 [ ed PR
¥ Highlight new vacancies for | 7 | daps
pages Optional CSV, C——— ot | Cose | —
Excel and other W' Export'web pages Juad

export formats \ Select vacancies for publication
[ Expoart Yacancy files P

then press the Export... button

Cancel | net Explorer
wEm— rovomer — lool: Help

E Create linked HTML

) ¥acancies Index - Microsoft Int,
vacancy indices and
J File  Edit “iew Fawvoites Too detail pages

J v Back -~ = - @ . fat | @53 ”H-‘*‘-ﬁdfeﬁ\J ©Back ~ = - @ . 4] i | aﬁearch (3] Favorites @Hmtnr}l ||% = 0

= \ Tvpe: Permanent
Foobar Recruitment Lz

Contact: Anna De Siva
Phone: +64 9 123 4567 User customisable HTML
publication templates
Fax: +64 9 123 4587
EMall: annaiffocbarcons

I
i
In
5

Permanent Vacancies Index
4 Vacancies, last updated 23-Apr-01 at 2:35pm (most

recently listed appear first) Published: January 1%, 2001
e iy Index entries linked to _ _ _

Heess Y vacancy detall pages < 370,000, Business analysis required for new praject. Range of methodol:
870,000, Business analysts réemereer Enquires: Please gquote vacancy number 32.

praject. Range of methodolagies essen.ﬁmf.

_ Exzample genenc job descnption. Expertenced professional with outstandmng
Developersfboftware Engineers mnowative site. The successfil candidate will worlt on a mumber of new proje

E§] Export Published Vacancies Page 33




The PRS has over two dozen distinct CRM and financial
reports. User options result in literally hundreds of report

combinations.

Here is just one example. We’ll leave it up to you to explore
more reports in the Reports menu.

@

Choose a report from
the PRS Reports
menu

Feporks

Personnel
Sites

Vacancies

Income Chark

Placerments Analysis

Conkractor Payments

E—

B Pnnt Contractor Papments Summary |

Cuztom report Litle:

|I:Iutstanl:|ing Contractor Payments

To |29-Dec01|

Paid dates
Fme: |13-NDV-I:IIJ |

Cantractar:

[ |

Clignt Site;

[ |

Paprnents ta print W
&l corbractar payments

o Outztanding contractor payments

Customise the
report options

[T Show client invoices

. Invaices g
Qutstanding Contractor Paym ents from 01 Lzl
Consulbant 3
Wacangy Tmeoshazi -':'-gdlt Elor Llian
Souter, Kerry o [7] Fram Ta Aours  Fad Tnv Ha EEE Cwad  Fay Ref  Fad Inv Ho Bilkzd Rosvd Cwing  Margin
Halianal Samp e r Sraup 17 15 M-Hawd0 X-Haedd 130 A 230 1&Dec-00  §17.59500 1221 O HH] 01- D00 F19.86500 1%
17 16 01-De=-dd  21-De=md 10 B 2111 1dandl  §17.40073 2 O q4 0Fdan01 F19.45125 1%
Todal Hours: 2660 U n paid : Lin porid : 339,118625 1 1%,
One of a number of Tatal:  534,90875  / Total: 339, 11625
Consultant activity — [e——)
reports pa
P tSrand Todal Hours: 3664 Tadal Unpaid: Total Unpaid:  533,116:25 11%
Hotes: Grand Tadal: 5399875 Grand Tadal: 539, 11625
1. Rgpad slariand dales based an Timeshed, Ta' Dales.
2. Theamaunizarz Lhe nd, quisianding amaunls awing la canmaclars and owed By cliens ie. inclushe of 55T and aduslmenis. P R d int
1. Guislanding cliem immicTs arg Lhase farwhichclenl paymen. kas nal been receiad ax alLhe spar Ta' dae. review an prln
4. Culstanding canlaclar @yments anzlhase canlradar nvaicalimezhed s Lhal kawe nol been paid Tz al Lhe repan. ' T dala. the report
3. The'llagin pecenage b @lkubed oucluzioe of S5T.
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B Database Audit

@

Open the Database Audits form using the Audit

item in the Reports menu.

L I» [x]

heet |0 an invaice

|
107 |Er|t||:al - | v [Mowacancy matches Vacancy ID on invoice |
102 | |waming =] W |Invoice relates to vacancy that is neither filed or a falloff |
|1EIE |Warning - I v |Imﬂ:|i|:eu:| zervices do not match permanent vacancy fee |
|1EI4 |Warning - I [+ |Vau:anu:y falloff has non-zengtotalinvoiced aroo |
|1EIE |'W'arning - I [+ |Services invoiced bo client d p RS Databas e AU d it
|1DE ||nfu:urmative - I [+ ||:reu:|it note invoice ig nat rel
|'|I:I? |Warning - I [+ |Eu:ummissiu:un for permanent pl As of 12-May-01

|1EIE |Warning - I

|En:nmmissin:nr'| far cantract tirne

| 200 | |rformative = I

@

Select the audits and the Audit

Level you wish to report

400 |War g =] ¥ |Elverlapping Timesheet To /

Check the integrity of your data
by running PRS data audits

Audit level:  |Waming (= |

T

®

Run the audit report

Audit Ho Description Detalls
|N|:|n-|:|:|nsultant in Perzonnel

ked Perzonnel, 3 Critical

andard (Documenf 127 ] Notimeshedt mdches Tmeshed IDonMaice oo eeene...iTOICE NUMBer B Wit Timesh
TOTAL "CRITICAL' LEVEL AUDITS =1

Process and Print Audit Bepor warning
102 Comimiszion for contract timeshed doss nat match calculated wHue Vacenoy D 2 timeshest D1,
e e e R DU b R e
400 Cvedapping Timeshed To ! From dates Wacancy 17 Timeshest 7 (12
Pl e CVapS Tmeshest 10 (D1-

400 Crvedapping Timeshed To ! From dates Wacancy 17 Timeshest 10 (0

TOTAL WARHING"LE WEL AUDITS = 3

TOTAL AUDIT ENTRIES IN THIS REPORT = 4

medaps Timeshed 7 (12-1un

Database Audits
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methods: Recruitment Systems

The PRS is a product of methods: Recruitment Systems Limited.

For pricing or more information about the PRS call us or visit our
website at

References
1. PRS Essential Reference

2. PRS Administrators Guide

Contact Information

Call Peggy Lee: Postal Address:

Phone +64 9 415 6260 methods: Recruitment Systems Limited
FAX +64 9 415 6289 Box 300-570, Albany

Mobile +64 25 766 146 Auckland

EMail NEW ZEALAND

Web Site:
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