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1. Introduction
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This manual explains how to configure the Eclipse software to meet the specific requirements of
those using it. It is crucial that the set-up of the software is complete before general use of the
system begins. This step by step guide explains how to configure user profiles and assign individual
usage permissions, create searchable fields critical to the functionality of Eclipse and the creation of
document templates for correspondence. All of these functions are performed via the ‘Maintenance’
menu’ which can only be accessed by those assigned the permission to do so. The ‘Maintenance’
menu can be found within the menu bar at the top of the screen.

Maintenance | Tools  Analysis

i
Im
&

)

.

w g e A

wip)
i

(s

£

Client

Candidate

Vacancy Status

Vacancy Source

Contract Category

Contract Reason for Termination

Contract Job Codes

Contact Log, Diary and Tasks
Rates and Shifts Category
Default Rates and Shifts

Tax Codes

Currency Table

Countries, Regions and Areas

Attachment Categories

Document Templates

User &dministration
User Options

Change Password

Eclipse Default Preferences

Access the ‘Maintenance Menu’ from the
toolbar at the top of the screen.

There are multiple Client and Candidate
sections, click the arrow to display.

Searchable fields are configured within the
‘Maintenance Menu’. These are the ‘nuts and
bolts’ behind the search functionality within
Eclipse.

Individual user profiles are created within the
‘User Administration’ section. This is the first
thing to consider when setting up the software.

Eclipse Software Training Services



Page | 5

2. User Administration

Setting up individual user profiles is the first step in configuring the software. The User
Administration screen can be accessed from the maintenance menu shown above and is the option
which appears 4th from the bottom of the list. It is from within this section that user profiles are
created for each consultant or user. Within an individual user profile, permissions are granted to
perform certain actions within Eclipse, defining what ‘is’ and ‘is not” allowed. This also facilitates the
recording of information throughout Eclipse so it is possible to see exactly how well the consultants
are performing.

Initially, the system administrator, or the person assigned to configure the software, will log into
Eclipse using the following details:

User Name: Admin

Password: Admin

This user profile should be deleted once individual profiles are created.

Selecting ‘User Administration’ from the ‘Maintenance Menu’ presents the following ‘Maintain
Eclipse Users’ window:

& Maintain Eclipse Users [x]
¥+ Maintain Eclipse Users
User List Divizions Departments 22
| Marne | Diivigion | A | Marme | Code | | I ame | Code |
83 Martin Mackenzie Leads 83 leed: 101 83 Commercial 123
83 SeanMoaris M anchester 83 Manchester 341 51 Irmplernertation ELI
83 Steve Logan I anchester 83 Industrial SPM
82 User1 M anchester 83 Training E73
83 User2 M anchester
83 User3 I anchester
83 Userd I anchester
83 User§ I anchester
83 Userf b anchester
83 User7? Manchester
83 User s Manchester
83 Victoia Royce M anchester
W
[ Add New | [t Delete | [ Add MNew | L2 Delete [2) Add New | L2 Delete
D Cloze |

To set up a new ‘user’, ‘division’ or ‘department’ simply
select ‘Add New’ beneath the relevant section.

Eclipse Software Training Services (. SE C L | P S E
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Upon purchase of the software, only one user profile exists. This is the administrator profile which
should be deleted once individual profiles have been configured. After adding user profiles into
Eclipse, existing users are listed in the left hand box, alphabetically by forename. To view a user’s
profile simply double click on their name.

It may be useful to assign users to a ‘Division” and/or ‘Department’. This is especially useful for
searching and reporting on divisional and departmental performance within Eclipse. The example
above shows ‘Divisions’ as ‘office locations’ and ‘Departments’ as ‘types of recruitment’. However,
‘Divisions’ could also signify ‘industry sectors’ etc. To add a new ‘division” or ‘department’, simply
click the ‘Add New’ button beneath the relevant box.

fral User Division Details

& User Department Details B

. .’ P = .
%% User Division Details !._ User Department Details

Division Mame || @ 2

Cost Centre Code :I Department Name : ||
Timesheet Image Folder :| il Department Code : I
Employer Reference :I

@ Close | b Save | 3 Close | H save |

The ‘Cost Centre Code’ is only The‘ Department Coqe i"c‘ on!y
required when exporting .reqwred.when exporting invoice
information to Sage MMS. information to Sage 50 Accounts

The ‘user division” window asks for four pieces of information;

Division Name:
This is the name of the division e.g. office location or industry sector.

Cost Centre:

The ‘Cost Centre Code’ is only required in conjunction with the Sage MMS Export Bolt-On. Where
‘Cost Centre Codes’ are required they should be the same as those configured within Sage MMS
itself. Typical values would be ‘001’ / ‘002’ etc. This allows the calculation of expenditure V’s
department. Finally where timesheets are processed using the faxed image method and incorporate
the queuing feature, select the timesheet folder for the division using the green ‘+’ button. This will
open the Windows file manager and the folder can be located.

Timesheet Image Folder:

This field should be used in conjunction with the ‘process timesheet using image’ tool. Where
divisions are responsible for processing and authorising their own timesheets only, separate
timesheet folders for each division should be created outside of Eclipse. The folder relating to each

Eclipse Software Training Services (. SE C L | P S E
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division should be selected here therefore when processing timesheets only the timesheets within
the specified division’s folder can be seen.

Employer Reference:
This field only requires completing where the Export to Tempest bolt-on is activated.

The ‘user division” window asks for four pieces of information;

Department Name:
This is the name of the department.

Department Code:
The department code is only required when the Sage 50 Accounts export bolt-on is activated. This
should correspond with the Department code configured in Sage.

To delete an existing user, division or department, highlight the desired record within the ‘Maintain
Eclipse Users’ window with a single click and then select ‘Delete’ beneath the relevant section.

2.1 User Details

Selecting ‘Add New’ opens the following ‘User Details’ window.

By default there are 12 tabs within each profile. (Where the website integration tool is activated
there are 13 tabs as shown below) The first tab is the ‘user details’ screen as displayed below:

"I AlexEllon =

| Disty/Reminder | Con/Timesheets | Email Options | HTMLEmailSig | TestEmaiSig |  Eclpsewl |  Candidate

User Details | Recoiddcoess | Mantenance | Activip | Pining | Secons | UserStas

Complete the user’s details including a
user name and password

Full Name - [sley Eliott

Job THle :[appication Trainer
Emall Adehess ;| slss@arlipssssoitware 0 Lk
Direct Tel No. 0151 223 3456
Mebile Mo : | 07515361045

Division [ Commercial El
Cansultant Code |
Department I---Nnr’\e-" LI
Deparment Code:
Usomame:ifaee

Password lm— g

Confirm Password |mmm

I™ This consultant has left the company

Don’t be tempted to ‘Save’ at this point
as there are further tabs to configure

Update this users permissiors when [ Jhone 5 D Close

saving the permissians for

H seve

Complete the user’s details including full name and contact details. Where required select the
division and department that the user belongs to. Also assign a ‘username’ and ‘password’. The
password can be changed by the individual to one of their choice once they log into the system. If a
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user forgets their password, those with the relevant permissions will be able to reassign a password
from this screen.

2.2 Records

To navigate to the ‘records’ tab simply click on the tab at the top of the window. The following
screen will appear:

Ticking the ‘Batch Delete Records

and Batch Update Records’ boxes Ticking the ‘Report Access’ or
allow users to perform batch ‘Excel Export’ boxes will allow
deletion and batch update of reports of those types to be
records outputted

B Alex Ellictt E

[ Diap/Reminder | Con/Timesheets | EmailDptions | HTMLEmailSig | TewEmailSig | Eclpse'w| |  Candidate
Uszer Details | Maintenance T Activity T Frinting T Sections T Uszer Stats
withir the databasze. Alzo there are record and report ac
Batch  Batch Allow  Allow
Create  Amend Delete Delete  Update | ook Consultant Division Repot Ewcel v .Ellow_ e Li
Records Records Records Fecords Records Quveride  Lock Lock Access  Export nauitable List
) Adminizstration
Client v v v v v v r r v v .
Allow Loading
Candidate Ird ¥ ¥ 4 Ird Ird r r 4 4 ¥ of Other Users
Saved Lists
Wacancy v ™ I I i W r r v v
Interview v ™ v I i W r r v v
Contract v ™ v I v W r r v v
Tmestest 7 M W W W T R W
Irvaice v v v v v v r r v v
MOTE: Ticking 'Consultant Lock' or Divigion Lock" will
present this user access ta records within Eclipse.
Update this users permissians when [ _p one- ;I ) Closs | B save |

zaving the permizzions for

Placing a tick in the ‘Create Records’, Ticking the ‘Consultant Lock’ or ‘Division
‘Amend Records’, ‘Delete Records’ and Lock’ columns will restrict access to
‘Lock Override’ boxes allows the user to either the user’s own records or division’s

nerform those actions. records
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Create Records, Amend Records And Delete Records:

Click the relevant boxes to assign permission to create, amend and delete records within Eclipse.
These permissions can be broken down by record type e.g. permission may be granted to create
candidate records but not client records etc.

Batch Delete Records And Batch Update Records:

Selecting a box within the ‘Batch Delete Records’ Allows the user to perform the batch deletion of
records on the system, note: records with related cannot be batch deleted. Selecting a tick in the
Batch Update Records’ allows the user to batch update the Status, Division and Consultant assigned
to the record.

Override Record Locking:

Selecting ‘Lock Override’ allows the user to edit a record even it has been ‘locked’ by another user.
Locking records is useful where consultants have ownership over their own clients, candidates,
vacancies etc. It is possible to lock every type of record in Eclipse.

Consultant And Division Lock:

Selecting a box within the ‘Consultant Lock’ column will restrict the user’s access to view only
records of that type belonging to that user. Selecting a box in the ‘division lock’ column extends the
permission to allow access to records within the user’s division. Leaving boxes un-ticked allows
access to all records of that type within the system.

Allow Report Access:
Selecting boxes within the ‘Allow Report Access’ column will allow the user to run the pre-configured
reports within that particular section.

Allow Excel Report:
Selecting boxes within the ‘Allow Excel Export’ column will allow the user to run bespoke excel
reports from within that particular section.

Allow Unsuitable List Administration:

The ‘Allow Unsuitable List Administration” option must be ticked to grant permission to manage the
client and candidate unsuitable lists. Listing candidates as ‘unsuitable’ will activate certain warnings
E.g. where an interview is arranged for an unsuitable candidate or assighing an unsuitable candidate
to a temp contract.

Allow Loading of Other Users Saved Lists:
Each user of Eclipse is able to save lists of candidates, clients and vacancies for retrieval at a later
date. Selecting this permission will allow the loading of lists saved by other users of the software.

Eclipse Software Training Services (' 5E C L | P S E
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Selecting this option, allows for the status of multiple client records to be updated e.g. changing the
status from ‘Active’ to ‘Inactive’. This is achieved via a button at the foot of the main interface.

Allow Batch Candidate Update:

Selecting this option, allows for the status of multiple candidate records to be updated e.g. changing
the status from ‘Active’ to ‘Found Own Job’. This is achieved via a button at the foot of the main

interface.

Allow Batch Vacancy Update:

Selecting this option, allows for the status of multiple vacancy records to be updated e.g. changing
the status from ‘Unfilled’ to ‘Filled’. This is achieved via a button at the foot of the vacancy main

interface.

2.3 Maintenance

The ‘Maintenance’ section allows the assignment of permissions for control over system

maintenance and administration.

Note: Please select these options with care and seriously consider who is permitted access to the

‘User Administration’ screens.

Ticking a box within this tab will allow the user permission to access that particular section of the
‘Maintenance Menu’. For example, ticking the ‘User Administration’ box allows the user access to
the ‘User Administration” menu. Access to this section would allow the user to grant themselves, and
others, permissions to carry out any action within Eclipse therefore consider this permission

carefully.

o
& Alex Elliott

=

( Diary/Reminder T Con/TimesheelsT Ermail Optians T HTML Ema\ISigT Text Email Sig T Eclipze W/l T Candidate

User Details T Record Access T i ance T Activity

T Printing T Sectiohs T User Stats

[V User Administration

¥ Client Industiy/Status/Contact Positions
[V Client Other dgencies
IV Cliert Refenal

¥ Candidate and Yacancy Ind/Disp/Skils
¥ Candidate and Yacancy Qualiications
[V Candidate Experience

[V Candidate Referral

|v Candidate Right to*work

[¥ Candidate Shift &vailability

¥ Candidate Composite/Umbrella/2nd Tier

[¥ Vacancy Status
v Vacancy Source

¥ Contract Categories
[# Contract Reason for Termination
I¥ Coniract Job Codes

¥ Contact Log/Diary/Tasks

¥ Rates and Shifts Catagony
[V Default Rates and Shifts

[V TaxCodes

¥ Countries. Regions and Areas
[V Attachment Categories

¥ Document Templates
v Default System Settings

Update this users permissions when [y gne..
sawing the permissions for :

j (D Cloze b Gave

Please pay careful
consideration to the
permissions granted within
this tah.

Placing a tick in the box will
allow the user access to the
corresponding section of the
‘Maintenance Menu’

Eclipse Software Training Services
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It is advisable to nominate one or two users of the system as ‘administrators’. Administrators will
require access to a combination of the fields within the ‘maintenance menu’. Consider carefully
which sections the ‘administrators’ are to have access to. The example above indicates access to all
sections of the Maintenance Menu. This would only be suitable for Directors or senior members of
staff. To discuss user permissions in more detail or obtain advice on this section, please contact the
Eclipse support desk.

2.4 Activity

The fourth tab is the ‘Activity’ Section. This allows the administrator to define whether or not a user
can view activity records that are logged by the system.

&8 Alex Elliott [=]

f Diar/Reminder T Cum‘T\mesheetsT Email Options T HTML EmaiISigT Text Email Sig T Eclipze 'wil T Candidate
UserDetail | Recoddccess | Manienance | Activity | Pining | Seclns | UserStals

‘View All Activity’ is a management
function that allows searches on
clients, candidates etc.

R wiew All Activity
¥ View Individual & ctivity

[V &llows Contact Log and CY Activity Searching on any Consultant

¥ Record Activity Entry when opening a Client Recard

‘Contact log and CV activity
searching’ may be useful for
consultants to keep track of their
own activity

¥ Record Activity Entry when opening a Candidate Record

& | @ Clase I Save

Update this users permissions when [
saving the permissions for

‘Record Activity when opening a client and a
candidate record’ records when a user has opened a
record.

View All Activity:

This option relates to a search feature in Eclipse where ALL activity undertaken within the system
can be searched. This includes activity of a certain type e.g. when users are logging in and out or
individual user activity and also gives the option to specify date parameters. This could be
considered a management function.

View Individual Activity:
The ‘individual activity’ option allows viewing of specific client, candidate etc activity. This is
accessed via individual records within Eclipse.

Eclipse Software Training Services (. SE C L | P S E
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Allow Contact Log And CV Activity Searching On Any Consultant:
This option will allow searches on contact log entries and CV submissions by any user of the
software.

Record Activity When Opening A Client Record:
The ‘Record Activity when opening a Client and Candidate Record’ records the activity of when a
client and candidate record has been opened by who and when.

2.5 Printing

The ‘Printing’ Section enables the system administrator to allow or disallow printing of information
and access to reports within the system.

168 Bl Elfioss (3l |

| Diay/Freminder | Con/Timeshests | Emai Options | HTMLEmaiig | TestEmaiSig |  Ecipsel | Canddate
User Detalls | Fiecord Access | Maintenance | hciviy | Pintng | Secios User Stats

Please pay careful consideration to
the assignment of permissions
relating to multiple record printing
and client call sheet printing

¥ Allow Individual Record Printing

[ Allow Muliple Record Printing
v Allow Bctivity Frinting

[¥ Alow Clisrt Call Shest Printing
[¥ Allow Contact Log Printing

Updste tis s permissors when [ <] —
savingthe pemissions for o b Sawe

Allow Individual Record Printing:
‘Allow Individual Record Printing’ relates to the ‘print’ button at the bottom of all records within
Eclipse and will allow the output of that record in a report style format.

Allow Multiple Record Printing:

‘Allow Multiple Record Printing’ relates to the output of pre-configured reports from the printer
bottom at the bottom of the main interface in each section. It may be advisable to restrict access to
the printing of multiple records from the system.

Allow Activity Printing:

‘Allow Activity Printing” allows the printing of individual or system activity which is a management
feature.

Eclipse Software Training Services (. SE C L | P S E
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‘Allow Client Call Sheet Printing’ allows the printing of a report that contains the contact information
of selected clients. Amongst other things, this report contains the client name, postcode, contact
name, e-mail address and telephone number. Be mindful of the consequences of allowing this

particular permission.

Allow Contact Log Printing:

‘Allow contact log Printing’ allows you to print what is in view within the contact log.

2.6 Sections

The ‘Sections’ tab enables the Administrator to define which sections of the main interface are
visible to the user. Ticking a section will ensure that it is visible. This is particularly useful where a
user has limited responsibility within the system for example only adding details of candidates and
clients therefore they are not required to use the vacancy / temp contract sections etc.

Removing the tick from any of the first 7 values (Client — Invoice) will
hide the corresponding section of Eclipse from view

Alex Elliott

[ Diary/Feminder T Con.-"TimesheetsT Email Options T HTHL Email Sig T Text Email Sig T

User Details T HacurdAccessT aintenance T Activiy

Ecipswl | Candidate

T Printing T : I User Stats

W Client

v Candidate

¥ “acancy

¥ Interview

W Temporary Contract
¥ Timeshest

W Invoice

¥ Cliert Management Notes

Selecting ‘Client
Management Notes’
allows access to an
otherwise hidden screen
within a client record.

Access to client

¥ Management Infarmation

v User Options

Update this users permissions when [y one..
zaving the permizsions for :

Unticking the ‘User Options’ box
stops the user from being able
to change the user options in
their profile

Selecting a user from the
dropdown menu allows the
administrator the ability to
mirror another user profiles
permissions.

~| ) Closs | H Save |

management information
allows the viewing of
analysis reports
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Management Information:

Selecting ‘Management Information’ allows the user access to reports within the ‘Analysis’ menu on
the toolbar at the top of the main screen. As suggested by the title, this permission is usually granted
to those requiring access to management reporting and analysis.

User Options:

Unticking the user options stops the user being able to change the user permissions in their profile,
such as their name and details, showing the diary at start up, using auto-caps facility, pop-up
reminder notifications, contract alerts and changing the colour of their Eclipse background.

Client Management Notes:
Placing a tick by ‘Client Management Notes’ allows the user access to an otherwise hidden screen
within the client record.

Update this users permissions when saving the permissions for:

By selecting a user from the dropdown menu allows the administrator the ability to mirror another
user profile. The permissions are copied over once the selected user has been re-saved. Note any
changes that are made to the selected user will be mirrored on any user profile that has selected
username present in the ‘Update this users permissions when saving the permissions for’ window.

2.7 User Stats

There are no permissions to grant within the ‘User Stats’ section, this tab merely provides a snapshot
of information showing exactly how many of each type of record has been assigned to a particular
user of Eclipse and how many letters or emails they have outputted from the system. Clicking the
‘Update Stats’ button does as it suggests and updates the figures within this window.

&8 AlexElliott =]

| Diew/Aeminder | CorvTimesheets | Emai Options | HTMLEmaiSig | TesEmalSig |  Eclose'wl | Candidate

UserDetals | RecodAcosss | Mainterance | Actiiy | Pinting | Sechins | User Stats
The fields on the right
The fields on the left e e explain how many times
. . o. Candidates 111 0. Records Created |4552 .
indicate how many <« el T the user has logged in and
records Of each t e are :n\;ne:”;i 565 o. Interview Dulcomes |353
. P g out etc
assigned to the user
Update t?;sv::;sh ze.:m.;::n?:?hm—;' @ Close I save
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The options within this tab relate to shared diary entries, tasks and reminders. These options allow
or disallow the user to view, add or edit other people’s reminders, tasks or diary entries as well as

their own.

£ AlexElliott =]

[ Uszer Details T HacordAccessT Maintenance T Activity T Frinting T Sections T Uszer Stats
DialnyemindBlT EonJT\mesheetsT Email Dptiong T HTML Ema\ISigT Text Email Sig T Eclipze wi T Candidate

W Wiew/add Shared Diary or Task Entries
¥ Edit/Delete Shared Diary or Task Entries
W “iew/tdd Shared Reminder Entries

¥ Edit/Delete Shared Reminder Entries

Update this users permissions when [y one.. - Close
saving the pemissions for : —I o | k Save |

2.9 Contract/Timesheets:

Selecting these options allow
the user to view, add or edit
shared reminders, tasks and
diary entries as well as their
own

The options within this section relate to the processing of timesheets within Eclipse, client invoicing
details, candidate payroll information, exporting information from Eclipse and the management of
various features relating to temporary recruitment. Starting on the top left hand side of the screen,
the descriptions of each option are as follows. The first four options relate to processing of
timesheets within Eclipse. This is a three step process consisting of processing, authorising and

invoicing of timesheets.
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of processing
timesheets can be

well as client Update s uiers etmisons e -None- El Qe | Hsee |
invoice details
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f User Detals T HecurdAccessT I aintenance T Aclivity T Printing T Sections T User Stats
sI Email Options THTMLEmalIS\gT TthEmal\SlgT Eclipse Wl T Candidate

These three tick

shared between @ blow s st PR e
W 2llow early processing of tmesheets b t h th
. . Prompt to allow booking when a candidate is not marked as oxes set whe er
users Of t h e II; i::za ;‘j:z::gal;nh::;:::fas ~ available in the candidate availability schedule h
¥ Da net display financial infarmation on the timesheet tab the user can
SoftWa re E | ¥ Allow adiustments of timeshests " Only allow preset rates and shifts ta be selected when creating
W Allaws amending of timesheets contracts ’Ap p rove’ an d/o r
- . . . W Allow changes to pay rates
W 2llow viewing of candidate payroll information ‘ ey .
| v Allow authonsation of candidate paproll information o not allow approval of candidate right to work, documents 1

ermission can be < 7 Allow authoi F— I informali ™ Do not all e et K d Edit’ Right to

v Allow authorization of client invoice details I~ Donot allow editing of candidate right bo work information
gra nted to V|eW ¥ &llow Paproll E sport I~ Donot allow boo&fing. of candidates whao do not have the right to work, Work reco rds a nd
¥ llow Setting of Legal Hirer I~ Donat allow termination of contracts . , .
. X low access bo Auto epor
and aUthOrISe [¥ &llow Dwenide of lncked &wR Contractor Status [ 2l iy EB RERED BOOk Candldates

¥ Allow Adding to A4W/F Clocks before processed daps [ Sirp CatEEhSsE e e h

ca nd |date payro” [¥ Allow searching on candidate assigned date On Contract Alerts and AR Action Required display contracts for -» t at are nOt

W &1 [ Own [ Division | .
information as ‘ [~ Display Jobs Feed when Eclipse opens Comp lant.

Ticking this box allows the
user the ability to perform a
contract search for the date

candidates are assigned to

contracts

Allow Process of timesheets:

This is the first step of the timesheet management and the point at which timesheets are first
checked against the Eclipse record. Timesheets are processed on or after the last day that the
timesheet relates to.

Allow Early Processing Of Timesheets:
Allowing ‘early processing of timesheets’ means that timesheets can be processed during any day
that the timesheet relates to instead of following the final day on the timesheet.

Allow Authorisation Of Timesheets:

This is the second stage of the timesheet management process and occurs after the processing
phase. This is usually the point at which the details are checked for the second time and
amendments can still be made.

Allow Invoicing Of Timesheets:

The final step is to Invoice the timesheet which creates the invoice record within Eclipse. These
stages have been broken down into permissions so that control measures can be taken with multiple
users potentially sharing the different levels of responsibility along the chain.
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Allow Adjustments Of Timesheets:
Adjustments to timesheets may take place once a timesheet has been invoiced. This action will
create a new timesheet which will also need to be processed etc.

Allow Amending Of Timesheets:

Where information in a timesheet record needs changing after it has been authorised, this is called
an amendment. Those with this permission can simply select the ‘Edit’ button in the record and
amend the figures where required. Where permission has not been granted to make amendments
and the ‘Edit’ button is selected, Eclipse displays a warning prohibiting the action.

Allow Viewing Of Candidate Payroll Information:

Selecting this option will allow access to view (but not amend) the ‘Other Details’ tab within
candidate records which contains candidate payroll preferences, bank account details and AWR
status. Where permission is denied, the ‘Other Details’ tab is entirely locked and cannot be viewed.

Allow Authorisation Of Candidate Payroll Information:

Selecting this option allows the user to edit the candidate payroll information within the ‘Other
Details’ section and place a tick in the ‘Payroll Information Authorised’ tick box. This confirms the
information is correct and locks the information for editing.

Allow Authorisation Of Client Invoice Details:

Selecting this option allows the user to confirm clients’ invoicing preferences are correct. Once the
‘Invoice Details Authorised’ button is selected within a client record the details are locked for
editing.

Allow Payroll Export:

Where an Eclipse payroll export bolt-on is activated, selecting this option will allow the user to
perform the export of timesheet information from Eclipse into a CSV file which in turn can be
imported into the designated payroll package.

Allow Setting Of Legal Hirer:

This related to the AWR functionality within Eclipse. By default this permission is set to ‘disabled’ for
all users. This setting allows the setting of the legal hirer in a multi-client, multi-branch setup within
Eclipse. This is particularly important as not correctly linking client records to the correct ‘Legal
Hirer’ client record in Eclipse could cause multiple clocks for the same legal hirer to run concurrently
but seemingly unconnected, potentially risking a candidate missing out on equal treatment.
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Allow Override Of Locked AWR Contractor Status:

When a temp contract record is created in Eclipse, the AWR contractor status of the candidate is
‘locked in’ to the contract record. This enables Eclipse to know whether or not this contract needs
to be considered for an AWR clock and can be manually changed at any point up to the time that the
first timesheet is processed. This permission enables elevated privileges for the user to change the
status after the first timesheet has been processed in the case that a contract has been included or
excluded from AWR incorrectly.

Allow Adding To AWR Clocks Before Processed Days:

This permission allows for information to be added to a candidate’s AWR clock before any related
timesheets are processed. For example this information could be a break in employment due to
sickness etc.

Allow Searching On The Candidates Assigned Date:
Ticking this box allows the user the ability to perform a contract search for the date candidates are
assigned to contracts.

Allow Batch Setting Of Exported/Un-exported To Sage For Timesheets And Invoices:

The permission to allow batch setting of timesheets and invoices is only applicable where integration
with a payroll and invoicing system is required. This setting allows a user to change the status of
multiple records to exported or un-exported.

Prompt To Allow Booking When A Candidate Is Not Marked As Available Within The
Availability Schedule:

This setting only applies where the default setting for the candidate schedule is to assume that the
candidate is ‘unavailable’ unless otherwise specified. If that is the case, if ticked, this setting will still
allow the candidate to be booked onto a temp contract even if they are not marked as available in
their schedule. Eclipse will inform the user that this is the case.

Do Not Display Financial Information On Timesheet Tab:
If ticked this will not display the values in the ‘hours’ and ‘Mark-up’ columns on the timesheet tab
along with the cumulative totals at the foot of the list.

Only Allow Preset Rates And Shifts To Be Selected When Creating Contracts:

This setting will only allow the user to select from default rates and shifts or those set up specifically
for a client in the database. This prevents the user from creating temp contracts with ad-hoc pay
rates for candidates and ad hoc invoice rates for clients. This setting is useful where all rates are pre-
agreed with clients and the appropriate default templates are available.
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Allow Changes To Pay Rates:
This is an extension of the previous setting and allows the amendment of candidate pay rates within
default and pre-set rate and shift templates.

Do Not Allow Approval Of Candidate Right To Work Documents:
Selecting this option prevents the user from approving candidate right to work documents.

Do Not Allow Editing Of Candidates Right To Work Information:
Selecting this option prevents the user from making any changes to the right to work information.

Do Not Allow Booking Of Candidates Who Do Not Have The Right To Work Check:
This option prevents users from assigning candidates to temporary contracts where they do not
comply with the candidate right to work feature. E.g. the candidate has documents outstanding.

Do Not Allow Termination Of Contracts:
If ticked, this option will not allow the user to terminate temp contracts.

Allow Access To Auto SMS Report:
Where the Auto SMS feature is enabled, selecting this option allows access to a report via the ‘Tools’
menu, detailing SMS activity within Eclipse.

Show Contract Alerts Screen At Login — All/Own/Division:

These settings apply to the ‘contract alerts’ feature. This details contracts’ that have ended without
the assignment of a candidate and have therefore ‘timed-out’, and unassigned contracts that have
started but not yet finished are therefore still have potential to profit. This alert will appear at log-in
and will provide details of either ‘all’ contracts that fall into the above criteria, the users ‘own’
contacts or their ‘divisions’ contracts.

2.10 Email Options:

Use The Eclipse Default Preferences For Sending Email For This User:

Eclipse allows different methods for sending Email. These are set in the ‘Eclipse Default Preferences’
section of the Maintenance menu but can be overridden on a per user basis via this screen. The
usual option is to have a tick in the first tick box ‘Use the Eclipse Default Preferences for sending e-
mail for this user’ which means that this particular user is going to use the same method as allocated
in the default preferences.
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88 AlexElliott =]

[ UseiDetails | Fecodécoess | Maintenance | Activip | Fining | Secions | UserStals
Diary/Rieminder | Con/Timesheets | Email Options | HTMLEmaiSig | TewEmalSig | Foipse'l | Candidate

In many cases, the first option is
selected here which means the user
will have the same method as
allocated in default preferences

[V Use the ‘Eclipse Default Preferences’ for Sending Email for this User

¥ Send Emails through M5 Outlook
Delay each email by [i] millizeconds

0Or specify your SMTP server

SMTF Server : Ismtp.younsp o
Usemame :
Password |
Fort H

[T BLC i the user to every emall sent

Where the ‘Broadbean’ bolt-on is
activated, indicate whether default
preferences apply to the username
and password or specify the
individual details of the user

Update this users pemissions when [ e = o s
saving the permissions for : —I Q  Save

Emails can be sent either via Microsoft Outlook in which case the emails are created by Eclipse and
placed into the Outlook Outbox for sending, or alternatively Eclipse will allow the sending of e-mails
directly though the SMTP server as provided by the ISP. (This would be the preferred method for
performance if you are planning on sending out bulk email shots but has the disadvantage that the
emails are recorded in the Sent Items folder in Outlook)

Note: The username, password and port are only required if the mail server requires authentication
or runs on a specific port other than the standard outgoing email port of 25. (If in doubt, contact
your network administrator for advice on these settings.) Further to this, the ‘Send emails via Local
Host’ option is generally not required and relates to users that have problems sending email via
Eclipse because they use older versions of Microsoft Exchange to send emails.

Use The Default Settings For Posting To Broadbean For This User:
The final tick box indicates whether default preferences apply to the username and password or
specify the individual details of the user.
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This section allows the creation of an Email signature for use with HTML email templates. To insert
an image or logo into the signature, select the ‘Inset Image’ icon from the toolbar at the top of the

window. The text size, font and colour may also be altered.

& Alexliort

[ UserDetals | RecodAccess | Manienance | Acliviy | Fintng |

Sections |

User Stats

Diatw/Reminder | CorvTimeshests | Email Optians | HTML Email Sig|  TestEmal Sig | Ecimsetw| |

Candidate

Users HTML Email Sianature L
2P A BSE=S=BIUS EERAY vas@iciEOeE

Kind Regards

Alex Elliott
Recruitment Consultant
Tel: 0844 880 2212

DIV

Update i users permissions vhen [ iong =

saving the pemissians for:

2.12 Text Email Signature:

Doss | | save

Insert an image or logo into the
signature using the ‘Insert Image’
button

This signature will appear at the
bottom of all HTML email templates

This is similar to the previous ‘HTML E-mail Sig’ section, but allows the creation of an e-mail
signature for use with plain text emails. The size, font and colour cannot be amended. The spell
check is not available and Images cannot be used with text only e-mails.

5 Alex Elitt
| UserDetals | Fecoddccess | Maitenance | Activiy | Pining | Secfions | UserStats
Diery/Reminder | Con/Timeshests | Email Options | HTML Email Sig | (Text Email §ig|  Eclosew! | Candidate
Users Plain Text EmailSignature
Kind Pegards
e Elliot
Fiecniment Consultant
Tel 944 880 2212

Update this users permissions when [_pone.- - Cl
v U s e Q Clos= b Save

This email signature is for use with
text only email templates

This size, font and colour of email
templates cannot be amended
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2.13 Candidate:

[ UserDetals | RecordAccess | Maintenance | Achviy | Prning | Secions | UserSlate
Diay/Reminder | CorvTimesheets | Emal Options | HTMLEmaiSig | TewtEmalSig | Ecipsewl |  Candidate

Placing a tick in the ‘Do not show
telephone number in the main list
will stop candidate telephone
numbers being displayed in the
main candidate window

7

¥ Donot show candidate telephone number in main list

Updale tis users pemissions when [ igng— = Dliose | | Save

saving the peimissions for

2.14 Updating User Permissions:

| Diewy/Reminder | Con/Timeshests | Emai Options | HTMLEmailSig | TextEmaiSig | Eclipse'l | Candidale

{UserDetaily | AecodAccess | Manienance | Aoty | Finting | Sectons | UserSials

Full Name : [y Eliott

Job Tille : [Consultant
Email Addhess | slex@eclpse-soitware.co.uk
Direct TelNo.: 0161 223 3456
Mobile No. - [07515381045

Selecting a user within the ‘Update
this users permissions when saving

Division :[_Mone-— A . . .
S = the permissions for’ window allows
e = you to mirror the user profile you
e e have selected. The profile is updated

Pagsword : [oommm 9

Confirm Password — |

when the selected user profile is
saved

I This consultant has left the company

Updete this users pemmissions when [ ygne. x| Olos= | 1) |
saving the permissions for = ]

Once the user’s profile is complete or amended as required, select ‘Save’. As per the notification
below, any changes will only take effect from the next time the user logs into Eclipse.

The user permissions for Eli Randall have been successfully saved.

As per the notification, any changes
will take effect from the next time
the user logs in

NOTE: Some settings will only take effect from the next time Eli Randall
logs in to the system.
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3. Eclipse Default Preferences

This section of the ‘Maintenance Menu’ is vital to the configuration of the software as it defines the
global default preferences within Eclipse. Similarly to the ‘User Administration’ section explained
earlier in this guide, the options are grouped by section on a series of tabbed pages.

3.1 General:

The following screen allows for the completion of general default preferences. Where changes are
made, the alterations will only take place once the user logs out of Eclipse and back in again:

The ‘Default Country’ setting = Eclipse Default Preferences =

becomes the lhome’ COUI’ltry and [ TlmesheetT TempaldT SMS T OLIPay T TempestT Custom T Client ]
General T EandldateT WVacancy T Temp Eont.T Sage 50 TSage PayroIIT Sage 200 T Invoice

will appear on all new client and
pp <« 1

Drefault Country ILInitE\:l Kingdom ;I
can d |date reco rdS [ Use this default country on search forms
Default Currency IGBF‘ ;I
Description |Uniled Kingdom, Pounds
This section defines the preferred Symbol [

Iv Send Emails through M5 Dutlook Remave 'sent items' bafore

option for outgoing e-mails through

%— SMLP Server |smtp pourizp. com Date: IWEI
Outlook or the SMTP server Pasemord | Roase
Port |

[T BLE in the user to every email st
Admin Skeleton Key Password |

SMS Gateway
Expoited File Path Jra il

Exported File Path’ sets the
preferences for saving any exported <
files from Eclipse

[ Enable consultart and division on client contacts

[V In consultant lists show ‘active’ consultants first then 'left the comparny’ consultants
¥ "When saving records ensure the consultant exists in the user section

r Riecord in the activity log the before and after values of any changss
made to the basic fields when amending records. a2

@ Closs |

Default Country:

The default country is the home country. This will determine the default value for the country
setting throughout Eclipse. For example when creating a new client record it will automatically set
the country to whatever is selected in this dropdown. The option 'Use this default country on search
forms', if checked, will populate the country field on search forms with whatever is set as the default
country. If left blank the default option will be to ‘search on all countries’.

Default Currency:

The default currency selector uses the ‘Currency Table’ configured within the Maintenance Menu to
provide a list of options. The currency selected here will be the default currency for all invoices. Also
displayed is the description and currency symbol.
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Send Emails Through MS Outlook:

The next section defines the preferred option for outgoing e-mails, whether it’s through MS Outlook
or directly to the SMTP server. If using Outlook then e-mails are placed directly into the Outlook
email outbox and Outlook will do the rest using the default email account. Otherwise Outlook will be
bypassed and the SMTP server will send the email.

Remove ‘Sent Items’ Before:

In instances where mass mail shots are sent widely and frequently it is advisable to periodically
remove emails from the sent items folder. This will speed up the rate at which mass mailings can be
produced in Eclipse. Please note that any emails removed from here will still be visible in the related
contact logs.

Admin Skeleton Key Password:
This allows for the creation of a ‘master’ password which can be used to open any user account. This
should only be shared with and used by the administrators of the system.

SMS Gateway:
This section need only be configured where a provider other than ‘SMS to E-mail’ is providing the
text message service. In that case, enter the domain name in this field.

Exported File Path:
Finally, the ‘Exported File Path’ sets the preferences for saving any exported files from Eclipse e.g.
timesheet and invoicing files for Sage, Tempest, Tempaid etc.

Enable Consultant And Division On Client Records:

Enabling this option provides additional fields whereby a consult and division can be specified for
each individual client contact instead of the client records as a whole. Additional searching and
permission lock features are also enabled if this option is activated.
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This tab sets the default preferences for candidate related features in Eclipse:

S Eclipse Default Preferences

( T\mesheetT TempaidT SMS T OUPay T TempestT Custom T Client ]

General I

el Wacancy T Temp CUnl.T Sage 50 TSage PayrUIIT Sage 200 T Invoice

* Create initial send-out C¥ from the original
" Create initial send-out C from template

I Automatically set send-out CV's to approved
¥ Make found own job emplayer mandatory

Default Fayment Method ISeIfEmponed ;I
Default Pay Type IBACS ;I

Include candidates. vacancies and contracts

Wi division searches based on both the records
division and also the related industry and
dizgcipling divizsions.

Default Cand, Status IP[E'SE[EEHBd d

Treat pre-screened as ‘Active’ candidates for
matching and CV searching

¥ Make the Candidate Referral field mandatary

Default Payment Reference |US1 .

r Automatically populate supplier ref with ref o
E.g. CAMN-12345 becomes 12345,

ag

‘Default Pay Type’ sets the pay type for all new

candidates added into Eclipse

0 Cloze H Save |

Send out CV’s can be configured
from an exact copy of the original
CV or from a template

Automatically setting send-out CVs
to approved by-passes the safety
net that prevents CV’s being
emailed to a client before they have
been manually approved

The first two options on this tab define how Eclipse deals with send-out versions of candidate’s CVs.
When a candidate’s original CV is imported into a candidate record, Eclipse automatically saves a
send-out version of the CV. How the send-out CV appears at this point depends on the option

selected here:

Create Initial Send-Out CV From The Original:
This option will save an exact copy of the candidate’s original CV as the send-out version. This can

then be edited as required before being saved and issued to clients.

Create Initial Send-Out CV From Template:

The second option ‘Create initial send-out CV from template’ will save a blank CV template as the
send-out CV. The template is configured in the Document Templates section of the Maintenance
Menu under MS Word Template Masters. This is outlined earlier in this guide. This Word document
serves as a starting point to creating CVs. Information can be copied from the original CV and pasted
into the template or the CV can be totally re-written.
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Automatically Set Send-Out CVs To ‘Approved’:

By default, candidate’s send out CV’s cannot be attached to e-mails and sent to clients until they
have been manually approved in Eclipse. However, selecting ‘automatically set send-out CV’s to
‘Approved’ will by-pass this safety net. Please note that selecting this option potentially allows for
candidate CV’s to be issued to clients complete with contact details. Therefore only select this option
where that is acceptable.

Make Found Own Job Employer Mandatory:

This option relates to a Candidate’s status in Eclipse. Where the status is changed to ‘Found Own
Job’, this option forces the input of date e.g. the name of the company where the candidate is going
to work and their estimated start date. In addition to this, it is then possible to run a pre-configured
report from the candidate section detailing candidates who have found their own jobs within a
specified period of time.

Default Pay Type:

The default pay type sets the pay type for all new candidates added into Eclipse. The options are
BACS, printed cheque, manual cheque or cash. Regardless of the default preference, this can be
changed on individual candidate records as required.

Include Candidates, Vacancies And Contracts In Division Searches Based On Both The Record’s
Division And Also The Related Discipline Division:

This option relates to the divisional search feature in Eclipse. It is possible to search for any record
based on division. Generally, this would be the division in which the owner of the record is assigned
to. Additionally, it is possible to assign ‘Disciplines’ (job titles) to a division. Where this feature is
implemented and the option selected within this window, when searching for candidates, vacancies
or temp contracts based on Division, Eclipse will return results relating to both the owner of the
record and the discipline.

Default Candidate Status:
This option allows for the default status setting for newly added candidates. The options are: Active,
Inactive and Pre-Screened. This is initially set to ‘Active’ but can be changed as required.

Treat Pre-Screened Candidates As ‘Active’ Candidates For Matching And CV Searching:
Where the default setting for newly added candidate records is set to ‘Pre-Screened’ this tick box
will treat these candidates as ‘Active’ for the purpose of matching and CV searching.
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3.3 Vacancy:

This screen sets the default preferences for vacancy related features in Eclipse:

= Eclipse Default Preferences B

f TimesheetT TempaidT SMS T OLIPay T TempestT Custom T Client ]
General T EandidateT v | Temp EontT Sage 50 TSage PayroIIT Sage 2DDT Invoice

‘Default Vacancy Type’
determines what the vacancy
‘type’ defaults to for all new
Defaul Vacancy Tope: [Fomanent = vacancy records

¥ Dizplay "+ ould you like to create a requirement for

this vacancy? if there is no associated contract. ThlS Option aCtiVateS a prom pt tO
Disable 'Candidates already in th hortlist
r arlzano?dis‘?:r;a;ead'e:nad[\?iie%l\:zrsaevxl":lz‘la:ﬁc:tcshi?:g.ls Create a temp co ntraCt Where
there is currently no associated
unfilled contract for that vacancy

[ Disable Intemnal Interviews feature

22

D Close | b save |

This option will exclude candidates from ‘match’
results if the candidate is already shortlisted against
that vacancy

Default Vacancy Type:

This option determines the vacancy type when creating new vacancy records in Eclipse. The options
are permanent, temporary or contract. The default option can be over-ridden on a per vacancy basis
when required.

Display ‘Would You Like To Create A Requirement For This Vacancy?’ If There Is No Associated
Contract:

Selecting this option will activate the above reminder. For example, where a vacancy type is set to
either temp or contract, and there is no associated, unfilled temp contract, the message box will
displayed reminding to the user to set up the temp contract.
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Disable ‘Candidates Already In The Vacancy Shortlist Are Not Displayed’ And Vice Versa Whilst
Matching:

Selecting this option will exclude candidates that have already been shortlisted for a particular
vacancy in the ‘Match’ results.

Disable Internal Interviews Feature:
Finally, 'Disable Internal Interviews feature' removes the option for an internal interview type.

3.4 Temp Contract:

This tab sets the default values relating to temp contracts and contains the settings for the options
described earlier in the Rates & Shifts section. These are the starting values that are initially selected
when creating any new temp contract or rate and shift template from a client record or indeed
global templates via the Maintenance Menu. Other options define additional aspects of the
Contract’s behaviour.

= Eclipse Default Preferences .

[ TimesheetT TempaidT ShS T OLIPay T TempestT Cuztom T Client ]
] Sage 50 TSagePayroIlT Sage ZDDT Invaice

Set the rate [%] to be uzed when calculating... Rate Known :IThe pay rate and invoice rate is known LI

WD Rate:[12 o7 :/e “wark To 3|Work to & hourly markup =
employers NI are Employers NI Hate:|13_08 % Memaie Dn:ICharge — LI
calculated ¥ 2wWR Enabled ¥ Include Ermplayers NI

AWSH Alert at IWeek 10 vl W Include holiday Pay [wTD]

r Always assign candidates to an I Enter All Figuies Manually
existing AWH clock if present [ Use™aT Friendly Scheme
Charge WaT on markup only for zelf

whether blank dayS in r ?n?rtgn; ;»aar;ldaigl‘:t?:ttﬁeb:cﬁgszizlable unless employed or composite/umbrella candidates
a candidates schedule I™ Use Enhanced Schedule and Matching Charge client :|15U % of expenses cost
Ay ailability Linit :Img Def. CIS Type :IGross Paymants 0% ;I
should be treated as merie b
ilable i d of Timesheet Freq. :Im W ?;L%?;alog’iiﬂg:f with
unavailable instead o Period End 3|F[ida_.r. vl " Holiday pay iz included in the pay element
available ¢ Holiday payis paid as a

separate element

a2

[V Show Cartract Start Date on Process Timeshests by Image form instead of Period End

D Cloze | K Save |

These options define
timesheet frequency
and period end
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WTD Rate:

This is the percentage at which candidate holiday pay (Working Time Directive) calculations should
be made. All new temporary contracts will display this value and will calculate candidate’s holiday
pay entitlement accordingly.

Employers NI Rate:

This is the percentage at which Employers National Insurance is calculated in Eclipse and is set to
12.8%. This calculation does NOT take into consideration the ‘free pay’ element where National
Insurance is not applicable to the first portion of an employees’ wage. The reason being that this
allowance may have already been applied to a candidate’s wage paid elsewhere and is therefore not
applicable.

AWR Enabled (tick box):
This is the system default setting to enable / disable the AWR clock system. This setting is
automatically enabled where the default country is set to ‘United Kingdom’.

AWR Alert At:
Selecting a week in this field will mean that all Contracts with a clock at that stage or afterwards will
be included in the contract warnings in the ‘Contract Alerts’ screen.

Always Assign Candidates To An Existing AWR Clock If Present (tick box):
Ticking this box will automatically link a candidate to an existing AWR clock with the same legal hirer
if there is one already in existence.

Assume Candidates To Be Unavailable Unless Marked Available In The Schedule:

This tick box defines whether or not blank days in a candidate’s schedule are to be treated as
available or unavailable. By default, Eclipse assumes that a blank day is available unless otherwise
marked. Selecting this option will reverse the feature and consider candidates to be ‘unavailable’
unless marked as ‘available’ in the schedule.

Use Enhanced Schedule And Matching:

This tick box enables the enhanced schedule and matching feature where candidates can be
assigned as available for certain shifts or hours rather than the day as a whole. This feature should
be used in conjunction with the ‘Candidate Shift Availability’ and ‘Candidate Reason for Un-
availability’ sections of the Maintenance Menu.
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Availability Limit:

When performing a candidate match against a vacancy the amount entered will be the maximum
amount of candidates that will be shown. It is set to 100 by default but can be made higher or lower
if required.

Timesheet Frequency:
The frequency at which timesheets are due.

Period End:
This is the last day of the week that the timesheet relates to.

The ‘Rate Known’ list
specifies what values
are known when
negotiating fees.

i Eclipse Default Preferences ]

[TimesheetT TempaidT SMS T OLIPay T TempestT Custom T Client ]
General T EandidateT Wacancy TTemp Cont,T Sage 50 TSage F‘a_l,lroIIT Sage 200 T Invaice

This option specifies
whether fees are
calculated based on
mark-up or margin

Set the rate [%] to be used when calculating..  Rate Known 3|The pay rate and invoice rate s known d

wTD Rate 3|1 207 % work To 3|\:\u"0rk ta a hourly markup _{
Emplovers NI Rate :|13.08 5 o
I Margin On -ICharge rate =

2

v 2R Enabled v Include Emplayers NI

AR Alert at : IWeek 10 'l ¥ Include holiday Pay [wTD)

r Alwaps assign candidates to an ™" Enter All Figures Manualy
exizting AWH clock if prezent [ Uze AT Friendy Scheme

Charge 4T on markup only for zelf

Agsume Candidates to be unavailable unless el o e A b et

marked available in the scheduls ) 5
W Use Enhanced Scheduls and Matching Charge client :I'I 50 % of expenses cost

Availbilty Limit -[100 Def. CI5 Type [ Grass Payments 07 |
f . Include Holiday Pay with
Tt e 'IWEEkl}| j' W Candidate Payment
Period End 3|Friday vl " Holiday pay is included in the pay element

& Holiday pay iz paid as a
zeparate element

‘Margin On’ specifies
what the margin is
calculated as a
percentage of

22

[ {Show Contract Start D ate on Process Timesheets by Image form instead of Period End:

D Close | b Save |

The three drop down lists at the top right hand side set the default values which help to calculate
rates in Eclipse. These will also be copied through to all new temp contracts created in Eclipse.
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The ‘Rate Known’ list specifies what values are known when negotiating fees. The four options are:

The pay rate is known
The charge rate is known

- The invoice rate is known

The pay rate and invoice rate are known.

For the purpose of Eclipse, the definitions of ‘pay rate’, ‘charge rate’ and ‘invoice rate’ are:

- Payrate:
- Charge rate:
- Invoice rate:

Work To:

The gross pay the candidate will receive per unit of work (e.g. hourly/daily)

The cost to the agency (pay rate + WTD + Employers NI)
The cost to the client

The second list “‘Work To’ specifies whether fees are calculated based on a mark-up or margin.
Therefore the two options are as follows:

- Work to an hourly mark-up: A fixed value in £'s per hour/day
- Work to an hourly margin: A percentage calculated on a choice of values

Margin On:

‘Margin On’ specifies what the margin is calculated as a percentage of:

- Payrate only

- Payrateand WTD

- Charge rate
- Invoice Rate

Eclipse Default Preferences .

[ TimesheetT Tempaid T SMS T

OLIPay T TempestT Custom T Client ]

General T CandidateT Wacancy TTemp Conl_T Sage 50 TSage F'a_wollT Sage 200 T Invoice

Set the rate [%] to be used when calculating. ..

WTD Flate:|12_g7 4
Employers NI B ate :|1 208 k4

¥ &R Enabled

AR Alert at - IWeek 10 vl

r Always assign candidates to an
existing &%WH clock if present

= Azzume Candidates to be unavailable unless

marked available in the schedule

¥ Usze Enhanced Schedule and Matching Charge client :I'I 50 % of expenses cost
Def. CIS Type :IGross Payments 0% |

A ailability Limit :|1 i)

Timeshest Freq. :IW’eekIy -l
Period End -IFrida_u vl

If selected, the

Rate Known -IThe pay rate and invaice rate is known ;I
Wiork To :IWUIK to a hourly markup LI
Margin On :ICharge rate ;I

¥ Include Employers NI

¥ Include holiday Pap (wWTD)
I Enter All Figures Manually

I~ Use AT Friendly Scheme

Charge YAT on markup anly for self
employed or composite/umbrella candidates

checked.

Include Holiday Pay with
I Candidate Payment

" Holiday pay is included in the pay element
& Holiday pay is paid as a
zeparate element

% :Show Contract Start Date on Process Timesheets by Image form instead of Period End:

a2

D Close | K save |

corresponding tick boxes
within each new temp
contract will also appear

The expenses option sets
the default value for
passing on candidate
expenses to clients.
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Include Employers NI:
The first tick box on the right hand side will, by default, tick the ‘Include Employers NI’ box on all new
temp contracts and rate and shift templates.

Include Holiday Pay (WTD):
Ticking ‘Include holiday pay (WTD)’ ticks the corresponding box on all new contracts.

Enter All Figures Manually:
Selecting ‘Enter All Figures Manually’ does exactly as it suggests and unlocks all fields for manual
entry.

Use VAT Friendly Scheme:

If the ‘Use VAT Friendly Scheme’ option is ticked, by default any contracts that are created for self
employed or PSC/Umbrella candidates will only charge VAT on the mark-up portion of the invoice
rather than the whole amount.

Expenses:

The expenses option sets the default percentage of candidate expenses to be charged back to
clients. This potentially allows for a percentage increase to be added onto expenses costs or the
percentage of expenses reduced, e.g. sharing expenses costs with clients. To add a mark-up, increase
the percentage as required. E.g. to add 10% set the value to 110%. To split the cost in half, add a
percentage value of 50%. This is only a default value and can be overridden on a per contract basis.

Default CIS Scheme:

This is the ‘Construction Industry Scheme’ and is only applicable to contracts associated with
contractors in the construction industry. For these candidates it is compulsory to be CIS registered.
In terms of Eclipse, this means that candidates are paid as contractors but a percentage of their
gross total pay is deducted through the CIS scheme and passed onto the Department of Work and
Pensions. Choose the default option from the three available in the drop down menu, these are:
Gross Payments 0%, Nett Deductions 20% and Net Deductions 30%. This percentage will be carried
through to all candidate records where the CIS box is ticked. However, the option to change the
percentage is available in the candidate record itself.

Include Holiday Pay With Candidate Payment:

This option relates to the export of information to Sage Payroll. Where this box is ticked the holiday
pay value will be exported to Sage. If not ticked then no holiday pay value is exported. This is the
master setting however this can be changed on a per contract basis.
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Holiday Pay Is Included In The Pay Element:

This option allows for instances where candidate’s holiday pay is included within their basic pay rate
instead of ‘in addition to’ their basic pay. In instances where this option is selected, the WTD
(Working Time Directive) column within the rate calculations should be left at £0.00.

Holiday Pay Is Paid As A Separate Element:

The final option on this screen allows for instances where candidate’s holiday pay is calculated in
addition to their basic pay rate instead of ‘including’ it in their basic pay. In instances where this
option is selected, the WTD (Working Time Directive) column within the rate calculations will display
the holiday pay value.

3.5 Sage Line 50:

Note: This tab need only be configured where information is to be exported to Sage 50 Accounts and
the corresponding bolt-on is activated.

These boxes relate to the invoice
export and allow the
configuration of Sales Nominal
codes for perm, temp and
contract placements

i Eclipse Default Preferences E

[ TimesheetT TempaidT SMS T OLIPay T TempestT Custarn T Client ]
General T EandidateT Wacancy T Temp Eonl.T TSage F'a_onIT Sage 2DDT Invoice

Invoice Export
Sales Nominal Code - Default : [1234
Sales Mominal Code - Permanent : 1234
Sales Mominal Code - Temporary ;1234
Sales Mominal Code - Contract : [1234

Default Department Code :Igm

As Purchases
Purchases Mominal Code - Self Emplayed : [5onn
Purchases Mominal Code - Self Emploved + CIS : 5000
Purchazes Mominal Code - PSCAmbrella : 5000
Purchases Nominal Code - 2nd Tier Agency : [5000

When treating contractors as
purchases, enter the
corresponding Sage 50 Accounts
nominal codes

Az Contractars
Balance Sheet - Contractor Cost of Sales ;{2000
Balance Sheet - Contractor Input WAT <[ 2p00
P +L - Contractor Cost of Sales :|goon
F +L - Expenses : |gon0

Enter the ‘balance’ sheet and
‘profit and loss’ codes
recommended to be in the
2000’s’ and ‘6000’s’ respectively

92

D Close | H Save |

Invoice Export:
The first four boxes relate to the invoice export and allow for the configuration of sales nominal
codes for permanent, temporary and contract placements as well as the default department code.
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Purchases Or Contractors:
In terms of exporting contractor timesheet information from Eclipse to Sage 50 Accounts, there are
2 options:

1. Treat each self-employed contractor, PSC/umbrella candidate and second tier agency
candidate as a supplier and therefore each timesheet effectively as a purchase invoice.

2. Treat timesheets from self-employed contractors, PSC/umbrella candidates and second tier
agency candidates as contractor wage expenses rather than purchases.

Option 1 - Purchases:

The nominal codes used to post purchases of these types must be entered in the ‘Purchases Nominal
Code’ boxes. Typical values for these may be in the 5000 range of nominal codes. Whichever codes
are entered MUST correspond to an actual code in Sage 50 Accounts or the import will generate
errors.

Option 2 - Contractors:

Four nominal codes are required, two for the balance sheet for the total contractor cost of sales and
associated VAT, both of which, are recommend to be in the 2000 range of nominal codes and two
boxes for profit and loss reporting for the total contractor cost of sales and the expenses costs, both
of which are recommend to be in the 6000 range of nominal codes.

3.6 Sage Payroll:

Note: This tab need only be configured where information is to be exported to Sage 50 Payroll and
the corresponding bolt-on is activated.

= Eclipse Default Preferences B

(TlmesheetT TempaldT SMS T OLIPay T TempestT Custam T Client ]
General T Eand\daleT Wananoy TTempEnntT Sage &0 T e T SageZDDT lhwaice | ]

These figures are your 'Payment Reference’ values which need ta match the ‘Ref® column values which pou
need to have already set up in the 'Payp Elements' section in Sage Paproll far the export facility ta operate
comecly.

Basic : I1— Multiple : I5—
o e wios g
oT12: |3— Expenses : |7—
073 |4—
0T4: |5—
oT75: IE—
0T6: |7—
oT7: Ig—
ote: g
ot fo

There are 3 further pay element
boxes: Multiple, WTD and
Expenses

The pay element reference number from
Sage 50 Payroll for this pay element
should be entered into the corresponding

@2 . . .
| box on this tab in Eclipse
D Close b Save |
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Within this tab there are 13 boxes each relating to a pay element within Sage 50 Payroll. In the first
column there are 10 boxes corresponding to each of the possible pay elements available in any
Eclipse contract record. A corresponding pay element should be configured for each of these in Sage
50 Payroll with default details selected. The pay element reference number from Sage 50 Payroll for
this pay element should be entered into the corresponding box on this tab in Eclipse.

It is advisable to standardise each of the pay elements for all new contracts. For example, each new
contract created in Eclipse will need to follow the same pattern for pay rates. For example: The
‘Standard’ field should always be used for the basic rate of pay, the OT1 line for Time x 1 }5 etc. The
same pattern should apply regardless of client, vacancy, candidate etc.

It is a good idea to map out all of the various pay types as these will require configuration not only in
Eclipse but also Sage 50 Payroll. It is important that the pay elements correspond with each other in
both pieces of software.

Multiple:

This allows for a single unit of gross total pay E.g. if the candidate has been paid for multiple
timesheets in the same pay period with different standard pay rates. Eclipse calculates the value this
way because the two timesheets could possibly have different basic rates which would not be
supported by the standard import file for Sage 50 Payroll.

Therefore, in the case of multiple timesheets for the same candidate in the same period, Eclipse will
lump together all the pay elements e.g. standard, OT1, OT2 etc. and calculate a total sum. In Sage
this would appear as ‘Multiple Timesheets’

However, Eclipse will produce a report to breakdown the multiple pay rates for candidates if there
are any queries from candidates as to the various elements making up their total gross pay. This
report is available in the timesheet tab in Eclipse. Within this report, ‘Pending’ refers to timesheets
that have not yet been exported to payroll and ‘History’ refers to exported timesheets.

WTD:
This box is for any holiday pay that may be exported alongside candidate’s other pay. This is
assuming the candidate is paid holiday pay at source on top of their other pay.

Expenses:
This allows for any expenses that may or may not be paid as part of the candidate’s payment.

3.7 Sage 200:

Note: This tab need only be configured where information is to be exported to Sage 200 and the
corresponding bolt-on is activated.
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. Eclipse Default Preferences g

[TimesheetT TempaidT SMS T OLIPay T TempestT Custom T Client ]

General T CandidataT Yacancy T Temp Cont.T Sage 50 TSage PayroIIT Sag52l]l]I Irwice |

Default Sales MNorinal : W Default Purchases Morinal : l—
Default Sales Cost Centre : l— Default Purchases Cost Centre : l—
Pemanent Sales : lgm— Pemanent Purchases : l—
Temporary Sales : lggg— Temporary Purchases : l—
Cortract Sales : lggg— Coriract Purchases : l—
Default nominal codes must be
Default Expenses Mominal : l— ) . .
hccomodaton Expensss entered within these fields to

TiavelExponses [ ensure a successful export

Other Expenzes : l—

r Use suspense account instead of

Click here to update all default nominal for incomplete nominals

Department, Cost Centre and Suspense Account :
Mominal Codes

™ Update All Fecords a2

3 Close | K Save |

Within this tab there are a number of fields for you to submit the relevant nominal codes for export
to Sage. When all the codes have been entered into Eclipse the final stage is to update all records
with the new details. This can be accomplished by selecting the ‘Update All Records’ radio button
within the tab.

3.8 Invoice:

The settings in the ‘Invoice’ tab set the default values for payment terms, invoice templates for the
batch printing option and invoice referencing. Please note that invoice terms and templates can be
altered on an individual client level where required. Additional invoice templates can be created in
the ‘Document Templates’ section of the ‘Maintenance Menu’.
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= Eclipse Default Preferences B

[TimesheatT TempaidT SMS T OLIPay T TempestT Custorn T Client ]
General T Cand\daleT Yacancy TTemp Cont.T Sage 50 TSaga F‘ayrDIIT Sage 200 T Invoice

‘Invoice Prefix’ specifies what will
appear before the reference
number on invoices generated in

Default Invoice Payment Tems IEU daps

Defait Batch Invoice Template : [0 010018 Invoice Template - with Timesheet Line Break v |

Irvvoice Prefis I]NV— Ecl Ipse
Irvoice Offset :ID—
r Only allow client invoice addiess to be II nVO|Ce Offset' a Ite rs the Sta rtl ng

selected using the client branches system,
point for invoice numbering in

If the invoice date is on or after 04/01 /2011 and the " H

period end is befare the 047012011 but within 14 " 17.50% Ecli pse
days of the invoice date, recalculate the timeshest & 20.00%
uzing YaT at >

&) Close | H save

Default Invoice Payment Terms:

This option specifies the default payment terms to be carried through to client records and
subsequently invoices. Please not that this value can be amended where necessary on a per client
basis.

Default Batch Invoice Template:

Within Eclipse there is the functionality to batch print invoices. This option sets the default invoice
template which will be used in the event of a batch print run. Upon purchase of Eclipse, the system
provides two basic example templates, one suitable for permanent invoices and a second for
temporary invoices. These templates can be amended as required or completely new versions
configured. Selecting the drop down menu here will display all templates configured in relation to
invoices. Choose the option which is most likely applicable to the majority of clients. Please note that
within each individual client record the template option can be amended if necessary.

Invoice Prefix:
The invoice prefix field specifies what will appear before the reference number on invoices
generated in Eclipse. ‘PIN’ is the default but this can be altered as desired.

Invoice Offset:

‘Invoice Offset’ alters the starting point for invoice numbering in Eclipse. For example, if the final
invoice number of an existing system stands at 99 and the first invoice to be generated in Eclipse
needs to be 100, then the invoice offset would be 99.
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Only Allow Client Invoice Address To Be Selected Using The Client Branches System:

Within the ‘Branches / Financial’ tab of each client record it is possible to enter an invoice address
for the client that differs from the client address entered on the ‘Client Details’ tab. Where this
option is left un-ticked the invoice address can be manually typed or selected from a drop down list
of related branches. Where this option is ticked, only the address of a related branch can be
selected.

3.9 Timesheet:

The next tab of Eclipse Default Preferences relates to timesheets and the options related to the
process, authorisation and invoicing of those timesheets in Eclipse.

This option only allows
timesheets to be processed and
authorised using the fax/image
method

. Eclipse Default Preferences ==

( General T Cand\datsT ‘Wacancy TTst Cuan Sage 50 TSagePayrU\lT Sage 200 Invoice
i Tempa\dT SMS T OLIPay T TempestT Custam T Client

r Only allow imesheets to be processed and
suthorised Lsing the fax/image method
Use the Timesheet Queue Folder per
I Division' system. [Assign the folders in the
division maintainance section.]
On the process timesheet by image form filter
I out timesheets where the rates are not
agreed.

Use the green ‘+’ button to

Timesheet Image Folder : 41 sers\Alex Elliott\DesktophT Sheetsh 2| —H
Pracsssing wihout Signed Contact 3oy = specify the folder in which faxed
Processing without mvoice Address Approved : [y g - . H H
e ot PO ot :W j images of the timesheets will be
Processing without 24%F Equal Treatment IAIIDW LI Saved
Inwaicing without Invoice Address Approved IWam LI
Irvecicing without PO MNurnber IWam ;I
Assigh Cand. [nvoice Address Not Approved IWam ;I
Candidate Date of Bt Not Present: (41 -] By adding a value in this section
Over 25 and payrate below the specified amount IAIIDW ;I | 7.25

allows you to set the national
living wage for candidates over
the age of 25

) Close I Save |

Only Allow Timesheets To Be Processed And Authorised Using The Fax/Image Method:
Placing a tick in this box prevents the processing and invoicing of timesheets using any method other
than the fax / image feature.

Use The ‘Timesheet Queue Folder Per Division’ System:

Where users are assigned to a division and the fax / image method is employed to process and
authorise timesheets, selecting this option will allow for a queuing system. For example, in the
instance where are three divisions within a company, a timesheet folder per division can be
configured. As the timesheets come in via the faxed image method they can then be saved into the
relevant folder.

To assign a timesheet folder to a division, re-visit the user administration section of the maintenance
menu and double click on a division. Locate the folder via the green ‘+’ button which will open the
Windows file manager.
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On The Process Timesheet By Image Form, Filter Out Timesheets Where The Rates Are Not
Agreed:

As it suggests, selecting this option will only display timesheets records if their rates have been
agreed with the client.

Timesheet Image Folder:

Where timesheets are to be processed and authorised using the fax / image method but NOT the
timesheet queuing system, use the green ‘+’ button to open the Windows file manager and locate
the folder in which the timesheets will be saved.

Processing Without Signed Contract:

This option is a control feature associated with signed contracts. Where a copy of a signed contract
is not present in the temp contract record in Eclipse the preference can be set to simply ‘Allow’ the
processing of associated timesheets, ‘Warn’ that a copy of the contract has not been attached but
still allow the processing of timesheets or ‘Prevent’ the processing of any associated timesheets until
the signed contract has been attached.

Processing Without Invoice Address Approved:

Where a client’s invoice address has not been approved within the ‘Branches / Financial’ tab of the
client record, this option will either ‘Allow’, “Warn’ or ‘Prevent’ the processing of any associated
timesheets until it has been approved.

Processing Without PO Number:

Where it has been specified in the ‘Branches / Financial’ tab of a client record that a purchase order
number is required on any associated invoices before they can be paid, this option will either ‘Allow’,
‘Warn’ or ‘Prevent’ the processing of any timesheets until the purchase order number has been
entered into the associated temp contract record.

Processing Without AWR Equal Treatment:

Every Contract that is created and eligible for AWR has a tick box which defines whether or not the
rates associated with that Contract can be deemed to be equivalent to Equal Treatment
Comparators. Eclipse has a function that will allow the decision of whether to “Warn”, “Block” or
“Allow” when trying to process a timesheet that does not have this tick box ticked. The default
value when the update is installed is “Warn” which will display a pop up warning to the user but give
them the option to process the timesheet anyway.

Invoicing Without Invoice Address Approved:

Where a client’s invoice address has not been approved within the ‘Branches / Financial’ tab of the
client record, this option will again ‘Allow’, “Warn’ or ‘Prevent’ the invoicing of any associated
timesheets until it has been approved.
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Invoicing Without PO Number:

Where it has been specified in the ‘Branches / Financial’ tab of a client record that a purchase order
number is required on any associated invoices before they can be paid, this option will again ‘Allow’,
‘Warn’ or ‘Prevent’ the invoicing of any associated timesheets until the purchase order number has
been entered into the associated temp contract record.

Assign Candidate Where The Client Invoice Address Not Approved:

Where a client’s invoice address has not been approved and a candidate is assigned to a related
temp contract, Eclipse gives the options to either ‘Allow’ the candidate to be assigned, ‘Warn’ that
the client’s invoice address has not yet been approved or ‘Prevent’ the candidate from being
assigned. This is particularly useful in temporary and contract recruitment where it is imperative that
the correct invoicing preferences have been configured as these preferences impact on timesheet
and invoice management within Eclipse.

Candidate Date Of Birth Not Present:

If the candidates date of birth is not present on the candidate record, then Eclipse can ‘Warn’ you
that the date of birth is not present, ‘Allow’ will let you save the candidate record without a date of
birth present and ‘Prevent’ will not let you save the record without a date of birth present. This
permission is connected to the national Living wage on the next paragraph.

Over 25 And Below The Specified Amount:

If a candidate is over the age of 25 and below the threshold stated Eclipse can ‘Warn’ you that the
candidate is 25 or above and below the threshold at the point of being assigned to a contract,
‘Allow’ will ignore that the candidate is below the threshold at the point of being assigned to a
contract, and ‘Prevent’ will stop you from assigning a candidate to a booking if aged 25 or above and
below the set threshold.
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This tab need only be configured where information is to be exported to Tempaid and the

corresponding bolt-on is activated in Eclipse.

= Eclipse Default Preferences B

[ General T CandidateT Yacancy TTemp Cont.T Sage 50 TSage F‘aymIIT Sage2DU]_T Invoice

Timesheet TempaidT SMS T OLIPay T TempeslT Custom T Client

Tempaid Company (D :l—
Job Codes

Expenses :IW

Expenses Accomodation : W

Expenzes Travel INHLE—

Expenses Other :lw

D Close | K Save |

Tempaid Company ID:
This is a two digit code and is usually set to ‘DE’.

This ‘Tempaid Company ID’ is a
two digit code and is usually set
to ‘DE’

Expenses, Expenses Accommodation, Expenses Travel And Expenses Other:
These are usually 4 character codes and must correspond with those configured in Tempaid itself.

3.11 OLI Pay:

This tab need only be configured where the OLIPay bolt-on is activated in Eclipse. Where this is the

case enter the OLIPay Office Number in the field provided.
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( General T Cand\dateT “acancy T

TlmesheetT Tempaid T S5 0

ont.T Sage 50 TSageF‘ayroIIT Sage 20
] TempestT Custom T Client

U]J Irnice

OLIPay Office Mumber : [12

3.12 Tempest:

D) Close | b Save |
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Where the OLIPay bolt-on is
activated, enter the OLIPay Office
Number

This tab need only to be configured where the Tempest bolt-on is activated in Eclipse. Where this is
the case, enter the Tempest Company ID and the ‘Timesheet Prefix’ in the fields provided.

[ General T Eand\dateT Wacancy TTemp EomtT Sage b0 TSage FayloIIT Sage 20

Timeshest | Tempaid | SMS | OUPay | Fempest | Cusom |  Clent

EI]_T Irweoice

Tempest Company D
Timesheet Prefis

Set All CIS recards to be
re-exported to Tempest

3 Cloza | H Save

Enter the ‘Tempest Company ID’

Enter the ‘Timesheet Prefix’
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3.13 Custom:

The next tab of Eclipse Default Preferences relates to the addition of ‘Custom’ drop down menus,
custom fields can be added to the system and marked against the client and candidate records. You
can add a maximum of ten custom fields in either the client record and also in the candidate record.
Once created the ‘Custom Fields’ can be searched upon from the client search and also the
candidate search features.

Add the ‘Option’ here. This can be either numerical or
alphabetical. To allow a dropdown menu the value will need to
be separated with a semicolon.

= Eclipse Default Preferences ]

[ General T Candidate T WVacancy T Temp Eont.T Sage 50 T Sage PayloIIT Sage 200 Invoice
TimesheetT Tempaid T SMS T OLIPay T Tempest T Custom Client
Add the name fO r yOU r Clignt Custom Fields Candidate Custom Figlds
Mame [e.g. Mo. Emps] Options [e.g. 1-10:11-5050+)  Mame Options

‘Custom Field’ here

[ AR L R o A

@ Closs | K save |

Within the ‘Options’ section you have a choice of numerical and/or lettering, they can be separated
by the addition of a Semicolon (;) this will allow a drop down menu as seen on the example
provided.

= Eclipse Default Preferences B

F'ayrollT Sage 200 Invoice
i | Cient

|/ General T EandidateT Wacancy TTemp Cont.T Sage B0 TS
TimesheetT TempaidT Shis T OLIFay T TempestT

Client Customn Fields Candidate Custorn Fields
MHame [e.g. Mo. Emps] Options (e.g. 1-10;11-5050+]  Mame Optiohs
1. |Candidate [15510;1015:15-20;20+  [Complaints |Reported: Resalved

2| | | |
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The ‘Options’ added to the ‘Client Custom Fields’ can then be selected from the ‘Custom’ tab of the
client record.

¢ Edit Client Dv ; = ABC Compam

Cient Detads | Branches/Financial | Rates/Uinsuit/Agen | Cand Shortist (154) | AwWR

Candidate [ntake :|1_ﬂ _ﬂ

510
1015
1520
204

The ‘Options’ added to the ‘Candidate Custom Fields’ can then be selected from the ‘Custom’ tab of
the candidate record.

3.14 Client:

The next tab of Eclipse Default Preferences relates to the client record. The ‘Client’ tab allows you to
select default values that populate when adding a client record to Eclipse.
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Placing a tick in
‘Include in Batch
Invoicing’ defaults new
client records to be
included in the batch
invoice function.

This dropdown menu
allows you to select a
default preference for
the default frequency

of invoices

= Eclipse Default Preferences

[ General T EandidateT Wacancy TTempEnntT Sage 50 TSage Pagiol

ME

TimesheetT Tempa\dT SMS T OLIPay T TempestT Custam T

r Autornatically populate account ref with ref no.
E.g. CLI-12345 becomes 12345,

¥ Include in Batch Irvaicing

Type: I Conzolidated Invoicing d
Group By: I Timesheet PO Murnber ;I

Invaice Freq. :IMUnthI}' LI

F.AD. 3|Accounts Payable Dept

200 Invaice
t |

iCl

Entering text in this field will
default how the invoice ‘For the
Attention of’ is addressed as a
default on client records

Automatically Populate Account Ref No:

D Close | H Save |
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Placing a tick against
‘Automatically populate
with ref number’
automatically assigns
the client reference
number to the ‘Account
Ref’ field within the
‘Branches/Financial’ tab
of the client record.

‘Type’ allows you to
select the default invoice
preference as either
‘Invoice Per Timesheet’ or
‘Consolidated’.

‘Group By’ allows you to
group the consolidated
invoice by selecting one
of the options

Placing a tick against ‘Automatically populate account ref with ref number. Automatically assigns the
numerical section of the client reference number to the ‘Account Ref:’ field within the
‘Branches/Financial’ tab of the client record.

Include In Batch Invoicing:

Placing a tick against ‘Include in Batch Invoicing, will automatically tick the ‘Include in Batch
Invoicing’ against any new clients that are added to the system. This can be changed by de selecting
the tick box in the ‘Branches and financial’ tab within the client record. By ticking this box will allow
the client to be part of the batch invoice creation.

Type:

Selecting either ‘Invoice Per Timesheet’ or consolidated invoice will automatically set the default
preference for timesheets on any new clients added to the system. This can be changed on
individual records if they require different preferences than that of the default setting.
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Group By:

By selecting either ‘Client Invoice Address’ ‘Contract Location” Timesheet Number’ ‘Employee’
‘Period End’ or ‘Timesheet PO Number’ set the systems default preference for how the consolidated
invoices are grouped. This can be changed on the individual client records if required within the
‘Branches and financial’ tab within the client record.

Invoice Freq:

By selecting either ‘Daily’ Weekly’ 2 Weekly’ ‘4 Weekly’ ‘Monthly’ or Other allows the automatic
selection of the default invoice frequency for any new client records that are added to the system.
This setting can be changed on any individual client records if required within the ‘Branches and
Financial’ tab of the client record.

FAO:

Any text added to this field will automatically populate the ‘F.A.O’ (for the attention of) field of the
‘Branches and Financial’ tab within the client record. This can be amended on individual records if
required you can also select specific client contacts that are added to the records.
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4. Client Industry Sector, Status And Contact Position

This section of the ‘Maintenance Menu’ allows the configuration of three separate searchable fields
relating to the client, these are: the industry sector in which clients operate; the status of the client
and a list of general job titles of belonging to client contacts. Within each individual client record,
values are selected from these pre-defined lists.

The screen shot below displays some common examples:

3 Maintain Industry Sectors B
Industry Client Status Client Contact Positions 22
Aerozpace - Clignt Accounts Azsiztant
Agriculture = Coald Call Adminiztration Assistant
Architecture Dioesn't uze Agencies Azzociate / Partner
Automotive Ex Client Branch Manager
Aviation Hat Company Directar )
Building Services New Prospect Consulkant HR and Recruitmer Client contacts can be
Care Home Ma Longer Trading Customer Services . .
Chemicals Rates agreed General Manager categor|sed by p05|t|0n.
Childzare Refernal Head Teacher
Commercial Supplier Helpdesk These values can be
Construction Terms of Business signed Human Resources
Diriveitg b Uszes Competitor IT Director i i
Education tanaging Director fa ! rly generic
Engineering Operations kM anager
Fahbrication Praduction Manager
Financial Services Project Manager
FrCG Purchazing Officer
Haulage Sales Manager
Hotel and Catering
LT. i
[2] Add Mew [Z] Add New [Z] Add New
[Edt | ]Delete [AEdt | |l Delete [ZEdt | l]Delete

To add a new industry sector,
status of contact position, simply
select the ‘Add New’ button at the
foot of the relevant column

When adding details of contacts within a client record, they can be categorised by their ‘position’.
These ‘positions’ are configured here. They can be fairly generic so that broad groupings can be
used. There is an additional field within the client contact record to store the ‘actual’ job title of the
contact if different from one of the standard groups.

To add a new industry, client status or contact position, simply click ‘Add New’ button under the
relevant list. To edit an industry, status or contact position, highlight the one to be amended and
select ‘Edit’. The description can now be changed. Any changes will automatically update
throughout Eclipse.

To delete an industry, status or contact position, highlight it in the list and then select ‘Delete’.

Eclipse will not delete a value that is in use by records in the database. The warning box below will
be displayed. All related records must be removed before the field can be deleted.
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All related records must be
removed before an industry
sector can be deleted.

Cannot delete the selected Industry sector due to the following reasons:

24 Client(s) using the Industry Sector.

All related records must be removed before an Industry sector can be
deleted.

5. Client Other Agencies

This screen allows the facility to create a list of competitors or other recruitment agencies used by
clients to source candidates. This allows consultants to keep track of which other agencies are being
used by clients and new prospects.

Administration of this list is performed in exactly the same way as the previous ‘client industry
sectors’ section within the Eclipse Maintenance Menu.

- Maintain Client Agencies x|
Agencies a 2

Create a list of competitors or

Adecco Recruitment . other agencies used by clients to
Brightis/ ater Selection i source candidates for vacancies
CareerCar

Fastnet R ecrutment

Harmy " alzh Aszociates Lid
Havg sccountancy Personnel
Inniovate Recruitment

bl anpower

Mewman Chase

Fentazia j

(7] Add Hew

| Edit W Delete

i3 Cloze |

Administration of this list is
performed in exactly the same way
as the client industry sectors within
the Eclipse Maintenance menu

6. Client Referral

This section of the Maintenance Menu allows the tracking of client traffic through Eclipse. For
example, how contact with the client was initially established. Administration of this list can be
carried out using the ‘Add New’, ‘Edit’ and ‘Delete’ buttons.
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Maintain Client Referrals

Client Referral 9 2
Cold Call This list allows the tracking of client traffic
E;Qif:?; through Eclipse (eg how contact with the client
Wwiebsite was established)
(7] Add New Administration of this list can be carried out
[ Edit | i Delete using the ‘Add New, ‘Edit’ and ‘Delete’ buttons.

7. Candidate And Vacancy Industries, Disciplines & Core Skills

This is potentially the most important part of the Eclipse set-up and defines the candidate job title
and skill search facility within Eclipse. It is recommended that considerable care be taken during the
configuration of this section to ensure maximum effectiveness of the software.

Eclipse uses a classification system based on industries, job disciplines and skills to categorise both
candidates and vacancies within the database. This enables effective searching and matching
between vacancies and candidates. It is particularly important to set these up correctly as the
disciplines and skills will be used as keywords to auto-create candidate records using the ‘import CV’
facility and so all “disciplines’ should be entered as you would expect to read the ‘job titles’ on a CV.
The same consideration should be used for skills.

As depicted below, each industry can contain related disciplines (job titles) and skills for distinction
between various industry specific classifications. For example, all IT specific ‘disciplines’ and ‘core
skills’ can be contained within an ‘IT’ industry sector. Additionally, industry sectors may be colour
coded to aid easy identification and classification.
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@ Maintain Industries Disciplines and Core Skills
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Industries Disciplines Core Skills
Airline Commercial Manager MET -
Automative Databaze Technician ASP =
Care / Social Work Graphic Designer ot
Commerncial HT ML Specializt dbz
Construction IT Administrator HTHL
Diental IT Manager PSP
LCrriving Metwork Admin Java
E ducation Frogramrmer Lirws
Finance Software Engineer oracle
Faood Manufacturing Software Sales PHF
Hospitality / Caterirn Tech Support Prince2
Tester SAP1
Manufacturing / Engineering wieh Designer SAaP 2
Medical Wweb Developer Security
R il SOL Server
R ecruitment TCPAP
R etail Yizual Basic I
Sales / Call Centre Wisual Basic B
Warehouse / Industrial ‘windows 2000
Universal windows 98 ;I
[2] Add New 5] dd Mew [Z] dd Mew
[ZEdit [l Delete 2 E\{ | i) Delete (2 Edit | [l Delete

@ Ame

Industry sectors can be colour
coded for easy identification and
classification

I~ Show Usage [Candidate Records)

D Close |

Each industry sector can contain
related job disciplines and core skills

Where the Eclipse WI integration is applicable, an additional ‘Update Website’ button will be visible
at the bottom of the window. Selecting this will automatically synchronise the industries, disciplines
& skills with the corresponding fields on the website. Candidates will see the exact same values

when registering and searching for jobs.

To add a new industry sector, simply click the ‘Add New’ button at the foot of the Industries list. The
following window will appear. Enter the industry name (and the code where required) The ‘Code’

field need only be completed when exporting information to Sage via the bolt-on. The new industry
sector will now appear in the list:

Where required, assign

the ‘Industry’toa  _ Division: ione E

‘Division’

ﬁ Industry Details

Enter the new industry

name and the ‘code’

Industry Mame :|

Code :|

MOTE: By changing the name of an industry thiz will alker the
name throughout the application for all candidates and
WACANCIEE,

D Close |

where required
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Where required assign the ‘Industry’ to a ‘Division’. This feature ultimately allows the lock down of
the system so that users of the system are only able to view and search for candidates, and
vacancies who industry relates to the ‘Division’ of the company they belong to. Finally, select ‘Save’.

To colour code the industry sector, first highlight the desired industry in the list then select ‘Amend
Industry Colour’. The following window will appear. Hover the curser over the colour pallet and
select the desired colour by clicking the mouse. Finally select ‘Use New Colour’ to confirm the
choice.

i Select Industry Colour [x

Pleaze select the Colour to be Azsigned to the Industng

To choose a colour roll the curser over
the pallet and then left click on the
desired colour to confirm

Selected Sample Text

Use Mew Colour

When adding disciplines and skills, there is a default industry classification known as ‘Universal’ into
which non-industry specific job types (disciplines) and skills can be added, for example
administrator.

i Maintain Industries Disciplines and Core Skills .

ﬁ Maintain Industries Disciplines and Core Skills

Industries Disciplines Core Skill: 22
Airling Admin Assistant Administration
Automotive Excel
Care / Social Work Customer Service M5 Office
Commercial Cugtamer Service Manager Pawer Point
Constuction General Manager Publisher
Drental Head of Department whord
Drriving Health & 5 afety Manager
Education HF:  anager
Finance Operations Manager
Food kanufacturing Project Manager
Hospitality # Catering Fleceptionist
IT Sales and b arketing M anager
Manutacturing £ Engineering Supervisor
Medical Team Leader
Rail
Recruitment
Retail
Sales / Call Centre
[7] Add Mew [F] Add Mew [F] Add New
[ Edit | Il Delete [T Edit | Il Delete [GrEdt | Il Delete

Amend |ndustry
@ Colour

[~ Show Usage [Candidate Records)

@D Close |

The default industry
classification ‘Universal’ can
be used for non-industry
specific job titles and core
skills

Non industry specific job
titles and core skills are
those that may apply to
multiple industry sectors

To amend a ‘discipline’ or

‘core skill' or move them

between industry sectors,
select ‘Edit’
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To add a discipline or a skill, firstly highlight the desired Industry sector. Secondly select ‘Add New’
from the bottom of the discipline or core skill column. To delete a value highlight then select the
corresponding ‘Delete’ button.

If required, disciplines and core skills can be moved between industry sectors. Select the field to be
moved and choose ‘Edit’. To change the industry sector, select the required industry sector from the
upper list and select ‘Save’. Amendments to spellings can also be made in this window.

Lok Discipline x|
Induztry Azzignment

Hospitality # Catering ;I

IT

i anufacturing / Engineerin

tedical

Rail

Recruitrment

A etail

Sales / Call Centre

Warehouze / [ndustrial

[niversal

To move a discipline or core skill between
industry sectors, first select the new industry
sector and then ‘Save

Discipline Description To amend the spelling or wording use the

‘description’ box

IS LipEryisor
Dhisiizian -

INu:une LI
) Cloze | H Save

Additionally, disciplines can be assigned to a division. Where the Eclipse default setting is set to
include candidates, vacancies and contracts in divisional searches, when searching for candidates,
vacancies and contracts based on division, the results will display both records that are assigned to a
particular user of the software and therefore a division, plus those records that have been assigned a
discipline which relates to a particular division regardless of the record ownership. Additionally,
where user permissions have been locked down to view only records belonging to their division,
search results will also include candidates, vacancies and contracts containing disciplines assigned to
that division regardless of the divisional ownership of the record.

8. Candidate/Vacancy Qualifications

Qualification attributes are assigned to both vacancies and candidates respectively in much the same
way as the industries, disciplines and skills are in order to facilitate accurate matching. The
administration of this section is performed using the standard ‘Add’, ‘Edit’ and ‘Delete’ buttons.
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Maintain Qualifications

Qualifications =]

Ba

BSc

City and Guildz
HMEC

HHD

by

MSc

FHD

Eclipse will perform a key word search using
this list in order to auto-populate candidate
records in Eclipse

Administration of this section is performed
used the standard ‘Add’, ‘Edit’ and ‘Delete’
buttons

[ Edit | Delete

D Close |

Where the Eclipse WI functionality is enabled, an ‘Update Website’ button will appear at the foot of
this screen and allow the synchronisation of qualification categories in Eclipse with those used for
searching and registration on the website. This works in exactly the same way as the upload of
industries, disciplines and core skills’.

9. Candidate Experience

Listing candidate’s experience in years will hinder the search functionality as Eclipse will not
automatically update as each year passes. Therefore, this section can be used to record alternative
searchable values such as the suitability of candidates by assigning them a ‘star rating’ or recording
their level of experience e.g. trainee, junior, graduate, management and senior management.
Maintenance of this field is performed in exactly the same way as the other lists using the ‘Add’,
‘Edit’ and ‘Delete’ buttons.

Maintain Experience
Experience @2
bradudte It is not advisable to classify a candidate’s
b t Lewel . . .
SeriorLevel experience in ‘number of years’ as the data will
Trained
become out of date very quickly
[ &dd Mew
[ Edit | le’| Delste

@ Clase |
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10. Candidate Referral

This section allows the configuration of the candidate referral field. This can be used to track initial
contact with candidates e.g. as the result of specific advertising campaigns, job sites, from a website,
or via a recommendation etc. Maintenance of this field is performed in exactly the same way as the
other lists using the ‘Add’, ‘Edit’ and ‘Delete’ buttons.

Maintain Candidate Referrals

Candidate Referral

22

Candidate Referal
example

Job Centre
Jobzite

Local Job Board

M anchester Evening News
Metro Mevspaper
The Recruiter

The Times
Wwebsite

whord of Mouth

This section can be used to track initial contact
with candidates e.g. via ad campaigns,
websites and recommendations

[ Edit | || Delete

E=port ta Excel | &3 Close |

11. Candidate Right To Work

This editable list allows for the configuration of a ‘checklist’ of documents that are stored within
each candidate record. This feature is more commonly used within temporary recruitment and may
typically contain values such as 1st reference, 2nd reference, passport etc. Further detail can be
stored against these items from within the candidate record for example attachments of scanned
documents etc. This screen simply allows the configuration of the list of documents to be included
in the checklist.

Maintenance of this field is performed in exactly the same way as the other lists using the ‘Add’,
‘Edit’ and ‘Delete’ buttons.

There is the addition of two extra administrative buttons on the right of the screen: ‘Move Up’ and
‘Move Down’. These allow the order of the documents to be modified rather than displaying them
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alphabetically. This enables the use of this checklist as a key part of the registration process.

~ Candidate Right to Work Details

Candidate Right to ‘work List

Diriving Licensze

Reference 1

Reference 2

Passport

List 99

Education - CRE

A FULL Birth Certificate [number reguired)
Letter from Home Qffice stating pou can work in the LK
Home Office Resident Permit

Umbrella company registration

M aturalizatioind mmigration status document
Additional information form attached

Health Aszessment form attached

Yiza 4 Permission to work

Proof of [dentity - Dinving Licence

Credit check
Photographs
Wetting Process of Third Party Agent
48 Howr
Passport ;I
[ Add New Maove Lp
[ Edit | | Delste Move Dowvn

Select ‘Add New’ to enter details of a new right to work document:

~ Candidate Right to Work Details

) Cloze |

Mame : ||

v Include in Right to Work % Calculation

v Include in E xpiry &lerts

Provide the alert I an days before the expiry date

Name:

oDDSE | HSave |

This section can be used as a
check list of documents as part of
the candidate registration process

Documents can be listed in order
of priority using the ‘Move Up’
and ‘Move Down’ buttons

This field is for the name of the document as it will appear in the candidate record.
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Include In Right To Work % Calculation (Tick Box):
Where required, Eclipse will provide notification of documents due to expire. Use this tick box to
indicate whether a warning is required for each individual document.

Include In Expiry Alerts (Tick Box):
Where required, Eclipse will provide notification of documents due to expire. Use this tick box to
indicate whether a warning is required for each individual document.

Provide The Alert [90] Days Before The Expiry Date:
Where the box ‘include in expiry alerts’ has been ticked, it is possible to specify how far in advance
of the document’s expiry date the warning is required.

12. Candidate Shift Availability

This section allows the configuration of a basic list of shift types for example, days, nights, evenings
or weekends etc. This can be as specific as required e.g. 8am — 8pm etc. Within each candidate
record it is then possible to select the types of shifts or working hours the candidate would prefer.

This section also works in conjunction with the candidate schedule and the enhanced matching and
availability feature. The first step is to configure a list of shift types that the candidate may be
available / unavailable for:

Maintain Shift Availability

. Maintain Shift Availability

A | shift | . .

7 Days This section allows the

£ Evenings . . Lo .
2 Nghts configuration of a basic list of shift
Y Weekends

types e.g. Days, nights etc.

This can be as specific as required
by entering actual shift hours
where appropriate

D Close |

Maintenance of this field is performed in exactly the same way as the other lists using the ‘Add’ and
‘Edit’ buttons. To remove a value from this list, first double click to open the entry and then select
the ‘Delete’ button.
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13. Candidate PSC/Umbrella

This section need only be considered where temps or contractors are paid through a PSC (Personal
Services Company) or umbrella company. Details of each PSC or Umbrella company can only be
configured via the Maintenance menu. On an individual candidate basis, where the temp or
contractor is paid via a PSC or Umbrella, the appropriate details can be selected from a drop down
menu. This prevents the need for repetitive entry of the same PSC or Umbrella details.

This feature also enables Eclipse to group candidates by PSC or Umbrella for searching and reporting
on timesheets. Additionally, where a payroll export bolt-on is activated, candidate payments can be
grouped for export.

This section needs only
be considered where
temps or contractors
are paid through a ‘PSC’

Maintain PSC/Umbrella

@ Maintain PSC/Umbrella

4 | Mame | Posteode | or ‘Umbrella’ company.
Black Diamaond Accounting M1 20w

Erockson Accaunting Limited LAaT 4T

Co-op HUZ 7GF

Outsourced Payoll Inc b1 20w

Parasol Ltd 14 905

Urnbrella Ltd M4 9FG

[ &dd D Close |

Maintenance of this section is
performed in much the same
way as the other sections of
the Eclipse maintenance
menu.

Adding and editing of this section works in the same way as with the other Maintenance Menu
options. Clicking the ‘Add’ or ‘Edit’ buttons open the ‘PSC / Umbrella Details’ screen as shown
below.
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PSC/Umbrella Details The details entered

PSCi{Umbrella Details within this screen will
be copied through to

Company Details Details of Bank or Building Society

Compary Name : [Parzsal Ltd Name of Bark :[Linyds candidate records when
Address ain Streef Address : o reed .
Ifd?nch::tert I:‘\Al;:']:hdei:el t Ilnked them to
| I particular PSC or
Fostoode b4 305 Posteade i 8RD Umbrella companies.
¥ waT Aeqistered Hame :Iparasul

Sort Cade : [ 123455 Acc. Mo |123456758

Tax Code |U1 Standard rated ranzactions [ZU‘ZLI
Payment Ref 3|echpse

VAT Mo.: [a312433489

¥ Limited Compary Supplier Ref :lparasnl
Company Reg No. :[02330290-20 BAN :[74383439
Date of Incorp. : | 23/07.06 Swift Code : 33189233

¥ Copy of Cettificate of Incorparation Bolllc 1823%320

L] Delets | D Close | = Save |

The details entered within this screen are then automatically copied through to candidate records
when linking them to a particular PSC or Umbrella company. This ensures that all information is
accurate for all candidates paid in this manner.

14. Candidate 2™ Tier Agency

This section need only be considered where 2nd tier agencies are employed to source candidates via
a master vendor agreement. Configuration of this section is performed in exactly the same as the
PSC / Umbrella section above. On an individual candidate basis, where the temp or contractor has
originated via a 2nd tier agency, the details of that agency can be selected from a drop down menu.
As above, this prevents the need for repetitive entry of agency details.

Maintain 2nd Tier Agencies B

R e S R The section need only be
m Maintain 2nd Tier Agencies considered where candidates are
T gl sources via a 2" tier agency

| Postcode

A I Mame

Burton Royce Recruitment M1 4RD
Halo Recruitment M1 3HR
E Panasonic Recruitment M3 4
Fi2R Services Limited t1 3HH

D Clase |
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Adding and editing of this section works in the same way as with the other Maintenance Menu

options.

2nd Tier Agency Details

% 2nd Tier Agency Details

Company Details

Company Name : |Haln Recritment

Address 3|1 Main Street

|Manchester

Paostcode :|M1 IHR

¥ AT Registered

Tax Code :ID‘I : Standard rated transactions [202;'

VAT No. :[546553434
¥ Limited Company

Company RegMNo. :[645435543
Diate of Incorp. :|

| Copy of Certificate of Incorparation

Details of Bank or Building Society

The details entered within
this screen will be copied

Mame of Bank:lHSBC

Address : |1 High Street

|Manchester

Postcode : [j1 it

Hame : IHaIU Fiecruitment
Sort Code - |1 23456 Acc. Mo. |1 2345672

Payment Ref. : |Payment

Supplier Ref : |Suppller

_ |BAN: 7372355238
Swit Code ;| 2933209022
RollNo. ©| 3384929218

| Delete | @ Close

@2 through to candidate
records when linking them
to a particular 2™ Tier
Agency

| K Save |

The details entered within this screen are automatically copied through to candidate records when
linking them to a particular 2nd tier agency. This ensures that all information is accurate.

15. Candidate Reason For Unavailability

This section works in conjunction with the candidate schedule and the enhanced matching and
availability feature. The first step is to configure a list of reasons why a candidate may be unavailable

for a day or a shift.

Initially this menu is blank and needs to be populated.

-

e

Reason for Unavailability

X Maintain Reason for Unavailability

A | Reason

Holiday
Sickness

Unknown

Work Sabbatical
Working Elsewhere

QR

) Close |

The section works in conjunction
with the candidate schedule and the
enhanced matching and availability
feature
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Maintenance of this field is performed in exactly the same way as the other lists using the ‘Add’ and
‘Edit’ buttons. To remove a value from this list, first double click to open the entry and then select
the ‘Delete’ button.

Select ‘Add’ to create an entry. The
following window appears:

7.4 Unavailability Details x|

P

=

Reason : |Ho|iday|

Configure a list of reasons why a
candidate may be unavailable for a
day or a shift

Unavailability Details

D Close | I Save |

16. Vacancy Status

This editable field allows the definition of a vacancies status over and above the Eclipse default
values. The four default values: unfilled “filled, partially filled and withdrawn cannot be removed or
edited.

There is a degree of automation as Eclipse will update the status of a vacancy accordingly when a
permanent vacancy is filled or a contract is populated with a candidate etc. It is for this reason that
they are required and cannot be renamed or removed. However, it is possible to create additional
groups with ‘alias’ names for each of the default four. These may be required in situations where
classification of vacancies falls outside of the default values whether it’s for searching or analysis or
simply because alternative terminology such as live or placed is preferred. The four default values
for vacancy status are:

Unfilled:
New vacancies added to the system are automatically listed as ‘Unfilled’. This indicates that a
suitable candidate has yet to be found.

Filled:
This indicates that the vacancy has been filled and there is no further requirement.

Partially Filled:
This applies to temporary contracts only. There are two instances in which the vacancy may be
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partially filled. Firstly, where there are multiple requirements (contracts) for the same vacancy and
one or more of the contracts remain unassigned. Secondly, where a candidate has been assigned to
an associated temp contract but there are still some remaining requirement days that need to be
filled.

Withdrawn:
Withdrawn indicates that the vacancy has been removed by the client or has been filled elsewhere
therefore there is no further requirement.

To create additional status groups, first select ‘Add New’. In the example below, ‘Add New’ has been
selected and ‘Group 1’ has been created. Replace the four default statuses with the desired values.

= Vacancy Status Maintenance .
o2 )
Broups [ Gro T £ Add New To create a new group of ‘vacancy
Group 1 statuses’ first select the ‘Add New’

L] Delate |

button

Set Default Colours

Unfilled :IW- % Edit Status Colour |
Filled :W- % Edit Gatus Colour_|
Partially Fillad :W- E Edit Status Colour |
Withdrawn :m- %7 Edit Status Colowr_|

Secondly, amend the default
statuses with the desired values and
where required amend the colours
using the pallet

3 Close | K Save |

Depending on their status, vacancies are displayed in different colours in the main interface. Colours
cannot be changed for the default values. However, where additional groups are created, it is
possible to choose alternative colours. To amend the colour, first select ‘Edit Status Colour’ button
next to the required status. Secondly use the pallet on the right to choose the desired colour. Click
the mouse to confirm. This allows for easy distinction between vacancy statuses in the main
interface.

17. Vacancy Source

The vacancy source feature can be used to classify the origin of vacancies in the database. These
values can then be used for analysis, e.g. tracking advertisements, cold calls etc.

Each vacancy in the database can be assigned an entry from this list. As with the other categories in
the Maintenance Menu, administration of this section is performed using the 'Add New', 'Edit' and
'Delete’ buttons at the foot of the list.
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o2

Yacancy Source

Cald Call

Job Board
Referal

FRepeat Business

This section can be used to classify
the origin or vacancies within the
database

[Z] &dd New
[ Edit | ¢! Delete

) Clase |

18. Contract Category

This section allows the creation of contract categories that can be used to ‘ring fence’ temp
contracts of certain types e.g. temp contracts originating as the result of master vendor or PSL
agreements. Alternatively temp contracts could be ring-fenced based on the nature of the work e.g.
industrial or commercial etc. When creating new temp contracts or editing existing temp contracts
the category can be selected from the foot of the rates and shifts screen

As with the other categories within the Maintenance Menu, administration of this section is
performed using the 'Add New', 'Edit' and 'Delete' buttons at the foot of the list.

'J Contract Category

This section of the maintenance
menu allows the creation of contract
categories that can be used to ‘ring
fence’ temp contracts of certain
types

Branch Account

A

£

@’ National Account
24

E4

PSL
Regional Account

) Close |
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19. Contract Reason For Termination

This section of the maintenance section comes complete with seven default values. These are:
contract changed, dismissed, ill health, moved away, new job, no further requirement and personal
problems. In the event that a temp contract is terminated a value from this list can be sighted as the
reason for termination. In addition to the default values, further reasons can be added. In the
example below, ‘site closure’ had been added.

As with the other categories within the Maintenance menu, administration of this section is
performed using the 'Add' and 'Edit' buttons at the foot of the list. To delete a value, first double
click to open the field and then select ‘delete’.

X Maintain Contract Reason for Termination

This section of the maintenance
menu comes with 7 default values
which can be sighted as the reason
for a contract termination

-

z

| Reason |
Contract Changed
Dismissed
1l Health
Maoved Away
Mew Job
Mo Further Requirement
Personal Problems
Withdrawn / Missed Opp.

Contract Reason for Termination

R R

D Close |

20. Contract Job Codes

This section of the Maintenance menu need only be complete where the Tempaid Export bolt-on is
activated. In all other instances, this section may be ignored.

In order to import timesheet information from Eclipse into Tempaid, each pay element within a
temp contract in Eclipse must be assigned a job code to correspond with those configured within
Tempaid itself. The job codes are configured here:
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'J Contract Job Codes A list of codes and descriptions set
up in Tempaid must also be
configured in Eclipse

Standard day rate
¥ neT Night rate
@ OR Qvernight rate
@ TL.5 paid at time and a half

[ Edit D Clase |

To add a new job code simply select the ‘Add’ button at the bottom of the screen. The following
window will appear. Add the job code and description then select ‘Save’.

Once configured, each pay element
within a temp contract in Eclipse
must be assigned a job code

'J Job Code Details

Job Code ||

Description :I

2 Close | H 5ave |

Once configured, each pay element within a temp contract in Eclipse must be assigned a job code. If
not, the details can be exported without errors from Eclipse but not imported into Tempaid.

21. Contact Log/Diary/Tasks

This section explains the categorisation of contact log entries, diary entries and tasks within Eclipse.
As with all previous maintainable categories, use the 'Add New', 'Edit' and 'Delete’ buttons at the
foot of each list to manage these lists.
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The contact log can be used to
record contact with, or actions
relating to, clients, candidates and

vacancies.
= Maintain Contact Log/Diary/Tasks Categories .
Contact Log Diiary Tasks 22
1.01 Clent Caold Call Pa Annual Leave Arranage Client Meeting
1.02 Client Follow-Up Call — Candidate Registration BREW BREAK!!
1.03 Client Reg Call Client Vizit - In Housze Call Back
1.04 Client Req Conf Client izt - On-Site Cand Interview Prep
1.05 Client Enguing Ewent Chaze - Inteview feedback Tasks can be created
1.06 Client Meeting Intermal Interview Chaze - Offer off the back of
1.07 Client Left Mezsage Interview Chase - Payment .
1.08 Client Email Sent Interview - Client Chase - Updated CY contact log entries.
1.09 Client Email Received Interview - Internal Check Candidate Avwvailability Each k b
1.10 Client Visit testing - Management Follow Up - Cand ach task must be
1.11 Cand T&C Chaze Meeting - Team Follows Up - Client i ‘ !
1.12 Client Invoice Chaze MHew Starter Rejected Timeashest aSSIgn?d a‘type
2.01 Cand &pproach Seminar Repart which are
2.02 Cand &wvailability Training . . .
2.03 Cand Left Meszage configured in this
2.04 Cand Email Sent .
2.05 Cand Email Rec window.
206 Cand Left Mezzage
2.07 Cand Contract Chaze
2.08 Cand T/Sheet Chase |

(2] &dd New [F)add Mew (5] &dd New
[ Edit | le!] Delete [ Edi | ¢! Dlete [ Edit ‘ let] Delete

Armend Diary

¥ Colour 3 Clase |

Contact Log:

This feature records contact with, or actions relating to, clients, candidates and vacancies in the
database. Such contact can be categorised by different ‘types’ and are configured here. The analysis
feature within Eclipse allows for reporting on contact log entry types and is therefore also useful for
monitoring consultant’s key performance indicators (KPI’s). Examples of contact log ‘types’ could
include: cold call, follow up call, phone call made, phone call received etc. To add a new contact log
entry, select ‘Add New’ from the foot of the contact log column:

Contact Log Type Details E

] - Contact Log Type Details
N 92

Contact Log Type :|
Select this option to update the last
contacted date when this contact log
type is used

Update last contacted date on client
¥ and candidate records when this
contact log type is uged

K 5ave |
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Firstly enter the name of the contact log type. Secondly, select the check box where required.
Selecting this option will update the last contacted date within client and candidate records when
this contact log type is used.

Tasks:

Additionally, when adding a contact log note in Eclipse, there is the option to create a related task

and reminder. Therefore Eclipse can be used as a time management tool, reminding when to make
calls, when to chase candidates etc. These tasks are categorised by the values entered in the right

hand column on the above screenshot.

Diary:

Similarly the diary can be categorised in the same manner. There is an additional option of selecting
a colour for the diary type. All entries are then displayed in colour for visual effect. To amend the
colour, select ‘Amend Diary Colour’ beneath the diary column. The following window will appear.
Hover the curser over the pallet to obtain the desired colour. Left click to confirm.

Pleaze zelect the colour for the diary categony

Hover the curser over the pallet to obtain
the desired colour. Left click to confirm

Uze Mew Colour

Be careful to choose fairly light colours within the pallet as the dairy type and subject text will
appear on top of the colour in the diary. Where colours are too dark the text will not be clear.

22. Rate & Shifts Category

The rates and shifts category section allows a customisable list to be created and assigned to rates
and shifts presets. Each client can then be assigned to a category (in the Branches / Financial tab of
each individual client record) and when picking a rate and shift present from the contract forms it
will filter the presets according to the category selected.

As with other sections of the Maintenance Menu, this section is initially blank when purchasing
Eclipse. The example below shows the categories that have already been configured.
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..0 Maintain Rates and Shifts Categories

| Mame |
Central Manchester
custam

Framework

T

LPP

Mon Framewark
Partnership

VBL Level 2

el Sl

To add a new category
to the list select ‘Add’.
To remove an existing
category, first double
click to open where a

‘Delete’ button willbe <«
available.

3 Close |

To add a new category select the ‘Add’ button, the following screen is displayed:

Rates and Shifts Category Details

Enter the category description
then select ‘Save’

D Cloze | K Save |

Enter the category description and then select ‘Save’. In order to remove a category, open an
existing category where a ‘Delete’ button will be available. The ‘Client Rate Category’ is searchable
from both the client search form and also the contract search form.

23. Default Rates & Shifts

System wide rate and shift templates can be used to create temp contract bookings for any client in
the database where certain information will be pre-populated. These are known as default rates and
shifts. The same feature is available for setting rate and shift templates where agreements are in
place for individual clients. This is performed within the individual client record rather than the
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Maintenance menu. In addition to using rate and shift templates, rates and shifts can be created on
a ‘per’ booking / ad hoc basis at the point of creating a temp contract in Eclipse.

As with other sections of the Maintenance menu, this section is initially blank when purchasing
Eclipse. The example below shows templates that have already been configured and clearly shows
the template ‘Description’, the ‘Industry’ that the template relates to, the ‘Rates and Shifts Category’
and whether or not the rates are equal treatment comparable (ET) in relation to AWR.

@ Maintain Default Rates and Shifts E
All existing rate and . - .
. . Maintain Default Rates and Shifts
shift templatesare < |~
i a3
listed here. Default Rates and Shifts
I | Fief Mo. | Diezcription I Grade : I Categary I ET I
45 RAS-Z2092 Band B RGH all Al M
& Ras-22090 1 Surgerny all Framework, M
& RA&S-22087 nurze rates (LTD) all Framework, M
&% RAS-Z2046 SHO - ALE All Al M
&% RAS-Z2045 SHO - A%E - Might Shift All MHan Framework M
&% RAS-Z2043 SPR - Radiology All LFF M
&% RAS-22044 SPR - Radiology all Al M

Select ‘Edit’ to amend an

existing template or ‘Add’ to @ Close |
create a new one.

To create a default rate and shift template, select the ‘Add’ button from the foot of the screen. The
following ‘Client Rates and Shifts’ screen will appear.

To aid explanation, the screen has been broken into three sections as follows:

- Section One: Information known
- Section Two: Rates
- Section Three: Shift pattern
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o) Client Rates and Shifts [x]
..o Client Rates and Shifts

RefNo:[Ras-10241 Date Registered : [14/09/2011 11:24:45 @2

Section One:

Description 3|!ﬁ«dmin Azzistant Notes :
- Information Known
Timeshest : [yaek| w| [Sund - Exp.
| eekly _I | unday —INotes: ~
Rate Known - f T pay rate and invoice rate is known v : e
Work To: [tk ta & houtly markup [ ¥ Holiday Pay @] 1z07%
Margin On - | Charge rate | W Emplopers NI @ | 1380%
iz
[~ Enter All Figures Manualy LI g I 8.00
Hame Pay  WTD Emp NI Charge Margin Markup lnvoice Inv+dy HP
Standard : |Standard | 7oo[  oed4] 1oe[ 853 2321 zZoF| 11.00) 11.00 ; .
OT1:|Bank Holday | 1000  1.21] 158| 1275] 2546) 2.25| 16.00] 1600 Section Two: Rates
0T2:|Dvertime | 1000] o000 138 11.38] 2302 262| 14.00] 1400
0T3:|oT3 | ooo] 0oof ooo| ooof ooof 000 0.00] 000
(ET] Flate Start End Paid Unitz
v |Monday | Standard 05:00 | 17:30 750
¥ |Tuesday | Standard 09:00| 17:30] 7.80 Section Three: Shift
v |wednesday | Standard 0500 1730 780
¥ |Thursday | Standard 09:00| 17:30] 7.0 Pattern
M |Friday | Standard 0900 17:30| 7.50
I~ |5atuday | Standard 0000 oo:oo| 000
I |Sunday | Standard o000 oo 0.00
¥ |Bank Holidays | oT1 03:00 1730 7.580
Indhistry 3|--AII-- ;I [™ Include Holiday Pay with Candidate Payment
Categary :I--AII-- ;I [~ &wWH Equal Treatment Comparator
Last Update :[15,09,/2014 16:53:06
By [la Eliat i) Delete | {3 Close | H Save |

Section One: Information Known

The top section of this screen allows for some specific information about the template:

Ref No:
When the rates and shift template is saved it will be allocated a reference number beginning with
‘RAS’. Until it is saved the reference number appears as ‘RAS-NEW’.

Date Registered:
This captures the time and date of template creation. This cannot be amended or deleted.

Description:
The description of the rates and shift template can be either the specific job title or something more
general e.g. ‘minimum wage / basic shift’. The example above shows a minimum wage calculation.

Notes:

This is a free notes box which can be used to highlight any additional information about the rate and
shift template. Any notes entered here will be copied through to any subsequent contract and
timesheet records.
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Exp Notes:
This is a free notes box which can be used to highlight any expenses information. Any notes entered
here will be copied through to any subsequent contract and timesheet records.

Timesheet:

The two fields in this section indicate the timesheet frequency and the last working day of the
working week. These values can be set in the Eclipse Default Preferences section of the Maintenance
menu.

The following three fields indicate how the rates are calculated and based on what values:

Rate Known:
From this drop down, specify which values are ‘known’ when negotiating fees. The four options are
as follows:

The pay rate is known

The charge rate is known

- The invoice rate is known

The pay rate and invoice rate are known

For the purpose of Eclipse, the definitions of ‘pay rate’, ‘charge rate’ and ‘invoice rate’ are as follows:

- Pay rate: The gross pay the candidate will receive per unit of work (e.g. hourly/daily)
- Chargerate: The cost to the agency (pay rate + WTD + Employers NI)
- Invoicerate:  The cost to the client

Work To:
From this drop down, specify whether fees are calculated based on mark-up or margin:

- Work to an hourly mark-up: A fixed value in £'s per hour/day
- Work to an hourly margin: A percentage calculated on a choice of values

Margin On:
If rates are calculated based on a percentage margin, specify what the margin is calculated as a
percentage of:

Pay rate only

Pay rate and WTD
- Charge rate
Invoice rate

Eclipse Software Training Services (' SEOC L | P S E
T E



Page | 71

Holiday Pay:
To include holiday pay in the rate calculations, tick this box. The default value set in ‘Eclipse Default
Preferences’ will automatically appear in the box to the right.

Employers NI:

Similarly to holiday pay, to include employers National Insurance contributions in the calculation,
this box should be ticked and the percentage entered at 12.8%. This value is also set via the ‘Eclipse
Default Preferences’ section of the Maintenance Menu.

Please note this calculation does not take into consideration the ‘free pay’ element where
National Insurance is not applicable to the first portion of an employees’ wage. The reason
being that this allowance may have already been applied to a candidate’s wage paid elsewhere
and is therefore not applicable.

Enter All Figures Manually:
Ticking this box allows the user to manually enter all the figures in ‘section two” when calculating
rates.

Section Two: Rates

In this section, up to ten pay rates calculations can be entered e.g. standard rate, overtime rate, day
rate, night rate etc. By entering the known values as outlined above, Eclipse will automatically
calculate the remaining fields in the grid.

o Client Rates and Shifts E3

...o Client Rates and Shifts

Ref No:|Ras-10241 Date Registered - [14/09/2011 11:24:45 o2
Dezcription 3|!l'—\dmin Azzistant Notes : -
Timesheet :I\A-"eekl_l,-l LI ISunda_l,l ;I N ItExp. ~
otes
Rate Known : [ The pay rate and invoice rate is known ;I ! h
Woork Toyok 1o 2 haurly markup =] v Haliday Pay @[ 1207%
Margin On :| Charge rate 4| [V Employers NI @] 1380%
4
[~ Enter All Figures Manually W i Fes g 0.0o

Mame Fay WTD EmpMl Charge Margin Markup Invoice [ny+hy HP In thIS section up toten

Standard :[Standard [ 7oof os4] 1os| s3] zzzi| 07| 1.00[ 11.00 Fil pay rate calculations can
OT1:|Bark Holiday | 10.00] 121 155 1275| 2546 3.25| 16.00| 1600 W
0T2: | Qvertime | 1000|000 138 11.38] 2302 262 1400 1400 T be made.
0T3:|oT13 | o000 o000 ooof ooo] ooof ooof ooof ooo e

The following section explains each of the nine columns in the rates calculation box:
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Name:

On the left of the grid each row is labelled E.g. Standard, OT1, OT2 to indicate the various pay rates
associated with the template. The same labels appear in the first column of the grid itself. These
labels can be changed as required E.g. Day Rate, Night Rate and Overtime Rate. It is possible to set
up to 10 pay rates per contract.

Pay:
The ‘Pay’ column indicates the amount the candidate will receive per unit of work. The unit can be
either hourly, daily or by shift.

WTD:

The amount of “Working Time Directive’, otherwise known as holiday pay, is automatically calculated
assuming the ‘Holiday Pay’ box is ticked and the percentage indicated in the section above. The
holiday pay is only calculated for those rates where the ‘HP’ box is ticked. (See ‘HP’ description
below)

Employers National Insurance:
This is the value of ‘Employers National Insurance’ contribution payable assuming the box is ticked in
the section above and the percentage value indicated.

Charge:
The ‘Charge’ is the cost of the booking to the agency per unit worked.

For example, for PAYE candidates: Charge = Pay + WTD + Employers National Insurance

Margin %:

The ‘Margin’ is the % profit earned. As indicated above, the margin can be calculated on several
values: the pay rate only, the pay rate + WTD, the charge rate or the invoice rate. The mark-up value
will alter dependent upon what the margin % is calculated on.

Mark-Up:
The ‘Mark-Up’ is the profit per unit of pay to the agency after deductions.

Invoice:
The ‘invoice’ rate is the amount invoiced or charged to the client.

HP:
This tick box includes or excludes ‘holiday pay’ in the individual rate calculations. Please note that
holiday pay is not usually included in overtime payments. Holiday Pay is also known As WTR
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(Working time Regulation) or WTD (Working Time Directive) and is labelled as WTD in the rates

section.

Section Three: Shift Pattern

The final section sets the shift pattern for the template. Specify which days of the week a candidate
may be required to work and at what pay rate. If the hours of work are known, these should be

specified.
'.0 Client Rates and Shifts

RefNo:fRas.10241

Date Registered : [14,/09/2011 11:24:45

Description 3|!f-\dmin Assistart Motes : N
b
Timeshest : [\/aek| | [5und - Exp.
I sy —I I Hnes —I Maotes : -
Rate Known :[7},¢ pay rate and invaoice rate is known LI i Vﬁ
WOk TO: 4ok o a houry markup - [¥ Huoliday Pay @l 1207%
Margin On :| Charge rate | [¥ Employers Ml @& | 1380%
%
I~ Enter All Figures Manually ] (3 e € I 0.00
MName Pay wWTD Emp Ml Charge Margin Markup Invoice Inv+hdy
Standard : [Standard 7o0[ o84 tos| ss3[ zam| zo7| 100 11.00
OT1:|Bark Holiday 1000]  1.21| 155 1275] 2546| 3.25) 16.00] 1600
0T2:|Dvertime 1000 000|138 1138 2202 zez2| 1400 1400
0T3:|oT3 0.o0]  000) ooo] ooo] ooo] oo ooof ooo e
Day Rate Start End Faid Uritg
v |Monday Standard - 03:00 | 1730 FAD #
v |Tuesday Standard e 09:00| 17:30) 750 &
IV |wednesday Standard hd 09:00] 17:30 7E0 &
¥ |Thursday Stamdard - 0500 17:30] 750 #
IV |Friday Standard = 09:00] 17:30 750 =
[ |Saturday Standard R 0000 | a0:00| 000
™ |5unday Standard = 0000 00:00| 0.00
V¥ |Bank Holidays oT1 - 09:00] 17:30] 750 %
Industry :I--AII-- LI I Include Holiday Pay with Candidate Papment

Categoary :I__A"..

Last Update 3|1 5/03/2014 16:53:06

BY :[alex Elliatt

LI I~ &wR Equal Treatment Comparator

EjDeIetel D Close | H Save

@2

HF
ey |

Section Three: Shift Pattern

On completion of the

template select ‘Save’.

To indicate that a particular day of the week may appear in the shift pattern, tick the corresponding
box on the far left of the grid. These are not to be confused with the ‘actual’ requirement days,

rather the ‘typical’ shift pattern

Select the desired pay rate from the drop down menu. Be aware that Eclipse automatically defaults
to the ‘Standard’ pay rate unless otherwise specified. There is the option to create a ‘Custom’ pay
rate within this section which allows the input of multiple rates on the same day e.g. ‘Standard’ rate
for the first 4 hours and then OT1 thereafter. Selecting the ‘Custom’ option displays the following

window:
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7.4 Rate Rules

! Rate Rules

Ratel Standard vI paid until I 8.00 units
then ratel o011 vI paid until | 10,00 Units

thenrate| 7712 w | thereafter

In this example ‘Standard’ rate of pay will
be paid up to 8 hours. Between 8 and 10
hours the ‘OT1’ rate will be paid.
Anything over 10 hours will be paid at
‘OT2’ rate.

Rate 'Standard’ paid until 8.00 units then rate
'0OT1' paid until 10,00 units then rate "OT2'
thereafter

i Cancel |

In the example above ‘Standard’ rate of pay will be paid up to 8 hours. Between 8 and 10 hours the
‘OT1’ rate will be paid. Anything over 10 hours will be paid at ‘OT2’ rate. In terms of related
timesheets, Eclipse will populate the ‘OT’ fields accordingly.

Back in the main screen, if known, enter the typical start and end times of the shift. It is not
necessary to specify these values however this will have an effect on the availability of any
candidates assigned to a temp contract using this particular template.

Finally, enter the number of paid units per day. If the rates in section two were calculated on an
hourly basis, the number of paid units will be the number of hours to be worked per day. If the pay
rate calculated above was a daily rate, the number of paid units will be ‘1’.

If the pay rate and shift pattern is consistent throughout the week, there is no need to repeatedly
enter the details, simply click the [+] on the right of the first line and the details will be copied down
the grid to the other days selected by a [Tick] on the left.

Include Holiday Pay With Candidate Payment:

Selecting this option indicates that the candidate’s holiday pay will been calculated within their pay
rate and not in addition to their pay rate. If this is the case, ensure to un-tick the holiday pay box on
the right of the pay rate line so the WTD value appears as £0

AWR Equal Treatment Comparator (tick box):

Setting ‘Equal Treatment’ rate templates in Eclipse is one of the most important aspects of managing
AWR compliance. These templates are used as ‘Equal Treatment’ safe comparator rates when
setting up Equal Treatment Contracts and can be used when creating a Contract. If a tick is placed in
the ‘AWR Equal Treatment Comparator’ box, then this will copy through to the Contract, allowing
uninterrupted processing of timesheets and negating the need to split a Contract when equal
treatment is reached.
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Category:

Choose the rate and shift category from the list. In this example the ‘IT’ category has been chosen.
Going forward, where client records have been placed into the ‘IT’ category, only rate and shift pre-
sets relating to ‘IT" will be displayed in the contract forms when choosing pre-set rates and shifts
templates

On completion of the template, select ‘Save. The template will now be available to use in
conjunction with any client in the Eclipse database.

24. Tax Codes

The ‘Tax Codes’ section allows for the assignment of VAT (value added tax) percentage rates for
invoicing purposes.

In this section a system default tax code can be set. However each individual client in the database
can have their own default tax code defined assuming it is configured here. This is useful where
certain clients are not charged VAT on invoices dependant on sector. As always, manage the list
using the 'Add' and 'Edit' buttons at the foot of the window.

5 Maintain Tax Codes B

¥ Tax Codes
-
22 The main list displays each tax
A | Code | F‘ercentl Description | [ efault .
B o 0.00 Zerorated tranzactions False COde CUrrentIy setin the SyStem'
2 m 2000 Standard rated transactions True Any one of these COdeS can be set
=] 2300 lrish VAT Falze

as the system default tax code or
individual client default tax code

D Close |

Double clicking on a tax code entry will present the ‘Tax Code Details’ form below:
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Tax Codes Details

Tax Code Details

Enter the ‘Tax Code’, ‘Percentage’
and ‘Description’

Tax Code : Im
Percent :|2|:|_|:||:| %

Drescription 3|Standard rated tranzactions

To assign a tax code as the ‘default
code’ for the system select the
‘Use as your default tax code’
checkbox

¥ Use az your default tax code

le| Delete | ) Close | ko Save |

In this screen enter the tax code, percentage and description of the tax code entry. This will be
selectable from a drop-down menu on client, candidate and invoice records.

To assign a tax code as the ‘default code’ for system select the ‘Use as your default tax code’ box.
This will automatically appear in each client record unless an alternative is manually selected from
the list.

25. Currency Table

Where there are requirements to issue invoices in currencies other than the default value, additional
currencies and the current exchange rate can be configured in this section of Eclipse.

The currency table displays a list of all currency entries currently configured in the software. Eclipse
is supplied with the default value of pounds (£) only.

The currency table displays the name, code, symbol and exchange rate of all those configured. These
can be amended or added to using the standard ‘Add’ and ‘Edit’ buttons at the foot of the screen.
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#.  Currency Table

; I ate_ ! o s - I E”°“a”§§§‘;;;' The currency table displays a list
&  tustraio, Dolars aus $ 248531 of all currency entries currently
& Azebaian Manat vl z 231963

&  Canadian Dollar % $ 1.00000 configured in the software

& Eun ELR £ 1 46368

5 United Kingdom, Pounds GEF £ 1.00000

&  Morwegian Krone KOR 4 1.00000

&  America (United States of America), D...  USD $ 1.84013

5 Sauth African Rand ZAR R 14.90000

) Cloze |

As with all over sections in the Maintenance menu, double clicking on any entry will launch the edit
currency screen.

Currency Details

a2 Enter the ‘Name’, ‘Code’, ‘Symbol’
and ‘Exchange Rate’ for the
currency

Mams 3|!-'-‘«meriu:a [United States of America), Dollars

Code 3|USD
Symbol :|$
Exchange Rate :|-| 84013

Timestamp : {20/06,/2006

The exchange rate should be
relative to the currency specified
as the default currency in the
Eclipse Default Preferences
section of the maintenance menu

L] Delete | i) Close | K save |

Enter the name, code, symbol and exchange rate for the currency. The exchange rate should be
relative to the currency specified as the default currency in the Eclipse Default Preferences section of
the Maintenance menu and should be updated manually as and when required. Finally, the
‘“timestamp’ field keeps a record of when the currency record was last updated.

Note: Whenever an invoice is created, it takes the value of the currency at the point of creation.
Where exchange rates are altered, all historic invoices will have the conversion rate as correct at the
point of creation.
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26. Countries, Regions And Areas

Within Eclipse, maps and drop down lists of locations are used to identify the whereabouts of clients
and candidates and additionally, the relocation areas of candidates. By default, the United Kingdom
map and list are separated into regions and areas (based on the Royal Mail postal towns postcode
prefix). Additional regions and areas can be added to the UK list using the standard ‘Add’, ‘Edit’ and
‘Delete’ buttons in the screen below. When adding a postcode to a client or candidate record Eclipse
will automatically select the region and area based on the postcode prefix.

Note: Any additional regions and areas will only appear in the drop down lists in Eclipse and not the
maps of the United Kingdom.

By default, the United
Kingdom map and list are

Maintain Countries, Regions and Areas

Countries

Regions

% Maintain Countries, Regions and Areas

separated into ‘regions’ and
‘areas’ based on the Royal
Mail postal towns. Each

A | country |_~| [& [Region | A [ Area lc.. [~ X X
7 T P Angia P Blackbum & area is allocated with a
P Tokelau £ London ¥ Blackpool FY . . .
P Tonga P Midands ¥ Balton BL preflx WhICh aUtomatlcally
£ Trinidad & Tobago P NorthEast P Bury BL .
£ Tromeln siand I  |P cose ca populates the regions and
P Tunisia P North Yorkshire P Chester CH = H :
P Turkey £ Northern Ireland P Crewe cw areasin the Cl e nt a nd
P Turkmenistan P Scotland P Lancaster LA ca ndidate reco rds When
P Turks and Caicos Islands P south central P Liverpool L
P Tuvalu P southEast P Manchester M added
P Uganda P South West P Oldham oL L
P Ukraine D P wales P Preston PR
£ United Arab Emirates P Shrewsbury 5Y
£ United Kingdom > ¥ stockport Koo . .
Bl AddNew Bkt New Bkt New — Any additional regions and
@Ed | iDekt [ Edit | kDekte [ZEdi  kDekete areas will only appear in the

drop down lists in Eclipse
and not the maps of the
United Kingdom.

D Clase |

The regions are areas for all other countries in this section are blank by default. To create a list of
regions and / or areas for countries other than the UK, first highlight the country in the column on
the left hand side. Use the ‘Add’, ‘Edit’ and ‘Delete’ buttons to manage the lists.

Note: Maps are not available in Eclipse for countries other than the United Kingdom.

27. Attachment Categories

Documents can be attached to client, candidate, vacancy, interview, temp contract, timesheet and
invoice records in Eclipse. In order to keep these documents well organised, this section of the
Maintenance menu allows for the creation of a general list of storage folders for each section of
Eclipse. Each record in Eclipse will then hold the corresponding list of folders configured below:

Before adding a new folder, first select the section of Eclipse the folder is intended for from the list.
Use the standard ‘Add New’, ‘Edit’ and ‘Delete’ buttons to manage the folders.
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Maintain Attachment Categories

T Global Contact This section of the Maintenance menu
% Local Agreement allows for the creation of a general list of
% ::;H agresment storage folders for each section of Eclipse
% Signed TAC's
[ Add New
[ Edit | I Delete

28. Document Templates

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.

Client

Candidate

Vacancy Status

Vacancy Source

Contract Category
Contract Reason for Termination

Contract Job Codes

Contact Leg, Diary and Tasks
Rates and Shifts Category
Default Rates and Shifts

Tax Codes

Currency Table

Countries, Regions and Areas

Attachment Categories

Docurent Templates Select ‘Document Templates’ from the

User Administration ‘Maintenance’ menu
User Options

Change Password

Eclipse Default Preferences

Eclipse Software Training Services (. SE C L | S E
E



Page | 80

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.

& Maintain Documents B

i .
Ei;. Maintain Documents

Document Category a9 2
=8 E'_', Eclipse Document Templates 4 | RetNo | Type | Name | Lacked |
O n t h e |eft Of t he scree n' ] \ient E Doc-10105 Candidate Applicant Summarny Tiue
H EHEIEE (2] Dpocaoodz Candidate  Blank Candidats Emai Template e
documents are categorl sed (] M5 tword # Docaoona Candidste  Blank Candidate Letier Template Tue
H H %] Doc1o094 Candidate Candidate Registration Pack, Tiue
by the SeCtlon to Wh ICh \.‘d DOCAM70 Candidate Compliance Outstanding D ocs Tiue
H E DOC-10100 Candidate Contractor Registration pack Tiue
Wi
they are pertinent e.g. o (W] DOCADDSE  Candidate W Template True
. . Contiact @ DOC10163 Candidate Full candidate Export Tiue
C I e nt' Ca n d Id ate etc . Timeshest LJJ DOC-10043 Candidate Getin Touch Email Tue
1 Inwaice %] Dpoc1o008 Candidate Get In Touch Letter Tiug
[].E M5 Word Template Masters Ml opocioo73 Candidate Get In Touch Test Tiue
ﬁﬂ—ll Docamie Candidate Interview Shortlist SMS True
¥ Docio2s Candidate MOEILE Tiueg
#] Dpoc1o00s Candidate Mot Selected for [nterview Tue
2] Doc1o044 Candidate Mot selected for Interview Tiue
E DOC-10108 Candidate Reference Request Tiue
E DOC-10004 Candidate Request For Updated Cv Tiue
%] Dpoc1o0es Candidate Send out Cv Template Tiue

7 Categories 18 Document(s)

(7] Add New L' Delete ) Close
_Baiton | _ Qo | 0% |

The type of document is
easily identifiable by the
logo displayed next to each
document record in the list.

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.
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29. Creating a new email Document Template

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

= Add New Document .
=

Select a ‘Type’ and ‘Output Type’

Type 3|I:an-:|idate ;I En from the drop down lists
Cutput TB'F'E:IEmaiI ;I @ﬂ

Mame : |Intrnductinn E rnail

Dizsefien: Enter a ‘Name’, and if desired a

‘Description’ of the document
template

3 Cloze | K save |

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:

Oy Document Details [=]=m/x

i
F.: .= Document Details
Cit

#vailable Fields 22
FefNo:[Docaman Date Registered : [20/02/2017 Candidate Reftln ~ .

[ Candidate DateFieg |_| SE|eCt the deSIred

Type: |Eandidate Eanj\jata gmenama |i| . . .
andidate Surnanme

e  Canditte database fields by ticking

[ ] Candidate NI

S S— | Candicela Nolforsiy the box to the left of the

a“"‘3-|Inl|m:h.||:t|orv Email [ Candidate A1
Descipion - O Candieo 2 field

[ ] Candidate A4

|| Candidate Postcode

[ ] Candidate Country

[] Candidate Location

h [ ] Candidate Location Web

[~ Breakdown Timeshest Invoice Lines into Basic, 0T1, OTZ2 et | Candidate Location Begion

[ ] Candidate HomePhone
Include the following a5 additional merge fields => [] Candidate WorkPhone
[¥ Candidate's Primary Discipline and the Related Industy ] Candidate MaobilePhone
[~ Candidate's Industries Candidate Email
[~ Candidate's Disciplines || Candidate MinimurnS alary
[~ Candidate's Skills [] Candidate Availabiity
[~ Candidate's Qualifications [ Candidate WordCy hd
[~ Candidate's Right to Work information [ Select Al | [T Deselect Al ‘ [ Invvent Selection |
T CW Coversheet TSR
Last Update :
el e e - et | @ | (@ |
. . . ‘ )
Include the candidate industries, Select ‘Amend Template’ to
disciplines, skills, qualifications open the document for
and RTW information by ticking editing.

the boxes
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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.

Ticking the candidate’s ‘Primary Industries Disciplines and Skills” will pull through just the primary
industries disciplines and skills from the candidate record, you can also tick the individual ‘Industries’
‘Disciplines’ and ‘Skills, this will allow you to merge the individual sections if required, where there
are multiple values the selection will be comma separated.

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.
Email templates can be

S sl el ave [=lE=]l] created in either ‘Plain
Tainzert a merge field into the email template select the required field from the dropdown list and then click. on the '+ , P ),

HTML a”OWS for_ the button next to the section you require the field to appear in. _I Emall Tope Text or HTML fo rm ats_

i el sl e =l Select the preferred

alteration of fonts . oo

and colours and the Stk | T e format from the drop

. . . < 25 DY BAS==B7 US| EEMRS oo Ficis0S

insertion of images Message: | £ of down menu

3 Close K save

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.
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Select the email type (HTML or
Plain Text) from the drop down

Vi) Amend Email Template [=]e]*x
d
Taoingert a merge field inta the email template select the required field from the dropdaw list and then click on the '+ @4
button nexst ta the section you require the field ta appear in. ’
Email Type
To:[¢Candidate_Emai> > =] [HTmC =l

Select the merge field
desired from the drop
down list

et Merge Field

Subleet  (Introduction il ICandidate_Fmename -
23 W@ = BZUS SEERF|oa=@EiEds

Message :
Dear <<Candidate_Forenamez>,

Following our brief telephone conversation please find attached detail of
To insert the selected
merge field click the
green ‘+’ button next
to the desired section
of the email

() Close b Save |

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.

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'.

2 S|Ga ¥ @

B 7 U =S

¥
"l
(]
||||
*ﬁ
5
Y
g
3
i
i
i

To create emails using HTML To insert an image/logo select
code, select the first button on the ‘Insert Image’ button which
the tool bar 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.
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29.1 Editing And Deleting Existing Templates

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.

30. 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:

= Add New Document x
e
Tyee [ Candidate ~| Select SMS from the ‘Output
Output Type :[5is | Type’ drop down menu

Mame : |Nntificatinn of potential vacancy

Dezcription ;
Enter a name and description
for the template as required

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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oy Document Details [=]= =]

Document Details

Available Fields 22
Fief Mo [DocCa0182 Diate Registered: [20,02/2m7 Candidate: Fefilo ~
[ ] Candidate DateReg ™
Type |Eandidata Candidate Forename E|
[ ] Candidate Sumame
Dutput Type lSMS— [] Candidate DOB
[ ] Candidate NI
] Candidate Nationality
[ ] Candidate &1
[ ] Candidate 42
[ ] Candidate 43
[ ] Candidate &4
[ ] Candidate Posteode:
] Candidate Country
Candidate Location
h [ ] Candidate Location \w'eb

Select the desired merge
fields for the SMS
message from the list on
the right

Hame |Nolificatmn of patential vacancy

Description -

[~ Breakdown Timeshest Invoice Lines into Basie, 0T1, 0T2 ete. Egzzj::::: hz?:;:ﬁzgim
Include the following as additional merge fields => | Candidate WorkPhone:
[T Candidate's Primary Discipline and the Fielated Industn ] Candidate MobilePhone
[T Candidate's Industries [} Eandidate Emai\
[T Candidate's Disciplines ] Candidate: MinimumS alary
[~ Candidate's Skills ] Candidate &vailability
[T Candidate's Qualifications [ Candidate 'WordCh ha
[T Candidate’s Right to Wk information [ Select &1 | [ Deselect Al | [ Invert Selection |
[T C¥ Coversheet TET s
Last Update :[o0,02/2017 15:41:00
By |User 2 ¥ Locked Ml amend Template | &) Close | H 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.

E‘_ji_,l Amend 5MS Template E

22

Toinzert a merge field into the SMS template select the required field from the dropdown list and then click on
the '+' button nest to the section you require the field to appear in.

Insert merge fields by
selecting the desired
field from the drop down
list and then clicking on
the green ‘+’ button next
to the relevant section

Merge Field : IEIient_Eontact_MobiIe ;I

Ta: |< <Client_Contact_tobilex >

MOTE: An SMS meszage can only be a masirum of 160 characters. IF pour meszage exceeds
thiz, including merged fields, then the system will MOT be able to send the message.

Message [ il

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

0 Character(z]

D Clase | H sav

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
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the screen that follows. The template is then ready to use assuming the SMS bolt-on had been
activated.

31. 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:

&3 Add New Document M
23

Typ% [Candidate -] Eﬂ Selec’tc’lWor;:I’ from the ‘Output
Output Tupe :IWDId ;I L]u Type rop down menu

Mame :Il:andidate Introduction Letter

Drezcription : [

Enter a name and description
for the template as required

3 Cloze | H save |

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. Ticking
the ‘Candidates Right to Work Information’ will allow you to merge the right to work information for
the Candidate. It will present ‘Yes’ if the right to work selection has been approved, it will present
‘No’ if the selection has not been approved. It will list the right to work description and any
associated expiry dates against the selection. Any right to work choices that are marked as not
applicable will not be displayed in the merged document.

Note: The merge fields for the candidates ‘Industries Disciplines and Skills” and ‘Right to Work’
information can be used on every record template apart from the client record.
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Ref Mo [DoC-103a7 Date Registered - [20/02/2017

Type
Output Type
Name

Description

Last Update
By

|Eand\dale

Wéord

|Eand\date Introduction Letter

I~ Breakdown Timesheet Invoice Lines into Basic, 0T1, 0T2 ete.

Include the following as additional merge fields =>

[ Candidate's Primary Discipline and the Frelated Industry
[~ Candidate's Industries

[~ Candidate's Disciplines

[~ Candidate's Skills

[~ Candidate's Qualifications

[~ Candidate's Right to Work information

20/02/2017 15:55:00
|E)i Randal

[T CV Covershest

[~ Locked

Available Fields

[ | Candidate RefNo
Candidate DateReg
|w| Candidate Forename
ndidate Sumams
ndidate DOB

|w| Candidate M|
Candidate Mationality
[ ] Candidate A1

[ | Candidate A2

[ ] Candidate A3

|| Candidate A4
Candidate Postcode
[ ] Candidate Country
Candidate Location
Candidate Location Web
vl

|w| Candidate HamePhane
Candidate WorkPhone
Candidate MobilePhone
Candidate Email

] Candidate MinimumS alary
Candidate Ay ailability

[ ] Candidate wardCy

@scketal | [Fpeselsctal |.|nVBlISelect|Un|

hdidate Location Region

v

161 Fields

EAmendTemplatal @ Close: | b Save |

Select the desired additional
merge fields for the letter from
the list on the left

Select ‘Amend Template’ from
the foot of the window to
create the letter
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Select the desired merge
fields for the letter from
the list on the right.

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

You 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:

Select ‘OK’ to proceed
and open the Word
document
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The blank document template appears with
the ‘Mailings’ toolbar already selected

wWEH9-OI= DOC10397 [Compatibility Mode] - Microsaft Word - O %
Home Insert Page Layout References Mailings Review View & 0

. I I I
=
Envelopes Labels | Start Mail Select Edit

Merge = Recipients = Recipient List | Merge Fields Block Line

Create Start Mail Merge

Please type your candidate letter template here

b -
@ Rules
==l E3 match Fields

Highlight  Address Greeting Insert Merge
Field = Update Labels

Write & Insert Fields

%; Auto Check for Errors

D'Dl

Finish &

Merge =
Finish

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:

W96+

Home Insert References Mailings Review

Page Layout

DOC-10397 [Compatibility Mede] - Microsoft Word

View

=28 b B &

n @ Rules ~
2% Match Fields

Envelopes Labels | Start Mail Select Edit Highlight Address Greeting
Merge =~ Recipients = Recipient List | Merge Fields Block Line

Insert Merge
Field ~ Update Labels

»

%« Auto Check for Errors.

Create Start Mail Merge Write & In

Please type your candidate lettertemplate here

Candidate_DateReg
Candidate_Forename
Candidate_Surname
Candidate_DOB
Candidate_NI
Candidate_Nationality
Candidate_Postcode
Candidate_Location
Candidate_Location_Web
Candidate_Location_Region
Candidate_HomePhone
Candidate_WorkPhone
Candidate_MobilePhone

Finish &

Merge ~

Finish

Eclipse Software Training Services



Page | 89

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

aCandidate_Forenames «Candidate_Sumames

«Candidate_Al»
aCandidate_AZ2»
aCandidate_A3»
«Candidate Ad»
aCandidate_Postcodes

Monday, 20 February 2017

RE - Request for Updated Details

Dear «Candidate_Forenames,

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.

Document Details

Ref Mo [poc10397 Date Registered : [20,02:2017

Tvpe: [Candidate

Output Tppe : w/ard

Marme : |Candidale Introduction Letter

Diesciption

I~ Breakdovin Timeshest Invoice Lines into Basic, 0T1, OT 2 ete,

Include the following as additional merge fields =>
[ Candidate's Primary Discipline and the Related Industry
[~ Candidate's Indushies
[~ Candidate's Disciplines
[~ Candidate's Skills
[~ Candidate's Qualifications
[~ Candidate's Right towark information
T C¥ Coversheet

Last Update: [20,02/2017 155500

By |Ei Randal [~ Locked

Awailable Fields

|| Candidate Refo
Candidate Diat=Reg
Candidate Forename
ndidate Surname
ndidate DOB
andidate M1

Candidate Mationality

[ ] Candidate A1

] Candidate A2

[ ] Candidate A2

] Candidate A4

Candidate Postcade

] Candidate Country
Candidate Location
Candidate Location \Web
ndidate Lacation Region
Candidate HomePhone
Candidate "/ orkPhore
Candidate MobilePhane
Candidate Email

] Candidate MinimumS alary
Candidate Asailability

[ ] Candidate WardCy )
[ Select Al | [T Deselect Al | [l Irvvent Selection |
161 Figlds

[#émend Terplats | @ Close | L) save

Details window

32. 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.
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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.

22

A | Fief Mo | Type | Mame | Locked |

Master Candidate ...  Candidates Master Template Tiue

taster Client Master  Client Master Template Tiue

tdaster Contract Ma Contiact Master Template Tue Al I M S WO rd Te m p | ate
Master Candidate ... C¥ Template Tie | M asters are | isted to the
tdaster Interview M., Interview Master Template Tiue

Master Plrvoice M. Plnvoice Master Template True r|ght of the 'Ma|nta|n
Master Timesheet ... Timesheet Master Termplate Tiue

b aster Wacancy M. Wacancy Master Template Tiue DOCUmentS' W| ndOW

) Timesheet
) Irvvcice

7 Categaries 8 Document(s)

2] el New | Ll Delete |

@ Close |

Clicking on the individual
section of Eclipse will
break down the
documents by category

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

33. 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:
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- 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.

- 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:

= Eclipse Default Preferences E

i T SHS T OLIPay T TempestT Custom T Client ]
Wacancy T Temp Eont.T Sage B0 TSage F'ayrollT Sage 200 T Invoice

[ Timezheet T

General |

Select whether you would
% Create initial send-out TV from the original llke to create the Send_OUt
' Create initial send-out C from template cVv from the Original or from

[~ Automatically set send-out Cv's b approved

a template
¥ Make found own job employer mandatory
D efault Payment Method : I PiE j
Drefault Pay TPPE:IB.&CS j

Include candidates, vacancies and contracts
in divigion searches based on both the records

¥ division and also the related industy and To bypaSS the ECIipse Safety
T et e 1 .
Default Cand, Status ,mpme Bl net and automatically set all
efault Cand. aus.lAthe j d ; CV' ; ’A d’
Treat pre-zcreened as ‘Active’ candidates for Send-ou sto pprove
select this option

matching and CY zearching
[ Make the ‘Candidate Feferral field mandatany

Default Payment Reference :|

r Automatically populate supplier ref with ref no.
E.g CAN-12345 becomes 12345,

92

D Close | K 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.

33.1 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.
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22

Document Categary

EIE] Eclipze Document Templates A | Fef Mo | Type | Name | ered |
F—'"D Client E tdaster Candidate ... Candidate Master Template Tiue
IE Maszter Client Master  Client Master Ternplate True
¥ Mast Cortract Ma..  Contract Master Template True
x [ Candidate ... | CV Template
o D Tandidate IE Master Inlerw.ew ] Inlerw.ew Master Template True
-] Yacancy IE Master Plrwoice M...  Plrvoice Master Template True
B3 Interview E Master Timesheet ... Timeshest Master Template True
TO Create a CV tem plate B D Contract IE tdaster Wacancy b Wacancy Mazter Template True
B[] Timesheet
‘¢ s .
select ‘CV Template’ in -] Invoies
'[]'-IE M5 Wword Template Masters
‘
the ‘MS Template
) .
Masters’ section
7 Categaries 8 Document(s)

@Addmew| 2 Delate |

D Cloze |

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.

33.2 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:

R Candidate Attachments =]

Candidate Attachments

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

E% All Attachments I Date Attach... I Category | Description | Filename
i Mone m] 13/02/2017... ¥ Original Original C CAN-15343. do

i+ 1] v Drigindl B 1amzemr. o Send-out C CAN159430 doc
- Sendout LV

L) OV Driginal Backup
o) new cat

i [ Proof of |dentification
-] Qualifications

i References

“- ] Registraion form

: test

10 Category(s) 2 Attachment(s)

10pen Document]| ] Delets | (7] 4cid Wew v | [2)Add New | 4 Add/Edit Phato | @ Clase |
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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

(=]

I- Candidate Send-out CV Details

Candidate 3|Li|ian James

Tirne Starmp 3|1 340242017 16:39.55

v Description : ISend-gu[ v
Filename :|C4N-15343b. doc

To approve the
candidate’s CV select: ‘CV
has been approved for
send-out’

¥ W has been approved for send-out

] 0pen Documert Femove Original File D) Clase | Save |
—l r when Attaching H

To approve the candidate send-out CV, select ‘CV had been approved for send-out’. The CV cannot
be attached to an e-mail within Eclipse and issued to clients.

33.3 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.

33.4 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
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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.

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.

MWid9T-vi= Document] - Microsoft Word

Home  Insert  Pagelayout  References  Mailings  Review | View
— . ——
EH @ [#] Ruler Q - | one Page @ E D (31 View Side by Side E§
[ Gridiines 20 (33 Two Pages ) E
Print |Full Screen Web  Outline Draft

[} synchronous Serolling

Zoom 100% New Amange Split Switch | [Macros

Layout | Reading Layout [ Mavigation Pane [ Page Width | window Al B3 Reset Window Position | windows = o
Document Views | Show |

Zoom | Window |

View Macros
B Record Macro...

Ll

:

Ir]

[ v g X 103 -3+ 40 1506 17 B G q0e il 11201 43 1 14 115 1 AN

1@ Pause Recording

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 ? X

Macro name:

|C'u' Header with Company Logol|
Assign macro to

é Button @ Keyboard

Store macro in:

Assign the macro a name

Assign the macro to the keyboard

|.|'—\l| Documents (Mormal.dotm)

Store the macro against all documents
Description:

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.
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Customize Keyboard ? *
Specify a command

Categories: Commands:

Macros Mormal. MewMacros. CVheaderwithcompanyloga

Specify keyboard sequence
Current keys: Press new shortcut key:
|ctrl+]

Enter the keys sequence assigned to
the macro

Currently assigned to: EditReplace

Description

HEMGEVE HESELAIRS

Select ‘Assign’ and then ‘Close’ to
begin recording the macro

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.

= B

Switch Macros
Windows -~ -

Wiew Macros
S5top Recording

Select ‘Stop Recording’ once the

ll@ Pause Recarding action is complete

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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33.4 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.

34 Creating A CV Coversheet

Note: CV Coversheets are applicable to medical databases only

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.

34.1 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:

E'_', Maintain Documents @

1)
=--- Maintain Documents
[t}

Document Category @ 2
=] E} Eclipse Document Templates | & | Retne | Tupe [ Hame [ Locked [ ~
[ Clert 2] DOCD3e2 Client . False
M5 Word ] DocAnmd Flnvoice 1t Rerminder Letter True .
Enai B DOC10B4 Pheece 2 Toue Create the CV coversheet in exactly
ij S DOCOMS  Flnwoice  2nd Reminder Letter True
Excel
scel
O e [= DOc10283  Clent adresses True the same way as a normal Word
] Vacancy 2] DpocAo3sn Candidate all candidate fields Tiue
T % DOcC10212 Client All Fields Tiue
Ints u
g e | DOCI01T Vacanoy  AllFields Tie document tem p late
i Timeshest @ DOC-10214 Interview Al Fields Tiue
2 Invoice %] DOCA0207 Candidate ANl Fields True
i % DOCA0216 Timeshest All Fields Tiue
[ [#] MS Wward Template Masters
E pocao0217 Flnvoice All Fields Tiue
L-ﬂ poc-10m9 Candidate EBlank Candidate Email Template Tiue
E DOCc-10003 Candidate Blank Candidate Letter Templats True
LJJ DOC-10m7 Client Blank Client Email Template Tiue
E DOC-10001 Client Blank Client Letter Template Tiue
EI DOocC-10309 Cantract Baoking Info Tiue
i Doc-0297 Candidate Candidate Tiue
E DOC-10008 Interview Candidate Declaration of Introduction True
E DOoC10237 Candidate Candidate Introduction Letter False
|| pOC103sR Candidate Candidate name export True N
7 Categories 184 Dacument(s)
(2] Add New | Delets @ Clos=

Select ‘Add New’ to begin the document configuration process

Eclipse Software Training Services (. 5E C L | P S E
E



Page | 97

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.

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

Tvpe: [ Clent =l l:! e |
Output Type :|w.:,rd LI E—J iJ
M arme 3||:'V' Covershest

Description : |

D Close | K 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.

© Document Deta =SEIES
d
=~--~ Document Details
e
Available Fields 22
FefNo:[Doc-10398 Date Registered : [20/02/2017 Client Refto ~
[] Client DateReg H
Tope [Er @ Clont e Configure the document
[ Clignt 41 .
Duput oo ifrred [ Dlert A2 template in exactly the
] Client &2
Metme [ Client &4
[e Coversheat Client Posteade Ssame way as a horma I
. ] Client Countiy
peseRien: [ Clent Lacaton document template
] Client Lacation Region
[] Client Telna
] Cliert Fawna
] Client “Website
] Client IndustrySectar
™ Bieakdown Timeshest Invoice Lines into Basic, OT1, OT2 etc. ] Client Notes
|| Client Conzultant
Include the fallowing as additional merge fields => ] Client Contact Forename
™ Candidate's Primary Discipline and the Felated Industry || Client Contact Sumame
[T Candidate’s Industries [ Clignt Contact Pasition
[T Candidate's Disciplines [ Client Contact Telno
[ Candidate's Skills [ ] Client Cortact Mobilz
[~ Candidate's Qualifications [ Dlient Contact Email e
™ Candidate's Right to Wtk infarmation [T Select &l | [T Deselect Al ‘ [ Irveent Selection |

o LY Cowershieet  gom

Last Update :[20,02/2017 17.30:00

BY:|Eli Randall I~ Locked

EAmendTemp\atel @3 Close | H save |

Remember to tick: ‘CV Coversheet’
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34.2 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:

3 Client Details - Barton Grange = ®
Client Details | Branches/Financial | Rates/Unsuit?Agen| Cand Shonlist (1) | sk [ Custom

Ref No:[CL1-10518 Date Registersd : [13/02/2017 16:22:35 Q
Name : [Earton Grange Sector [Agiculure

Fietail

Acddress :[Batton Fosd [
Preston

Client Status : [ Clignt
Postcode | |PR2 4RD il

Country : [United Kingdom otes: 2
Fiegion : | North west
A183 | Prestan

TelNo:[1514783455

FaxMNo:|
[T Temms And Conditions Sent

Consultant: [Eji Randal

I¥ Include Branch in Maishats Division : [Nane 7 Active
Contacts: [ Hame [ Tello | Mobile | Email | Position | FaxNo T2
' Gary Barton 01548789456 0774568378 gan@bar.. Managing

Output the document in
- \IES: 21/02/2017 09:34:12 - Eli Randall - 1.02 Client Follow-Up Call - Discussed patential vacancies
the same way as any other Lo

web: ) = Fiimary Cantact

by selecting the ‘Output @2

Mainlist Havigation

Letter/Emall/SMs' button < Eg|@‘@‘u|ﬁ|lﬁ]‘§‘v| o o 8| gManNmas| %‘Na:an:y| [ZEdit | QD Close |

The usual Output Letter/Email/SMS screen is shown below:

Please select the document template you require to output,

A, | Ref Mo I Narme I Description | .
LI pocios2 : Firstly, select the CV
L-’_-J Dpoc-1omy Blank Client Email Template Thiz iz a genenic emall template addressed to the chogen contact f...
% poc1oom Blank Client Letter Template Thiz is a generic lstter template addressed to the chosen contact f.. Coversheet tem plate from
m—il DOC-10340 Candidate Mo Contact SMS for last contact more than 3 months ago
L] ' : the list
2] s sefsdf
%] DoC-10343 hdhd sisis
2] DoC-10z84 Hello -
2] Docoare Intra - Test -
E DOc-10002 Introduction Letter From Advertisement  This letter is to send ta a new potential client in response to a vac... v
|poc-10338 |CV Coversheet

Where required create a

Please select from the list below the intended recipient for this document.
I Create a Task

MName | Position I TelNo | Email | Mobile
', Gary Barton Managi.. 01548789456 garg@bartan.c... 0774568978 et I I fOI IOW u p taSk a nd co ntaCt
For:[Ef Randal | Iog entry
Category I ;I
Priority -INDIma\ LI
Notes :
|G Barton I Create a Reminder
g Cancel | ) Back | ¥ Hent | (& Finish Flna”y Select IF|n|Sh'
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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:

By default, the screen
displays the list of

& Output Letter/EmailfSMS

T"'.‘ Output Lefter/Email/SMS
e

Display List of Canidates From:
main candidate interface This is & OV Coversheet and | am sending Vs for the following candidates > [Main List =
A Red Mo Surname Foiename: Disci TelNo Shatus
Fel=] [ CaN-14063 Programmes (IT]

Select the desired

in the box on the far left

1 Candidates)

{SCa'uxll (Back | S e | [&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.

35 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.
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O |

CVE )

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

35.1 Outputting A Word Document

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

' LunsUanL |k Handall
I~ Temns And Conditions Sent

¥ Include Branch in Mailshats Division :INDne ¥ Active
Contacts : MName | TelMao | tabile | E mail | Pozition | Fax Ma | .‘:J
" Gary Bartan 01548783456 0774568978 gany(@bar..  Managing...

Last [21,02/2017 09:34:12 - Eli Randall - 1.02 Client Followe-Up Call - Dizcuzszed potential vacancies

Contact
Select the ‘Output ep: _
. wieb '\ = Primany Contact
Letter/Email/SMS button 22

Mainlist Navigation

from the foot of the record <—— %[ 3| |8 0D 9| @ worm w| IMenotes| Svacensy| (et | @ oose |

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.
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O3 Output Letter/Email/SMS

The list of document
templates shown in
the top section of the

Quiput Letter/Email{SMS

Please select the document template you require to output.

A | Ref No | Mame | Diescription |
2] Dpoc1o3ez . . :
ﬂ Doc-1o07 Blank Client Email Template This iz a generic email template addressed to the chosen contact f.. win dOW relates
E Doc-10001 Blank Client Letter Template Thiz iz & generic letter template addreszed to the chozen contact .. H
i ooc10340 Candidate Mo Contact 5MS for last contact more than 3 months ago speCIfIca | Iy to the

[#] Doc029E v Coversheet - : :

B 00CimEt  Hels section of Eclipse the
2] poc1o7e Intro - Test -

E Doc-10002 Introduction Letter From Advertisement  This letter is to send to a new potential client in response to a vac... record belongs to °

ﬂ Doc-1o018 Prospective CY Send Out Thig iz an email template that should be uzed for sending C¥s to cl...

M Dpocaors Smz Demo -
|DDC-1 oooz |Inlroduct\on Letter From Advertisement
Please select from the list below the intended recipient for this document.

— - - I Create a Task
Mame | Position | Tel Mo | E mail | Mobile |
§ Gay Barton Manag.. 01540783456  gay@batonc.. 0774558978 D= || |
For:[Ef Randal &
Casaoy | = To create a related
Priority -
[omal =l task and contact log

Motes

entry complete the
fields in the bottom
right corner

[T Create a Riemindsr

i Cancel 3 Back | ) Nest &Finish |

|Galy Barton

Once a template is selected a
list of potential recipients is
displayed

The process of sending an e-mail can be broken down into three steps which will now be explained:

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

Home Insert Page Layout References Mailings Review View
B I Iy Iy . By
% s [P Rules ~ B H 4 FoH k:'
B R

= @

9% Match Fields | Find Recipient
Envelopes Labels  Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge ~ Recipients = Recipient List | Merge Fields Block Line Field = [£] Update Labels | Results %’ Auto Check for Errors | perge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
E |3-\‘2‘|-l-|-2-|-1‘ © 21301 +4: 05 1 -6 1 F 1B 151 10 1111421 13 1 34 L RIETTIE iR

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.

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

Home Insert Page Layout References Mailings Review View
B b L L Rules ~ e 41 b 2y
=8 bR @ B BB B2 : " &

% Match Fields | 42 Find Recipient
Envelopes Labels  Start Mail Select Edit Highlight Address Greeting Insert Merge

> @

Preview Finish &
Merge * Recipients * Recipient List | Merge Fields Block  Line Field = 2] Update Labels | Results I% Auto Check for Errors | perge +
Create Start Mail Merge Write & Insert Fields Preview Results Finish
m EE T R T D T N R R R N S T * O = D T T O o o |
t T T T T T T T T T T T

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:

Merge to New Document ? *

Merge records

() Current recard

Ofrom: | | To: | |

To create the letter, select ‘OK’

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

35.2 Outputting An Email 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.

| New Email Message fodle ] == |

= New Email Message

< 1of 1 > >

T [<<Client_Cantact_Email: > il Email TPW:'HTML— [ Mailshot
oo _#| Contact Log Tvpe:[Defaull- |
Subisct: [Fotential Candidates #| Merge Field: | -l
iR ===p70 5| EER0 Y vos@-i-0E
Message #|

Dear <<Client_Contact_Forename>=>,

Make any alterations to
the email where necessary

Please find enclosed CVs for some good local candidates who are currently looking for
opportunities in the <<Client_Location_Region>> region.

| hope that these candidates are of interest to you or your colleagues.
Regards

<<Users Full Name=>>

Attach 3 Delete Attach
@) Close | [iCreate Emails)

&ahttach File | T, Ateach Docl [T &tach Cv | Ge?View Merged Data|  Send Test Email

Select ‘Send test email’ to
Select ‘View Merged Data’ send a copy to the
to preview the email Outlook Inbox

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.
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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.

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.

36 Attaching Documents, Files and CV’s To An Email

There are three options for attaching files to emails. There is a button for each option:

- Attach Doc
- Attach File
- Attach CV

The image below highlights the buttons used for each action:

Attaching a file from
within Eclipse

Altach :

x Delete Attach |
D Clase | [Create Emails] |

éﬁAttach File | %Attach Do | E]Attach (" | o iew Merged Datal Send Test Email |

Attaching a file from the Attaching candidate CV’s
hard-drive or network from within Eclipse

Eclipse Software Training Services (. SEOC: L | P S E
T E



36.1 Attaching A Document To An Email

Page | 105

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.

Select from ‘main list’ or
‘show all’

l_)] Attach Documents

Select from client,

/\

in the File[s] to Attach' list. Once you have all the files you requirg please click on 'Proceed'.

Use 'Display’ and 'Display List From' drapdown lists to show the list of recards pou require and then 'single click' a recard to display the list of attachments
available. You can also 'double-click! the record to apen the detalls form. IF pou wish ko add an attachment then click on the »' button to place the attachment

=

Cand'date, vaca ncy Display : Display List From
etC Hﬁenl ;I IMain List At k| Femove

| Ref Mo, | Client Mame | Contact | Location | Mo, | - | Type | Dezcription | Filena... |

Q CLI-0381  AdndS Smith, Leanne Manches.. -

Q test ABC Company Seaton , Steve Manches...

Q CLI-1007E  ABC Telecoms Goulden, Bob Kingston

Q CLI-007...  A-LCompany Clark, Ann Aberdesn

Q CLI-10188  Age Concern Concem, George  Blackbum

Q CLI-10457  Aibus LLK Smith, Jahn Chester

Q CLI-10509  Alex's Company Ellitt, Alex Stockport

Q CLI-10435  Aminex Pl Trickett, Sam WestCe...

Q ACC10040  And Then There Wasz L. Brooks, Paul Stockport

Q CLI-0373  Andrew Knight Inc Enight, &ndrew

&3 CU10408  AnyCo Smith, Sam Smith  Manches... "

At‘t‘;ehmenl List
| Type | D ate Attached | Description | Filen... |

& 0pen Documert |

D Cloze | @Pmceedl

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.

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.
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Dizplay ——

Select a record type from the
drop down menu

Client |

Candidate

Timezheet
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.

Diizplay Lizt From : = LN . ..
T Select either main list or show all
air List LI

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.

| Attach Documents (5]

Use 'Display' and Display List From' dropdown lists to shaw the list of records you require and then 'single click' a record ta display the list of attachments
available. Yo can also ‘double-click the record to open the details fom. If you wish to add an attachment then click on the "' bulton to place the attachment
in the ‘Filefs] to Attach' list. Once you have allthe fles you require pleass dick on Procesd.

Display Display List From
|Candidate =] [Main List = showLis k] Remove
Filefs) to Attach
| Ref Na. | Surname | Forename | Mo, | Y | C.. | | Type | Description | Filgna... |
CAN15941 Bamett Sian - -
CAN15943 James Liian
CAN-IE766  Taylor John

ﬂ

Select this button to
attach the
highlighted file to
the email

Attachment List

Date Attached Description

Sand-out CV

13/02/2017 16:33:55

&0pen Document ) Close @Procesd

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.

Eclipse Software Training Services (. SE C L | P S E
E

OFTWAR



Page | 107

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.

36.2 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.

36.3 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.

Eclipse Recruitment Manager *

.

You currently have no candidates in your main list.
k. *

This warning will appear if no candidates
are present in the main window

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’.
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Use 'Display’ and 'Dizplay List From' dropdown lists bo show the list of records pou require and then 'single click! a record to display the list of attachments
available. You can also ‘double-clhick’ the record to open the details form. IF you wish to add an attachment then click on the ->' button to place the attachment

in the 'File) to Attach' list. Dnce you have all the files you require please click on 'Proceed'
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Display : Display List From :
Candidate hd tain List = Show Lizt | Femove
seIeCt the I _I I _I e File(g] to Attach B
H | Ref No, | Surname | Forename I Mo. | () | C.. | ~ | Type I Description | Filena... I
Candldate %* CAN-10007 - Flintaff Andrew 0 0 0
H CAN-10008  Connery Sean 3 1] 1]
from the |ISt CAN-10009  Geldaf Bob 2 1] 1]
[J CANADDID  Cunningham Dave o3 2
CAN-T0013 Schumachen Hichael il 1} 1}
CAN-10038  Rudd Fhillip 0 2 1
CAM-10043  Poppins Anthong 0 2 1
MN-10048  Brocklehurst Alan 0 2 1
T connotss | Dove bt o 1o 1]
CAN-I0072 Evans Peter 02 0
CaN-10073  Freemantle Tommy 1} 2 1] v
Attachment List
| Type | Date Attached | Description | Filen I
SeIeCt the @ O Orniginal ~ 071/09/2005 23:06:18 Original W CaN-.. 'ﬂ
B ‘ v 01/09/2005 23:06:18 Send-out CV CAN-...
candidate'scv < [@ e
from the list
Select
‘ ’
) 0pen Dncumantl D Close: @ Proceed P roceed to
attach the
document to
the email

Attach the candidate’s
CV using the arrow
button

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.

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.
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Eclipse Recruitment Manager >

Warning: The original CV cannot
be attached to an email

The original CV cannot be attached to an email.

Please use a send-out CV 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 Manager X

Warning: CV has not been

@ The selected CV has not yet been approved for send-out. Therefore it
approved for send out

cannct be attached at this time.

Please use the 'View CV' or 'Attachments’ button on the candidate form
to manage your CVs,

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.

37 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.

] Email Outbor.

=:'. Email Outbox

Emails will appear in the email
outbox until they are ready to be
sent

Unsent Email
4 [To [ Subject [ Created [ Status [
O em@mecon Folenial Candidales 207027271 Not Sent

Emailis]

|Delete Al | Delete Selected Emails | [l Invert Selection @ Close | (wSend Selected

Please have Micrasoft Outiook apen befare clicking s end Ema

To send either ‘all’ or a selection of
emails from the list, choose the
relevant option and select send
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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. 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.

38. Mailshots

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 SM'S 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:

| Client Mailshot ===
Please select the Word, Email or SMS document you wish ta use for the mailshot from the document list. The = 2 O n Ce th e m a i I i n g | ist
client list displays the client which you wish to include in the mailshot, NOTE: én electronic mailshot can only send
emails to thase clients with email addresses and an SMS mailshot with mobile: numbers Select Dacument Template .
) Client Name Email Contact Mobile ~ iy | Name | ~ IS Com plete a nd
& pany 5.56; Slany.com g I_)J 1 1 1
24 A-Lompany igdrigrd@dkdk.com  Clark, Ann (2] Blank Cliert Email Template d IS p | aye d n t h e main
,_)_j Airbuz UK. john@eclipse-zaft..  Smith, John E Blank Clignt Letter T emplate . P
,_)_j Aminex Ple haris@eclipse-saft Trickett, Sam m] Candidate Ma Contact win d OW, Se I eCt Se n d
124 And Then There'was L. paul brooks(@recr Brooks, Paul [#] 0 Coversheet ) .
124 Andrew Knight Ihe support@recruitme. . Knight, Andrew 2] Hela M al IS h Ot' . Th IS
(2] ashion Studios hayley@ashton.com  Ashton, Hayley 07725345534 2] Into-Test
,_')J B Head Office aline®@ba.com Ling. & Iﬂ Introduction Letter From Advert... WindOW Wi” a ppea r
2] BA Maintenance Branch  h@&f.com Line, B 2] Prospective CV Send Out
,_’J Barclays Plc iohnfisher@reciit..  Fisher, John 07778 339393 m] Sms Demao o
,_)_j Barton Grange gam@barton. conn Bartan, Gary 0774568978 il Trer
24 Best Western h Clignt, & |[Nnne] |[N ane Selected)
,_’J Birchwood Dental Pract...  juliei@recruitment-s..  Woodger. Mark
124 Bimingham Haspital d@hosp.com Doctor, David I Create a Task
l_')J Birmingham MBC aj@any.com Jones, Anthony Date :I I
|_')J Blue Finance lee hind@blue.co.uk  Hind, Lee 07884 DE4310
,_')J Bovis Construction INc brian@bovisl.org.uk  Harvey, Brian For: I Eli Fandall j
24 Bovis Lend Lease Dun...  brian@bovisl.org.uk.  Harvey, Brian Category I ;I
,_)J Bridge Mary Schoal marionEmail. com Headteacher, Mari... Priority -
2] Brliant New Co fichard large@are...  Large, Richard 07712655035 ot [ Mol =l
,_)_j Brawn Bears Nursem ulie @mall.cormn Child, Sarah Notes:
24 Buildza Ple dsf@nosense.com Sith, Daren
(2] Cre Himed 1 raf@anud com Emith_Caline: N7733333333 hd
B5 [126 with email] [32 with mabile] Client{s]
2] Email Addhess Present ™ Create a Remindsr

qacance\| &k | et | [ Finish
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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.

In instances where clients have been excluded from mail shots within their record, Eclipse will
remove them 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.

39. 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:

Type: Choose which section of ©2 Add New Document (5]

Eclipse the export will be performed <—— 22

from Type :ITimesheet ;I En
Output Type :IEHCE| ;I D u

Hame 3|Margin Sheet
Description : |

Output Type: Select Excel from the list

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.
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Description

Ref Mo [poC-10393 Date Registered :[21/02/2m7

Type :[Timesheet

Output Type : [E el

Narme : [Margin Sheet

[T Breakdown Timesheet Inveice Lines into Basic, 071, 072 ete.

Include the following as addiional merge fiskds =

[~ Candidate’s Primary Discipline and the Refated Industiy
[~ Candidates Industries

[~ Candidate’s Disciplines

I~ Candidate’s Skill

Awailable Fislds o2
] Timesheet Fieftio ~
Timesheet DateFeg
Timesheet PracessDate

Timesheet PracessedTimestamp
| Timeshest ProcessedUiser

| Timeshest utharisedTimestamp
| Timeshest dutharised ser

[ Timeshest InvaicedTimestamp
Timeshest InvoicedUser
Timesheet Basic

Timesheet OT1

Timesheet 072

Timesheet 073

| Timesheet CandidatePayment Nett
| Timeshest ClientPayment Nett

| Timeshest CandidatePayment VAT
| Timeshest ClentPayment AT

[ Timeshest Expenses

[ Timeshest MarkUp

[ Timeshest Emplayerhl

] Timeshest WD

] Timesheet Flnvaice D
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Select the fields required for the
export by placing a tick in the box

[ Candidate’s Qualifications [] Timesheet Status v
I™ Candidate’s Right to Work information [@3clctal | [FDesslectal | [l invert Selection |
I CV Covershest e

Last Update : [21,02,20(7 12 03:00

B 1 o) I~ Locked amendFiedDiger | @ Cose | | Save |

Select the desired merge fields for
the export template from the list on To amend the order in which the
the left fields will appear once the export is
performed, select ‘Amend Field
Order’

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:

Field Order

Timesheset Refo

Timesheet DateFeg

Timesheet ProcessD ate
Timesheet ProcessedTimestamp
Timesheet [rvoicedUser
Timesheet B asic

Timeshest OT1

Timesheet OT2

Timesheet OT3

To amend the order of the fields,
highlight a field and select ‘Move
Up’ or ‘Move Down’ until it appears

Reset Order | Move Up

o Cloze | H Save

in the preferred position
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To amend the order of the fields, highlight a field and select ‘Move Up’ or ‘Move Down’ until it
appears in the 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:

F| @< @ Balirl'

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.

40 User Options

This section of the maintenance menu is accessible by all users of the software allowing the addition
and amendment of contact details and the selection of specific user preferences applying solely to
their own profiles. The screen is displayed below:

5 Eclipse User Options
(‘,} Eclipse User Options

The fallowing options are far your own uger profile within Eclipse.

FullName : [Eji Randal

Job Title : Jlspplic.ation Trainer

Email Address 3|eli@eclipse-software.co. Lk
Direct Tel Ma.

Mabile Ma. :|

[~ Do not show my diany at startup
[~ Do not uze the auto-caps facility
[~ Dizable pop-up reminder natifications

[~ Disable contract alerts popup at login

Background Colc'”r:IF'urple j - Test |

D Clase | H 5ave |
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Complete the personal information at the top of the screen e.g. name, job title, e-mail address and
telephone numbers. The following four options will disable certain features within Eclipse:

Do Not Show My Diary At Start Up:
By default, the Eclipse diary is launched every time Eclipse is opened unless otherwise specified in
this screen or in the diary form itself.

Do Not Use The Auto-Caps Facility:

The auto-caps facility, which is set to ‘on’ by default, will auto capitalise various fields on the client,
client contact, candidate forms when completing them. For instance where 'john' is typed into the
candidate forename field in the candidate record this will automatically become 'John' when the
cursor leaves the text box. That is unless this feature has been de-activated in this screen.

Disable Pop-Up Reminder Notifications:

The ‘pop-up box’ displaying Eclipse reminders, which appears in the bottom right hand corner of the
screen, can be de-activated by ticking the 3rd option in the window above. Please note that all
reminders set for either diary and task entries will not be displayed.

Disable Contract Alerts At Login:

Assuming the user profile has been configured to show contract alerts upon log-in, individuals can
disable the reminder by selecting the final option in this box. The contract alert will show how many
temp contracts on the system have expired without the assignment of a candidate, how many
unassigned contracts have passed their start date but still have potential to be filled and finally how
many timesheets are pending where the rates have not yet been agreed with the client.

Background Colour:
By selecting a different colour from the list will allow the changing of the default background colour
in Eclipse. You can ‘Test’ the colour prior to saving the changes.

41 Change Password

This section is also accessible to all Eclipse users and allows the alteration of the log-in password. To
change the password, enter the existing password and provide the new detail. Finally, confirm the
new password and select the 'Save' button. This will take effect from the next log-in attempt.
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To change the password confirm
the existing password and provide
the new detail

Confirm curent password ||

Mew password :I

Confirm new password :I

1 Cancel | K 5ave |

Passwords can be re-set by an Eclipse administrator via the User Administration section of the
Maintenance menu.
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