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2 Document Template Administration:

This facility allows the creation of document templates required for correspondence via letter, e-mail and
SMS text message. Additionally, this feature also allows the output of custom built Excel exports. In order to
administer this feature of Eclipse, select ‘Document Templates’ in the Maintenance menu as shown below.

nee Re o anage 4.0
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Cut Cor
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Select ‘Document Templates’
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User Options
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Selecting ‘Document Templates’ activates the following window: ‘Maintain Documents’. This section of the
Maintenance menu initially provides 26 standard document templates suitable for outputting either letters or
e-mails through Eclipse. These templates utilise a mail merge feature for quick and easy output of
correspondence. Further templates can be added to this section as and when required. Additionally,
templates for excel exports can be configured here and text messages templates for use in conjunction with
the SMS bolt-on feature.

On the left of the screen, documents are categorised by the section to which they are pertinent e.g. Client,
Candidate etc. The type of document is easily identifiable by the logo displayed next to each document
record in the list.

o —————— On the left of the screen, )
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Selecting a category in the tree view on the left (e.g. client) will display a list of ALL document templates
within that section, regardless of type, in the window on the right.

To view specific document types only, e.g. word documents, relating to that category, simply select the
‘Word’ icon within the required category. The results window will now display only Word document
templates. The same applies to E-mail and SMS templates and excel exports.

Opening other sections (e.g. vacancy) is achieved by clicking the ‘+" in the tree view in the left hand window.
As per the above image, the three ‘document type’ icons appear.

At the bottom of the document category tree, there is a section entitled ‘MS Word Template Masters’. This

section is broken down into the various sections in Eclipse and displays Microsoft Word Master Templates.
These templates are often the starting point when creating new template documents.

3 Creating a New E-Mail Document Template:

To create a new e-mail document template simply select ‘Add New’ to open the screen below:

-

.l.'!,‘s
25 Add New Document ‘/ﬁelect a ‘Type’ and ‘Output Type’
from the drop down lists.

Type: |Eandidate
Output Type : |Emai|

] ) N
MName :[|rtroduction Emeil | Enter a ‘Name’, and if desired, a
Desciiption : ‘Description’ of the document
template.
_

@ Claze | H Save

J
a

T

L] 14
ol
/

In order to assign the document to a section of Eclipse, select the document type from the drop down list.
Next choose the ‘output type’ e.g. Word / E-mail / SMS / Excel from the drop down list.

Assign the document a name. This will be used for selection purposes when sending correspondence.
Adding a description for reference purposes may also be useful. Selecting ‘Save’ at this point will present the
following ‘Document Details’ screen:

Y = [ =S - Select the desired
Document Details database fields by

Avaiable Fields @2 tlcklng the box to
RefNo:[ociosss  DeteRegisimed [1a/57/2076 Candidse Dasfizg -
¥ Candidate Forename the left.
Type: [Candidae Candidate Sumame
Candidate DOB

Output Type - [E mal Candidate NI
Canddalte Nationslly
Name - [inaduction Emal E::::j:z i;
Canddate 43
Dessrptian Candidate At \
Cenddate Postcode Include the
Canddate Countiy )
Canddale Location
. candidate
Candidale Location Region : :
Corgiate Hancorcns industries

= Candidale WorkPhone

Include the following as addiional merge fields => Cardidats MobilsPhone d ISCI pl Ines, s k| | |S y

I~ Candldate's Primary Discipline and the Fielated Industy v B — r A

I~ Canddate's Industies qu alifications and

I Candidate's Discipines —’\ /
r EMM‘___A@W/—

I~ Canddate's Qualications Candidate ordCFilename v

LlCaina=ch alopiote ey [ Select 4l [ Deseclect st | [ rvert Seleciin |
N 60 Fieids ’_f
Last Update: [15/07 /2016 17:11:00 ‘
BY: [Alex Elictt [~ Locked ~Jtmend Template SeleCt Amend

Template’ to open
the document for
editing.
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The left side of the window displays the document specifics e.g. Ref No., Date Registered, Type, Output
Type, Name and Description. In the bottom left hand corner, there is a date stamp detailing when the
document template was last updated and by who. When viewing a document’s details, these options are all
locked.

The ‘Available Fields’ section on the right lists all the available merge fields from the specified section of
Eclipse (in this example, the client section) which may be used in the document. Scroll through the list,
selecting the merge fields required for the template by ticking the box to the left.

Note:

Only select the merge fields necessary for the document. Selecting ‘all’ will slow down the data merge and
will increase the time it takes to send the e-mail. This is particularly important when creating templates for
mass mailings.

Once all the desired merge fields have been selected, click ‘Amend Template’. This will open the document
to be edited. In this case, selecting ‘Amend Template’ activates the ‘Amend Email Template’ window below.

E-mail templates can be created in either plain text or HTML formats. HTML allows for the alteration of fonts
and colours and the insertion of logos and images using the toolbar highlighted below. Such features are not
available for e-mails in the plain text format. The following example uses a ‘HTML’ format.

E-mail templates can be
created in either ‘Plain
Text’ or ‘HTML’ formats.
Select the preferred format
from the drop down menu.

&> Amend Email Template

Tuinsert a merge figld into the email template select the required field from the dropdawn list and then click. on the '+
biuttan nest o the section you tequie the fieid to appear in

o sl
oo
Subject - ﬂ ‘ -
2G| as@B=s = &=

Email Type

Mess:

age

HTML allows for the
alteration of fonts and
colours and the insertion of
logs and images

All template editing is performed using mail merge type editing functions. Database fields can be placed
amongst standard text which will automatically populate when a document is created.

Select a merge field from the drop down list on the right and insert into the template by clicking the ‘+’ button
next to the box in which the field is to be inserted.

I

Select the e-mail type (HTML or
Plain Text) from the drop down

To insert a merge field

mail template select the required field from the dropdown list and then click on the '+'
button next to the sect ai in

quire the field 1o appe.
Emai Type

To:[¢<Cient_Contact_Emalb> 2| [HThL |
ec [

Merge Field
Subject:[ = [Clent_Contact_Sumame ~

25| hsB===87U s FWRY
Message

Dear <<Client_Contact_Forename>>

Select the one desired from the
‘Merge Field’ drop down list

Follwing our brief telephone comversation please find attached detail of

To insert the selected merge field
click the green ‘+’ button next to
the desired section of the e-mail
I

Note:
Wherever a merge field appears in the template the corresponding piece of information will be pulled
through from the database and inserted in its place once the data is merged.

Page 5 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Document Template Administration

To create email templates containing company logos or coloured fonts, take advantage of the toolbar above
the message box. This will allow more adventurous templates to be created using fonts and font styles,
colours, tables, bullet points etc. Any emails created as HTML will also benefit from having the option to
include images such as logos and there is also a spell-check facility built in. It is also possible to create email
template using HTML code. Simply select the first button on the toolbar, ‘Toggle Design / code view'.

by
=
o
¥
]
14
L]
H
|
il
i

To create e-mails using
HTML code, select the first
button on the tool bar

To insert a logo select the
‘Insert Image’ button which
opens the file manager

Rolling the curser over any of the buttons on this toolbar will provide a tool-tip description of the button’s
function. This is the same as any other function buttons within Eclipse.

Once the template is complete select ‘Save’ on the above screen. Select ‘Save’ again on the subsequent
‘Document Details’ screen. The email template is then ready for all to use.

To edit an existing document template, select the desired document from the main list. The process for
editing the document template is now the same as creating a new one as explained above.

To delete a document template, simply highlight the desired template in the main list and select the ‘Delete’
button from the foot of the screen.

3.1 Editing and Deleting Existing Templates:

To edit an existing document template, select it from the list and open it by double clicking the mouse. This
opens a window entitled ‘Document Details’. The process for editing an existing document template is the
same as creating a new one as described above. To delete a document template from the list, simply
highlight the desired template and select ‘Delete’.

4 Creating a New SMS Template:

Where the SMS bolt-on is activated, the creation of SMS templates is almost identical to the process for
plain text email templates as outlined above. Select ‘Add New’ from the bottom of the initial screen.
Complete the details as required ensuring to select ‘SMS’ from the ‘Output Type’ drop down:

&2 Add New Document

J

Select SMS from the ‘Output
e [Canddate ) Type’ drop down menu
Qutput Type ,hl

Name : [Natification of potential vacancy

Description

)\

Enter a name and description
for the template as required

D Close I Save

\

Once complete select ‘Save’ to move onto the next step:

As per the example above for creating e-mail templates, select the desired merge fields for the SMS
message from the list on the right.
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2 Document Details EE

Select the desired merge

Cly .
=:-- Document Details

it fields for the SMS
Awailable: Fields i
RefNo:[poc10m3 Date Registered : [17/09/2008 Candidate Fayiate ~ message from the IISt on
| Candidate Status b | 1
Tope :[Candidats Candidate OnContiact the i g ht.
Candidate Locked
Output Tope :[Sh g Candidste LockedBy
| Candidate Tile
Name : [N otification of potential vacancy | Candidate Knownds
v Candidate Gender
Descrplion Candidate Fieferer 1d

Candidate Desiied JobTills |d
Candidate Experience Id
Candidate Drivinglicense
Candidate OwnCar

Candidate CiiminalfecordDietsis
Candidste CriminalRecord
Candidate Ethric |d
Candidate Holidays Acoed

el Candi o

[ Select Al [T Deselect All

Last Update : 126 Fields

By I Locked M Amend Template | @ Close ‘ I Save |

Select ‘Amend Template’
from the foot of the
window to create the
SMS message.

Once the relevant fields are checked, select ‘Amend Template’ from the foot of the window to create the
SMS message. For SMS messages there is a limit of 160 characters for the message body.

&5 Amend SMS Template 3

ag Insert merge fields by\

selecting the desired

fields from the drop down
list and then clicking the
green ‘+’ button next to

the relevant section.

Tainzert a merge field inta the SMS template select the required field fram the dropdawn list and then click. on
the '+' button next ta the section you require the field to appear in.

Megs i [ |

To:|

MNOTE: An SMS message can only be a maximum of 160 characters. If your message exceeds
this, including merged figlds, then the spstem will HOT be able to send the message.

Meszage :

TN

Once the template is
complete, select ‘Save’
and then ‘Save’ again on
the screen that follows.

_

Create the body of the SMS message in exactly the same way as e-mail templates. Insert merge fields by
selecting the desired fields from the drop down list and then clicking the green ‘+’ button next to the relevant
section. Once the template is complete, select ‘Save’ and then ‘Save’ again on the screen that follows. The
template is then ready to use assuming the SMS bolt-on had been activated.

0 Characters]

b Save

D Close

5 Creating a New Word Document Template:

Letter templates are created in a similar fashion to e-mail and SMS templates. First select ‘Add New’ from
the main screen and complete the form below with the relevant information:

Select ‘Word’ from the
‘Output Type’ drop
down menu

Tvpe [ Client hd
Oupu Tope [jmd <]
Hame - [Client Introduction Letter

Drescription

_

Enter a name and
description for the
template as required

@ Closs ave
ot Hs .

Select ‘Save’ on this window to open the ‘Document Details’ screen below. As in the above examples,
choose the merge fields required for the document by ticking the desired fields.

Page 7 Last Revised: June 2012



Eclipse Software Ltd Eclipse User Guide
2012 Document Template Administration

#: Document Details.

Document Details

Select the desired merge

avaiabl Fiss fields for the letter from

Refo:[pcTatid  DaleRedstond 1770372008 |1 Clent PeromnDiEperses . .
] Client DefautCurency u the list on the rlght.

Tvpe: [Clent (7] Client Invaice FaymeniTerms

] Client Inwoice Batch Includs
Output Type::fyjord || Client Invaice Batch Type

] Client Inveice Defaul &1

Name:: [Cient Intioduction Letter ] Client Invoice Defaul 42

] Client Invoice Defaul A3
Desciiption ] Clint Inwoice Defauk A4

] Client Invaice Defaul Pastcods

1 Gl Iveice FAD Select ‘Amend Template’

] Clint Division

EEE:: E;:\:ltjend\ﬂebsueEma\\Nullhtalmns from the foot of the
St L“Lt?i?,iww window to create the
D Chem Acwuanef Exported
o letter
[TIDeselect &1 5 /

Last Update o[ 7002000 157 500

By [yitoria Petker I Locked [tmend Tenplate |~ @ Cose | | save |

Finally select ‘Amend Template’ from the foot of the screen. At this point Microsoft Word will open and the
following warning appears: Select ‘OK’ to proceed.

Eclipse Recruitment Manager

Select ‘OK’ to proceed
and open the Word
document

i) ‘fou are about to open the document for permanent amendment.

Please make the necessary changes to the document, save and close Microsoft Word.,

Click OK to proceed.

A new Word document will not open as shown below:

@" H9- 0 y - DOC-10152 [Compatibility Mode] - Microsoft Word -
cay}
Home  Inse

rt Pagelawout  References | Mailings | Review  View @

e @l Al | el

% Match Fields 2] Find Recipient
invelopes Labels | StartMail  Select Highlight  Address Greeting Insert Merg |n|sh &
Merge = Recipients = Re(\p\enl List || Merge Fields Block  Line Field 2] Update Labels Results Qv Auto Check for Errors || Merge ~

Create Start Mail Merge Write & Insert Fields Preview Results Finish

EE X -\‘1‘\‘2‘\-3‘!‘4-!‘5-!‘5-!‘7-\‘8‘\‘9‘!‘1D-|‘11-|‘12-|‘13‘\-14‘\15‘!‘15-!‘17-!‘

Put your client document template here

The blank document template appears with the
‘Mailings’ toolbar already selected.

The ‘Mailings’ tab at the top of the screen allows the configuration of the document template e.g. inserting
merge fields etc.
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[x%Y 9B ) ¥ DOC-10152 [Compatibility Mode] - Microsoft word - o X
il
Home  Insert  Pagelayout  References | Mailings | Review  View

o S B s | (WAl bW
= 3 = 2 |
22 Match Fields 42]Find Recipient
invelopes Labels | StartMaill  Select Edit Highlight  Address Greeting Insert Merge Preview Finish &
Merge = Recipients = Recipient List | Merge Fields Block  Line Field~ & Update Labels || pasuits | - Auto Check for Errors Merge ™
Create Start Mail Merge Write & Insegt Fields Preview Results Finish

4

R RN R R R R R R R R R T

The ‘Mailings’ tab at the top of the screen allows the
configuration of the document template e.g. inserting
merge fields etc.

When configuring the letter, the merge fields chosen in the document details window in Eclipse can now be
added to the document amongst the standard text. Use the ‘Insert Merge Field’ button on the Mailings
toolbar as shown below:

Do)\d9 -0 )+ DOC-10152 [Compatibility Mode] - Microsoft Worel -7 x
Home  Insert  Pagelayout  References | Mailings | Review  View @

NG T S ERS N que o Wl oW
B G E
4/ Find Recipient
. Preview Finish &
Results | B Auto Check for Errors || Merge -
Preview Results Finish

. 3 Match Fields
Envelopes Labels | Start Mail  Select dit Highlight  Address Greeting rge|
Merge = Recipients ~ Recipient List || Merge Fields Block  Line Field~ | ] Update Labels

Create Start Mail Merge. Wirite &I Client_Reflo

Client_Name
Client_AL
Client_A2
Client_A3
Client_a4
Client_Pastcode
[Put your client docun Client_Country
Users_Full_Name
Users_Job_Title
Users_Email_Address
Users_Tel_No
Users_Mabile_No
Recard_Count
AutoMergeField

Select ‘Insert Merge Field’ from
the ‘Mailings’ toolbar.

The image below depicts an example template complete with merge fields:

«Client_Contact_Forename» «Client_Contact_Surname
«Clisnt_Namen
«Client_Aln

«Client_A2 The Word document
«Client_A3y . .
«Clicnt_44s with merge fields

«Client_Posteoden

should look something
like this.

Wedaesday, 09 May 2007
«Client_Refon

Dear «Client_Contact_Forenamen,

Tours sincerely,

To save the document template, select the ‘Save’ icon on the toolbar at the top of the screen and then close
the document. Finally select ‘Save’ again on the document details screen below. The word template is then
ready for all to use.
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&= Document Details

ri
Eé;" Document Details

Avaiable Fields 22

RefNo:[DOCi0oes  Dat= Registersd:[12/10/2007 Cliert LastContactedBy ~

v Clert Cortact Tils u Save the template as
Type:[Cient | Cliert Contact Knonnds .
Dt Ty e Clert unetechert: usual in Word then
N [ Gt it POt select ‘Save’ in the
Desciiption E::::: ﬁs’:\:‘f;;fr:gﬁeums DOCUment DetaI|S

Cliert Invoice Batch Include
Cliert Invoice Baich Type
Cliert Iwvoice Default 41
Clirt Irnvoice Default 42

window

Cliert Iwoice Default 43

Client Irwoice Default 44

Client Invoice Default Posicade
Cliert |rwoice FA(

2]

picn
[ Select Al [CDesclectAl | [ Invert Selection J‘
LestUpdate: [1270 000 00000 67 Flelds

B I™ Locked

@ Close ‘ H save ‘

6 Master Document Templates:

The previous section explained how to create a new word document template using merge fields. To save
repeating this process for documents of a similar style and format, Eclipse allows the creation of master
document templates. These templates will then serve as a starting point to any further Word documents
created.

Select ‘MS Word Template Masters’ from the ‘Document Category’ tree. The window to the right displays a

list of all the template masters regardless of which section of Eclipse they relate to. Clicking on the individual
section in Eclipse e.g. ‘Client’ will break down the documents by category.

&> Maintain Documents

1
Ei:" Maintain Documents

Documert Category X
=58 Elwnse Document Templates [ & | RefMa Type Mame Locked | All MS Word Template
= Client (W] Master Candidate Candidate Master Template Tiue H
M3 Wwiord [#]  Master Client Master  Cliert Master Template Toue Masters are IISted to the
24 Email (W] Master Contiact Ma... Contract Master Template Tiue rlght of the ‘Maintain
| sMs [ Master Candidate .. CV Templale Tue = e
= Dca”s::a\‘; " [#]  Master Inferviews M...  Interview Master Template Toue Documents’ window.
- - o (W] Master Plnvoice M...  Plnvoice Master Template Tiue
W shis (W] Master Timeshest Timesheet Master Template Tiue
£ Vaoancy (W] Master Vacancy M. Wacancy Master Template Tiue
w12 Intervisw
w2 Cortact
w1 Timeshest
w1 |
2 Gl Clicking on the
£ Candidate oor :
ey individual section of
Db Eclipse will break down
e the documents by
7 Categaries 8 Dacument(s) category.
[laddNew |kl Delete @ Close

To create a new master template, simply select ‘Add New’ and follow the same process as creating a hew
Word document template as outlined above.
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7 CV Formatting Options:

Where a candidate’s original CV is imported into Eclipse, the system automatically generates a send-out CV
which is stored in the attachments section of the candidate’s record.

Note:
This send out CV is not, at this point, suitable for issuing to clients, it will first require formatting.

There are two staring points for formatting the send-out version of a candidate’s CV within Eclipse:

e The send-out CV is initially an exact copy of the original which can be formatted and saved as
required. For example, the candidate’s personal details removed and the company logo inserted at
the top of the page.

e The send-out CV is initially a pre-configured CV template into which information can be added. This
ensures that all CV’s issued to clients are in the same company format etc.

Firstly, decide which option will provide the best starting point for the formatting of the candidate’s CV’s and
set the Eclipse Default Preferences accordingly. This can be found in the ‘Candidate’ tab of ‘Eclipse Default
Preferences’ within the ‘Maintenance’ Menu as shown below:

= & De Preference

[ Sage MMS T Invoice T Timesheet T Tempaid T Auta SMS T OLIPay

General Candidate T Yacancy T Temp Contract T Sage Line 50 T Sage Payrol

Select the required option: To
" Create initial send-out C from the original create the Send-OUt CV from
(¢ Create initial send-out CY from template the 0r|g|na| or from a
™ Automatically set send-out Cv's to approved I tem plate
v Make found own job employer mandaton /
Defaul Pay Type: [Bacs 5 \~ —
Include candidates, vacancies and contracts ~, TO bypaSS the EC|Ipse Safety
in division searches based on bath the records .
division and asa the related induslty and net and automatically set all
discipline d ) ‘ ’
e e send-out CV'’s to ‘Approved
Default Cand. StatUS:lAC[IVE j Se|ect thIS Optlon

r Treat pre-screened as ctive’ candidates for /
matching and CV seaiching

ag
) Close b Save

To create the send-out CV from the candidate’s original CV select the first box at the top of the screen. To
create the CV from a template, select the second box.

The final option relating to candidate’s CV'’s, is the option to automatically set send-out CV’s to ‘approved’.
This will bypass an Eclipse safety net which prevents CV’s from being attached to e-mails and sent to clients
before their status has been manually set to ‘approved’. This ensures that CV’s are not forwarded to clients
either in their original state or simply as a bank template.
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7.1 Creating a CV Template:

One method of formatting a candidate’s CV is to start with a pre-formatted CV template. This will ensure that
each and every CV appears in exactly the same format regardless of the content. To create a CV template,
select ‘CV Template’ in the ‘MS Word Template Masters’ section of the menu as shown below.

Do
Bismmer B 22
= 55 EcipseDocument Templates | A& | RefNo [ Type | Name | Locked |
={ Client (W] Master Candidate Candidate Master Template: True
M3 Word ¥ Master Cliznt Master  Client Master Template: True
2 Emai ] Master Corntract Ma, nitact Master Template True
5t [ [Master ] nplate
a5 Eﬁ' ] Master Intervien M...  Interview Master Template Tre
o V:ga‘m” ] Master Flrwoice M. Plnvaice Master Template Tre
o g 9] Master Timesheet .. Timeshest Master Template True
O e T Weseny M. Vatoney Hode Terpe Tue To create a CV template, select
i ‘ i ‘
28 fuesreel CV Template’ in the ‘MS Word
(] M3 \word Template Masters Template Masters’ SeCtion
7 Categaries 8 Document(s]
[EladdNew | EiDelste @ Close

Initially this document is blank. Format it by adding company logos and / or headers as desired. Once saved,
the margins, fonts and sizes configured here will be copied through to any candidate CV’s created via this

template.
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7.2 Formatting a Candidate’s CV Using a Template:

Firstly, create a new candidate record in Eclipse, attaching the original CV. Once the import has taken place
and the record has been saved, select the paperclip icon at the foot of the candidate’s record to display all
attachments. This will show a list with the two versions of the candidate’s CV:

| Candidate Attachments

\ ) Candidate Attachments

% All Atachments [___[ Date Attach.. | Categon [ Description [ Fiename:
Hone [ 02412/2008.. ©V Original Oiiginal OV CAN-14083 doc
2

[§ oenzz00s. o Send-oul CY CARPNGEZD.doc.

To open the CV template,
highlight and select ‘Open
Document’

Attachment(s)

#J0pen Ducumeml ) Dstete | [ladd NewEVl ElAdd Newl % AddEdi Photo |

Firstly, highlight the Original CV and select ‘Open Document’. This will open the candidate’s CV in Word.
Secondly select the Send-Out CV and open the document. Both documents should now be open. At this
point, the send-out CV is a copy of the CV template configured in the Document Templates section of the
Maintenance Menu. Format the CV as required e.g. copy and paste information from the original into the
template. Save the document as usual once the alterations have taken place. To approve the CV for send-
out, double click on the CV in the list to open the following screen:

* Candidate Send-out CV Details

D Candidate Send-out CV Details To approve the candidate’s

CV select:
‘CV has been approved for
send-out’

Candidate |

Time: Stamp : [31,10/2007 10:45:53

CY Description Isend-gul v
Filename : [C.-1 26226 doc:

Bk

i';_] Open Document |

{3 Close | k Save |

To approve the candidate send-out CV, select ‘CV had been approved for send-out’. The CV can not be
attached to an e-mail within Eclipse and issued to clients.
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7.3 Formatting a Candidate’s CV from the Original:

As with the example above, import the candidate’s CV into Eclipse. Eclipse will save a copy of the
candidate’s original CV and a send-out version of the CV. At this point the send-out CV is an exact copy of
the original. Open the send-out document and edit as required E.g. remove personal information and insert
the company logo etc. Once the relevant alterations have taken place, save the document and ‘approve’ as
described above.

7.4 Creating a Macro:

Where a candidate CV’s is to be formatted starting with an exact copy of the original CV, it is common to
remove candidate’s personal information and insert a company header before approving it for send-out. In
this case it may be useful to create the header using a Macro within Microsoft Word.

Macros are useful if a task is repeatedly undertaken in the same way e.g. adding a logo to the top of a CV.
This process can be automated using a macro. A macro is a series of Word commands and instructions that
are grouped together as a single command to accomplish a task automatically, for example routine editing
and formatting, in this case inserting a header and company logo into a CV. By creating a macro the header
can be inserted into a CV using a single command.

To create a macro, first open Microsoft Word. From the main toolbar at the top of the screen select the
‘View’ tab and then the ‘Record Macro’ button as shown below.

(=L | DK Documentl - Microsoft Word -5 x
4
b Home  Insert  Pagelayout  References  Mailings  Review | View @
BNE g (= v Ruler Documenttap | () LI one Page o % j 1) view Side by Side =
= Gridlines Thumbnails Vo Lm [0JTwo Pages | —! Synchronous Scrolling =3
Print |Full Screen Web  Outline Draft ) Zoom  100% Mew Arange Split . Switch | [Macros|
Layout | Reading Layout essage B = Page Width | window Al t Window Posit Windows ~ -
Document Views Show/Hide Zoom Window
-; ez g LRI - N I . S LT N T AL SRR SR A L © S N T B = N C R R
|

Start or stap recording a macro,

(@ Press F1for more help.

To create a macro, first open Microsoft Word.
From the main toolbar at the top of the screen
select the ‘View’ tab and then the ‘Record
Macro’ button.

Before recording the macro, assign the command a name E.g. CV Header. Secondly, select what the macro
is to be assigned to, in this example it is the keyboard. Finally, confirm whether the macro is to be assigned
to an individual document or apply to all documents. Select ‘OK’ to save.

Record Macro E|

Macro name: /‘/ Assign the macro a name
CV Header With Company Logo

\
Assign macro to

- oolbars eyboar / H
Tools Keyboard él Assign the macro to the keyboard
Store macro in:

All Documents (Normal.dot; Ras.

~—
Description: Store the macro against all documents
Macro recorded 10/30,2007 by Victoria Parker
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Where a macro is assigned to the ‘keyboard’, the following window appears. In the field ‘Press new shortcut

key’, enter the key sequence assigned to the macro. In this case it's ‘Ctrl’ and ‘H’ pressed together.

Customize Keyboard EIE|

Specify a command

Enter the keys sequence assigned
Commmands: to the macro

S L Select ‘Assign’ and then ‘Close’ to

Current keys: Press new shortout key: . .
e begin recording the macro

Currently assigned ko:  EditReplace

Save changes in: | Mormal -
Descripkion

Once the information is complete, select ‘Assign’ and then ‘Close’ to begin recording the macro. At this point

create the header for the CV. The process will be recorded by the Macro.

Word will record the text and / or images inserted into the document from this point. Select ‘Stop Recording’

(as shown below) once the action is complete.

AL ] g )= Documentl - Microsoft Word
]

Home  Insert  Pagelayout  References  Mailings  Review | View

= = V| Ruler Document Map | () ! |Jlone Page 1 % == |22 View Side by Side
J M g J J s =28 1] Two Pages _'i j nous Scrolling ﬁ j

Gridlines Thumbnails g
Print [Full Saeen Web Outline Draft § Zoom 100% New Arrange  Split R Switch | [Macros|
Layout| Reading Layout = Page Width || window Al n Position | windows ~ -

Document Views Show/Hide Zoom 2 view Macros

K s e s WG B B4 B @ Stop Recording

Pause Recarding

Select ‘Stop Recording’ once the action is
comnlete

@

£

The macro is now complete. As per the above example, selecting ‘Ctrl’ and ‘H’ together in any Word

document will now insert the header.
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7.5 Formatting CV’s using a Macro:

To put the macro to use, open the send-out version of a candidate’s CV. Remove any personal information
as required. As per the above example, simply pressing ‘Ctrl’ and ‘H’ together will insert the header into the
document. Once all necessary changes have taken place select ‘Save’ and close.

Once again, to change the status of the newly formatted CV to ‘approved’ double click on the document to
open the following window:

%4 Candidate Send-out CV Details

Select ‘CV has been
approved for send-out’
once all amendments
Candidate : Michas Atkinson have been made.

Time Stamp :[01,/09/2005 23:19:56 /\

CY Description : {5 end-out Cy /

Filenarne: : |

m Candidate Send-out CV Details

I¥ iCY has been approved for send-out:

] 0pen Document

D Close | H save |

Place a tick in the ‘CV has been approved for send-out’ box. The CV is now edited and approved ready for
send out to clients and potential future employers.

8 Creating a CV Coversheet:

In the instance where CV’s are sent to clients by standard mail rather than e-mail, there is a facility in Eclipse
to create and output a coversheet from either the client or vacancy records. By following this process in
Eclipse a coversheet is outputted but NOT the candidate’s CVs. These will need to be printed separately.

The purpose of this feature is to include these CV’s in the automatic CV Activity report and the auto shortlist

feature. The following explains how to firstly create the coversheet and secondly how to output the
coversheet and select the relevant candidates to be updated.

8.1 Creating the Coversheet Document:

The coversheet itself is created in the same was as any other document template via the ‘Document
Template’ section of the Maintenance Menu. Selecting ‘Document Templates’ displays the following screen:

& Maintain Documents

iy .
Fi'- Maintain Documents Create IthehCV coversheet
in exactly the same way as
Document Category 22
S T3 o oo e [ [rams [ s T a normal word document
=] Ciient %] DoC-10014 Plrvaice 15t Reminder Letter Tiue temp|ate
M5 word %] pocaoos Plrwoice: nd Reminder Letter True
| Emai -] opocamzo Vazancy A good candidate for you it
i shs —1
. [#] DOCANIOS  Candidete  Applicant Summary
HEE #] oocamio Client Application for credit
Oy Bl pooin T ekl N
O . ‘ , :
: BE”;:;? 2] DOCA0042  Candidate  Blark Candidate Emai Templste Trus Select ‘Add New’ to begln
DOCANNNZ  Candidate  Blark Candidate Letier Templatz Tie - i
8- Thioiae B oo oot ok et et vaton the document configuration
o [18] M5 Word Tamplate Masters ] pocooot Cient Blark Client Lefter Template Te
= M 0OCA0NS Clent Blark Text Template Tre process
L
] DOCANS0  Conbact Booking Confimation - Cancidate. ~ True /\ _
#] DOCAM4E  Conhact Basking Canfimation - Cient /
%] DOCAD4S  Conbact Booking Plan
%] DOCAmSE  Cient brachuz Tee
#] DOCAOOE  Inteview  Canddale Declay Tre
] DOCA00S4  Candidets Tre
] pocamiz Conhiact Tiue
21 oocama Intervieny G nterview feedback Tre
il poc-0074 Confim Contract Twe ¥

7 Categories 66 Documentls)

[D)addNew |kl Delets D Close
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Select the ‘Add New’ button to begin the configuration of the CV Coversheet. As usual select the type and
output type, provide a name and a brief description if required.

Note:
The template itself can only be outputted from either the client or vacancy records in order for the CV activity
and shortlist features to be updated accordingly.

Note:

The template itself can only
be outputted from either the
client or vacancy records

&5 Add New Document

Tvpe | Client -

QuipitType [yigd  +]
Mame : [ Coversheel

Description :

3 Close ‘ H save ‘

Select ‘Save’ to move to the next stage as shown below:

Configure the document template in exactly the same way as a normal word template. The only additional
step is to tick the box labelled ‘CV Coversheet’ as indicated below. Ticking this box will assign the template
as the coversheet and activate the additional features.

cument Details

Configure the document

template in exactly the

same way as a normal
document template

Document Details

Avalable Fields
] Client Refhio
Client DateReg

RefNo:[pocamet Daie Reistered  [gz/12/2010

Type: [Cliert Client: Hame:
Client A1
Oulput Type : fujord Client 42
Client A3
Name :[Cy Covershest Client A4

Cliert Postoode:
Description : Clent Country

Client Location

Client Location Region
Cliert Telo

Cliert Fasna

Clienit Websie
Client IndustyS ector
Client otes

Cligs

fent Contact Forename

R S elect Al [ Deselect Al
Last Update 79 Fields

By:|  Locked EAmer\dTemn\ate‘ @ Close ‘ B |

T
REMEMBER TO TICK:
‘CV COVERSHEET’

v
il Invert Selection ‘
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8.2 Outputting the CV Coversheet:

In the example above the CV coversheet template was assigned to the client, therefore the following
example shows the output of the coversheet from a client record. Output the document in the same way as
any other by selecting the ‘Output Letter / E-mail / SMS’ button from the bottom of the record as shown
below:

£ Client Details - Eclipse Software

Client Details | Branches/Financisl | Rates/Unsuitgen | Cand Shotist 474] | WA

Ref Ne:[cL 100012 Date Registered : [12/06/2005 15:10:44
Mame : [ clipse Software Sector:f| T
LT E— Recrment
Forlland Stieet
Manchester Client Status :[Fent
— =) Uses Competitor
Country - [Urited Kingdom hotes =|
Region : [N orth west
A [anchester
TelMo: (0161 800 2222
Fex o~ |ogo 03+ 0767 Consultart : [Car Robinson
I¥ Terms And Condiions Sent
(A el B il s Division : [Manchester I¥ | Active h .
Contacts: ["Name [ TelNo | Mobile: | Email [ Pasiton | FaxMao 2 OUIpUt the document n
'/ Steve Logan 08702002318 steveloga.. Managing.
) Andiew Cunning.. 0870 200 2316 andyo@r.. |7 Direstor the same way as any other
¥ Julie Logan julie2@e..  Managing. by Selecting the ‘Output

' Wictoria Ropee 0844 8802212 0778845798 wictoriaZ Hurnan R 0@44 880 2.

Letter / E-mail / SMS’
button

c \;as: 18/03/201010:41:14 - Victoria Parker - 1.02 Clisnt Follaw-Up Cal - blah blah blah
ontact

Wwlelr - hitp: /A recruitment-software Co Primary Contact

P Contacts Only a3
HIDEF ‘ﬁ|@‘§‘a|g|% Oban Notes | Sovacancy| [ZEat | @okse |

The usual Output Letter / E-mail / SMS screen is shown below:

+ Qutput Letter/Email/SMS

Output Letter/Email/SMS

Please select the document template you iequire to output. FII‘Stly Select the CV \
NETT [ Name | Deseription ’

DOC10110 Application for credit ‘pplication for credit Coversheet template from
0OCA0M0 Blank Cliert Emai Tsmplats This is & genssic mall templsts, addressed o ths chosen oortact the list

DOC-1000t Blark. Cliert Letter Template This is & gensic letter emplate sdchessed to the chosen contact

DOC-0145 Blank Tew Template -

00C-10088 brochurs .

DOC-DIS! ¥ Cavershest = /
DOC0136 riradhction .

DOC-10002 Irirochction Letter From Advertisement  This Isher 4o send to a new potential lisnt i respanss b0 a vac.
DoC-n2 Key Acoourt Propasal Template Doc: Tobe used when & propossl document is reuired

00026 Mtketing Moverer .

EEEEEEEEEE

Where required create a
— follow up task and contact
Name | Position | TelNo | Email | Mabile ae | | |Og entry
For:[vvictoria Fioyce
Categons |y—;[ —
Frioiity lh

[Mane) [None Selected)

Please select from the list belovs the intended recipient for this document,

Hotes ,—
I~ My Division's Contacts

[io Boreact requied ™y Cortact Onl I Greate  Ferinder Finally select ‘Finish’
[au:ance\| BBack | SNeat | [ Finish

Select the CV Coversheet template from the list and where required create a task and reminder by
populating the fields in the bottom right corner. Select ‘Next’ to display the following window:
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&@ Output Letter/Email/SMS X
[y .
Fi7 Output Letter/Email/SMS The following screen by
Display List of Candidates From defa.u“: dlsplays the |'|St of
This is a GV Covershest and | am sending Cv's for the following candidates - Main List | candidates currently in the
A Fief No Sumame Forename Discipline Tel Mo Stalus i i i
CAN14063 F-mgn-.n-..:-..un 0730 Manchester main candidate mterface/

Select the desired

candidates by placing a tick
in the box on the far left
_

1 Candidatefs)

13c.ance|| & Back | | @ Firish ‘

By default this window will display and candidates currently in the main candidate interface. There is the
option to ‘display list of candidates from’ in the top right corner. Select the desired candidates by placing a
tick in the box on the far left. Select ‘Finish’, to display the CV coversheet template and complete the
automated recording process.

Note:
The candidates selected will be shortlisted and the CV Activity report updated accordingly.

Note:
The candidate’s CV’s are not automatically attached to the CV Coversheet. The CV'’s should be printed as
usual.
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9 Outputting Documents:

The procedure for outputting documents e.g. letters, e-mails and text messages is the same in all sections of
Eclipse. Select the following button from within any Eclipse record. This will open the ‘Output Letter / Email /
SMS’ window as seen below.

Oa |
o3 |

This button can be found in the bottom left hand corner of every record in Eclipse.

9.1 Outputting a Word Document:

In the following example the ‘Output Letter / E-mail / SMS’ button was selected from a client record.

|
b Consullant : [Canl Robinson
-
Division :[Manchester F
Contacts: [Myame [ Telhn | Maile [ Email | Pasition | FaxMo Al
o Victoria Parker 09448802212 0778845798  victora2.. HumanR.. 08448802, |
+/ Andrew Cunning... 0870 200 2315 andyc@r.. T Director Select the ‘OUtpUt Letter / E-

 Steve Logan 0870200 2318 steveloga.., Managing..

Mail / SMS button from the
foot of the record

Last [75/00/201017:45,03 - Carl Fabinsan - 2.04 Cand Email Sent - T4 cal@aaiz.com
CwEtacl Subject: Interview Canfirnation for Software Sales Pasition
oa:

“WWeb : http:/ v recruitment-software. co.uk.

Mainlist N jati
EIEIE I =K Q| QIIW:?I aManNotes| ;.ev.acancy| [ZEdt | © Close |

The following window displays a list of document templates relating to the particular section open in Eclipse
e.g. Client. As discussed earlier, document templates are set up and maintained in the ‘Document
Templates’ section of the Maintenance Menu.

utput Letter/Email/SMS The ||St Of document \
i .
- Output Letter/Email/SMS templates shown in the top
section of the window
Please select the document template you require to output. .
[& [Refto [ Hame [Desarption relates specifically to the
Docaoin Application bor credit Application for credit SeCtIOI’] Of EC|IpSE the

DOCAD40 Blark Clent Email Terplate This s a generic email tsmplate adchessed to the chosen contact | .
pOCA000 Blsiik Clisnt Lt T smplsts: This s  gsneri lettst template adrsssed bn the chisen cantact £ record be|0ngs to. In this
DOCATT 45 Blank. Tet Template - .

DOC0038 Erochure - example, clients
DOCAmS! £V Coversheet - /
DOCAT 3 Intsoduction -

DOC10002 Inttoduction Latter From Advertisemert  This leter isto send to a new petential client n response (0 a vac...

pac1moz Key Aceount Proposal Template Doc - T be used when a proposal document is required
Dac1o 26 Marketing November -

EEEEEEEEEE

Once a template is

[pocamin [&pplication for credit . .
Ploase select from the list below the intended recipient for this document selected a list of potentlal

I™ Create a Task

Mame | Pastion | Tello | Email | Mabile
 Anchew Cunring.. 1T Dites.. 08702002316 andyci@rectut
 Julie Logan Managi ulis2@rectitm
/ Steve Logan Managi. (06702002318  steveloganre.

e
J VictoiaRopee Human.. 08448802212  vicloria2@recr.. 07798 45 798 eE
e

) TN

Noles : Finally, to create a related

task and contact log entry

ftere Logan LR r complete the fields in the
@ Cancel | | | s | bottom right corner B,

recipients is displayed

The process of sending an e-mail can be broken down into three steps which will now be explained:
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Step One:
Select the required document template from the list. The template type is identifiable by the icon on the left:

Step Two:
As this example relates to the client section of Eclipse, there are potentially multiple contacts. Select the

desired recipient from the list in the bottom right section of the window. Contacts will only be displayed if the
client contact merge field appears in the document template. If not, there is no need to select a contact.

Step Three:
Where required a task and related contact log entry can be created. Simply tick the box labelled ‘Create a

Task’ and fill in the required fields.
To open the desired template, select the ‘Finish’ button.

If the template is a Word document, Microsoft Word will launch. The document template will now appear and
automatically merge the information from Eclipse.

Note:
To preview how the document will look containing the information from Eclipse select the ‘Preview Results’
button before merging to a new document.

2 -
b ==/ Home Inset  Pagelaout  References | Maiings | Review  View L

[ oy e = 2 Rules ~ e [H 4t (| =
=i} ﬂ =] g wﬂ j j j j 2 & Match Fields ‘&{ 4] Find Recipient st

Envelopes Labels || Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge » Recipients - Recipient List | Merge Fields Block  Line Field Rezults | 2 Auto Check for Errors Helge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
[

[E— 15

To preview how the document will look

containing the information from Eclipse
select the ‘Preview Results’ button before
meraina to a new document. -

When printing or saving outputted Word documents, ensure to make any changes to the document whilst it
is still being viewed as a template, then use the ‘Finish and Merge’ option before saving or printing.

2 -
b ==/ Home Inset  Pagelaout  References | Maiings | Review  View @
e - AR e e
. i g JMaIch Fields 427 Find Recipient wed
Envelopes Labels || Start Mail  Select Edit Highlight Address Greeting [hselﬂie\ge Preview ) Finish &
Merge * Recipients = Recipient List | Merge Fields Block  Line Resuhs Auto Check for Errors r rge -
Create Start Mail Merge Write & Insert Fields Preview Results nish

[E— 15

Use the ‘Finish and Merge’ option before
saving or printing

These buttons are located on the ‘Mail Merge’ toolbar. Following the procedure outlined above will ensure
that any saved documents will contain the merged information rather than a copy of the template.

After selecting ‘Finish and Merge’, Choose ‘Edit Individual Documents’ The following pop-up box appears:
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-

Merge to'New Document &

Merge records

©:all To create the letter, select
) Current: record ‘OK’

) From: To: — T ~—

I Ok, il Cancel ]

Save the document as required and attach back into Eclipse if necessary using the lue paperclip icon at the
foot of any Eclipse record.

9.2 Outputting an E-mail Document:

If the document to be outputted is an e-mail rather than a Word document, once the recipient has been
chosen from the list of client contacts, the email template window will open as seen below. This process will
be the same for SMS templates.

B New Email Message

New Email Message

R o Make any alterations to the e-
oo — mail where necessary
Sublect  [Covem Ipsum | [ |
G DABEESTBIUS FERAY (voePdEEIS N

Message

=3

ummy nibh euismeod tincidunt ut

uis nostrud exerci tation

Kind Regerds, Select ‘View Merged Data’ to
A’“ o/, preview the e-mail

Andy Cunningham

Select ‘Send Test E-mail’ to
send a copy to the Outlook

~ Inbox

<
TABLE TROOY TR 1O TASLE TBOOY TR T

Attach -

GittachFie | % Atach Doc| [ARachCY | G2ViewMegedData| Send TestEma g O Ooe | Creae Emaits) |

Wherever a database field appears in the template E.g. <<Client_Contact_Forename>>, the relevant piece
of information from Eclipse will automatically appear in its place when the data is merged. To preview the
document select the 'View Merged Data' button. The document becomes ‘Read-Only’ until it is clicked again.

At this point it is still possible to edit the template either by adding additional text or merge fields. Merge
fields can be selected from the drop-down list and simply inserted into the template by clicking the ‘+’ button
at the relevant place.

Note:

The editing controls on the toolbar at the top can be used to format the email and perform a spell check etc.
This toolbar is only available for templates that have been configured in the HTML format and not plain text.
Plain Text e-mail templates can be easily amended to HTML in the Document Templates section of the
Maintenance Menu. Please see the ‘Document Template Administration’ user guide for more information.

To create a test e-mail, select 'Send Test Email'. This creates a preview of exactly how the email will look to
the intended recipient and sends it to the users Outlook Inbox.
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It is possible to attach a file to an email by selecting the 'Attach File', 'Attach Doc' or 'Attach CV' buttons.
These options will be discussed further in the next section.

Once the e-mail is complete select the 'Create Email(s)' button. This will create the email and present the e-
mail outbox ready for sending.

Note:

Where Individual consultant signatures have been configured in the User Administration section of the
‘Maintenance Menu’, they were appear at the bottom of the e-mail when the data is merged.
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10 Attaching Documents, Files and CV’s to an E-mail:

There are three options for attaching files to emails. There is a button for each option:
e Attach Doc
e  Attach File
e Attach CV

The image below highlights the buttons used for each action:

Attaching a file from
within Eclipse

Attach

J€ Delete Attach
@ chose | [ Ereate Emile))

£ Attach Fiie ‘ & Attach Doc ‘ [FJatachCy | &2 ViewMerged Data|  Send Test Emai

Attaching
candidate CV’s
from within

Eclipse

Attaching a
file from the
hard-drive or
network

10.1 Attaching a Document to an E-mail:

This section demonstrates the process of attaching a document already stored in Eclipse, to an e-mail.
Examples include: copies of terms and conditions, directions to an interview location, job specifications,
timesheets or anything that is attached to a record in Eclipse.

As per the above image, the ‘Attach Doc’ button is found second from left at the bottom of an e-mail
window. This button opens the following window and will allow the attachment of a document that is already
stored within a record in Eclipse.

Use Display! and Display List From’ diopcowin fss to show the lst of records you require and then ‘single click' a record ta display the st of attachments Select from client,
avalable. You can akso ‘double-click' the record to open the detals form. If you wish to add an attachment then click on the >* button to place the attachment B
in the 'File(s] to Attach list. Once ou have all the files you require please click on ‘Proceed. candidate , vacancy etc
By T
»||MainLis = ShowList T
l =l Filefs) to Allach ST N _
| RefMo. | Client Name | Contact | Locatom Type | Desciption Filena.
3 CLFD0M0  And Then There'wasL..  Brooks, Paul Manches —
£ CLFD041  Camenter & SonsLimied  Wercer, Mary Twicken \ . TIT
3 CLA00BZ  Drivelink Hardcastle, Ml Croydon - Select from ‘main list
£ CLFDOZE  Hindmarsh Logos Hindmarsh, Mark  South ‘ ,
£ CLDMS  HSBC Leasing Kemey, Omar  Manches or ‘show all
4 OLAD002  Intellsoft UK Lid Cunningham, 4n..  Manches -
£ CLFDODS  Interstyle Ciothing Kumar, & Manches
£ CLFDO0S M &CContrastors (Live.. Spercer,Amy  Liverpool
4 CLADOB  MarkskSpencers(lon..  Tumer, Mike WestLon
£ CLFDNO  Nailer Chemicals Lid Nailr, Bcb Doregal
£ CLADOSE  NewColimited Logan, Julie Manches =
Attachment List
| Type Date Attached Description | Filen.. |
>
&0pon Documen: @ @

When the ‘Attach Doc’ button is first selected, the window in the top left corner will be empty. The first step is
to select whether you want to attach a file from a Client, Candidate, Vacancy record etc. This is achieved by
choosing a record type from the ‘Display’ drop-down menu as shown below.
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In this example, the document that is to be attached to the e-mail is currently saved in a Client record.
Therefore client is selected from the drop-down list.

Dizplay

| Client

Select a record type from

Candidate 1 the drop down menu.
Wacancy

Interview

Caontract

Timesheet
Invoice

Use the next option to either display the list of clients that currently appear in the main client interface
(usually the results of a search) or show the complete list of clients in the entire database.

Digplay Lizt From :
b air List

Select either main list or
show all

Once the relevant options have been chosen, select ‘Show List’. The results will appear in the top left hand
list in the window as shown above. As per the example below, select the desired client from the list. A list of
attachments connected to this record will appear in the bottom section of the window. To view a file, simply
highlight it and select ‘Open Document’ or if preferred, like elsewhere in Eclipse, just double click on it.

Use 'Display' and ‘Display List From' dropdosn lists to show the list of records wou require and then ‘single click” a record ta display the list of attachments
avallable. ‘You can also 'double-click’ the record to apen the details form. If you wish to add an attachment then click on the "' button to place the attachment
in the Filels] to Attach' list. Once you have all the files you require please click. on Proceed.
Display Display List From :
[ Cliert | [MainLis | Showlist A & Remove
| Fief o Client Name | Contact [ Location [ Mo ~ | Type | Description | Filena_ |
£F CLF0026  Hindmarsh Logos Hindmarsh, Mark.  South W...
43 CL-0043  HSBC Leasing Kemey, Omar Manches
&F CLM0002  Intelisoft UK Ltd Cunningham, An...  Manches..
&3 CLH0003  Interstyle Clothing Kumar, & Manches... -
£F CLMO0008 M &C Cortractors (Live...  Spencer, Amy Liverpool -
& CLMO0035  Marks & Spencers [Lon..  Tumer, Mike WestLon.. - -
£3 U000 Waller Chemicals Ltd Nailer, Bob Donegal -
& CLHO0058  Mew Co Limited Logan. Julie Manches... - .
(3 CU00589 OColtd Smith, Michael  Manches. - Select this button to
[ ] [ cLi-100012 | Recwiment Software 5... | Logan, Julie o[- attach the highlighted
£3 CUA0007  RollsRoycs Intemation..  Royee, John SouthWw... - ™ || . .
Ahmen T file to the e-mail
| Type | Date Attached | Deseription | Filen |
%y Document  17/04/2007 15.00:11 Logo rsslo... =
%) Document  29/03/2007 10:30:17  Name Gathersr - Sales Director  Nam K
% Document  0310/200511:0242  client contact 031...
10pen Document & Close @Proceed

To attach the selected file to the email, first highlight it and then click the arrow button shown above. The
selected file will now appear in the list of ‘Files to Attach’ on the right hand side of the screen. Repeat this
process until all the desired files have been attached.

To remove a document from the ‘Files to Attach’ list, simply highlight it and select ‘Remove’. When you have
selected the desired documents, click proceed to attach them to the email.
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10.2 Attaching a File to an Email Template:

Selecting the ‘Attach File’ button activates the normal Microsoft Windows file manager box. From here
search for and attach any file from the hard drive or network. This works in the same way as any normal
email attachment.

10.3 Attaching a CV to an Email Template:

Attaching a CV is achieved in exactly the same way as attaching a document. The example that follows
assumes that a shortlist of candidates has been prepared and transferred to the main candidate interface.

Select the ‘Attach CV’ button to activate the same window pictured above in the attach document example.
Eclipse will automatically display the list of candidates shown in the Main candidate interface. Where there
are no candidates present in the main candidate interface, the following message will appear.

This warning will appear

\l) ‘fou currently have na candidates in your main list, if no candidates are
present in the main
. vindow

If this warning appears, to locate the desired candidates either select ‘Show All' from the ‘Display List From’
drop-down and then select ‘Show List’ or return to the main candidate window, search for the required
candidates and then re-select ‘Show List'.

@ Attach Documents =

Use Display' and ‘Display List From' dropd lists to showe the list of d: d then ‘single click’ d to display the list of attachment: H H
T S A N e Do bt i e o ot e Select the candidate from the list
in the 'Filefs] to Attach’ list. Once you have all the files ye .
Display Display List From
Candidat - tain List - kIR
| Candidate =] [Main List = Showlis A %) emnvaL
| FiefNo. | Sumame | Forename Mo [ov [ov.| | Type | Desciption ="
CAN-10150  Houstan Michael 0 2 1 H ’
oo Mied g 2 p Select the candidate’s CV from
CAN-10152  Allen Andiew 0 2 1 1
CAN-10153  Matthews Fob 0 2 0 the IISt
BAEEEN leduag 0 [2 |
CAN-10155  Shaw Julian 1
CAN-TNSE  Reed Siman o
CAN-T0M63  Christie Fraser John 0
CAN-10185  James Davis Eric 0 H ’ 1
e oes o . Attach the candidate’s CV using
CAN-I0194  Atkinson Michael 0 the arrow button
itachment List
| Tupe | Date Attached | Deseription | Fien.. |  ~—
] v Onginel  01/09/2006 2315:32 Original CY CAN- >
1@ oV 01,/09/2006 2315:32 Send-out Cy CAN-
. )
Select ‘Proceed’ to attach the
document to the e-mail
10pen Dicument @Coss || @Procesd T\

Once the desired list of candidates appear in the section at the top, select a candidate by highlighting them
in the list. A list of documents, including CV'’s attached to the candidate record will appear in the lower list.

In the image above, some of the candidates have a red ‘no-entry’ icon next to their name. This signifies that
their CV has not been edited and approved for send out. A green ‘tick’ indicates that the candidate’s CV has
been approved. If there is no icon next to the Candidate’s name, there is no CV attached to the candidate
record.

To attach a CV firstly highlight the desired CV in the list and select the arrow button. The name of the
document will appear in the ‘Files to Attach’ section on the right. When all the desired documents have been
attached, select ‘Proceed’. The CVs will now be attached to the email. When the email is sent, a record will
be added to the CV Activity for the Candidate, Client and Vacancy if applicable.
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Where an attempt is made to attach a candidate’s ‘Original CV’, Eclipse will prevent the file from being
attached and present the following warning.

Eclipse Recruitment Manager E )
Warning:
The original CV cannot be
attached to an e-mail.

i ) The original C¥ cannot be attached to an email,

Please use a send-out C¥ For attachments to emails,

Similarly, where an attempt is made to attach a CV that has not yet been approved for send-out the following
warning will appear.

Eclipse Recruitment Mandger

Warning:
i The selected Cy has not yet been approved for send-out. Therefore it cannot be attached at this time.
2 CV has not been approved for
Flease use the "Wiew ' or "Attachments' button on the candidate form to manage your Ciis, Send out

Note:

When emailing a candidate’s CV to a client with reference to a specific Vacancy, it is beneficial to send the
e-mail and attached CV via the vacancy record rather than from the Client. This will ensure that the ‘CV
Activity’ record also appears linked to the Vacancy.

11 Sending the Email to the Outbox:

Once an email is ready to be sent with any necessary attachments, simply select ‘Create Email’. The e-mail
will be sent to the email outbox in Eclipse ready for sending via Outlook.

B Email Outbox

i
E".‘ Email Qutbox

e E-mails will appear in the
hsent Email . .
P 7 (s [Comss o E-mail Outbox until they are ready to

O victoris@recutment-softw Intioducing me B2 22001 Mot et
O%  victoria@resimentsoftw.. Inroducing me 2001720101 No Sent be sent

To send either ‘all’ or a selection of e-
mails from the list, choose the
relevant options and select ‘Send E-
mail’

2Emails)

lgf) Delets Al | Delete Selected Emaﬂs‘ [l Irwent Selection @ Close ‘ [w5end Selectsd ‘ [~iSend All

Please have Microsolt Outlook open before cicking Send Emall.

This is the last opportunity to edit or delete an e-mail before sending. To make amendments to an e-mail at
this point, simply double-click to open as shown below:
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Email Details
To :|victoria@recnitment-software. co.uk Once you are happy Wlth any
= amendments to your e-mail,
Subieet firweduca e select either:
dasas= o3 |G25 = ‘Save and Send’
Dear Mands, OR

‘ ’
1 am introducing the services of my company to and wondered f vou could be so kind as to Save and Close
confirm your address so that I can post you a brochure.

The current detail we have are as follows:
1 High Street

Manchester

M11AG

Many thanks

[

Atachments : [Links to User Guides.doc

i) Delete | & Close | & save and Cioss

Once any amendments have been made, select ‘Save and Close’ to return to the e-mail outbox. To send all
the e-mails in the Outbox, simply select the ‘Send All' option. To send selected e-mails in the list tick the
corresponding box in the list and select’ Send Selected’. E-mail can be deleted in the same way.

Note:
The Email Outbox works in exactly the same way as the SMS Outbox, both of which can also be accessed
from the ‘Tools’ option on the Menu bar, or by pressing ‘CTRL+E’ or ‘CTRL+S’ respectively.

Note:
Ensure that Microsoft Outlook is open before sending e-mails from Eclipse. Any replies will appear in the
Outlook Inbox.
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12 Mail Shots:

The basis of the mail shot facility in Eclipse is very similar to outputting a single document, the difference
here is that rather than sending a letter, email or SMS message to only one recipient, tens, hundreds or
even thousands of recipients can receive individually addressed copies of the same piece of
correspondence in one single operation.

Note:
This is an excellent facility for sending out candidate’s CV to multiple clients. Therefore, for the purpose of
this example, the mail shot recipients are clients.

The first stage is to generate the mailing list. This is performed using the Search Results List in the main
window and can be generated using a combination of saved lists, searching and filtering of results. Once the
mailing list is complete and displayed in the main window, select ‘Send Mailshot' and the following window
appears:

E [ | - _

a3 Once the mailing list is

Please select the Word, Email or SMS document you wish to vse for the maishot from the document ist. The . .

client lst displays the cient which you wish ta inclde in the malshal, NOTE: An electronic maikshat can only send Complete and dlsplayed In

et s cherts with sl sdrssoss and an SMS nisishot with mobils rumbers N .

& | Cient Name Email Contact [ Motile [ [ Tname = the main WIndOW, select

2] Eclipse Sotware stevelogan@recni.. Logan, Steve (] Appication for credit ‘ . )

2 Kentassocistes penelope@blshbla.. Fistop, Perelope Q7777777777 e Send Mailshot'.

(] Elark CTem
M Blark Text Template
[#]  brochue

2] Intoduction

KThiS window will appear

[#]  Introduction Letter From Advert
[#]  Key Account Proposal Templat
[#]  Marketing November

| Fatential Candidates

[ I Y SO

[iNone) [INone Selected)

I” Create a Task
Dae:[ @[
For-[victoia Paker =]
Categon:[ ]
Pridty: [l <]

Notes :

-

212 il email (1 with moble] Clents]
2] Email Address Presert

[&Canca\‘ ‘ ‘ & Finish ‘

This window is split into two halves. The section on the left shows the recipient list and identifies those
recipients with e-mail addresses saved in Eclipse. The total number is shown in the bottom left hand corner.

Note:
In instances where clients have been excluded from mail shots within their record, Eclipse will remove then
from the list at this point. This works in exactly the same way for candidates.

The list on the right shows the document templates that can be outputted from this section. To proceed with
the mail shot, simply select the desired template and click ‘Finish’ or double click on the template in the list.

This will open the relevant Letter Template in Microsoft Word or open the ‘Edit Email / SMS’ window.
Operation from here is exactly as described earlier in the guide with the exception that with the mail shot, it
is possible to navigate through all of the recipients in the <<ABC>> preview mode prior to sending or printing
by using the record navigation buttons on the Word Mail Merge Toolbar and on the Email window.

Finally, there is the option to create a task and contact log entry for each client included in the mail shot. Tick
the box labelled ‘Create a Task’. Additionally, choose a category for the related contact log entry and add
any additional notes as required. Click ‘Finish’ to create the mail shot.

Note:
If you are sending to a large number of recipients, Eclipse may slow down when sending the emails.
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13 Creating a New Excel Export Template:

It is possible to export almost any field of information from Eclipse into an excel spreadsheet. Templates for
such exports are configured in much the same way other document templates. Select ‘Add New’ from the
main document screen as complete the type, output type, name and description fields as shown below:

# Add New Document

—
Type:
1902 [ Timesheet ~| Choose which section of Eclipse
Output T - .
uput Type [ Excel =1 ) the export will be performed from
Hame |Margln Sheet
Description Erport detailing imeshest valuss —
Output Type:
Select Excel from the list
_

D Close H Save

Selecting ‘Save’ opens the document details screen as pictured below. Choose the fields required for the
export by placing a tick in the corresponding box on the right hand side of the available fields section.

Select the fields
required for the export
by placing a tick in the

box
_/
N

To amend the order in
which the fields will
appear once the export
is performed, select
‘Amend Field Order’

&5 Document Details

Bl
Ei“ Deocument Details

Available Fields
Timesheet Basic

Ref No:[poE10182 Date Registered :[{5/011 22010

Tope : [Timesheet vl Timesheet 072
. [ Timesheet 073
Ot Type [ el Timesheet CandidatePapment Het

1 Timesheet Clien{Payment Nett
|1 Timesheet CandidatePayment VAT

Name : Margin Sheet

Timesheet ClientPayment AT
] Timesheet Expenses
Timeshest MarklUp
Timesheet Empioyerll
Timeshest WTD
] Timesheet Status
[ Timesheet Mates
] Timesheet Consultant
] Timesheet Timestamp
] Timesheet User
|1 Timeshest OnTheWeb

[ Select Al | [ Deselect Al

Last Update :[15,01,2010 13:55:00 547 Fields -

By Jyictoria Parker I Locked AmendFild Oider | @ Ciose | 1 Save |

Description :[Eyport detaling timeshest values

_/

To amend the order in which the fields will appear when the export is performed, select the ‘Amend Field
Order’ button at the bottom of the screen. The following window will appear:

% Microsoft Excel Field Order E‘

Microsoft Excel Field Order

Field Order

Clignt Mame:

Candidate Forename

Candidate Sumame

Timesheet Fefto

Timeshest DateReq

Timeshest Basic

Timeshest OT1

Timesheet 072

Timesheet CandidatePayment Nett

Timesheet WTD

Timesheet EmployerN|

Timesheet ClisntPayment VAT
kUp

To amend the order of the

fields, highlight a field and

select ‘Move Up’ or ‘Move

Down’ until it appears in the
preferred position

Reset Order | Mowe Up | Move Down |

& Close K 5ave

To amend the order of the fields, highlight a field and select ‘Move Up’ or ‘Move Down’ until it appears in the
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preferred position. Once the order is complete, select ‘Save’. The excel export can now be outputted from
the relevant section of the main interface as shown below:

Select the ‘Excel’ icon at the

foot of the window. Select the

desired template and ‘Output’
the document.

T Vit 28VE 00 W T2 T O Wik

To perform the Excel export firstly navigate to the desired section of the main interface, in this instance the
timesheet tab. Select the ‘Excel’ icon at the foot of the window as shown above. A window displaying any
pre-configured formats will be shown. Select the desired export and click ‘Output’. The excel spreadsheet
will be displayed where any alterations can be made using the standard Excel features.
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