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Managing Submittals
VisualRecruiter provides integrated management of placement process via Submittals. Right-click on the opening you want to work with, and select Submittals… menu item from popup menu activated to access the Opening Workflow window.
Opening Workflow overview
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While considering a candidate for a certain opening position, the following steps are passed:

1) identify the candidates appropriate for the opening position;

2) qualify or disqualify candidates according to their skills and position requirements;

3) submit qualified candidates;

4) hire a candidate or reject him/her, in depend on the client response.

The Opening Workflow window allows you to track candidates being on each of these stages for selected opening through Workflow Diagram.
· The Workflow Diagram
VisualRecruiter separates candidates into unique lists for each step of workflow.

When applicants move from step to step, they are deleted from one list and inserted into another. 
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Select a workflow step by clicking at the step icon to make the appropriate list displayed in the Candidate List area.
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Identified list displays candidates who were linked to the current opening through search (by keywords, custom fields, or else) and are waiting for examination. 
Click on the step icon when it is selected to Search for Applicants suitable for the opening position. You can also drag-and-drop an applicant to the list from other location.
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Qualified list includes candidates who passed preliminary examination and are ready for conversation with the client. 
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Active list displays submittals of the candidates who are waiting for approval or rejection. 
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On Hold/Rejected list is the list of candidates whose submittals are suspended or rejected. 
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The candidates who were found inappropriate for the current opening position are gathered in the Disqualified list. 
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The diagram below shows how available candidates' activities connect the workflow steps with each other. 
All Submittal-related activities are recorded as journal entries.
· Start the placement process by adding candidates to the Identified List by click on the [image: image1.png]


 icon when it is highlighted to display Search for Applicants dialog.
Select a workflow step and a candidate in the Candidate List whose status you'd like to change.
· To move the candidate into the Qualified List, click on the Qualify activity button.
· To move the selected candidate into the Active List:
· click on Submit if the candidate is currently in the Qualified List or the Disqualified List;
· click on Activate if the candidate is in the On Hold/Rejected List.
· To move the candidate into the On Hold/Rejected List, click on Reject or On Hold.

· To move the candidate into the Disqualified List, click on Disqualify.

· To record a Hire of the selected candidate, click on Place.

· To remove the candidate from the opening workflow, click on Delete.
· The Candidate List
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The Candidate List displays applicants on the Identified, Qualified and Disqualified steps. You can access candidate's details through the right-click popup menu. 

The Candidate List contains submittals on the Active and Rejected/On Hold steps. To easily distinguish submittals of different statuses, special icons are provided. Right-click on a submittal to access its popup menu, where you can choose Open… to view the submittal's details, and expand Set submenu to change submittal status.
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Anatomy of a submittal
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Any submittal has the following pages – General, Remarks, Journal, Users and Custom Pages defined by users. 
You can see General page contents example on the screenshot to the right.

The Remarks page is handy for making short notes about the submittal.

From the Journal page you can handle journal events and tasks associated with the submittal being viewed.

The Workflow Diagram





Click here to view the opening details





The Candidate List





View journal entries and tasks linked to the opening and selected candidate





Select a candidate or submittal; choose an action for his/her resume





Select a candidate or submittal; 


choose an action for his/her references 





Click on this button to mark the opening as closed





Push this button to toggle sort mode ascending/descending





Step-specific candidate activities buttons





Delete selected journal record





Click here to view details of the selected journal record





Add new journal record
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Click here to set new status to this submittal
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