HRArchive

User’s manual
Sheets 31

2023



ABSTRACT

The present user’s manual describes the mass recruitment management system called HRArchive. The
HRArchive system also includes HR analytics and predictive risk analysis capabilities. The HRArchive system is
used by small and medium enterprises. The HRArchive system is based on self-learning neural networks and
improves the quality of recruitment.

The present user’s manual contains a description of the user’s actions to search, storage, process, analyze and
classify recruitment information in the HRArchive system.

The present user’s manual contains the following chapters: Purpose of the HRArchive system; Software
requirements; and User’s operations in the HRArchive system.
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1. PURPOSE OF THE HRARCHIVE SYSTEM

The HRArchive system is intended to be used in small and medium public and private enterprises when
recruiting employees.

1.1. Application of the HRArchive system

The provided methods for searching, storing, processing, analyzing and classifying recruitment information
are used by small and medium public and private enterprises to implement HR analytics, predictive risk analysis
and HR service automation.

The HRArchive system provides:

improvement of the quality of recruitment;
risk analysis when deciding on the degree of suitability of a candidate for the vacancy;

HR employees with tools for searching, storing, processing, analyzing and classifying recruitment
information;

HR employees with reliable information about candidates;

quick communication between the candidate and the HR employee.

1.2. Brief description of capabilities

The HRArchive system has capabilities for:

processing and analyzing of incoming information about candidates;

forming a conclusion on the degree of suitability of the candidate for the vacancy;
obtaining information about candidates from different types of files;

obtaining information about candidates from third-party resources in the internet;
entering information about former and current employees for comparative analysis;

creating accounts divided by rights and roles for access to one or another part of the recruitment
information;

maintaining a calendar with event markings;

notifying users participating in the event about its imminent start via SMS notifications, email
notifications and instant messenger notifications;

issuing recommendations on the selection of suitable candidates, taking into account the department,
specifics and field of activity;

using instant messengers to send information on behalf of the employer.

1.3. User requirements

The HRArchive system has an intuitive user interface which allows users to easily navigate the HRArchive
system, to quickly recruit employees and to interact with candidates.



2. SOFTWARE REQUIREMENTS

Requirements for general software.
The PC of the user accessing the HRArchive system should include the following software:
- Firewall;

- Google Chrome browser or Alternative browser.



3. USER’S OPERATIONS IN THE HRARCHIVE SYSTEM
3.1. Starting the HRArchive system

To log into the HRArchive system, you need to register. You can login using the following steps:
- Launch an internet browser on your PC;

- Enter the URL of the HRArchive system into an address bar of the internet browser. This will cause the
main page of the HRArchive system to open (see Fig. 1).

To log into the HRArchive system, you need to enter your login and password and to click [SIGN IN].

HRArchive (’

AUTHORIZATION

Figure 1. Main page of the HRArchive system.
3.2. Checking the HRArchive system

The HRArchive system is operational if the main page of the HRArchive system is displayed on the monitor
screen, and if the login is carried out without indicating to the user information about an incorrect login or
password.

3.3. User Interface

The HRArchive system consists of the following pages: Vacancies; Company’s vacancies; Candidates;
Candidates for approval, Calendar; Settings; and Global search. To open any of these pages, you need to bring up

the side menu by hovering your mouse over the icon
description of each of these pages is provided below.

on the upper left corner of the screen. A detailed

The Vacancies page contains a table of vacancies created by the current user of the HRArchive system, as
well as a list of candidates who responded to the selected vacancy (see Fig. 2).

The Company’s vacancies page contains a table of vacancies created by all users, as well as a list of
candidates who responded to the selected vacancy (see Fig. 3). Otherwise, this page is identical to the Vacancies

page.
The Candidates page contains a table of candidates stored in the database (see Fig. 4).

The Candidates for approval page contains a table of candidates for approval by HR employees (see Fig. 5).
On this page, you can invite the selected candidate for an interview, refuse him or her, or assign the selected
candidate the Think status.

The Calendar page displays past and future events (see Fig. 6).



The Settings page contains information about the current user, which can be amended if necessary (see Fig.
7).

The Global search page is intended to search for information in the database and to display the information
found (see Fig. 8).
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Figure 2. Vacancies page.
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Area 1 for displaying the table of vacancies;
Area 2 for displaying candidates who responded to the selected vacancy;
Area 3 for displaying an additional information about the candidate;

Figure 3. Company’s vacancies page.
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Area 1 for displaying the table of candidates for approval;
Area 2 for displaying events corresponding to the selected candidate, containing buttons that allow you to invite
the selected candidate for an interview, refuse him or her, or assign the selected candidate the Think status;



Figure 5. Candidates for approval page.
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Office manager
Vacancy title: Officé manager
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CV: ..ject managers and other units of the company; - presentation of a commercial offer with a concept; - preparation of
conference materials (for a better sales process: company presentations with different offers + cases for potential customers on
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correspondence; - transfer of documents to the accounting department with an inventory; - introd

F& Leonidas Georgina

CV: Employment: full-time Work schedule: full-time, shift schedule Work experience 8 years 9 months February 2017 — February
2024 7 year 1 month Front Officé Manager Reception and Guest service management (medical resort) - Maximizing the resort's
revenue by controlling the cost of programs - Implementation of a revenue management system in order to maximize room
occupancy and rate matching - Development and preparation of a strategic plan for the resort - Introduction of concierge services
February 2014 — June 2016 1 year 8 months www.kempinski.com Assistant Manager of the front office - Selec...

Figure 8. Global search page.

3.4. User’s operations in the HRArchive system

3.4.1. Adding a vacancy

To add a vacancy, you need to bring up the side menu by hovering your mouse over the icon — on the
upper left corner of the screen and to select the Vacancies menu item. The Vacancies page is shown in Fig. 9.
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Figure 9. Vacancies page.

. i > Actions -
On the Vacancies page, you can add a vacancy. You need to click the _

button located on the middle part of the screen. Then in the drop-down menu you need to click [Add vacancy] (see
Fig. 10). After that, a new row is added to the table located on the left part of the screen (see Fig. 11).

< Add vacancy

O, Add new candidate

(&) Add a candidate from the database
B Open the description

L= Filter by division

= Default view

1 Delete vacancy

Figure 10. Drop-down menu.

Vacancy Department Status Candidates Date

Open 0 17.05....

Figure 11. New vacancy in the table.
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To add a detailed description of the vacancy, you need to click the row with the created vacancy and open

. . %> Actions v
the Description tab on the right part of the screen or to click the button located on

the right part of the screen and click the B Openthe desciption v, on On the Description tab, you can enter a

name of the vacancy and its description, and you can select a department, a status and skills from the drop-down
lists. After that you need to click [Save] (see Fig. 12).

Vacancy Embedded programmer

Department Specify department v
Date 21.05.2024

Status Open v

Skills v

Description Full stack, STM32, PIC MCU ~

Lv
Save

Figure 12. Description tab.
3.4.2. Binding a candidate to a vacancy
3.4.2.1. Binding a new candidate to a vacancy

To bind a new candidate to the vacancy, you need to select the required vacancy by clicking the row of this

. . 3 %> Actions )
vacancy in one of the tables of vacancies. Then click the button located on the

& :
middle part of the screen. Then in the drop-down menu you need to click the ~* Addnew candidale . tton. After
that, in the pop-up window you can select a resume to upload (see Fig. 13).

No file selected. X

Figure 13. Pop-up window for uploading the resume of a new candidate.

You can upload docx, doc, rtf and pdf files. To upload a resume, you need to click [Browse...]. After that,
you can select a resume file, and then you need to double-click the resume file or to click the resume file and click
[Open] to upload the selected resume file. The name of the uploaded resume file is displayed in the pop-up window
to the right of [Browse...]. After that, you need to click [Send]. Once the resume file is uploaded, the data from the
selected resume file is displayed on the left part of the screen (see Fig. 14). If there are similar resume files in the
database, similar candidates will be displayed on the right part of the screen.
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Georgina Leonidas.docx x

Similar Candidates From the database
= & ‘ savva Kostas

" Leonidas Georgina
Last name Georgina =

First name Leonidas

Middle name

Birth date January 18, 1990
Education Higher education v

+7 (936) 123-54-68 Priority @ m

Emails

testtreal@ipvision-lab.dev Priority @

Figure 14. Screen with data from the uploaded resume file.

On this screen, you can add an additional phone number or email address. To add the additional phone
number, you need to click [Add] located to the right of the Phones line. Once the text field located below the phone
number indicated in the resume file is displayed, you can enter the additional phone number. To add the additional
email address, you need to click [Add] located to the right of the Emails line. Once the text field located below the
phone number indicated in the resume file is displayed, you can enter the additional email address. If necessary,

you can change the priority of phone number or email address by clicking the radio button. After that, the radio

button is changed to the "™ @ radio button. This radio button indicates that the phone number or email address

actually exists. If necessary, a phone number or email address can be deleted by clicking [Delete] located to the
right of the phone number or email address.

If all the required data about the candidate are entered, you need to click [Add as new]. After that, the
window according to Fig. 14 closes, and for the selected vacancy the number of candidates increases by one in the
Candidates tab of the right part of the Vacancies page, the status of the candidate is changed to the New response

&

status, and the icon to the right of the candidate’s name is also changed to the icon.

3.4.2.2. Binding an existing candidate to a vacancy
To bind an existing candidate to the vacancy, you need to select the required vacancy by clicking the row of

. . . . > Actions v
this vacancy in one of the tables of vacancies. Then click the _ button located on the

. . . Add didate from the datab:
middle part of the screen. Then in the drop-down menu you need to click the = @ candidate from fhe database

button. After that, the pop-up window for adding the existing candidate is displayed (see Fig. 15).
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Add candidate from database to vacancy

i& Leonidas Georgina

Figure 15. Pop-up window for adding an existing candidate.

In this pop-up window you need to select the required candidate by clicking the candidate’s icon and then by
clicking [Attach]. After that, the pop-up window according to Fig. 15 closes, and for the selected vacancy the
number of candidates increases by one in the Candidates tab of the right part of the Vacancies page.

If a candidate for the vacancy is successfully added using one of the above methods, a percentage value will
be displayed to the right of the candidate’s name. The percentage value reflects how suitable the candidate is for the
vacancy in accordance with the results of processing the resume by the neural network. This percentage value is

shown as an icon, e.g. @

3.4.3. Adding additional information about a candidate

On the Vacancies page, Company’s vacancies page, Candidates page and Candidates for approval page, you
can add additional information about the candidate. A process of adding this information on the Vacancies and
Company’s vacancies pages distinguishes from a process of adding this information on the Candidates and
Candidates for approval pages. On the Vacancies and Company’s vacancies pages, you need to select the vacancy

. . . . > Actions v
and the candidate whose information you want to add. Then click the _ button

located on the right part of the screen and click the & A990mment putton - After that, a message type selection area
and a text field are displayed on the left part of the screen. You need to select the Add Comment message type from
the drop-down list and to enter the message in the text field (see Fig. 16).
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Message type Add Comment v

Figure 16. Adding additional information about the candidate on the Vacancies and Company’s vacancies pages.

After selecting the Add Comment message type from the drop-down list and entering the message in the text
field, you need to click [Save]. After that, for the selected candidate the entered information is displayed on the
bottom part of the screen (see Fig. 17).

Date Current Event

The candidate has responded to the vacancy

27.05.2024
Sales manager

27.05.2024 | Maria prefers remote work

Figure 17. Additional information about the candidate is shown.

To cancel entering additional information about the candidate on the Vacancies and Company’s vacancies
pages, you need to click [Cancel]. After that, the window according to Fig. 16 closes, and the table of vacancies is
displayed.

To add additional information about the candidate on the Candidates and Candidates for approval pages,

% Acti ~
you need to select the candidate on the left part of the screen. Then click the o
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button located on the right part of the screen and click the & Addcomment  pueton. After that, a text field are
displayed on the right part of the screen. You can enter a text in the text field (see Fig. 18).

Candidate

Savva Kostas

Sales manager

28 years

Events

This is your comment

Figure 18. Adding additional information about the candidate on the Candidates and Candidates for approval
pages.

After entering the text, you need to click [Add]. After that, for the selected candidate the entered information
is displayed on the right part of the screen.

To cancel entering additional information about the candidate on the Vacancies and Company’s vacancies
pages, you need to click [Cancel]. After that, the text field according to Fig. 18 closes.

3.4.4. Inviting a candidate for an interview

On the Vacancies and Company’s vacancies pages, you can invite a candidate for an interview. To invite the
candidate for an interview, you need to select the vacancy in the left part of the page and to select the candidate in

% Acti ~
the right part of the page. Then click the button located on the right part of the

screen and click the & Addeomment 14460 You need to select the Invite for interview message type from the drop-
down list in the left part of the page. After that, the fields displaying contact information about the candidate, the
text field with a template for a welcome letter, the drop-down list for selecting an interview address, the drop-down
list for selecting employees which can present at the interview and a calendar for selecting the date and time of the
interview are displayed on the left part of the screen (see Fig. 19). To confirm options for contacting with the

candidate, you need to click the corresponding icons: the icon to confirm the selected option, and the e
icon to withdraw the selected option. Then you need to select the interview address and employees from the
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corresponding drop-down lists. You can also enter a name of the interview and indicate the date and time of the
interview. To select the date, you need to click the corresponding cell in the calendar area. To select the previous or
next month, you can click [Previous] or [Next]. The current date can be selected by clicking [Today]. To select the
time of the interview, you need to select the time of the Start field and the time of the End field. After entering all
required information, you need to click [Send]. After that, the status of the candidate is changed to the Interview

(o)}
i

status, and the icon to the right of the candidate’s name is changed to the icon.

Options for contacting the candidate

Email Q testtreal @ipvision-lab.dev
Messenger o not specified

Personal messages o +35799999999

Message type Invite for interview W

Hellg, Kostas!

Code Green Engineering invites you for an interview at
its office.

Interview time: 22.05.2024 00:00

Office Address: unspecified

The eoffice is on the map: unspecified

Contact Person: Belykh Sergei, +79235674321

Pleasa confirm the appointment.
Code Green Engineering invites you for an interview at

its office.
Belykh Sergei.

Interview address

Enter interview name -

Present employees

Specity employees -
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13 | 44 |15 | 18 | 17 | 18 | 19

20 | 21 | © 93 24 | 25 | 26
22

27 | 28 | 29 | 30 | 31

Enter interview name

Mew event

Select interview time

Start [ 00:00 v End | 00:00 b

b)
Figure 19. Entering information to invite the candidate for an interview (a) and selecting a date of the interview (b).

To cancel inviting the candidate, you need to click [Cancel]. In this case, the window according to Fig. 19
closes, and the table of vacancies is displayed.

3.4.5. Sending a message to a candidate

To send a message to the candidate on the Vacancies and Company’s vacancies pages, you need to select the
vacancy and the candidate by clicking the rows in the corresponding tables. Then click the

> Actions b . :
button located on the right part of the screen and click the & Addcemment {yyeton,

You need to select the Send Message to candidate message type from the drop-down list in the left part of the page.
After that, the fields displaying contact information about the candidate and the text field for entering the message
are displayed on the left part of the screen (see Fig. 20). To confirm options for contacting with the candidate, you

need to click the corresponding icons: the Q icon to confirm the selected option, and the o icon to withdraw
the selected option. You can send the message by clicking [Send]. To cancel sending the message, you can click
[Cancel].



19

Options for contacting the candidate

Email o testtreal@ipvision-lab.dev
Messenger o not specified

Personal messages 0 +35799999999

Message type Send Message to candidate v

Figure 20. Sending a message to the candidate.
3.4.6. Inviting a candidate for a telephone interview

To contact a candidate by phone, a telephone interview has been implemented. You can invite the candidate
for the telephone interview on the Vacancies and Company’s vacancies pages. You need to select the vacancy and
the candidate by clicking the rows in the corresponding tables. After that, you need to click the

> Actions v ) ’
button located on the right part of the screen and to click the & #d¢comment

button. Then you need to select the Phone interview message type from the drop-down list in the left part of the
page. After that, the fields displaying contact information about the candidate and the text field with a template for
a welcome letter are displayed on the left part of the screen (see Fig. 21). If necessary, you can correct the template
before sending. To confirm options for contacting with the candidate, you need to click the corresponding icons:

the Q icon to confirm the selected option, and the o icon to withdraw the selected option. You can send the
invite by clicking [Send]. After that, the status of the candidate is changed to the Phone interview status, and the
.‘“

icon to the right of the candidate’s name is changed to the icon. To cancel sending the invite, you can click
[Cancel].
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Options for contacting the candidate

Email o testtreal @ipvision-lab.dev
Messenger o not specifisd
Personal messages o +357599959999

Message type Phone interview v

Hello, Kostas!

Thank you for applying for the vacancy Office manager.
We found your resume very interesting. We would like to
invite you for an interview. Please call us back during
office hours by phone at +79235674321 (Belykh Sergei).

Sincerely,
Belykh Sergei.

Figure 21. Inviting the candidate for a telephone interview.
3.4.7. Assigning the Think status to a candidate

On the basis of the results of the resume analysis or interview, the candidate can be assigned the Think status.
In order to indicate this status, you need to select the vacancy and the candidate on the Vacancies and Company’s
vacancies pages by clicking the rows in the corresponding tables. After that, you need to click the

> Actions v ) ’
button located on the right part of the screen and to click the & Addcomment

button. Then you need to select the Think message type from the drop-down list in the left part of the page. After
that, the text field available for entering text is displayed on the left part of the screen (see Fig. 22). To assign the
Think status, you need to enter the text and click [Send]. On the right part of the screen, the text entered in the text
field is then displayed in the area for displaying information about the candidate, and the icon to the right of the

candidate’s name is changed to the icon. To cancel assigning the Think status, you can click [Cancel]. The
area according to Fig. 22 closes, and the table of vacancies is displayed.
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Message type Think v

Think about the candidate

Figure 22. Assigning the Think status to the candidate.
3.4.8. Sending a rejection notice to a candidate

On the Vacancies and Company’s vacancies pages, you can reject the candidate who does not pass the
interview successfully. You need to select the vacancy and the candidate by clicking the rows in the corresponding

% Acti ~
tables. Then click the button located on the right part of the screen and click the

B Addeomment  bytton. Then you need to select the Reject message type from the drop-down list in the left part of
the page. After that, the fields displaying contact information about the candidate and the text field with a template
for a reject letter are displayed on the left part of the screen (see Fig. 23). If necessary, you can correct the template
before sending. To confirm options for contacting with the candidate, you need to click the corresponding icons:

the a icon to confirm the selected option, and the o icon to withdraw the selected option. You can send the
reject letter by clicking [Send]. After that, the status of the candidate is changed to the Reject status, and the icon to

the right of the candidate’s name is changed to the icon.
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Options for contacting the candidate

Email o testtreal@ipvision-lab.dev
Messenger 0 not specified

Personal messages ° +35799999999

Message type Reject v

Hello, Kostas!

Thank you very much for your time. Unfortunately, we
are not ready to invite you for a further interview for this
vacancy at this time. Your resume will be stored in our
database and we may come back to your candidature
when we have such a need.

Sincerely,
Belykh Sergei.

Figure 23. Sending a rejection notice to the candidate.

To cancel sending the rejection letter, you can click [Cancel]. The area according to Fig. 23 closes, and the
table of vacancies is displayed.

3.4.9. Sending a candidate for approval

You can approve the candidate with other employees before hiring. On the Vacancies and Company’s
vacancies pages, you need to select the vacancy and the candidate by clicking the rows in the corresponding tables.

Then click the button located on the right part of the screen and click the

B Addeomment yytton. Then you need to select the Send for approval message type from the drop-down list in the
left part of the page. After that, the text field with a letter template for approval is displayed on the left part of the
screen. In the drop-down list below, you also need to select the employees which who must approve the candidate
(see Fig. 24). After selecting the employees, you need to click [Send]. On the right part of the screen, the text
entered in the letter template is then displayed in the area for displaying information about the candidate, and the

L
Il\

icon to the right of the candidate’s name is changed to the icon. On the Candidates for approval page, the
number of candidates increases by one in the table on the right part of the screen.
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Message type Send for approval v

Savva Kostas has been sent for approval for the
vacancy Office manager

Approval list

Belykh Sergei x -

@ Reset

@ Belykh Sergei

Figure 24. Sending a candidate for approval.

To cancel sending the candidate for approval, you can click [Cancel]. The area according to Fig. 24 closes,
and the table of vacancies is displayed.

3.4.10. Sending a hire notice to a candidate

If you decide to hire a candidate, the candidate should be notified. To send a hire notice to the candidate, you
need to select the vacancy and the candidate by clicking the rows in the corresponding tables. Then click the

i Actions i . :
button located on the right part of the screen and click the & Addcemment pyyet0n,

Then you need to select the Hire message type from the drop-down list in the left part of the page. After that, the
fields displaying contact information about the candidate and the text field with a template for a hire letter are
displayed on the left part of the screen (see Fig. 25). If necessary, you can correct the template before sending. To

confirm options for contacting with the candidate, you need to click the corresponding icons: the Q icon to

confirm the selected option, and the o icon to withdraw the selected option. You can send the hire letter by
clicking [Send]. After that, the status of the candidate is changed to the Hire status, and the icon to the right of the

G

To cancel sending the hire letter, you can click [Cancel]. The area according to Fig. 25 closes, and the table
of vacancies is displayed.

candidate’s name is changed to the icon.
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Options for contacting the candidate

Email 0 testireal@ipvision-lab.dev
Messenger o not specified

Personal messages o +35799999999

Message type Hire v

Hello, Kostas!

You've been accepted for the positionOffice manager.
We are glad that you will soon become a part of our

team!
I

Contact Person: Belykh Sergei, +79235674321

Code Green Engineering invites you for an interview at
its office.
Belykh Sergei

Figure 25. Sending a hire notice to a candidate.
3.4.11. How to edit information about a candidate

On the Vacancies page, Company’s vacancies page, Candidates page and Candidates for approval page, you
can edit information about the candidate. To edit this information, you need to select the vacancy and the candidate
by clicking the rows in the corresponding tables (for the Candidates and Candidates for approval pages you only

%> Action ~
need to select the candidate). Then click the button located on the right part of the

. 7 Edit candid . . . .
screen and click the @ =" Snee=e button. In the opened window (see Fig. 26), if necessary, you can edit

the following text fields: Last name, First name, Middle name, Phones and Emails. If necessary, you can add an
additional phone number or email address. To add the additional phone number, you need to click [Add] located to
the right of the Phones line. Once the text field located below the phone number indicated in the resume file is
displayed, you can enter the additional phone number. To add the additional email address, you need to click [Add]
located to the right of the Emails line. Once the text field located below the phone number indicated in the resume
file is displayed, you can enter the additional email address. If necessary, you can change the priority of phone

number or email address by clicking the radio button. After that, the radio button is changed to the ~° @
radio button. This radio button indicates that the phone number or email address actually exists. If necessary, a
phone number or email address can be deleted by clicking [Delete] located to the right of the phone number or
email address. After editing the required fields, you need to click [Save]. After that, the window according to Fig.
26 closes.
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—
x

f  Last Name Savva

First Name Kostas

Middle name

Birth Date May 27, 1996
Phones
+35799999959 Pricrity @ Delate
Emails
testtreal@ipvision-lab.dev Priority (@

Save

Figure 26. Window for editing information about the candidate.

3.4.12. How to view a resume

On the Vacancies page, Company’s vacancies page, Candidates page and Candidates for approval page, you
can view a resume from the database. To view the resume of the candidate, you need to select the vacancy and the
candidate by clicking the rows in the corresponding tables (for the Candidates and Candidates for approval pages

. . > Actions
you only need to select the candidate). Then click the

part of the screen and click the & Show resume button. After that, a standard window for viewing a text file
is displayed (see Fig. 27). To navigate through the resume and to change the view of the resume, you can use the

standard tools provided by the viewer. After viewing the resume, you need to click anywhere on the page except
the document display area to exit the viewer.

button located on the right

— trhdd CORBET =

Maria Fry
tastt iak.

Sales Ma ustomer Service Manager

Employment: ful-time

Work experience 4 years 10 months
September 2023 — present

8 manths

NDA

company;
=daitien of new infarmation to the company's internal database;
active sales an ering contacts at conferences (CNEWS, Tech Week):

'g the cantract, coordinating calls ith
e company's expertiss, project

he company:

I offer vith = concep

tenals (fora

batter csles process: company
preseniations with different offers + cases far potential customers on the

July 2020 — present
years 10 months
DA
Office Manager
recondiliation with suppliers at the and of quarters to identify arrears;
<o with resolve issues;

with accor

= impl ng:
wiark with comespondence:

transfer o documents t the accounting department with an inventory:
e n ofreceipt documert: 5. acts of work performed,

Mareh 2023 — September 2023
7 months
NDA

Office Manager
documant management;
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Figure 27. Viewer for viewing the resume.
3.4.13. How to download a resume

The HRArchive system allows you to download a resume file to your PC. This can be done on the Vacancies
page, Company’s vacancies page and Candidates for approval pages. By opening one of the above pages, you need
to select the vacancy and the candidate (on the Vacancies page and Company’s vacancies pages) or only the

% Acti ~
candidate (on the Candidates for approval page). Then click the = button located on

. . &, Download . .
the right part of the screen and click the SHIPECIEETE T button. In the standard window for saving a file, you

need to select the directory in which the file will be stored and, if necessary, to change the name of the resume file.
After that, you need to click [Save] in this window (for various browser settings, the file can be saved
automatically). Once the download process is complete, the resume file will be available for viewing and editing on
your PC.

3.4.14. How to add a candidate to the database

The database of candidates is created by adding the candidate when you create a vacancy (see item 3.4.2) or
by adding the candidate on the Candidates page. On the Candidates page you need to click the

> Actions e . :
button located on the middle part of the screen. Then in the drop-down menu you

need to click the <+ Addnewcandidate 10 1n the window for selecting a file, you need to click [Browse...].
Once the standard window for selecting a file is displayed. In the standard window for opening a file, you need to
select the directory in which the resume file is stored. Then you need to double-click the resume file or to click the
resume file and click [Open]. The name of the uploaded resume file is displayed in the pop-up window to the right
of [Browse...]. After that, you need to click [Open]. Once the resume file is uploaded, the data from the resume file
is displayed on the left part of the screen. If there are similar resume files in the database, similar candidates will be
displayed on the right part of the screen. To change the Last name, the First name, the Middle name, the Birthday,
the Education, the Phones and the Emails, you need to perform actions described in item 3.4.2.1.

3.4.15. How to bind a candidate to a vacancy

The HRArchive system allows you to select a specific candidate from the database and to bind this candidate
to a specific vacancy. To bind the candidate, you need to select the candidate on the Vacancies page by clicking the

. . . > Actions ~
row in the table on the right part of the screen. Then click the button located on

. . 4 Bi
the middle part of the screen and click the @ Bidtovacasy  button. In the Add candidate from database to vacancy

window, from the drop-down list you can select the vacancy to which you want to bind the candidate (see Fig. 28).

‘ ' v . - - = =

X

‘ Add candidate from database to vacancy

6 Fry Maria
e Savva Kostas

ll L} i

Figure 28. Binding a candidate to a vacancy.
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After selecting the vacancy, you need to click [Attach]. If the candidate is successfully bindded, information
about the candidate in the table on the right part of the screen will be changed, e.g. the Date, Status, Vacancy and
Prediction columns will be changed.

3.4.16. How to process a candidate for approval

You can choose to hire or reject the candidate for approval, or to decide on the candidate for approval later.
On the Candidates for approval page you can quickly notify the candidate for approval what decision has been
made regarding him or her. To notify the candidate you need to select the candidate in the table on the left part of
the screen.

oy Invte
If you want to hire the candidate, you need to click the - button. Alternatively, click the

button located on the middle part of the screen and click the

button. After that, the message indicating that the status has changed to Hire is displayed in the area for displaying
information about the candidate.

If you want to reject the candidate, you need to click the button. Alternatively, click the

button located on the middle part of the screen and click the button.

After that, the message indicating that the status has changed to Reject is displayed in the area for displaying
information about the candidate (see Fig. 29).

Leonidas Georgina

Office manager

34 years old

Events

Date Current Event

The candidate has responded to the vacancy

R Office manager

Leonidas Georgina has been sent for approval for

27.05.2024
the vacancy Office manager

The response status for the vacancy Office

31.05.2024
manager has been changed to Think

The respense status for the vacancy Office

31.05.2024
manager has been changed to Refuse

Figure 29. A message indicating that the status has changed to Reject.

If you want to decide on the candidate later, you need to click the m button. Alternatively, click

the button located on the middle part of the screen and click the ™

button. After that, the message indicating that the status has changed to Think is displayed in the area for displaying
information about the candidate (Fig. 29).

3.4.17. How to delete a vacancy

The HRArchive system allows you to delete the vacancy. On the Vacancies and Company’s vacancies pages,

% Acti ~
you need to select the vacancy by clicking the row in the table. Then click the

1 . 1 Delete vacancy
button located on the middle part of the screen and click the n——"—

disappears from the table of vacancies.

button. After that, the selected vacancy
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3.4.18. How to filter candidates

To quickly and easily navigate through candidates on the Vacancies and Company’s vacancies pages, you
can filter the candidates by the status, e.g. by the New response, Reject, Interview, Telephone interview, Think, On
approval and Hire statuses. To filter the candidates by a particular status, you need to select the vacancy by

= Acti w
clicking the row in the table. Then click the e button. In the drop-down list of filtering statuses you can

select the required ones (see Fig. 30).

O New response

’ Fry Maria O Refuse
@ O Interview
L= ) O Phons interview

O Think

Savva Kostas O On approval
O Hire

Figure 30. Filtering candidates.
3.4.19. How to use Calendar

The calendar is used to view past and future events. The Calendar page allows you to select the month, week
and day. To view events for the current month, you need to click [Month]. If you want to view events within the
week or day, you can click [Week] or [Day], respectively. To select the previous or next month, you can click
[Previous] or [Next]. The current date can be selected by clicking [Today]. Fig. 31 shows the current week as an
example of a calendar display.

= MENU HRArchive A\ E

Monday Tuesday Wednesday Thursday Friday saturday sunday
1 2 3 4 5
6 7 8 9 10 11 12
13 | 14 | 15 16 | 17 18 | 19
20 | 21 22 23 | 24 25 | 26
27 28 29 30 31

Figure 31. Displaying the current week of the Calendar page.
3.4.20. How to edit HR employee profile

The HRArchive system allows you to edit information indicated in your profile. To edit your profile, you
need to select the Settings page. In this page you can edit the full name and the birthday, as well as add, delete or
change the phone number and the email address. To edit your full name, you need to enter the current data in the
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corresponding text fields. To edit your birthday, you need to click in the Birthday field to bring up the calendar and
to select a new date. To add your phone number, you need to click [Add] located to the right of the Phones line.
Once the text field in the Phones area is displayed, you can enter the phone number. If you have more than one

phone number, you can indicate the priority of phone number by clicking the radio button. After that, the radio
button is changed to the ™™ © radio button. This radio button indicates that the phone number actually exists.
If necessary, a phone number can be deleted by clicking [Delete] located to the right of the phone number.

Likewise, you can edit, add and delete your email addresses.
3.4.21. How to search in the HRArchive system

On the Global search page you can find the information you need. You need to enter a word or phrase in the

text field and to click the button. If the button is disabled, you must enter text in the
text field. When the HRArchive system finds matches, the page interface will display all results with the text
entered in the text field highlighted in those results (see Fig. 32).

= MENU HRArchive 0N (ﬁ:)

Office manager
‘Vacancy title: ©OMce manager

@ Fry Maria

CV: __ject managers and other units of the company; - p of a commercial offer with a concept; - preparation of
conference materials (for a better sales process: company presentations with different offers + cases for potential customers on
the forum). July 2020 — present 3 years 10 months NDA Office Manager - reconciliation with suppliers at the end of quarters to
identify arrears; - communication with suppliers to resclve issues; - coordination of implementations with accounting; - work with
correspondence; - transfer of documents to the accounting department with an inventory; - introd..

‘& Leonidas Georgina

CV: Employment: full-time Work schedule: full-time, shift schedule Work experience 8 years @ months February 2017 — February
2024 7 year 1 month Front Office IManager Reception and Guest sefvice management (medical resort) = Maximizing the resort's
revenue by controlling the cost of programs « Implementation of a revenue management system in order to maximize room
occupancy and rate maiching - Development and preparation of a strategic plan for the resert - Introduction of concierge services
February 2014 — June 2016 1 year 8 montns www kempinski.com Assistant iManager of the front Bifice - Selec_..

Figure 32. Displaying search results.
3.4.22. How to change the UI Theme
You can change the theme of the user interface of the HRArchive system. On the top part of the screen, you
i
®
need to click the sl button to set the dark theme. To set the light theme, you need to click the
button. The Company’s vacancies page displayed in the dark theme is shown in Fig. 33.
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Office manager

Department Status (Candidates Date

Open

Open
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HRArchive

= Actions

Savva Kostas

Date Current Event

The candidate has responded to the vacancy

27.05.2024
Sales manager

27.05.2024 | Maria prefers remote work

Figure 33. The dark theme of UI.
3.4.23. Logging out the HRArchive system

You can log out of the HRArchive system by using the following methods:

1. You need to bring up the side menu by hovering your mouse over the icon
of the screen, and then click [Sign out]; or

2. You need to click the

button or

on the upper left corner

button in the upper right corner of the screen.

After that, you log out of the HRArchive system, and the page according to Fig. 1 is displayed.
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LIST OF ACCEPTED ABBREVIATIONS
Human Resources
Uniform Resource Locator

Personal computer
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