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Bulk changing Progress State or Action Date
(for a group of candidates)

This is done from the Progress Selector form. You can select the relevant progress lines in the selector
form using the filters.

«w/ Select Progress E\@

All ~ Action Date 28/06/2021 - to 02M2/2021 . State Al ~ Close | Help ‘
Detailz | Expand | acancy ‘ Applicant Count Update
Filter Process Applicants ‘ Process Companiss. Process Contacts Process Vacancies | Fitter
Stored Fitters | Consultant | Company | Wacancy Applicant State | Reference |Tem|:-| Action Datel Rejection Reason
Reports p|sCOTTM A& N Stephens Ground Worker Riley Vance Placed 8876 10172021
Mail W SCOTTM™ A& N Stephens Ground Worker Ca=zey \Vargas Placed 9876 1001172021
Mail Merge
: SCOTTM A& N Stephens Ground Worker Martin Ayala CV Sentto ... 9876 10M1/2021
SCOTTM A& M Stephens Ground Worker Skyla Glover Placed 9376 10M1/2021
SCOTTM A& N Stephens Ground Worker Maxwell Harvey CW Sentto ... 9876 1012021

Or you can take selected progress lines to the selector form from either the Short List within a
vacancy or Progress due for Action screen within the Desktop form.
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Withtwokds —Timesheet Dis. | Not selected
Tmeshests Search | Add | Remwe] Send Docs Send Details Send CVs Placement
Site Details Filer Wap Mot Finished Show Previous St Copy Short List Select A
Web Publish .ﬁl ﬁl Expand I Process | Prunessnpplcam] Appdcant I Exciusive | Show Hidden I
Miscellanesus
: Action Progress Pearson Rejection Last
== Applicant |Enrrsulﬂnt Data | Slata c B I'llenrew‘ Time Motes ‘Pny Position Eﬂ:lhne‘ Select
| Casey Vargas SCOTTM | 03/11/20 | Placed Current t  |AWR NOTA: Dr.. M O O
Shift Templates = . .
Rayyan Branch SCOTTM 05110020 |Awaits Co.,. | Current & | Argenta Private., | N O O
Documents _|Brian Byrd SCOTTM |D51020 | Awals Co.| Current 5 | A&M Stephens [N O 0O
Mot T _|Lenny Case SCOTTM | DS/10/20 | Awails Ca...| Current 5 | L ;1 ]
Harry Davenpori SCOTTM |01 0V20 | Awails Co... | Current 5 A& M Siephens.. | N ] [_:I
SEETENCE " |BrunoHammond  |SCOTTM |05/10/20 | Awaits Co...| Fre registr... | 5 | W O O
Compliance = =
Questionnaire
Mewlify Seraan —

Either select the required candidates by ticking the Select boxes and click Progress
the progress lines you have ticked to the progress selector screen. Or click Process

ALL the progress lines to the progress selector screen.

|, which will take
which will take

From the Progress Selector, go to the Mail Merge tab and click Change State/Action Date|. Make the

relevant changes and click O_k|

Go back to Vacancy Records
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Go back to Hints, Tips & Shortcuts menu
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