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Key Benefits of the SmartRecruiting Module

The SmartRecruiting module for SmartOffice is for use by corporate and agency staff to track the
process of recruiting individuals as agents, although it can be used to hire individuals for virtually
any position. Key benefits of this module include:

o Clear reporting of recruiting activity on a monthly basis.

o Facilitating best practices with the ability to define and create recruiting workflows and their
components in the System office for enterprise-wide distribution.

o Allowing flexibility with ability for local offices to copy and modify System office recruiting
workflows and their components, or even create entirely new ones if necessary.

e Stage-by-stage tracking of the recruitment process enables management to always know the
status of candidates so that none are misplaced in the process.

¢ Online reporting that summarizes all recruiting activity and respective results using a year-to-
date and monthly average format.

e Reports produced in standard HTML or PDF formats, making for easy printing, faxing, or e-
mail. Recruiting data can also be exported to other management reports.

e Recruitment hiring workflows are completely customizable, allowing management to
construct a unique series of steps including interviews, correspondence, or testing that meets
the needs of your company.

e Allowing management to understand the statistics of the recruitment process. For example, a
user can track how many Potential Candidates are necessary to obtain a certain number of
initial interviews in order to hire a target number of contracted agents. This ratio can be used
for future recruiting planning.

e Tracking and accounting for activity with nominators and centers of influence, and tracking
the success coming from different candidate sources.

e Providing a simple activity and efficiency point system for recruiting based upon 100 points
per month as the goal.

e Straightforwardness, cost-effectiveness, and ease of reporting.

SmartRecruiting Setup
Conceptual Framework

SmartRecruiting is extremely adaptable to a wide variety of recruiting scenarios from small
single-office operations to enterprise-wide campaigns for large corporations. Before beginning
the actual setup, take some time to consider all the components of your recruiting process and the
kind of reporting that will need to be performed. This will help make the best use of the available
setup options.

The conceptual framework of SmartRecruiting is based on modularity and interoperability. With
this in mind, let it be clearly understood that although there are sometimes predefined elements of
the recruiting process provided as samples by E-Z Data, you are in no obligation whatsoever to
use them. You may use any such positions in their entirety, copy and modify them to suit your
needs, or create new positions that use some, all, or none of their constituent elements. If needed,
your setup may be composed 100% of elements uniquely created by you or your company. The
system allows a generous number of elements that may be in a position, and number of positions
that may be created.
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Positions

The primary unit of organization is the position. The position record contains the definition of the
overall process of recruiting candidates for the position to be filled. Positions are subdivided into
stages, and within each stage are actions and interviews that must be completed. Additionally, a
position may also include a list for tracking of license preparations periods (usually referred to
simply as licenses) and precontract curricula that must be completed. When defining a position,
the user draws from a list of stage types, action types, and interview types that were previously
defined.

Stages

The stage is the secondary unit of organization, and as stated, is drawn from a pre-existing list of
stage types. The reason for this subtle differentiation is that positions that have stages drawn from
the same stage type enable the user to run reports on the number of candidates in those particular
stages (drawn from the common stage type) without interference from the positions. In other
words, this allows for “unified pipeline” reporting within SmartOffice’s Dynamic Report system
across positions.

To further illustrate this concept, assume that your company is recruiting for three positions, A,

B, and C. Management wants unified numbers on stages 1, 2, 4, and 5 of each position as these
are the beginning and ending stages, but the 3" stage of each has such unique requirements that
management does not want the numbers on these stages combined. Stages 1, 2, 4, and 5 can
therefore be based on common stage types. For example, Stage 1 of each position can be based on
Stage Type A, Stage 2 can be based on Stage Type B, etc. Stage 3 in each, however, is drawn
from stage types that are not used in any other position. The image below illustrates this setup.

Stage Type A

Stage Type B

Stage Type E

Stage Type F

Stage Type G

A stage cannot be drawn from a stage type more than once per position.

Stage 1 Stage 2 Stage 3 Stage 4 Stage 5 Position A
Stage Type C

Stage 1 Stage 2 Stage 3 Stage 4 Stage 5 Position B
Stage Type D

Stage 1 Stage 2 Stage 3 Stage 4 Stage 5 Position C
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Interviews and Actions

Interviews and actions are the most basic elements of the position workflow. As with stages, the
interviews and actions are drawn from predefined interview and action types. The reason for this
is that many interviews and actions are common occurrences that are repeated in other stages
and/or positions, so it makes sense to define each only once.

Each stage has a unique assignment of interviews and actions within it, even if a stage in another
position is drawn from the same stage type. An interview or action can be drawn once per stage in
all positions. The way that interviews and actions are contained within the stages of a position is
illustrated below.

Fosition (e.g., Agent)

T Stage 1 E Stage 2 s Stage 3 N |
Interyiew 1 Interview 3 | Interview 5 I\v
Action 1 i Action 3 Action B
Interyiew 2 s Action 4 i Interview &
Action 2 : Action & i Interview 7
Interview 4
b

Notes for Enterprise View/Office Hierarchy Users

The main position workflows and their components will generally be created at the Home Office
by Home Office personnel, but these workflows and components can also be created at
intermediate offices in the hierarchy for availability to lower offices. Workflows and components
can even be added at the lowest offices for those offices' exclusive use. Home and intermediate
office position workflows can also be copied and then customized at the individual office level, if
there is such a need. If such office-level customization is not needed, SmartRecruiting
administrator privileges should be granted only to Home Office personnel by assigning a
Recruiter Administrator role to these users from User Management.
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Setup Dialog Box

SmartRecruiting eases the tracking of the recruitment process by providing the SmartRecruiting
Setup dialog box where all the prerequisites for a position can be defined. These are Positions,
Stages, Interviews, Actions, Licenses, and Curriculums.

The SmartRecruiting Setup dialog box is available from the Recruitment Tracking side menu if
the user has the Recruiter Setup Administrator role.

/23 SmartOffice E

SmartRecruiting Setup

+ & ¥

[~ | stage Types ¢ |
Applicaton Skils o

Application Manager

Aptitude And Technical Test

Comtnunicatian

Company Crientation

Current Technology

Finance Knowledge

General Round

General round stage -
Interviesys And Practicals

Spouse Interview

i o o

Terhnical

Close |

The dialog box consists of the following spreadsheets:
Stage Types

Interview Types

Action Types

License Types

Curriculum Types

Positions

Each is listed on the dialog box’s side menu. Clicking the item opens the corresponding
spreadsheet.

o kr~wbdPE

Setup Procedure

1. Select Setup from the expanded Recruitment Tracking menu.

2. When the Setup dialog box opens, select Stage Types from its side menu if not already
selected.
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3. Click the Add button to add a stage type record. When the Stage Type - New dialog box

opens, enter the name of the stage type into the Stage Name field and then click the OK

button. Repeat this step until all needed stage types are added.

Stage Type - New

Stage Details

| oK | | Cancel |

Select Interview Types from the Setup dialog box’s side menu.

Click the Add button to add an interview type record. When the Interview Type - New dialog
box opens, enter the name of the interview type into the Name field and then click the OK

button. Repeat this step until all needed interview types are added.

Interview Type - New

Mame|

| oK | | Cancel |

6. Select Action Types from the Setup dialog box’s side menu.
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7. Click the Add button to add an action type record. When the Action Type - New dialog box
opens, enter the name of the Action Type into the Name field and then click the OK button.

Action Document section:

The default setting under the Action Document section is Do not link a document, but if
the Action involves a document, select another document link option as appropriate.

To specify the path of the document stored locally, select the Link with a document on
the local file system option and then click the Browse button to open the Choose File
dialog box. Select the appropriate file and then click the Open button.

To embed a document, select the Upload the document to the server button and then
click the Browse button.

If the document can be accessed from the Internet or intranet using HTTP (the Web),
select the Save a link to an Internet/Intranet document option and then enter the URL
in the accompanying field. When the Choose File dialog box opens, locate and select the
document and then click the Open button. In all cases, click the OK button to save the
action type. This step is repeated until all needed action types are added.

If new documents are attached to the existing Actions, this is reflected for the existing
candidates as well.

Action Type - New

Action Details

Action Document

hlame|

I Do not link a document.

¢~ Upload the document to the server and specify where the document is
atored locally.

Local File Path I Erowse. .

i

¢~ Link with a document on the local file system and specify where the
document iz stored locally.

Local File Path I Erowse.

i

¢~ Save a link to an Internet/intranet document and specify the URL (the
document will remain on the internetfintranet).

URL I

| OK | | Cancel |

8. Select License Types from the Setup dialog box’s side menu.
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9. Click the Add button on the License Types toolbar to add a license type record. When the
License Type - New dialog box opens, enter the name of the license type in the License Type
field and then click the OK button. Repeat this step until all needed license types are added.

10.
11.

12.
13.

14.

License Type - New

Mame|

| oK | | Cancel |

Select Curriculum Types from the Setup dialog box’s side menu.

Click the Add button to add a curriculum type record. When the Curriculum Type - New
dialog box opens, enter the name of the curriculum type into the Curriculum field and then
click the OK button. Repeat this step until all needed curriculum types are added.

Curriculum Type - New

Curriculum Details

hlame|

| OK | | Cancel |

In the Setup dialog box, select Positions.

Click the Add button to add a Position record. This opens the Position Setup Wizard in add

mode. See the Position Setup Wizard section below.

After adding all needed positions, click the Close button to exit the Setup dialog box.

Position Setup Wizard

The Position Setup Wizard is where stage, action, interview, license, and curriculum types are
woven into position workflows, thus creating positions, stages, interviews, actions, license
preparation periods, and precontract curricula.

The Position Setup Wizard contains four main steps:

a.

b. Select and Order Stages for the [Position Name] Position — Step 2 of 4

C.

Select Position — Step 1 of 4

Select Interviews and Actions for Each Stage — Step 3 of 4

e Step 3 of 4 consists of two additional dialog boxes that open when the first column
hyperlink is selected in the Relationships section and then the Switch to Edit Mode button

is clicked.

d. Select License Types and Curricula for the [Position Name] Position — Step 4 of 4
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Position Setup Wizard Procedure

1. Click the Add button on the Positions spreadsheet to open the Position Setup Wizard.

SmartRecruiting Position Setup Wizard - Associate Program Manager

Select Position - Step 1 of 4

Use this wizard to add 2 position. Do not continue unless all the needed stage, action, intenview, license, and curricuinm types to be used
have been added. In Step 1, 2ssign 2 hame, & description, and the troe when hired (aavisor or contact). When the candidate has been
hiredicontracted, the candidate will be aotomatically converted to an advisor of Active status, or @ contact of the type Manager or Sialf as
per your selection heve, This wizard Is also osed to modify or view ah existing position, CHck the Next button to continge.

Name
Description
Type Wrhen Hired M

| Hext = || Close |

2. Enter the name of the position into the Name field of the Select Position dialog box. Enter a
short description of the purpose of the position workflow in the Description field. If the
purpose of the position workflow is to recruit advisors, select Advisor from the Type When
Hired drop-down list. This will create an advisor record of the Candidate status when the user
adds a candidate into this position workflow. If the position workflow is intended to hire
Candidates for some type of non-advisor job, select Manager or Staff. This will create a
contact record of the Candidate type when adding a Candidate into this position workflow.
When the candidate is hired, the contact type will change to Manager or Staff as selected.
Click the Next button.

3. When the Select Stages in Order screen opens, the stage types previously added are displayed
in the Stages Available column.

Y smartOffice

SmartRecruiting Position Setup Wizard - Associate Program Manager

Select Stages in Order - Step 2 of 4

| Select the stages for this position In the order you would ke thern to occnr. You must select at least one stage. Click Next to continge. |

A ] |

Application Received [l Sales
Benefit Admin Decizion Product Knowledge
Benefit Admin Eval Aptitude And Technical Test

Benefit Admin In-Depth
Beard Phone Interview

Career Interview EI

Career Profile Exam

Contract Offer
Decizion b IEI
Interview
Lead ;l
< Back | | Hext = | |Sa||e & Close|
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4. Select the first stage to be used in the position from the Stages Available column and then

click the Right Arrow button to move it to the Stages Selected column. Continue in a similar
manner until all of the stages have been selected. A stage cannot be selected more than once
per position. The stages will be placed in the order selected from top to bottom. A stage’s
order may be changed by selecting it and then using the Up and Down arrow buttons to
change the order if necessary. Click the Next button.

Step 3 of 4 displays a list with four default columns: Stage, Interview, Action, and Goal
(Days).

/2§ SmartOffice

SmartRecruiting Position Setup Wizard - Associate Program Manager

Select Interniews and Actions for Each Stage - Step 3 of 4

Ogen the ntendew and Actiop Assighment diglog box for 2 stage by selecting the stage from the st below. When the dialog box opens, tag
the interview and action types to be assigned to the stage. Click the OK bulton to save your selections and close the diglog bax. hen alf the
gssighments have been made, seigct the Hired/Contracted stage and then click the Next botton to continie. Or enter the goal information by
clicking the Edit button in tooibar.

i i o
Relationships -\}, E
Stage Interview Action Goal {Days)
Sales

Aptitude And Technical Test

Select Hired/Contracted Stage
Hired/Contracted Stage Product Knowledge I:

| < Back | | Hext = | |5a||e&CIuse|

6. The spreadsheet is populated with rows representing the stages selected in the previous step.
Click the row hyperlink under the stage column to add interviews or actions to the stage if
needed. (Note: It is not required to add interviews or actions to any stage, but not doing so
may severely diminish the functionality the module provides.) This will open the Interview
and Action Assignment dialog box for the selected Stage.

a SmartOffice
CETTR + 0 w2 SELETTNN + 6 225 H
| Interview Types _ Inactive _Required [ | Action Details | Inactive "Required
< Bl | ,

Close
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7. The Interview and Action Assignment dialog box consists of two spreadsheet lists, Interviews
and Actions. Assign an interview by clicking the Add button to open the Interview Types

dialog box.
-'§5ma' e

+ & X

| Interview Types &

Acvizor Board Interviesw
Austin Interview

Benefit Admin Initial Interview
Board Phone Interview
Decizion Interview

Final Interview

Firzt Interview

In-Cepth Interview

Manager Interview

Minety-Day Follow-Up Interview
Project Review And Expectationzs
Spouse Interview

Staff Interview

Structured Interview

8. The spreadsheet displays all of the interview types that have been previously created. Select
an interview to be included in this stage by clicking on the corresponding hyperlink. This will
close the Interview Types dialog box and open the Interview Details dialog box, displaying

the name of the selected interview.

<3 Smart0ffice

Interview Details

Hame Advisor Board Interview
I_ Required

I oK I | Cancel

9. Select the Required option if this interview is a required step of the stage. A required
interview means that the stage will not be able to be completed unless the interview is marked
as Completed. Click the OK button to finalize the selection.
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10. Repeat Step 4 as needed for each stage, and apply the same process to adding actions.

/) smartoffice

SmartRecruiting Position Setup Wizard - Associate Program Manager

Select Interviews and Actions for Each Stage - Step 3 of 4

O the [ptendew and Action Assigpment dialog box for 2 stage by selecting the stage from the st below. When the dialog box opens, tag
the interdiew and gotion types fo be assioned to the stage. Click the OF bulton fo save your selections and close the diglog box. When aif the
assighiments have been made, select the Hired/Contracted stage and then click the Next buiton to cantinwe. Or enter the goal infarmation by
clicking the Edlt button In toolbar.

Relationships

| stage | Interview | Action | Goal (Days}
Sales Advizor Board Interview Technical Test
Information Technology Action Interview
Benefit Admin Intisl Interyies A=zign Business Market Plan

=] E|

Product Knowledge First Interview Asszign Insurance Licensing

Decizion Intervies: Book
Benefit Admin Resume
Aptituce And Technical Test WManager Irterview Action
In-Drepth Interview Actiond

As=zign Series ¥ School Date
Board Reviews Application

Select HirediContracted Stage
HirediContracted Stage [Product Knowledge |:

| < Back ||

Hext = | |Saue & Cluse|

11. Once the Interviews and Actions are selected for all stages of the position, click the Switch to
Edit Mode button to open the Goals dialog box that displays all of the stages with their
respective interviews and actions.

Y SmartOffice
Goals
R
| Stage Interview Action | Goal (Days) FE
Sales Acvizor Board Technical Test 2 [E=
Irterviewy Action Interview
Infarmation Azsign Business
Technology Market Plan
Benefit Admin

4

Initial Irtersyieyw

Product Knowwledge First Interviesy

Aptitude And Techn Manager Interviesw

Decizion Interview

In-Depth Intervies

Az=ign Insurance
Licensing Boak
Benefit Admin
Resume

Lzsign Series ¥
School Date
Board Reviews

Nommlimati;m

N

| o

Records Shown: 3

Total Records: 3

OK

Save |

12. Enter the value in the editable Goal field to specify the days in which each stage needs to be

completed and then click the OK button.
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13. The result of setting the Goals is displayed on the Interview/Action tab of the candidate in the
Goal Achieved column as shown in the image below. If the Goal is achieved within time, it
displays Yes; otherwise, is displays No.

[ | stage Goal
Achieved

[ Sales e

[T Product Knowledoe {[a]

14. Click the Next button to open the Step 4 of 4 dialog box.

43 smartOffice

SmartRecruiting Position Setup Wizard - Associate Program Manager

Select License Preparation Period and Pre-Contract Curriculum - Step 4 of 4

Tag the license and carnicia bypes needed far this pasition. Click the Save and Close bultan o save and exit, or Save amd New to add another

Fasitian.

License Preparation Periods + [ 7 7‘ @ Pre-Contract Curriculum + [ 7T ‘ E
[~ License Type | Inactive Stage [ | Curriculum Type | Inactive Stage

Records Shown: 3 Total Records: 3 Records Shown: 3 Total Records: 3

| < Back | | Save & Hew | |5aue & Clnsel

15. Step 4 of 4 consists of two spreadsheet lists, License Preparation Periods and Pre-Contract
Curriculum. If any license preparation periods or curricula need to be associated with the
position, add them here. Periods and curricula added here are displayed on the Precontract tab
of those Candidates in this Position. To add, click the Add button in the appropriate toolbar.
In the case of License Preparation Periods, this opens the License Types dialog box.

<} Smartoffice

License Types + R X
| License Type & |
Final Licenze

Licenze Type

Leng Term Care Supplemsnt
NASD Seriez 8§

NASD Series 63

NASD Seriez 7
Property/Cazualty

State Life And Health
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16. Select a License Type. This will close the dialog box and the selected License Type will be
added to the list. Perform the same steps for adding Curriculum Types.

) Smart0ffice

SmartRecruiting Position Setup Wizard - Associate Program Manager

Select License Preparation Period and Pre-Contract Curriculum - Step 4 of 4

Fosition.

Tag the llicense and curriclia types needed for this position. Click the Save and Close puttoh to save ahd exit, or Save ard New to 2od another

+ 0 7275 E T + 0 LS E

u | License Type | Inactive Stage | u | Curriculum Type | Inactive Stage |
[T Final License Active [T Company Crientation Active
[T Long Term Care Supplement  Active [T Marketing Ancd Prospecting Active

Sources
[T MASD Series 7 Active

[T Project 100 - Marketing A ctive
Survey
Records Shown: 3 Total Records: 3 Records Shown: 3 Total Records: 3

< Back

| | Save & Hew | |Saue & Cluse|

17. Click the Save & Close button to save these relationships for this position; or, click the Save
& New button to return to Step 1 of 4 to repeat the process for another position.

General Information and First Steps

Once the setup procedures have been performed (a necessary first step), the module is used in a
manner consistent with contact management in SmartOffice, but with some notable variations.

When Candidates are entered into SmartOffice using SmartRecruiting, they are either added as
Advisors with a Candidate status, or as Contacts as determined by the position workflow assigned
to them at that time. However, Candidates have their own Search, Summary, and Detail sections
when SmartRecruiting is present. Select Candidate Search from the expanded Recruitment
Tracking menu to open the Candidate/Recruit Search dialog box.

<} Smart0ffice

Advanced Search Options

Candidate/Recruit Search

Last Mame, First Mame |

Status [Al [=
Position [Al [=
Stage [Al =
Assigned To |
How Secured [Al =
Target Market [Al B
Filter

Filter |

EI
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The interface for candidate records is similar to the interface for individual contact records, but
with a significant difference: a position must be selected for each candidate record being added.

=} smartOffice

Candidate Quick Add

Personal Information

Last Hame Suffiz
FistMiddle [Robert [
Greeting (Robert Title
How Secured |Nominators [=
Obtained From | F
Target Market |General (Mo taraet market) =
HNominater [Pauline Antonsen
Aszigned To [Sdmin
E-mail [woodsrobert@mail.com
feb Address
Position (Azsociste Program Manager [=
Status [Potsrtial Candidate [~

Business Information

Employer |

Qceupation

Job Title

Other Information

=

Alphalum |
Training Class

Graduation Date

[Prene [ areacose [ Phones_[esin [rrerored

Business [f22 | | [25554145 222 | [

Residence | | | | [

Mabile | | || | &
Fax =l |

Residence Address

Street Lined |

Linez
City
StateZIF | Il Il
Codef/Countny
Preferred Address p

Business Address

Street Lined |

Linez
City
StateZIF | Il Il
Codef/Countny
Preferred Address I-

Follow-Up Options

Send Letter |
[ Create Initial Activity DaterTime (0162007

|hz17em

F Uze Default Letter Printing Options

Save & Close| | Save & llew | |

Cancel
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The candidate is automatically placed in the first stage of the position when added. The
Interview/Action tab is the heart of SmartRecruiting and as a result, most of the action takes place
here. This page displays the stages of the position and is used to quickly review the interviews
and actions for a particular stage, enter and check the results of completed interviews and actions,
mark stages as complete, and e-mail the documents/URLSs attached to Actions.

Candidate - Woods, Robert [Position: Associate Program Manager] [Stage: Sales]

RHOOBwinERFES
Summary || Perzonal || Adiedl Perzonal || Interyview A ction || Precontract || Key Relstions || LettersiDocuments || Custom |
Click & Stage row to oispiay its corresponding Intenviews and actions.
By
Stage Goal Completed Completion Date

I~ Sales Yes Mo

T Product Knowledgs Mo

I Aptitude And Technical Test Mo

To link oF bnlink an Intendew or gotion toffrom an activity, click the Link ActivilgUnlink Activity button in the row for the corresponding record.

El:A=1E ElET-E=1:

Interview Completion Date  LinkAUnlink Completion LinkUnlink ‘ Op4
Activity Date Activity
[T Advisor Board Interview [HH] [~ Technical Test [hH]
[T Information Technology [T [T Action Interview [T .ﬁ:]
[~ Benefit &dmin Intial Interisws [T [~ Assign Business Market Plan [F
4| | »

SmartRecruiting also tracks precontract activities such as licensing preparation, licensing, pre-
contract curricula, certification, and appointments. This is performed from the Precontract tab.

Candidate - Woods, Robert [Position: Associate Program Manager] [Stage: Sales]

. [
KEQOORBE L iic EBE%
SUmImary || Perzonal || Add'| Personal || Irterview fAction || Precontract || Key Relations || LettersDocuments || Custom |
Precontract Summary Status Information
Complete  Completion Date Status [Potertial Candidate =
Pre-Contract Curriculum LT
Certification I + m E
™ | Curriculum | Start Date | Finish Date | Evaluation
Appoirtmert I [ [0 Company
Crientation
License Preparation Periods + fi ‘ E ™ Merketing And
[ License | Start Date | Finish Date | Evaluation Prospecting
P ; Sources
[ Final License
[~ Project 100 -
[ Long Term Care -
Supplemert Marketing Survey
[T M&AZD Series 7
4| | v Ll I»

The candidate can be hired or contracted at any time by clicking the Hire button or changing the
status to Hired/Contracted. When this occurs, all stages are completed automatically and all
required actions and interviews are completed. The status of the advisor or contact record then
automatically changes to Active.
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Main Process

SmartRecruiting System Components

SmartOffice Calendar

The Calendar serves as the appointment and time management book for management.

Standard SmartOffice activity scheduling is enhanced by allowing calls and appointments to be
linked to interviews and actions for each stage of the recruitment process. SmartRecruiting is
used to schedule appointment activities with recruitment candidates, centers of influence, agents,
and others. The MonthView of the Calendar helps to identify if enough recruiting time is being
booked.

RAM Monthly Report

Recruiting Activity Management (RAM) Report for the Month of May for Position

Monthrvear [D5/2372004 | <] [ep] Print

Potential Candidates Recruiting Activity Activity Surnmary
z|o ==z E3 B o o olz] &
e % é i § g g To Be Contacted Stage 1 Stage 2 Hired/Contracted H g g COI Interviens § 2 ';
a4 14 il £l &
S 2 S ] e ES
]
1| 25| Smith, M Agert Referrals] | =1 25 | Smith, 24| Smith, M 24| *Herry, O 25 | Herry, O Agent Referrais| 1 0
2| 25| Kerry, O, Agert Reterrals) =1 25 | Kerry, O 24 | Kerry, O 25| *Marezhnaya 25 Marezhnaya, |Agent Referrals] 2 0
3| 25| Harvey, & Agert Referrals| | <1 25 [Harvey, G 24 | Marezhnaya, 25 [ *Smith, M 3 0
4 25(Ignacio, E. Agert Referrals| | <1 25 [lgnacio, £ 24| Patel, E 25 [ *Patel, E [ 0
5| 25| Gonzales, U Agert Referrals| | <1 25 [ *Gonzales, 25 | *Harvey, 3. 5 0
| 25| Chong, T Agert Referrals] | =1 25 | Chang, T 25 *Chong, T & 0
7| 25| Waldez, L. Agert Referrals =1 25| Waldez, L. 25| *waldez, L. T a
&| 25| MNarezhnaya, | | Agert Referrals| | =1 75 | Harezhnaya, ] 0
9| 25| Patel, E. Agert Referrals =1 25 | Patel E. ] a
10| 25 Dinkins, O Agernt Referrals| =1 25| *Dinkins, O 10 o
1 11 a
12 12 o
13 13 a
14 14 a
15 15 o
16 16 a
17 17 o
18 18 a
19 19 o
20 20 a
21 21 Benjamin a 1
22 22 o
23 23 a
24 24 10 10
25 25 a
26 26 o
27 27 a
28 28 o
29 29 a
30 30 a
3 31 o
Tot. 10| Tot 0] Tt 7| Tot. 4 Tat. 2| Tat. o a 1 ‘ ofofof 1

The Monthly RAM Report© tracks the progress of the recruitment process each month, providing
a quick snapshot of a manager’s accomplishments. Monthly reports are tracked in
SmartRecruiting for comparison and can be exported to a variety of formats for review.

Standard columns include Potential Candidates and their qualifying information, sequential
recruiting, and selection steps. The columns are customizable to allow offices to label each stage
to match personalized settings in SmartRecruiting. The final columns account for activity and
efficiency points as well as contacts with centers of influence.
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The point system awards activity and efficiency points as follows:
e 1 point for each new Potential Candidate
e 1 point for each face-to-face interview with a nominator or center of influence

o0 A center of influence interview displays on the Monthly RAM Report if the COl name is
selected for the Nominator field while adding a candidate and COI Date specified.

e 1 point for each face-to-face contact with a candidate (e.g., interviews, tests)
SmartRecruiting Candidate Records Detail Section and Other Relevant Records

The Candidate/Recruit Summary is color-coded to match certain statuses used. Each Potential
Candidate record is yellow. After an initial interview or passage of a selection test, Potential
Candidates are manually changed to Candidates that are color-coded white.

Candidate/Recruit Summary

.‘iummaryr‘u’iw\.rlC'—'”'E"lt LI ﬁ + < ﬁ[ @ = A4 ? E ? I'i !%g! ﬁ @ egﬁﬁ
Summary ” Personal ” Acdd'| Perzonal ” Irterviewiction || Precontract || Key Relations || LettersDocuments I Cu Keep Tagged Rows Only "[E
I~ | Recruiter Candidate . Pos.ilion Stage : Mass Activity Creation E@
[~ Randy Clarke Chaney, Charlotte Celine Advizor In-Depth Interview

[~ Randy Clarke Chevaux, Henry Gerome Advizor First Interview TR L EE TS @
[~ Randy Clarke Croft, Celing Advisor Final Interview Candidate

|_ Randy Clarke Fillert, Meredith Advizor Career Interview Candidate

[T Randy Clarke Gilman, Edwin Advizor Firzt Interview Candidate

[~ Randy Clarke Harland, Jean Advizor Career Interview Candidate

[~ Randy Clarke Iverson, Robert Advisor To Be Contacted Potential Candidate

[~ Randy Clarke Kelty, Martin Advizor Offer Candidate

[~ Randy Clarke Morton, Swanson Advizor To Be Contacted Potential Candidate

[~ Randy Clarke Mustafa, Leon Advisor First Interview Candidate

|_ Randy Clarke Patel, Vishwaz Advizor To Be Contacted Potential Candidate

[~ Randy Clarke Ramzey, Martina Advizor To Be Contacted Potential Candidate

[~ Randy Clarke Rodriguez, Petula Yolanda Advizor In-Depth Interview Candidate

[~ Randy Clarke Stanchev, Timothy Advizor Spouse Interview Candidate

[T Randy Clarke Tedesco, Leon Advizor First Interview Candidate

[~ Randy Clarke “an Der \een, Jan Advizor Final Interview Precontractee

[T Randy Clarke Walker, Annig Advisor Final Interview Candidate |

[~ Randy Clarke Williams, Benjamin Advizor To Be Contacted Candidate

[ Randy Clarke Wiliamg, Lakeshia Brenda Advizor To Be Contacted Potential Candidate %
Records Shown: 20 Total Records: 20

When a candidate is Hired or Contracted, the record is color-coded gray. At this point, the status
of the advisor or contact record changes to Active. Candidate records store the name, addresses,
phone numbers, and all contact with the candidate by using the Calendar, Activity Log,
SmartPad, etc.
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The RAM Year to Date Report

Recruiting Activity Management (RAM) Report
Year-To-Date Summary for the Advisor Position

Activity Category YTD Total Monthly Avg.

Potential Candidates 37 12.333333

To Be Contacted ig 12 BREEET

First Interview 27 9.0

In-Depth Interview 21 7.0

Career Interview 16 2.0

Spouse Interview i £5

Final Interview 9 45

Offer 6 6.0

Hired/Contracted 3 3.0
Contracts/Hires 5 5.0

Appointments Made 59 1475
Appointments Kept 56 14.0

Center Of Influence Interviews 0 0.0
Candidates from COI Interviews 1.3333334
Total # of Selection Interviews 61 15.25

Sources Of Contracts/Hires YTD Total

Agent Referrals
Centers OF Influence
Hominators

Internet

Personal Observation
Other Sources
Unknown

P 3 D3 D = —a

I Print I | Close |

This summary provides a powerful overview of recruiting activity and results, displaying both
monthly averages and year to date totals. In the top pane, the report includes information on the
number of:

o Identified candidates

o |Initial interviews conducted

e User-defined stages completed

e Contracted agents or reps to come from an activity

o Recruiting related appointments made

e Recruiting related appointments kept

e Center of influence interviews or meetings

e Candidates coming from center of influence meetings
e Selection interviews (Total)
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In the bottom pane, the report lists the total contracted Agents or Reps coming from different
sources:

e Agent Referrals

e Centers Of Influence
e Nominators

e Personal Observation
e Internet

e Other

SmartRecruiting System Procedure
Step One: What Happens When You Receive a Candidate’s Name?

e Create arecord for the candidate. Set the status as Potential Candidate.

e Schedule a call activity in the Calendar some time in the next 30 days. This action is part of
the first stage and the call should be linked to this action.

e Actions can be mass assigned using the Mass Action Assignment button. To Do activities are
created automatically for the actions after user assignment for each action is performed.
However, if these To Do activities are not required, then at anytime they can be unlinked
from the Actions.

e The candidate’s name displays in the Potential Candidates column of the current month's
page in the Monthly RAM Report©.

e The qualifying information is recorded in the appropriate columns:
o Nominator's Initial - If the candidate is nominated

0 How Secured - (Agnt) Agent Referral, (PO) Personal Observation, (Nom) Nominator
(COI) Center of Influence (NET) Internet (O) Other

o0 Occupation

Step Two: What Happens as They Are Contacted and Move Through the Process?

e |f the candidate shows no interest now or in the future when called, select the Candidate
record and then click the Reject button, or manually change the status to Dead Filed
Potential Candidate.

o If the candidate cannot come in now but expresses interest, the call and results are recorded
and a follow-up call should be scheduled some time in the next several months. Manually
change the status to Inactive Candidate.

o If the candidate agrees to an initial interview or to take the first selection test, then:

0 Mark the call linked to the action as Done. Complete the first stage and advance the
candidate to the next stage.

0 The next stage should include the interview or action corresponding to an interview or
examination to be administered. Create an appointment activity and then link it to the
interview or action.
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If the candidate passes the test or completes a satisfactory initial interview, the candidate
status is manually changed from Potential Candidate to Candidate.

0 Mark the previous activity as Done and, when prompted, record the outcome (the
interview or action can also be completed directly, which automatically marks the
activity Done). Note that the To Do activities linked to Actions do not open any outcome
wizard.

0 Change the status to Candidate.
o0 Create an activity for the next interview or action and link it appropriately.

0 The actual test, results page, and/or notes from the initial interview are also placed in the
file.

For the second interview or test, repeat the previous process.
0 Record the details of the next interview or test in appropriate subsequent stages.

0 The name and date of the meeting is recorded in the corresponding Stage column of the
current month's RAM Report page.

0 The activities for upcoming interviews or actions are entered using the Calendar or
Activity Log and are linked.

Step Three: How Are the Activity and Efficiency Points in the RAM Monthly Report
Assigned?

When an event is complete, points are assigned immediately and are recorded in the right
hand column of the RAM Report© Booklet.

Points are assigned for each of the following activities:

0 One point for a new name or Potential Candidate.

0 One point for completing a face-to-face interview or test with a Potential Candidate.
0 One point for each face-to-face interview with a center of influence.

Although the statistics for each agency's results will vary and will depend in large part upon
the sources of leads, industry research suggests that an average of 20-30 initial interviews are
required to obtain a contracted agent.

o Depending upon name sources, about 40 names a month are required to obtain 20 initial
interviews (which would yield 60 points).

o 15initial tests add 15 additional points for a total of 75 points.

0 Tenin depth interviews add 10 more points for a total of 85 points.

0 The remaining points to reach a goal of 100 per month can be obtained by adding points
for subsequent steps in the process with worthwhile candidates and contacts with centers
of influence.

0 Based on the figures above, a 100-point month would create one to two contracts per
month.

Only time and measurement will yield specific answers for a given agency, but this system

allows for the ongoing collection of this critical data.

SmartOffice® v 5.1.3 — SmartRecruiting User Guide
Revised: 01-22-07
Page 20



Step Four: What About Centers of Influence?

Adding candidate records obtained from COI Interviews:
When names of centers of influences are acquired, record them in the Individual Contact section.

1. Each referral is entered as a Potential Candidate, with Centers Of Influence selected in the
How Secured field.

2. When the Center of Influence option is selected, the COI Interviews and Nominator fields
are displayed.

How Secured [Certers Of Influence =

Obtained From | F

Target Matket [General (Mo target market) =
Mominator |

Azzigned To |Admin

E-mail |

e Address |
COl Intenviewns | [

3. Click the Nominator hyperlink to open a list of Individual Contacts from where the COI
name earlier entered in the Contact section can be selected. Select the appropriate COl name
so it will be properly referenced in the RAM Report. Click the COI Interviews field Pick
Date button and then select the Interview Date. The selected name will display in the
Potential Candidates column on the specified COI Interviews Date and will be worth one
point. Note that the point for the added candidate will be displayed on the date that the
candidate is added.

How Secured [Centers Of Influence [=
Obtained From | F
Target Matet [General (Mo target market) E3

Mominatar |F'au|ine Antonsen

Assigned To |.ﬂ-.dmin

E-mail |

Web Address |
Ol Interviews |01 Gr2006

Points for COI

1. When the name of the nominator/center of influence displays in the Activity Summary
section of the Monthly RAM Report©, one point is earned.

2. If new referrals were obtained, the number of new referrals obtained displays in the Results
column.

All subsequent face-to-face contacts with these COls are recorded by repeating Steps 3 and 4.
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Step Five: How Can Preparations for the Next Month Be Made?

Monthly Planning Sessions are held on the third Friday of each month, enabling the recruitment
manager to set the recruiting activity plan for the next month. The goal is to design a clear,
scheduled plan of recruiting activity, and to make sure that no contact with candidates is
overlooked. The RAM Year-To-Date Report is an important tool to be used in this monthly
planning session.

1. Identify all of the Potential Candidates and Candidates for the upcoming month.

2. Select Current from the Summary View drop-down list on the Candidate/Recruit Summary
toolbar to access this list.

3. Update the Calendar with activities for all future calls or contacts scheduled. These include
calls and appointments with candidates or centers of influence.

4. Schedule any other recruiting activities for the upcoming month at this time.

Additional Considerations

e SmartRecruiting is similar to the sales process so that agents moving into a management or
recruiting role will immediately be familiar with the system. They track potential advisors
rather than potential clients.

e SmartRecruiting tracks the critical recruiting data in an intuitive visual manner. This helps
foster a clear understanding of the "science™ of recruiting for a specific agency or manager,
which answers vital questions such as, "How many Potential Candidates are required in order
to produce a contracted agent?"

o SmartRecruiting enables a recruiting manager to determine how many centers of influence
are required to produce a specific name flow.

o SmartRecruiting reproduces the trusted ‘paper and pencil’ visual tracking of activities and
produces a clear, useful management report.

o A key benefit of the RAM Report®© is that both the manager and agent are accountable for

their activity in the same way. Both must post and plan daily and work toward the monthly
goal of 100 balanced points, which maintains a consistent culture at all levels.

Reviewing the Interviews and Actions for a Stage from
the Interview/Action Tab

The Interviews and Actions can be completed by selecting the Completed option in the Interview
and Action dialog box.

Another option to complete the interviews and actions is to select the record to be completed and
then click the Mark Done button. This will complete the interview or action selected.

1. Todisplay the related interviews and actions for each stage of a position, tag or otherwise
open the record for a candidate being considered for that position.
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2.

3.

Click the Interview/Action tab. The stages that comprise the position are displayed in the

Stages spreadsheet. By default, the interviews and actions that are associated with the stage

the candidate is currently in are displayed in the Interview and Actions sections, respectively.
Candidate - Branton, Joseph L. [Position: Sr. Investment Accountant] [Stage: Aptitude And Technical Test]

KOOEmM«EBEE S
Summary || Personal || Add' Personal |[ Inferviewsction || Precortract || Key Relations || LeftersDocuments |[ Custom |
Click a Stage row to display #s corresponding intendews and actions

BB
I | Stage | Goal L= C ion Date
Achieved
T Aptiude And Technical Test Ko Mo
I Interviews And Practicals o
[T LastStage o

To flink ar unding an interview or action toffrom an activly, click the Link ActivibyUnlink Activity button in the row for the corresponding récord.

Interviews - Aptitude And Technical Test =11 5 @ Actions - n.ntnude And Technical Test @ = E’ 5 E
Interview Completion Date  Link/Unlink Link Unlink
Activity M Activity

[~ Initisl Interview [ [~ Action One 115302008 m¢ &)
[T Board Phone Interview [iF

[~ Practical Sctions 1113072008 Jut] &)

[ Wielcome Meeting 1113012006 m

™ Provide Job Description 1143072006 2]

4| | »

Click the Stage row to see the interviews and actions for the corresponding stage. The
interviews and actions of the stage will display in their respective list sections.

Reviewing the Interviews and Actions for a Candidate

1.
2.
3.

Open the candidate record to the Interview/Action tab.

By default, the interviews and actions shown are for the stage the candidate is currently in.

In the Interview section, click the row item hyperlink under the Interview column to open the
Interview Detail dialog box for that interview. If complete, the Completed option will be
marked. The completion date, interviewer, and evaluation are displayed in the Completion
Date, Interviewer, and Evaluation fields respectively. Close the dialog box by clicking the
Cancel button.

/2 SmiartOffice E

Interview - Personal Interview

Interview Detail Information

Completed ¥ Start Date [12/28/2008 [
Completed Date |12/2952006 [

Ewvaluation |Average F
Modified By Admin 12012006

Interriswer |Admi|‘|

Comments

| -
Score 1 | || i
Score 2 | || i

| oK || Cancel |
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4. Inthe Actions section, click the row item hyperlink under the Actions column to open the
Action Detail dialog box for that action. If complete, the Completed option will be marked.
The completion date is displayed in the Completion Date field. To review the document
associated with the action, click the Open hyperlink in the Open Document: field. Close the
dialog box by clicking the Cancel button.

Sending Mail

Select the Action to which the document/URL is attached and then click the Send Mail button in
the Actions section. E-mail will be sent to the e-mail address specified for the candidate.

ncions-tocmicaisass ORI

[ | Action Completion LinkAnlink (e
Date Activity

[T Technical Test Tk &)

[T Finance Exam [Tk

4| | b

Mass Action Assignment

Actions can be mass assigned by clicking the Mass Action Assignment button in the Actions
section. This opens the Mass Action Assignment dialog box displaying all Actions that are not
complete.

<) SmartDffice

Mass Action Assignment

. 7. & [

[ Action Assigned To E
[T Technical Test |dimin =
[T Finance Exam |Chris Biartlett 2|
Records Shown: 2 Total Records: 2

| OK | | Save | | Cancel |

1. Click the hyperlink in the Assigned To field to open the Available users dialog box listing the
users in the office.

2. Select the appropriate user hyperlink to populate the selected user name in the Assigned To
field.

3. Click the OK button to close the Mass Action Assignment dialog box and automatically
create and link a To Do activity for the Action for which the assignment was made.
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Linking an Interview or an Action to an Activity

1. Open the Interview/Action tab of the candidate for whom you have activities you want to link
to an interview or action. Make sure the tab is displaying the interviews and actions for the
correct stage by the row of the stage in the Stages spreadsheet.

ey & B

Interview Completion Date | Link/Unlink
Activity
[T Initial Interview HH)
[T Board Phone Interview BH

2. Click the Link Activity button. If there are no pending unlinked activities, the Activity Detail
dialog box will open, enabling the user to create an activity that will be linked. If there are
pending unlinked activities, the Interview or Action Activity Link dialog box opens.

<3 SmartOffice E

Activity Link - Mr. Joseph L. Branton, Jr

{7 Create and link an Activity
v Link an Intersiaw to an existing Activity

Link to Existing Activity

T fink the Interview to an existing active Activity, select ahe fram the following

Hst.
TXEBR
Reason

Date‘i}'i} TII'I1E
[+ 01022007 07:30PM Appointment Board Phone Interview

| OK | | Cancel |

3. The link can be confirmed by tagging the interview or action again. The Link Activity button
will have toggled to Unlink Activity.

Completing and Entering the Results of Interviews and
Actions Without an Activity Link

1. Click the Interview/Action tab for the candidate for whom to enter the results of a completed
interview or action. By default, the stage should be the current stage the candidate is in. If the
interview or action is not in this stage, click the Stage row on the Stages spreadsheet that
corresponds to the appropriate stage. The interviews and actions for this stage display in their
respective spreadsheets.

2. To enter the results of an interview or action, open the Interview or Action Detail dialog box.
To do this, click the row item hyperlink under the Interview or Action column corresponding
to the interview or action.
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3. When the Interview Detail dialog box opens, select the Completed option. The Start Date
and Completed Date fields automatically display today’s date. If a different date is to be
entered, click the Pick Date button to open the Calendar tool and use it to enter the date. The
current user name is automatically displayed in the Interviewer field when the Completed
option is selected. To enter another interviewer, clear the Interviewer field and then click the
Interviewer field hyperlink. When the list of users opens, the user who interviewed the
candidate is selected by clicking the hyperlink in the corresponding row under the Login
Name column of the list. Select an evaluation from the Evaluation drop-down list. Click the
OK button to close the dialog box.

Similar is the process for completing an Action; the only difference is that instead of an
Interviewer field, there is an Assigned To field in the Action Detail dialog box.

Completing and Entering the Results of Interviews and
Actions with an Activity Link

This can be performed by either marking the linked activity as Done or by using the same
procedure that would be used if the interview or action were not linked.

If the activity linked is marked as Done, the Interview or Action Detail dialog box will open
automatically. If the activity was tracked, it will open after the user completes the Activity
Outcome Wizard.

If the user marks the interview or action as Completed from the Interview/Action tab, the linked
activity will be marked as Done automatically. If the activity is tracked, the Activity Outcome
Wizard will open first. When the user completes the wizard, the Interview or Action Detail dialog
box will open.

Marking a Stage as Completed

Once the interviews and actions have been completed, it is time to mark the stage as Completed
for the candidate record.

1. Open the Interview/Action tab of the candidate record for whom to close the stage.
2. There are two ways to mark a stage complete.

e Oneis to select a stage and then click the Mark Done button. This does not require that
the interviews and actions be completed before doing this. On the other hand, it
automatically completes the interviews and actions when a stage is completed.
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e The second way is to complete a stage as follows:

a. Inthe Stages section, click the row item hyperlink under the Stage column to open
the Stage Detail dialog box.

3 SmartOffice E

Stage: Product Knowledge

Completed |7
Start Date 12052006

Completel ate |I:I1.l‘15'-.l'2|:||:|5 [
Ewaluatar |Admin

Evaluation | F

Stage Status Potential Canclidate =

Candidate Status [Potential Candidate =
hodified By Admin 12182006

Comments
23

f* Advance to Next Stage

" Advance to Selected Stage |F'r|:|duc:t Knowledge [=
" Do Mot Advance

Score 1 [38 | |01 11672008 [
Score 2 [38 | |01 11672008 [
[ oK | | Cancel |

b. Select the Completed option. By default, the system automatically enters today’s date
into the Start Date and Completed Date fields. If a different date is to be entered,
click the Pick Date button to open the Calendar tool and use it to enter the date.
(Entering a date will also automatically select the Completed option.)

The current user name is selected automatically when the Completed option is selected. To
enter another evaluator, clear the Evaluator field and then click the Evaluator field hyperlink.
When the list of users opens, select the user who interviewed the candidate by clicking the
hyperlink in the corresponding row under the Login Name column.

Select an evaluation from the Evaluation drop-down list.

The status that the candidate was in during the stage is displayed in the Stage Status field. If
necessary, change the status to more accurately reflect what it was during the stage.

The status that the candidate is currently in is displayed in the Candidate Status field. If the

status is to change because of completing the stage, select the new status from the Status
drop-down list.
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7. The user must select one of three options as to the disposition of the candidate at this point.
By default, the Advance to Next Stage button is selected, but the user may also select the
Advance to Selected Stage or the Do Not Advance buttons. If the Advance to Selected Stage
option is selected, select the stage to place the candidate in from the adjacent drop-down list.
If Do Not Advance is selected, the candidate is not placed in any new stage, even though the
current stage he/she is in is completed.

8. If there was testing involved, and the test scores were not already entered, the test scores may
be entered into the Score 1 and/or Score 2 fields. Click the Pick Date button to open the Date
Selection tool to enter the testing date in the field adjacent to the appropriate score field.

9. Close the dialog box by clicking the OK button.

Checking the Results of Precontract Activities and
Milestones

Open the candidate record to the Precontract tab.
Candidate - Branton, Joseph L. [Position: Sr. Investment Accountant] [Stage: Interviews And Practicals]

AEOOR[E Lpici ARHE

Summary || Personal || Add'| Personal || Intervigw A ction || Precontract || Key Relations || Letters/Documents || Custom |
Precontract Summary Status Information
Complete Completion Date Status |Candidate |:|
Licensing Il :llm =
""" Pre-Contract Curriculum + i B
Cetification Il [ =
""" ™ | Curriculum | Start Date | Finish Date | Evaluation
Appoirtment ] [ [T Marketing And
Prozpecting
License Preparation Periods + i1 & E Sources
[~ [License | Start Date | Finish Date
[T Long Term Care
Supplement

[ MNASD Series 6
[T MASD Series §

4| | v

License preparation periods and precontract curricula can be tracked from beginning to end in
their respective spreadsheets. Overall completion of licensing, certification, and appointment
(milestones) can be entered with dates in the Precontract Summary section. If the milestone has
been completed, there will be a check mark in the Complete column in the appropriate row. There
will also be a completion date in the fields adjacent to the checkboxes.

Entering Licensing Preparation Period Start and Finish
Information

Once licensing preparation records have been created by assigning license types from the Setup to
a position using the Position Setup Wizard, they display on the License Preparation Periods
spreadsheet of the Precontract tab. Once a preparation period is finished, enter the Start and
Finish Dates (note that both dates must be entered at the same time) for each preparation that
applies to the candidate as follows:

1. Open the candidate record to the Precontract tab for the candidate for whom to enter the
Start and Finish Date of a licensing preparation period.

SmartOffice® v 5.1.3 — SmartRecruiting User Guide
Revised: 01-22-07
Page 28



2. Inthe Licensing Preparation Periods section, click the row item hyperlink under the License
column for the appropriate licensing preparation record to open the License Preparation

dialog box.
<2} Smart0ffice E

License Preparation - NASD Series 6

License Preparation Detail Information

Comments

StartfFinish [12/1 662006 [W | [1 211 612006 W
[rate
Ewvaluation |Average B
Ewaluatar |.-'J~dmin
tModified By Admin 127162006

FE
Score |

Score 1 [35 | (0111612008 i
Score 2 [&7 | [01#18/2008 [
| OK | | Cancel |

3. Enter both the Start and Finish Date by clicking the Pick Date buttons next to the appropriate
fields. The Date Selection tool is used to enter the dates.

4. Select an evaluation, evaluator, and test scores and dates if necessary.
5. Click the OK button to save the entries and close the dialog box.

Entering Precontract Curriculum Start, Finish, and Test Score

Information

Once precontract curriculum records have been created by assigning curriculum types from the
Setup dialog box to a position using the Position Setup Wizard, they display on the Precontract
Curricula spreadsheet of the Precontract tab. Once a preparation period is finished, the user can
enter the Start and Finish Dates (note that both dates must be entered at the same time) for each
preparation that applies to the candidate as follows:

1. Open the candidate record to the Precontract tab for the candidate for whom to enter the

Start and Finish Date of a curriculum.
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2. Inthe Precontract Curriculum section, click the row item hyperlink under the Curriculum
column for the appropriate precontract curriculum record to open the Curriculum dialog box.

<3 SmartOffice

Curriculum - Marketing And Prospecting

Sources
Curriculum Detail Information
StartiFinish Date [12/01/2006 [HE | 1241 672006 [
Ewaluation |.ﬂ-.verage B3
Ewaluatar |.ﬂ«dmin
hadified By Admin 12 1% 2006

Camments

[~Ic

Score 1 [75 | |01 11612006 i
Score 2 [79 | [0116/2006 [Hi

I OK | | Cancel |

3. Enter both the Start and Finish Date by clicking the Pick Date buttons next to the appropriate
fields. The Date Selection tool is used to enter the dates. If a test score was involved, enter the
score in the Score field.

4. Click the OK button to save the entries and close the dialog box.

Entering Licensing, Certification, and Appointment Completion
Information

1. Open the candidate record to the Precontract tab for the candidate for whom to enter the
Start and Finish Date of a milestone. If necessary, click the Switch to Edit Mode button.

Precontract Summary

Complete Completion Date

Licensing | | |‘4_|
Certification O | i
Appointment O | |‘4_|

2. In the Precontract Summary section, select the Complete option for the appropriate row. By
default, the system automatically enters today’s date into the Completion Date field. If a
different date is to be entered, click the Pick Date button to open the Date Selection tool and
use it to enter the date. (Entering a date will also automatically select the Completed option.)

3. Click the Save button.
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Adding a Reason and Follow-ups when Rejecting a
Candidate or Converting a Candidate to a Contact

A follow-up activity is created and a record is maintained listing the reasons for which the
candidate was rejected in the SmartPad.

1. Select a candidate and then click the Reject button to open the following dialog box.

3 SmartOffice
Add to Set |
Fallaw up with thiz candidate in ™ Ha Fallow Up
¥ 3 months
" & Months

HA A*B 7 U T B

Candidate not perfarming well.

| OK || Cancel |

e The rejected candidate can be added to the Candidate set.
o A follow-up activity can be created by selecting the 3 or 6 Months options.

2. Add the Reason for the rejection and then click the OK button. The activity and reason are
available in the SmartPad of the rejected candidate. The activities can be seen from the
Activity Log of the candidate.

[ | Memo Memo  Type Open Link Hotes
Datedr Time
[T D1MG2007 O614PM  Motes Candidate nat performing well.
[T O1ME2007 O614PM Activity & Call was scheduled for 04M 62007 [ Active))

Similar functionality is available when converting a candidate to a contact. The only difference
being that the Set type is Contact.

Converting a Candidate to a Contact and Vice-versa

A candidate can be converted to a contact record instead of maintaining it in the Candidate
Summary.

1. Select a Candidate and then click the Convert to Contact button to open a Confirmation
dialog box.

a Confirmation EH |

e All data related to recruitment will be lost. Do you swant to convert Candidate(s) to Contact(=)17?

Yes Mo

2. Click the Yes button.
3. Enter the Follow-up details and then click the OK button.
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Convert a Contact to a Candidate

1. From the Contact Summary, select a contact and then click the Convert to Candidate button
to open the Convert Contact to Candidate dialog box.

<3 SmartOffice

Convert Contact to Candidate

LIEBEE

AT selected contacts are Nisted below. Select contact recordis) frorm
the following Nist.

[~ Contact Hame & |
[T Anderson, John

Records Shown: 1 Total Records: 1

Candidate Details

Azzigned To |.ﬂ-.dmin |

Pasition [4PM =]

Status [Potertial Candidate =]

How Secured |.ﬂ-.gent Referrals F|E|
| OK | | Cancel |

2. Select the contact name from the contact name section and then enter the assignment in the
Assigned To field. Change the selections for Position, Status, and How Secured according to
the requirement.

3. Click the OK button to open a Confirmation dialog box.
4. Click the Yes button to convert the Contact to a Candidate.
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