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As a licensed* TalentHook user you have access to unlimited training and support for the TalentHook software product
It is our goal to make the tool an efficient and viable mechanism toward your success. The following guide is
complimentaryto the training you received so far, all of which is designed to provide you the best platform to build your
successes from.

Important  Contacts
Below is a list of contacts that might be helpful:

Training training@talenthod.com
Matt Lemay Lead Trainer 702.853.4218 mlemay@talenthook.com
Scott Kraske Trainer 702.853.4219 skraske @talenthook.com
Support support@talenthook.com
Doug Buskey Lead Support 702.948.0262 dbuskey@talenthook.com
Scott Kraske Support 702.853.4219 skraske @talenthook.com
Accounts

Andrew Montoya Account Manager 702.851.7281 amontoya@talenthook.con

*TalentHook is a single user license agreement; support and training is only providedsttbdwriber of the software. |
can be loaded per license on one machine at a time.
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Introduction

In order to maximize your usage of the TalentHook software there are a variety of key points that will prove helpful. The
idea you should be able to achievélwTalentHook is to find the best available candidaiaghe internetas early in the
process as possible by choosing criteria and resources that fit the position best. Use all the tools at your disjpesal and
open to trying new ideas.

You want to begi searching for candidates but are not sure where to start? Before you begin have these processes:

¢ Organizational Structure: How will | manage my clients, open jobs, and candidates in the most effective mannel
¢ Am | OFCCP compliant by using Linked Seavdgtteslistory Preservation instead of Quick Search?

Your process will follow a typical flow:

Press the
Magnifying Glass Yes
in the upper-left [~
corner to begin.

Quick Search:
) If No OFCCP )
requirements and IS this an
or Linked q OFCCP

are only doing a
fhit-and-runo
search

Search? Position?

Create
organizational
structure in
TalentHook for
Job Order (next)

‘

Note: this includes:
Client / Department
Hiring Manager No
Job Title
Job Description

Choose from
1 of 8 Searches
available in TH

(next)

Choose your
Resources.
(Monster, Dice,
etceteras)

Complete Criteria
for Job Posting
(submit/refresh)

Review Results

Were results
desireable

Purge List / Click

Refresh and
Change Criteria
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Core TalentHook

Home The easiest way to start is with the magnifying glass in th
i O L GowpBy | 58 AiC upper left corner of the screen. Click on the magnifying gl
» S 5 ppate | N WP and a dialog box will appear in the middle of tregp
Nt-.:w O;::en De!_ete ?7 e a8 Refresh Stop | Agent '
Organize Query

(Note: the magnifying glass and New button are 2 buttons

T e For this portion focus on the top half of the buttyn

—|#88 2nd Client
= :‘ Bob Smith
=) Sales

j Hotlr

A worklist

=1~ Queries

A New Cuery X

Query Information

Genaral

Quick Search {frea standing)

) B
"t Pay Board Search [All: sales] 2 .
Search (link s2arch to job)

2 Tech - Flip Search [Any: java [2ee c++ cH]
a Org - Flip Search [&ny: java j2ee c++ cH]
ga Custom Flip Search [Any: sales java developer j2ee]
B Desktop Search [4ll: sales]
—|-#8% 3rd Company
= :‘ Dave Bailey
+- 7 Director of Category Management

New Company

“ Food Sales

{7 Inside Sales

7 Mill machinist

7 Outside Sales Rep
“ Sales - Chicago

“ VB.net

Josh Bennett

Mike St. Amand

oy Oscar

&y Scott MacNamee Help Open Job Cancel

Example A

W . F

3

Example B
Clicking the magnifying glass (in Example A) in the ab This form (Example B) will appear and this will allow you
dialog box will open andsk for key information that will Start building a structure for organizing your searches.
be important through your sourcing process.

1. First determine how you want your folders structuredou can organize your searches by Company or Client
name, Department, Location (city or state), Group, Business éloé@teras Another option would be to setup
your folders by skill set to create oneaster list of candidates for that type of position.

e CAYR UGUKAA aSGiAy3a Ay @2dzNJ YSydzy 'ASNJ {SGGAy3Ta

e Click Save

2. When completing the form as it appears in Example B you will use the buttons to enter infoawation. The
companies, clients, or parts of your company you list will appear in the-divam for future searching.
e New Company (Department, Division, Group, or Organization)
e Hiring Manager (Person whom you might answer to in regard to the posg@nSubmittal Feature)
¢ New Job (fill in the Job Title and Description)

3.LYy GKS aSOGAz2y GAGtESR abSg WwW20¢ @2dz gAftf SyidaSN (K

e Once you have created this folder you are now ready to start searchimgfidlidates.Just click the
next button when your folder is completed and select the category of the internet you would like to
search.
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Which one is better for you? It depends on the kind of position you are staffingubeed! of them are good choicesl
of these resources have their merits and many will work better than others, betheseis a different customen
each of these many resourcda.many cases the searches can overlap and yet not produce duplioajestthe best

results possible.
Company Flip
College Board
Pay Board

.
A

Pay BoarddDetailed searchable data from resources that you will need to have a membership in order to access.

e ALWAYS have your number of hits set tddkOyour first search Your future seeches should not exceed 25 or
50 Maximum candidates per search to avoid exhausting your contract with the boards
¢ Never search ZIP CODE and STATE at the same time; it will be one or the other as Zip Code is more precise

Free BoardsAwesome alternatig to the Pay Sites. Be aware of Alerts and Flags on this board!!!

e Geography: No Zip Codex¢Ept LinkedIn), No OR Boolegperator support.

Open Web SearchUses the welbo search the entire internet on a broad level and will return a lot of Microatdtd,
PDF and other formats including a lot of resumes posted on personal web pages.

College SearchCollege boards where alumni and current students post public profiles and resumes.
Flip Searching; Company, Organization, and Custom: Looks for dpgodfitinks in resumes.

e Company and organizational searches look for preformatted links in the body of a resume that are predefined ir
a list of resources. It will also use your key words to define that candidate like any other search, but as they
relate tothis list of resources;ompanies like Adobe and Micifs and orgareations like IEEE.

e Custom searches allow you to put in up to 425 web sites you want to see in a candidates resume you might like
to see on a search.

Desk Top SearchAilows a user to seargfourown computer forresumesfrom saved documents and Outlook
attachments. It is a powerful tool, but requires a software install to work properly: (3=sktop Search Install)
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When using TalentHook to sedx for resumeshe software usesimplified Boolean search string creatidfou will not

enter Boolean operators. The interface provides a virtual representation of the operators AND, OR and NOT on the

search lines that give an excellent visual of the Bawlstrings.

®. Refresh Query for Sales @

Query Information:  Search Type Resources Search Criteria |

Basic Criteria Show tips and techniques -

o

&ll of these: sales i
any of these: v
and any of these: | (v

Mone of these: ¥

Boolean: sales

Candidates in: E;ﬁllrstates I Max candidates per site: 10 Hits v

Detailed Criteria

These fields are supported only by some payboards and freeboards. Click the colored icons next ko
each field for more information, L

Location
(5) Search by state: (") Search by zip code:
Al states e nalm 20 miles H
[Tinciude those willing to relocate »  [] Only those autharized ko work in the US = v

[ Refresh ][ Save ” Cancel ]

Example C

For example: instead of building a search using AND and OR operators all you will have to do is plug the keywords yot

would like to find in resumes into the appropriate fields in our search criteria interfdseExample C (aboyas a
reference point.

e G! ff 2FANDKESEI af$hé keywords you use in this line have to appear in the rejume
e G! yeé 2 ¥ ORK fugeShis line to choose a variable you want torsmeer a single word/phrase)
1. 9EF YLX S { G NRFFWNOSEY MONEHBZ2HFFAOS h w GYa 2FFAOS

e A!YR lye 2F (KS&aS¢ fAySoao Ffft2ga F2N) vdzZ GALX S
e b2y S 2IFEXAKSI@NSoperator, so it would be the same as using NONE or NOT operators.

Gereral Search Tips

e Run very specific searches first to locate top talent, then systematically broadepgtemtial resultsby

NEBY2@Ay3d 2yS {S@¢2NR G IlreathiforeStaish y3 GKS WwwSTNBaK

e ALWAYSIse lowercase letteringeven withacronyms or words you are used to seeing capitalized!

e &S av!he¢!l ¢Lhb{¢ F2NI 1Se& g2NRa GKId o6St2y3a Ay |
1. Example£d YSOKEF yAOFf Sy3aAySSNE a2l Neverqiv® dsthfleward NE

¢ NEVERIse Boolean Logic operators such as cosymdD, OR, NOT, IFetgeteras

e NEVEReaveonlyonekeyw® Ay (KS Wlye 2F (KSaSQ aSoiArzy
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Free Boards

ahwé

e alyeé 2F (KS CNBS .2FNRa R2 y2i &adzLlL}2 NI (G4KS
GFrasSySyi

e {2YS CNBS . 2INRa R2 VY2 (yodndayheedtdiadjustLIK NI &S &
e LinkedIn provides extended criteria that can enhance your search
o {LISOALf b2GSY LF¥ @2dz 32 AyiG2 wSaz2dz2NOSa FyR OK?
that the Search Criteria tab will offer Zip Code as a segutibrg this will limit you so probably should
not use this option.

LinkedIn does not provide resumes, it provides profiles; you will have to choose the link that is provided
at the top of the profile to go to LinkedIn to contact this potential candidate.

5AR @2dz {y26X

You can turn off the Boolean simplified search operators that appear when entering your key words. This will take awa
the visual reference when applying key words that appesween them.
e D2 (2 PaSNJ { SGihAyTay Ha t NS F[SNBYL
2LISNF G2NB 6KSy G(GeLAy3d |jdzSNe {Se

= &
N )

R2 Yy dof G NDK ({ S
NRaé¢ @
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Flags

There are small colored squares next to the fields on the search forms that are colored red, yellow and green. These
WFE I 34Q NI LINE do8sy/ Theyhotel tihtNdut r¢sdurcgsZDick, dManster) either support or do not support
those fields.

e Greenc all resources support those fields
e Yellowg one or more of your resources do not support that field
e Redg none of your selectd resources support thdield

If the field is RED do not use that to search with; it could affect your overall results of the search negatively.

If the field is in YELLOW try avoid using it; ideally the field will only be seen by those fields that support it but use the

GOEBRYRNAGSNAI & 2LIGA2Yy 606KSY I @FAtlotSo (G2 SyKIyOS @

Alerts

A red triangle and a pepp message will appear occasionally and bring up some important information. The quality of
your search results will be affected withowaognizing what this is bringing to your attention. Please read the issue in
the alert and adjust the search accordingly for the best results.

Missed Alerts
Mouse-over the red triangle or the colored flag to see a pgpmessage that will explain the issii it cleared before

you could read itlt will display and provide options for correcting the problem.
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Upon submitting/refreshing a search you can now take a look at your results. Earlier we talked about leaving your
maximum candidates pesite at a low number like 10. This gives you the chance to make sure you are getting the right
kind of candidate bck and make changes without impacting your views on the boards with any severity

These folders are strong tools foranaging candidates as well as maintaining a clean work surfdezse are
organizational folders allowing you to set priority to your candidafBisese folders are usually used to go group your A
list and Blist candidates together respectively

¢ Hot Lst: usually a priority position where you might put a candidate waan ideal fit for the position
e Work List: usually where you want to set someone aside f@reety of reasons; a hold tank

Example One recruiter | know will search candidates and whieneviews his result he
AYYSRAFGPRAAGGOWD2NB2LE S KS fA1Sa YR GKSy wwSe2SO
jdz f ATASA GKSY gAGK . dzf | ab&YROSIQYR diL) @IND Y 2{GRSH00Y

Ml ~ ;"»;.\l R worke Boterc (v

Resuome  Woateg Detsd  Bavwoer

»
Qo As v | [rowe v | [A] [K]F] weywor d¢ ks

Pe -

FESME ~BACK TO TGP

drvwcian iy on and techrokagy rtegration n Mortheon Wegree, Addtonyl st include relatiomibe ard

Ge
0, S ategc 3 tacticy D wng and PR managenet of both sl and vevy e pe budgets

5AR &2dz 1y26X

e You can drag / drop a candidate you like from one job to another Hot List or M&brk
e The Jobs tab will show you if this person is on another job as Hot List or Work List; it will also show a colored in
icon on thke candidate resume in the list

The Hot L§t and Work List folders can be very beneficial for any recruiter, because it provides a consolidated list of top
talent from all the various areas of the internet TalentHook makes availdiilese folders will be very useful for
recruiters that are fillig similar positions regularly.

The search is a valuable tool with 8 categories, Work Listed and Hot Listed candidates will come together in those fold
where they can be managed as a whdtenakes working with a variety of search categennore efficientin the

current version one job can have ookeight search categoriesach; so on€ay Board Search per job. If you want some
suggestions on managing your folders or have any related questions about TalentHook functionality, plesateaognt
trainer or email us afraining@talenthook.com
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TalentHook Functions and Features

There are a variety of functions built into TalentHook designed to further advance the efficiency and performance of
yourday, which is the ultimate goal of this product. By using all the features in TalentHook there is a great opportunity
to free a lot of time in your day of more menial wakd provide it some level of automation or streamlining.

Some of these features ihcle:

e The Agent: Automate your searches and have candidates waitingdiareyiew when you come to work
e Lookup:Quickly lookup any candidate in TalentHook and their resume

e Bulk Mail:A tool for marketing your open position as well as networking yamndidates

e Exporting to ATS (Applicant Tracking System)

e Exporting to Microsoft ExceCall lists, reporting and more

e Submittal: Get a candidate to the hiring manager right away

e Tracking: Knowing what you have done and being able to instantly follow up

e OFCe
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The Agent will allow you to run searchasa designated window of timdt can run vihether you are sleeping at night
in an interview with a candidatet lunch otyou can set your agent to work for you while you completing other
tasks.The Agent will run in the background without disturbing you even if you want to run it while working on other
projects. This is a great way to multask and be twice as productive.

The Agent is located at the top ldiand side of your TalentHook screefo activate the agent you will need:to
e OKSO] GKS a9yl of S [hand yide ofdhs agiddindowl & G KS G2L) £ ST
e select the timeframe you would like the agent to run
o rule of thumb: give the agergtpproximatelylO minutes for each position ydwave open
e 4SSt SO0 GUKS awz2o a S-haSd3idleio?tlesageiitwindotb choosSekvBat jdbg add de&3chds
you want included on the Agent search.

" Agant Configuration %] | *7 Agant Configuration X

Jettngs i Job Seloction  Last Rends Tehtings - Job Salection | Last Reals
!Elmw pree ) Job Status ) Mansger Company -
el 0500 AM_ LML 07.00PM 88 Every E]M,' g :-I:: :‘:t-:v of Category Ma E‘:D::\g‘e'r ::I‘I::"oa‘v
£ doven Talerdbooh after gark Frishes rﬂ]::‘” O “cpen  FoodSskes Darve Badey d Corpany
T Nean TalertHook sreers vicumoed whan soent s 'r': e % 8 70
V] Tressday 0O “cpen Ml machinist Darve Balay *d Corpany
Wi refreching quedes [Flrriday O “Cpen Outside Sz Rep Dave Badey ¥d Corpany
e (2 Ristan Wew' statuss on exiting candidates [ Jostrdey O Open  Sekes- e Dave Badey Ed Compeny
§5.C730% M it o sy e Clswsas B s it ot
0O “open Chrica Somnktist Josh Barnatt d Corpany
[V]Ensbie emad potficotons O “cpen ra Josh Bernett ¥d Covpany
O “cpsn Peldapphostion Ergreer  Josh Bernatt ¥d Company
riarmeryeaenthook, com ¥ cpen P2 Ingrest Josh Bernstt ¥d Corpany
4 : O “cpen  JaveDepelozer Joch Cecoatt ¥d Corpany
[F1 50 oy emad a5 5ot o Tabentiiook 0O open S4% prograTmers Jozh Dernatt ¥d Corpany -
¢ >
| Open Qusres [7] o sebictind s oedy
e TN | W | T (T
Example A Example B
Select'queries for auto-refresh X
REMEMBER!
e When you add new jobs and/or searches to the JHeme Keywords Lostyn
ftw il h I dd th M€ open web Search  all: “java developer” j2ee 3/30/07 10:’
SO are yOU wi ave_ tO manua y a them to ! College Search all: food 11/14j06 1:&
the Agent if you want it included in fute (& Free Board Search Al java vb 1/29/08 4:2
. . @ F r
Searches; it W|” not assume s Pay Boar_d Search  all: sa_les _ 5/10/07 7:4
. . . ﬁTech -Flip Search  Any: java j2ee c++ c# 3/13/07 1.2
e After the Agent completes it search it will leave ¢ MR 0rg- Flip Search  Any: java j2ee 4+ 3/13(07 1:
report of theresults on the Last Results Tab %Custom Flip Search  Any: sales java developer j2ee 11/14/06 1
(Sh own on Ex ampl e B) Deskkop Search all: sales 11{14/06 1
e To get that report sent to you complete the < = | .
a9y lofS SYIFIAf y2UuATAOIl [ Selectall || Cearal |
[f— || Cancel |
Example C

The Agent is a very powerful tool that can provide you significant freedom from manually pngntipé software to
search each time individually. There are a couple more important things to remember:

The computer must be on and TalentHook running in order for the software to complete its function
If the computer goes into sleep mode or hibernatiowill not run
Be aware of any Network Security Policies that might be a barrier
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The Lookups designed to give you quick access to any candidate in TalentHook who is listed by their name or email
addressand make itappear as iffou were waiting for the candidate to call you bagkefeature in TalentHook is
simple, but extremely valuable and effective.

The Lookup Button is actually 2 buttons. The top half will provide a default view for quick access while the second half
allows you to choose if you want to loalp any Company, Manager, Job or Candidate in TalentHook.

i . Talemtsinos %~ Laokup X
P — Flnd
1 Pﬁ oo By 2 s | y i =
2 @ s Bl 1e ol ? :3 G P s I H Canchdate:‘ ' Cancel |
e p- [An 8 Sebea Agemt }_A oot R Erer- e l«ho’ MY Feverse
. Si Colee M vt~ .—;— Report  LookD Criteria:
O e Ly ot N - —
. = | Cwnpury Name contains - l Matt [ open || Goto |
& Tobrdock - Nl Loewy ﬂFree Board Searct § e | z -
- W l.-d Deard xb Status Mame Email Job Manager
- ‘_‘ k."{'z: 1 : A g = l MNew Matthew J. McConnell mjmeé43@ps... Web Design Jesse Ba...
) Haodut - T Y g | Worklist Andrew Mattocks andymat@b...  Mill machi... Dave Bai...
@ Wolh & el Bcb Comend sgaLTen New kmatthew@gladstone.u...  kmatthew@... ‘Web Design Jesse Ba...
= . Q Oneios - :"" :'"":l"”" " "°: oy None Matt Sisk sisk@mojoto... Sales Bob Smith
e . o | "5 New sy Kevcher toguii.con New Judith A. Matthews matthe20@ Executive... Scott Ma
Dpen Wed Seach JAL “jave developer™ Ten) | S D DR . d
Cotegs Sesch |42 food] 3 r % New Jebrey Coctuans seguid.con None Matt Navach matt_nonam... Field Appl... Josh Ben...
Frne Bomd Samct JAK javn b (B New  Jude Raiherthg  scgukdein Hotlist Matthew Law matt@mibm.... Sales Bob Smith
' Pay Bowd Sesch JAR suies] § T Newe Mk Fuis scgkd cors New Matthew L. Barker barker@ms.... SASprog... JoshBen...
Tech- P Sesch fAny. jyva Roe ovs cB] TR New  MonLbthn gk cors
(g - Fip Seach oy s (2o ooe cB) | 5 New Wt Labvre weouid con
Custors Fip Semch gy ebes jwva dovelopes idew] | 4 Mone b beckio@osho  watin cagibitog :
Dedbicp Search 4 sales] | & Noe  osed@puedcn  cheagscagde g | 8 candidates found.
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Bulk Mail is a feature that will allow you to create one single email template that will be individually sent and completely
personalized to eacbandidate inyour list¢ KA a Y SI ya ( KS NBEathe®Bail ig Bdividually dent2oNJ . / /
everycandidateyou have chosen on your lisRecruiters will have the ability to email new candidétest are Hot

Listed, Work Listed drom any individal search like a Pay Board or Free Board; etceteras

The benefit of using your Hot List and Work List is that you have a combined platform for managing these candidates
that originated off any of your Boards that you can combine into a single group.

[

¥’ otH
B [T
{
o R e P NP
- o DYy sheerom Bt ravt BNV Ngmon
4 = 2 . = —
p=i ,) o By 8.5 SD - ¢ (3 3 ¢ i —
{5 Bxpand To - N - m
Openy  Dalete Refpsh Agent T Eport Puge Remeders Lockup  Achyly Revese P st 2o Comipton  Dueet Caddeta Yawe ¢ e Naw Oniy
< Z: Colaps= Al Ml | str Lste Report Lok v o e
Yoan ——
P~ B Mad }
& Takenfiiock - Matt Lenay % Pay Board Search ' Sales * Bob Smi e
— ¥ 2re Chert
= & Bob Sawth Statas Name Souce
Sde 5 Norm Sran Obva onaler com
# Hethy y Noee Confidental monshes.com
& Womklt s Neoa Matize Gacs monster com
€ Quos -
h‘o,c' E R 3 ’ Q,; Workiet  Borese Amenda monsier.com
? Open'web Search [A “lawva developer” (loe] O v cib et Chisty K Monsler CON L L
. :’::“‘x_ BC'T,":" W 'fojl R O Woldst  FraserMuny monstes com
&R Free h».md.: such (&4 t-.'n.rl:-‘do_‘ O /ot Mebsss Seidal Honsnboak - Taet ol L
« PawBoxd Search G4 sales) v A e AN
Example C Example D

e Click the button Bulk Mail (shown in Example C)
e Adialogbox will open confirming your email address (you cannonglzahat here if it is not right; see User
Settings). Click Next.
e Review the list of users that shows up and look for a couple of things:
o that there is a proper name (full name and first name) if you plan on using the candidates name in the
email.
0 checkedcandidates will be included in the mail message; check and uncheck the ones you want to
include verses exclude.
e Missing candidates from your list? Who is excluded?
0 note the top of the window where there is a list of exclusions; these are useful toolssth mo
circumstances. This view can change depending on what list you are using to send mail on.
e Onceyouconfrmyad A &G A& | OOdz2NI 4GS o6f S @S at NSB@A2dzaft e . dzf |

e (reate the email that will be individually sent to each candidate you selected in the previous sdiserihe
GLYaAaSNI /IYyRARFGS Dbl YSéeg 2LWA2Y | FiiydNdoddikeNe éntaif talzi | G
reflect just the candidates firstnan@K S O] (G KS GCANBG bl Y St LhyyatSeNsli 2 LIyARZAYF
b I Y all shown in Example D)

0 cool tip:whenyou setup your job descriptiowhen you created your job profile you could insert your
template, thenwith a single clickour entire lettg insertso € Of A Ol Ay 3 aLyaSNI w2

0 You can also import or copy/paste from a template you created in MS Word or Notepad

Try using the bulk mail feature to Network with your candidates. For example, you could verbiage lik& G KA a L.
isy20 GKS LISNFSOG FTAG F2N) eé2dzx odzi &2dz {y26 AT az2vYS2y¢
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internet in many cases, and contact candidates that may not even have their resumes online.
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Create your email in the buK I A £
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side of your screerExample A
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To access the description field for each position you can-alitk o the folder for the job on the Iefhand
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Example A Example B
3) AtSNJ @2dz Of AO1 dahLISyé |[Eo. ,
1 Message:
(ExanIeuB(?pen'{ln the pentfr ofAyour' screen. S e
4) b20AOS UKl GKS a5 Svad il tarert o G i

will need to paste your email in the description
field and then click save at the bottom of the
window.
Now, when youare ready to send a bulkail for
that job all you need to do is select who you wa
to send the email to and when you get to windc
to build the context of your email all you will
@S G2 R2 Aa OfA0] a
the email will immediatelypopulate for you.
2 KSy GKS dSYLX I GS Aa
5SAaONRLIIAZ2YE odzid2y A

5.)
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Below is an alternative templatgou can easily cut/paste to being your process to a quick and easy template!

Hello @firstname,

| found your resume online and you looked like a great fit for the position below. Please contact me
at your earliest convenience to discuss this great career opportunity.

~~~Copy and paste job description here~~~~

***This position may not be the perfect fit for you, but if you know of someone with the experience
we are looking for please forward this email along to them or feel free to forward me their contact
information.
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TalentHook is established with a number of premium Applicant Tracking Systems (ATS) so that migrating a candidate
from TalentHook to your system is fast and ed®jfentHook is not designed to be an ATS because it does not have the
same functionality, buthere are some who rely on the History Preservation to track their work even on a limited scale.

Is your ATS missing? You can request it be added after viitinéwww.talenthook.com/atsfor information on tow
to get your system added.
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To export to your ATS (if included):

e WAIAK(G /fAO1 2y GUKS ylIYS 2F GKS Ol ydovinRienh &eexaynple. & S f

e {SESOG GKS 1 ¢{ @&2dz I NB Symieingragire {ha Yo8 prdvitéhibuhligyang & ¢ N
password, so enter if needed.

e CKAA gAff GKSY LINRPYLII G(KS SELRNI 6AYyR26> aAYLX @
bottom of the window.
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http://www.talenthook.com/ats
http://www.maxhire.net/
http://www.recruiterseek.com/
http://www.recruitersnetwork.com/
http://www.pcrecruiter.com/
http://www.workstreaminc.com/
http://www.smartsearchonline.com/
http://www.tngglobal.com/
http://www.cbizsoft.com/
http://www.mrinetwork.com/
http://www.irn123.com/
http://www.sendouts.com/

Exporting inbrmation on candidates is fast and easy which can be used for a variety of reasons. Often it is used for a
calling list or some internal reporting. Reports are easily generated from a variety of resources in the candidate profile
but it does not export thectual resume itself.

Tt
3 & letye
b ) S =TT e———
Lhan
. a - B A 3) d; ;a - ; & . taae Josd lsmsss  Cesiytas
el - O Muibvte - wtar. b
- - - fowt || 0k (Bl ha sy Lt A w Doasas L . relyens oo
o DfIree  Oodry st i -
" opas - D'res e Stertty s
£ Thvmoch e ia ¥ AR . 4 Dol Sewthy - 2ndd Qllore [ i n Praoe frelde
) 32 Dy B . Dt Sande 0¥ | 4 o
S v ~ T B e It ek ”
- - Mg 1 200 L85 A M ¢ D*vwe .. " o
. thww - Ny W o 5N D e - Cone - M o |
e rearate con N 0 200 A Jatsa O 5 e e My
[ v - M w 5 EL T 05w P e erat: Me 1 p—
o B oes - Mo 18 20 £ A Litean 0 - ¢ iy Sev
O wids N T 0 USCHOWIN 05 e ] Me Dnden. Taiss  Marapesas, .
O wods Mg 10 M6 % e n s — ’
il Prom  Cokdwiw [IESpa N T 700 540 7 00w Propet M = S
of Pk Wil s -t It can N 1L 26 INMamans  Parmeme Somnen il -1 o) b Codiom shuivd LAV, W
o 1 e Gaced

To export data to Excel is fast and easy:

e Choose Export List from the menu at the top which will give you options; choose Excel Work Sheet
e A dialog box will open
0 make sure you a showing check marks on your list, if not cheslset all or pick and choose.
0 after selecting desired candidates choose next
¢ The you can choose the field you would like to see reported like Name, City State, etceteras.
e Choose Export to see the information automatically format on an Excel Worksheet.

DoQi KI @S 9EOSt 2N gkyid Fy20KSNI F2NX¥I (K
e /A0l 9ELRNI [A&lBH (GKSYy OK224S8S ¢SEG CAfSH X 6KAOK

Want to export data for import into Constant Contact or other resource?

e Click Export List > then choose a delineatathtt that will easily import into other databases

Original document by Matt Lemay
Edited 7/1/08 by Scott Kraske



This feature will allow you to quickly submit a resume to a hiring manager. When youaghifp be searched you
have a chance to enter a Hiring Manager (like Bob Smith in the Example)o€eldw software also provides you a means
of submitting a candidate directly to the Hiring Manager and will also create a Tracking Note
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¢ Rclick on the candidate you want to submit over to your Hiring
al Yy 3SNI I yR OK22&a$S {doYAlG /1
e You willget a confirmation for your email; click Next>
e You will get a confirmation for the job; click Next>
e ¢CKSYy &2dz gAff aSS I F2N¥Y T2
subject line will automatically fill in
your signature should already fill in
complete the body; a note you mighe¢sd along
Ot A01 G9RAG 9 ' 0dGFOK wSa
MS Word and give you a chance to edit the resume
o close the resume and you will see it attached
0 press Send and the email will go out
e Note: if you click on the Tracking Tab you can sedatipo that
the candidate was submitted.
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Now, you and your office mates can share tracking information in TalentHook sb yduck @2 AR & ( SLILJA y 3
toes while working together.
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Example A Example B

In Example A, this is the way of checking on individual trackinggpelidate)that was demonstrated in training. A lot of
processes you do in TalantHook will be saved in Tracking thanks to History Preservation (an option in your User
Settings). You will see your tracking notes as well as other co workers who have adtiorizaccess.

Tracking on individual candidates shown

0 some tracking is automatically generated like for bulk mail and submittals
0 some tracking is generated by the sourcing person by clicking the New button

e { KINBR ¢NIO]lAY3I A& IpDlAXKIM INGBIRS GaNd OPIANA|l MYUBYEKS d{ K2
o only people in your office can see Shared Tracking

In Example B, there is an additional Tracking View. Note the Tracking Tab under the job profile where you can see all «

your tracking notes but excludes shared tracking notesill{provide you a list of the activity for the candidates in that
job. You can see the same under the Hiring Manager view.

Job Tracking and Manager Tracking only apply to local (not shared Tracking) per job
Tracking as it applies to the group of candidate
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