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eScreener helps you recruit efficiently by managing your recruitment effort. It helps you increase the quality of your recruitment
efforts and you'll spend less time wading through the quantity.

Stepl: Create a requirement in eScreener. eScreener automatically notify your placement consultants about requirement.
It also broadcasts your requirement to various free job site and job classifieds. You can also advertise you requirement in
Paid Jobs Portals/News Papers.

Step2: eScreener automatically retrieves candidates response from your mail, and creates a resume repository. It
automatically sends out notification to candidates via email and SMS to take screening test along with a URL. (For the
jobs that have screening test enabled)

Step3: Candidate takes online screening test. eScreener records candidate score and notifies you about email about a

successful candidate.

Step5: eScreener helps recruiting agent in recruitment flow by assigning Candidate to different users, building
candidate/resume repository, building history of candidate interaction, providing a powerful search engine to search you
resume repository/candidate database.
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Use internet explorer or any other browser and
go to url http://www.escreener.co.in. Click on
the existing clients login link a new page will
open asking for login id and password. Enter
your correct login id and pasword and click on
submit. If you enter login id or your password
incorrect an error message saying wrong login
id or password will be seen.
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After logging into eScreener, it would bring
you to Dashboard. This is the screen that
gives you overall information about your
eScreener Account. From here you can
see various graphs about number of
candidates applying for job, number of new
candidates applied your recent
communication with  candidates and
various other information. Screenshot
below show Dashboard that is visible after
login. It can be used for various functions
like posting a job, changing user profile,
changing user password. Etc...
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Select post new job option from the options

menu and a new page will open asking you or
the job information. Following details will be O
present.

Job title: It is the job that you want to post
on escreener.

Job description: It gives the description of
the job that want to post. Basically it should
describe your requirements for the job in
detail.

Job category: If you want you to place your
job in a particular category create that
category and associate that category with
this job.

Email settings: These are settings related

to email account where you expect

candidates to send resume.Escreener would

automatically connect to your mail seerver and download resumes for quick action. To access your email account where you
want your resumes you will have to provide your email password.

Screening Test : If you want to have pre interview screening for this job, you can create a screening test and associate it with
this job. Whenever a candidate sends a resume, system would automatically send a mail to notify candidate about screening
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along with URL.

Search string: If you are sharing email
address for multiple jobs, a mail with this
particular keyword would be only
considered for processing. E.g.:- You
have two jobs. Sharing one mail id.

Delete mails: If you have selected yes
than after downloading resume of the
candidate that mail will automatically be
deleted.

Start Date and end Date: start date
signifies the date on which the test is
supposed to start it can either be the
current date of any other date after the
current date. And end date signifies the
date on which date is supposed to end it
can be any date but should not be prior
to today’s date and prior to start date.

Contact no. and contact person:  Here
you have to specify the name of the
person to whom the candidate is
supposed to contact no. where the
candidate should contact him.

Location/Qualification/Skills:  Enter location for the job, required qualification and skill required for this job
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Select manage jobs option from the options menu and a new page will be displayed containing a list of jobs. Using this interface
you can active/inactive/delete jobs. Activate jobs are available for public view, i.e. candidates can apply to active jobs, however
inactive jobs are not visible to outside world.

Note: If you are a user and you want to delete or change status of a job posted by admin or another user you donot have
permission to do it. If you are a admin then you can delete as well as change the status of any job posted.

Select post test option from the options menu a new page will be displayed. Enter test title, test description,cut off ,test titming
and no of sms and then click on save.

Test Title: It is the title of your screening test.

Test description : Describes about the screening test.

Cut off %: It is the minimum marks that you want a candidate to score to qualify for the interview.

Test timing: It is the duration of your test it should not be greater than 180min.

Afteou will be dr saving this information yirectyed to a new page where you are supposed to add questions to your test.

Points to remember while adding questions.

A test consist of one or more questions of same or different weightage.
Question set: A question set consist of one or more questions of same weightage. One question will be selected from
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each question set in a test.

A question should have more than one
answer options only one can be
correct from it.

For creating a test, create a question
set first and assign some weightage to
it.

To add questions in a question set,
select that question set first write
guestion in the text area for questions
and click on add button.

To add answer options to questions,
select that question first write answer
option in the text area for answers and
click on add button.

A copy and paste functionality is given
to copy/paste a question set or
guestion.

Also you can use copy/paste
functionality to copy
guestionset/question from other
test/subject.

A subject is a collection of questions.
Various subjects are pre-defined by
escreener. Questions in these subjects
can be used for creating tests.
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There are several ways to add candidates to the system.

Manual Addition by HR or by Vendors (Recruitment
Consultants)

Click on new candidate option in the options menu a new
page will be opened. Browse for candidates resume
and click on submit. Candidates resume will
be parsed and all the relevant details like
candidate name, contact no., email id,
technology, roles, domains will be
filed automatically. Select the job
and click on apply
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Candidates can also be added directly to
eScreener by candidates themselves or
anyone not having access to system.
There it would show a list of jobs available
for your company and they can simply
select a job and apply from there.

Automatic Candidate addition with
Email Integration.

eScreener can automatically connect to
your mail system and can retrieve
resumes every hour and add those to your
database. This is fully automated process
and doesn’'t require any manual
intervention.

Bulk Resume Upload

If you are just starting using eScreener
and already have a database of resumes,
you can upload you existing database to
eScreener. We currently support Outlook
Express Folders, Outlook Folders and Zip files.

Please refer to following manual for more information on Bulk Upload.
http://www.escreener.co.in/escreener-web/docs/lgload. pdf
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To search candidates in escreener select search
/update candidates option you will be directed to
a new page. Select various parameters like
assigned to, desire job, etc. and click on search.
All the candidates will be searched on the given
parameters and the candidates satisfying all the
parameters will be shown in the list below.

Assigned to: It specifies the user to whom
the candidate is assigned.

Select job: searches for all the candidates
that have applied for the selected job.

Select test: searches for all the candidates
that have appeared for the selected test.
Select status: searches for all the
candidates whose status is as selected.
Select vendor: searches for all the
candidates that have been referred by the
selected vendor.

Keyword search: searches for the given
keyword in candidates resume.

Cut off score: searches for all the candidates whose cutoff score is greater than or equal to the entered value.
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1) If you want to search candidate who applied for particular job or candidate who take particular online screening test then first
select particular job/test and search.

2) If you want to search candidate of particular status i.e
a) Interview Scheduled b) Resume received ....
Then first select particular status and search.
3) If you want to search candidate added by particular vendor then first select particular vendor and search.

4) If you want to search candidate assigned to particular user then select particular user and search.

5) If you want to search candidate of particular sector/domain i.e
a) Finance b) HR c) Travel & Airlines then first select particular Primary domain.

6) If you want to find candidate added in particular folder i.e
a) java candidate b) c++ candidate ¢) HR candidate then select particular folder and search.

7) If you want search candidate having particular experience then first enter Minimum/maximum experience and search.
7) If you want to search candidate having particular skill/technology/roles/domain or having particular qualification or candidate
belonging to particular location then first select appropriate select box and search.
(For above select lists you can select multiple option by using ctrl + click )

8) If you want search candidate using score in online screening test then just enter Score in given textbox and search.

9) You can search candidate using multiple combination of above option.
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10) You can also search candidate using keyword search by just typing desired keyword and checking particular checkbox i.e
a) check communication if you want search in communication you had with candidate
b) check comment if you want search in comment you mark for particular candidate
c) Check resume if you want to search keyword in resume.
d) if you don't select any checkbox then search will be done on database.

After getting candidate search result

1) you can send SMS/Email to candidate by clicking icon below candidate detail menu

2) you can update candidate profile by clicking icon below candidate detail menu

3) you can see communication history between particular candidate and you by clicking icon below candidate detail menu
4) you can add candidate into particular folder by clicking icon below candidate detail menu

5) you can update status of candidate by clicking link below status menu by clicking icon below candidate detail menu

6) you can view the resume of particular candidate by clicking icon below candidate detail menu

7) you can send bulk Email/SMS to candidate by clicking icon in Bulk Email/SMS box.

8) You can export candidate search result or resume of desired candidate by clicking particular icon in Export box.
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Search Results page is the key page from
where you can do most of the action.
Screenshot below shows you various
actions.

———
\

CNA Analytics © 2010 — Escreener Manual




H

To update a client click on clients name
under the client details column you will be
directed to a new page where you can see
all the details of the candidate and update
whichever field you want to update and then
click on save.
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To update a candidates status click on staus of
that particular candidate a new page will open in
a new browser window showing complete status
history of that candidate change the status of that
candidate and assign him to a particular user, add
comments and click on submit.
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Click on the edit user profile button provided
in the header a new page will be opened
showing all the details of the user make the
changes that you want to make in the user
name,contact no.,email id, SMTP
username,SMTP  password,SMTP  host,
pasword and click on save. A success
message will be displayed.

NOTE: you connot change user login id.
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To change the pasword click on the
change password link in the header. A
new page will open. Enter your old
password and new pass word and retype
password and then click on submit.
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To view or update the client settings click
on the client settings icon in the header. A
new page will open showing the client
details of the client. If you want you can
change all the fields and then click save.
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To add users click on add users in the
options menu. Anew page will open. Fill all
the mandatory fields and then click on save.
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To manage users click on manage users option in the
options menu a table will be opened showing you a list of
all the users. Tick on the check box provided for a
particular user. If you want to activate a user click on
activate. If you want to inactivate a user click on
inactivate. If you want to delete a user click on delete. To
change the details of a particular user click on the user
login and you will be directed to a new page showing you
details of that particular user make the changes and
click on save.

NOTE: If you are a admin you cannot delete or
inactivate yourself.
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To add vendors click on add vendors in the
options menu. Anew page will open. Fill all
the mandatory fields and then click on
submit.
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To manage vendors click on manage
vendors option in the options menu a table
will be opened showing you a list of all the
vendors. Tick on the check box provided
for a particular vendor. If you want to
activate a vendor click on activate. If you
want to inactivate a vendor click on
inactivate. If you want to delete a vendor
click on delete. To change the details of a
particular vendor click on the vendor login
and you will be directed to a new page
showing you details of that particular
vendor make the changes and than click
on save.

CNA Analytics © 2010 — Escreener Manual




I &!1%

Recruitment Reports

When an account is created in eScreener, by default
system generates around 50 reports in your account.
These system generated reports should fulfill your
general purpose needs. However, there would be
times when you want a report that is not provided by
system. eScreener allows you to define custom
reports as per your requirements.

To access ‘Reports’ Functionality, click on Reports
menu on the top and then go to recruitment reports,
and click on manage reports and it would show you
reports available in your account. In the list it shows
you various details, like Title of the report,
Description of the report, Owner of the report, and
when was report modified. You can edit a report by
clicking ‘Edit’ icon. You can edit a report only If you
are an Admin user or if report is owned by you.

For reports those are created by other users, you
can run the report but you would not be allowed to
edit it.

Next icon is for “Running the report”. Please note if

CNA Analytics © 2010 — Escreener Manual




you are a non HR user or a vendor, you would be only
shown candidates that are assigned to you or that are
submitted by you.

Let's say there is a report that is not provided by
eScreener and you want to create it. Let's say you
want a report that would give you details about
“Interviews Completed” for last one month for a specific
user.

You can easily create you custom report by clicking on
New Report in “Reports Menu”. You can enter a Report
Name and a Description. In the criteria section, we can
select “Interviews Completed” status in the statuses
drop down and select the user for whom you want the
report.

You can enter -30 in the relative day’s text box to tell
the system that you need report from today to -30
days. i.e. for one month.

Next you can select what column you want to include
in the report.

Columns are classified in 3 different heading i.e.
columns related to candidate status, columns related to
candidate, and column related to Jobs. You can select
any columns from any of these three drop down.
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Let select few columns.

You can save the report and when you go
manage reports this options, you can run
the report from there.

Apart from specifying status criteria, you
can also specify criteria related to Jobs,
Assigned to, etc. So using eScreener you
can create as many reports as you want
and can specify you own criteria to develop
custom reports.

To clear you in a better way, you can
follow
Following steps:

Type Report Name.

Enter Report Description.

Now let define report criteria. you can fill up
any of following fields according to your
requirement.

a)Jobs. (returns all candidates applied for

jobs)

b)Assigned to. (returns all candidates that

are assigned to particular user(s))

c)Vendor.(returns all candidates that are
submitted by particular vendor(s))
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d)status change date. (returns all candidates whose status has changed between specified dates.

you can also provide relative days, e.g
0 [means today],-1[yesterday],+1[tommorrow]etc.)
e)statuses. (returns all candidates whose current
status belongs to selected status)

4) Finally you can define columns to be included in
report and save it.

5) Go to manage reports, where you can see newly
created report in list.

In the same row, you can see two icons:
a) to edit report
b) to run report, which actually returns all
candidates matching you criteria.

In this overview we would show you how you can use

When an account is created in eScreener, by default
system generates around 10 reports in your account.
These system generated reports should fulfill your
general purpose needs. However, there would be
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‘Requirement Reports’ feature of eScreener.



times when you want a report that is not provided
by system.

eScreener allows you to define custom reports as
per your requirements.

To access ‘Reports’ Functionality, click on Reports
menu on the top and then go to requirement reports,
and click on manage reports and it would show you
reports available in your account.

In the list it shows you various details, like

Title of the report, Description of the report,

Owner of the report, and when was report modified.
You can edit a report by clicking ‘Edit’ icon.

You can edit a report only if you are an Admin

user or if report is owned by you.

For reports those are create by other users, you

can simply run the report and you would not be
allowed to edit it. Next icon is for “Running the report”.
Now let’s run one report. Let’s run report
“Requirement created last year”. Clicking on the “Run”
icon opens a new window with the report.

You can export report to excel format or print it directly
from the window.

Similarly, system provides other reports as well.
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Let's say there is a report that is not provided by
eScreener and you want to create it. Let’'s say you want
a report that would give you details about
“Requirement created yesterday” for a specific user.

You can easily create you custom report by clicking
on New Report in “Reports Menu”. You can enter a
Report Name and a Description. In the criteria section,
we can select the user for whom you want the report
and select “New Requirement ” status in the statuses
drop down.

You can enter -1 in the relative day’s text box to tell
the system that you need report for yesterday.

Next you can select what column you want to include
in the report.

Columns are classified in 3 different heading i.e.
columns related to Requirement Status, columns
related to Requirement Detail , and column related
to Client Detail. You can select any columns from
any of these three drop down.

Let select few columns.
You can save the report and when you go manage

reports
options, you can run the report from there.
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Apart from specifying status criteria, you can also specify
other criteria’s according to you requirement.

So using eScreener you can create as many reports as
you want and can specify you own criteria to develop
custom reports.

To clear you in a better way, you can follow
following steps:

1) Type Report Name.
2) Enter Report Description.
3) Now let define report criteria. you can fill up any
of following fields according to your requirement.
a)Assigned To. (Returns all requirements that are
assigned to particular user(s))
b)Agency Client. (returns all requirements for agency
client(s))
c)contacts.(returns all requirements for contact(s))
d)status change date. (returns all requirements whose
status has changed between specified dates.
you can also provide relative days, e.g 0 [means today],-1[yesterday],+1[tommorrow] etc.)
e)statuses. (returns all requirements whose current status belongs to selected status)

4) Finally you can define columns to be included in report and save it.

5) Go to manage reports, where you can see newly created report in list.
In the same row, you can see two icons:
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a) to edit report
b) to run report, which actually returns all candidates matching you criteria.
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A default recruitment process is defined by the system
which defines various stages of recruitment process,
for example, resume received, resume reviewed,
resume rejected, Interview schedule, Interview
Completed, Offer Issued, Joined etc...

Clicking on this icon opens customization page, here
it shows you various stages of your recruitment
process. Here on this page, it is showing you default
recruitment process as generated by escreener.
Rows in this table show you various stages of your
recruitment process. Columns in the table give stages
of the process that follow after given stage.

However, recruitment process that your organization
follows may not match with default process defined by
escreener. In that case you can use customization
feature of escreener to customize your Recruitment
process. You can use customization feature by
clicking on ‘Define Recruitment Process’ in the
header.

For example, if a candidate has
‘Resume Received’ status in the system, user can not
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select ‘Round One interview Completed’ status. User can only select ‘Round One interview scheduled’, ‘Round One Telephonic
Interview Scheduled’, ‘Resume Reviewed’,” Rejected’.

Suppose your recruitment process requires those candidates should be screened by HR over the phone before any interviews
are scheduled, you can do that. Let’'s add a new status ‘Telephonic Screening Complete’

You can add a status by clicking on ‘Plus’ icon in top left hand corner of the table.
Clicking on that icon opens a new window where you can provide details about status.
Enter status description as

“Telephonic Screening Complete”

Next field is for “Description to candidate”.
This text is shown to candidate when he
logs into career portal. Let enter

“Initial Telephonic Conversation complete”

Next field is “message to be sent to candidate.
This text is used when you select “Yes” for
“Should send message” option below this text box.

Let’'s say you want to send an email to candidate
after Telephonic screening is complete, you can
select yes for this option. Doing so would open
an email window when user selects this status for
a candidate. We will enter value in this text box
in the end.

For each recruitment status, you can have up to
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5 custom fields to store information specific to

that recruitment stage. For example, for this status,
we may want to store information about who
conducted the screening. Let add that field.

In the field name, let enter label as “Conducted by”
Field Type is type the value that is expected.. i.e.
whether it is Date, whether it is a Number, whether it
is a String i.e. Text, or if it is a userid.

As we would be storing information about the user
who conducted the screening, we would select user.

Next is field restriction. i.e whether entering
information in that field is mandatory or not.

Let’s say after Telephonic screening you want to send email to candidates thanking them. Enter that value. If you want to send
the value of any field in the message enter that field in curly braces eg {field1}. It tells system that this text is to be replaced with
value of field1. This is very handy when you are scheduling interviews and want to send confirmation mails to candidate with

interview schedule date and times

Now let’'s submit the changes. It would come back to previous window where you would see a hew row and new column has

been added to the table.

Here you can define where and when this new status can be selected.

As we want candidates to be screened before any interview, we would allow only this status after resume received.
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Let change that. So you un-check first round of interview scheduled status and check your new status.

Similarly, for all status you can define workflow of you
recruitment process.

click on submit to apply these changes.

In this way your custom recruitment process is created.

b(

1) eScreener has a built-in resume parse that can extract
various details from resume. It can automatically get Name,
email, Mobile, Skill, Location, Qualification, Experience,
Roles, Domains, Technologies from the resume.

2) Support all document format like Doc, Docx, txt, html, pdf

etc...

3) Support various domains, like I.T, BPO, Hospitality, Parma,

etc..

4) Ability to define your own skills qualifications etc for

Resume Parser.
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5) To parse your resume all you need to do is to login to your eScreener account and click on new candidate in the menu bar.
6) Browse for the resume that you want to parse by clicking on browse button and then click on submit button.
7) eScreener’s comprehensive parser will parse the resume and will auto populate the required fields in the verify details form.
8) Hence the parser will help you parsing candidates resume

and reduce your work in making manual entry for each

candidate.

#
Here is how you can parse your job requirements:

1) Login to your eScreener account and select new job option
from the menu bar.

2) If you have all the requirements in a textile copy paste its
contents in the Parse job section. And click on parse.

3) eScreener’s comprehensive parser will parse Your
requirements and will auto populate the required fields in
the job information form.

4) Hence the parser will help you parsing job requirements
and reduce your work in making manual entry for each
Job.
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You can post your jobs on various sites like Twitter, facebook,
simplyhired, oodle, recruit.net etc. through eScreener.

Here is how you can do this:

1) Create ajob on eScreener.
2) Go to Home page, click on feeds under the quick links
section.
3) Many feeds along with their urls will appear.
4) All you need to do is to copy the URL and post it on its
corresponding site.

Here is example hoes you can post you job on twitter:
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1) Create your account on http://www.twitterfeed.com it is a website which helps you post your jobs on twitter.
2) Login to your twitter feed account.

3) Create a new feed by giving it any name.

4) Login to your eScreener account and click on feeds.

5) Copy the URL next to Twitter option and paste it in twitter feed page in the feed URL section.

6) Click on test feed button.

7) A message parsed successfully will be displayed.

8) Click on continue to step 2.

9) Under the available services section click on twitter.

10)Click on Authenticate twitter account button and enter your twitter account user name and password.
11) Once you have authenticated your twitter account click on Create service.

Twitterfeed will automatically get the updates from escreener and post it on your twitter account.

In the same manner You can post your jobs on other sites as well by visiting those sites.
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eScreener has a list of many primary domains to select from however
there is a possibility that the domains given in escreener may not
match with the domains that you desire. Here is how you can create
your own primary domain on escreener

1) Click on customization in that select new primary domain.
2) Enter your primary domain and then on save.

eScreener has a list of many skills to select from. However there is a
possibility that the skills given in escreener may not match with the
skills that you desire. Here is how You can create your own skills on
escreener

1) click on customization in the select new skills.

2) Select primary domain under which that skills comes.

3) Select the type of skKill.

4) Enter your Skill name.

5) You can enter upto 5 keywords for each skill which specify the
different ways in which a candidate can write that particular
skill in his resume. For eg: the skill .net can be written as .net or
dot net or .net framework or Microsoft .net etc. so you can specify
all these skills in the keywords.

6) click on save.
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eScreener has a list of many qualifications to select from however there
is a possibility that the qualifications given in escreener may not match
with the qualifications that you desire.

Here is how You can create your own qualifications on escreener

1) click on customization in that select new Qualifications.

2) Select primary domain under which that qualification comes.

3) Select the level of qualification.

4) Enter your qualification name.

5) You can enter upto 5 keywords for each qualification which specify
the different ways in which a candidate can write that particular
qualification in his resume. For eg: the qualification Bcom can be
written as BCOM or B.com or Bachelor of commerce etc. so you can
specify all these qualification in the keywords.

6) click on save.

Hence you can customize and create your own skills, primary domains
and qualifications on escreener.
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Job Portal

1) Your job portal will be created automatically by eScreener
using URL provided by you at the time of registration.

2) You can simply visit you job portal by clicking url you
provided at the time of registration.
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1)

2)

3)

4)

You can customized your job
portal by clicking icon (job
customization) in header after
sign in .where you can change
header /footer or body of your
job portal.

If some problem occurred in
your job portal you can
restored default setting by
simply clicking restore default
setting button.

You can select template for
your job portal on same page
under heading Job Portal
Layout.

By providing outgoing email
setting eScreener can send
various mails to Candidates,
Vendors, Users using your
email address.
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Using eScreener software, you can send mail to candidates,
contacts and vendor. At the same time, you would like to have
feature that maintain your communication history and display
recent messages(including replied messages from recipients)
and our software handles it very sincerely.

If you login to eScreener, you will see our home page, which
provide you various information’s. On the right side of page,
you will see almost 50 messages sent in "Recent Messages"
box.

If you want to see more messages, click on "view more" link,
which opens new window for you and check out all messages
sent. You can also search messages according to date and
communication type i.e Mail or SMS or both
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If you wish to search sent message with some keyword in
message, you can do it here by typing desired keyword in
keyword box.

If recipients(s) replied to your message, you can check it
as well in this communication history window. To see
replied mails, click on "plus" icon.

To see complete message, there is icon for each row, just
mouse over it and you can see complete message.
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You can also, reply to that particular message by
clicking another icon.

We have communication History for candidates search
page, agency client page and contact page.

On the right side of home page, in the top you can see
number of messages received from candidates and
agency clients.
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