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Admin / HR Acquisition

Log into the system

Fill in required details and click login.

You will be greeted with a dashboard after login. To log out just click the logout button
position at the top right of the system.
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Register an account

Click on view and create new candidates in the menu.
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Fill in all required details, and use your venture email as an email address. After using
your venture assigned email select your role in technocom and click register account.



5

Create a new candidate, delete one or view one details

Click on view and create new candidates in the menu.

Here all new candidates will be displayed. New candidates are candidates that never
logged into the system since their account was created. Click on Create Candidate.

After filling in the candidate details and clicking create, an email will be generated for
this candidate with their password and username and also a link to the system.
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To view one's details just click on view details and then a window with all that
candidates data will load.

To delete a candidate, just click on delete candidate after the candidate's data is loaded
and confirm your action.
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Verify a candidate application form or ask for a resubmission

Click on application forms pending verification in the menu.

Click to view a candidate's application form.
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In this page you can either click to request the candidate to resubmit. After clicking
resubmit just enter a reason for resubmission, the candidate will see this reason. And
they can amend their application form based on the reason given.

In this page you also can verify a candidate's application.
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In this page you also can KIV and delete a candidate which will make sure they cannot
log into the system.

Every action here needs a confirmation.



10

View any candidate application form

Click on application forms pending verification in the menu.

Here you can view all candidate’s application forms, just click view details on desired
candidate.
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You can delete or kiv anyone here as well.

That action needs a confirmation.

View KIV Candidates

Click on view KIV candidates in the menu.
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Here you can view all candidates that were KIV, to view one's details just click on a
candidate’s view details. Status before KIV is the status candidate had before they was
KIV

Any candidate can be reinstated by clicking on the reinstate candidate button, and
confirming the action.
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View admin or manager details, email a admin or manager

Click on view other admins or managers depending on what is desired in the menu.

To view your own details, just click on view your details.

To view a colleague's details, just click on view details. Beside their name.
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Here you can view all admin details including your own details.

You can send them an email message, the email will have your name as a sender and
also your email address.

The processes are identical for viewing managers details, and sending them an email.

Approve Interview Session

Click on interview sessions waiting for approval in the menu.
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All interview sessions waiting approval will be displayed here, just click on desired
interview session to approve.

Here you can approve or delete any interview session, confirmation is needed after an
action is clicked.
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Assigning or removing a candidate to a Interview Session and
finalizing a session

Click on approved interview sessions in the menu.

All interview sessions that have been approved will be displayed here, just click on the
desired interview session to add a candidate to.



17

Click on add candidate to add candidates waiting for an interview here. By clicking on
the add candidate button.

Click on the desired candidate to be added.

Just fill in the details to when their interview will start and end, make sure the time to
and from is in between the session time. Then click create.
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To remove a candidate from a session just click on the delete button on the desired
candidate.

To finalize a session just click on the finalize button, which will require a confirmation.
Keep in mind that only if a candidate is added you can finalize the session. Admin can
also delete the session by clicking delete interview.
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Submitting results for candidate’s interview session

Click on results of interview sessions in the menu.

Click on interview sessions that have been finalized will be displayed here. If a candidate
needs a reschedule the candidate reschedule status changes from not yet to needs
review.
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You can review the reason a candidate wants a reschedule by clicking the reschedule
button. You can write results for any candidate by clicking on the result button.

If the results button is clicked, then you can write a feedback to the candidate that was
just interviewed by clicking on the submit results button. Candidates can also be KIV
and deleted if respective buttons are clicked.
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If the reschedule button is clicked, then you can review reasons why a candidate needs
a reschedule. Reschedule of interview can be given or denied. Confirmation is needed
for those actions. Candidates can also be KIV and deleted if respective buttons are
clicked.
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Suggesting a interview session

Click on suggest an interview session.

Here all created suggestions can be viewed.

To create a session, click on the suggested session and fill in the required details. And
click on create
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Set salary proposal for a candidate

On the side navigation bar, there is a button viewed as ‘Manage Salary’. This is where
the list of the advanced candidates will be placed as well as the rejected salary
proposals list.
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Pick one candidate from the ‘New Candidate Salary Proposal List’ and click on the ‘Set’
button at the most right section of the table.

After clicking on the ‘Set’ button of the particular candidate, a series of his/her
information will be displayed and this is where the salary proposal will be filled in.

After filling in all the required fields, click on button ‘Set’ to send the proposal to HR
Manager or click on button ‘Clear’ to clear all the input fields.
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After click on the ‘Set’ button, it will be redirected to the list of approved and rejected
proposals like shown below.
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Modify salary proposal of a candidate

From the table of rejected salary, it can modify the proposal again and send it back for
new approval of the modified salary. By clicking on the ‘Update’ button, the particular
candidate information will appear and this is where the modified salary proposal will be
filled in.

After clicking on the ‘Update’ button, this is where the modified salary proposal will be
filled in. To send the new modified proposal, click on ‘Update’ button.
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View All New Staff

In the navigation sidebar, you can see a button called ‘New Staff List’. From there, you
can see a list of applicants who accepted the offer letter after succeeding to be a staff
in your company.
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HR Manager
Log into the system

Fill in required details and click login.

You will be greeted with a dashboard after login. To log out just click the logout button
position at the top right of the system.
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Register an account

Click on view and create new candidates in the menu.
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Fill in all required details, and use your venture email as an email address. After using
your venture assigned email select your role in technocom and click register account.
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Create an Interview Session

Click on newly created interview sessions in the menu.

Here all newly created interview sessions can be viewed, to create a session click on the
create session button and fill in all required details and click create.
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To view details of a newly created session you can click on view details for a specific
session.

All details of selected interview sessions can be viewed here, to delete the session. Just
click on delete session. Confirmation is required.
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Managers that have joined an interview session can only leave the session, but if the
manager logged in did not join the session selected and wishes to, the button displayed
will be join session. Just click join session or leave session to respectively  join or leave
the interview session.

View approved interview sessions

Click on approved interview sessions in the menu.

Here all approved interview sessions can be viewed, just click on the desired session
view details button.
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All details of selected interview sessions will be displayed, to delete interviews just click
the delete interview button. To Join a session just click the join button, however if an
already joined manager in question can only leave a session. To leave just click the
leave button that will load.
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View and approve suggestion interview sessions

Click on suggested interview time in the menu.

Here all created suggestions can be viewed. To view a suggestion just click on the View
details button for a specific suggestion.

Here suggested interview sessions can be approved, which will automatically approve
suggested interview sessions and candidates can be added to said session. Suggestion
can also be deleted with confirmation.
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Set approval of salary proposals

On the side navigation bar, there is a button viewed as ‘Manage Salary Status’ and click
on it. This is where the list of the salary proposals for the candidates will be placed at.
After viewing the list, click on button ‘Approval’ to set the approval status of the salary
proposal given.



39

After clicking on the ‘Approval’ button of the particular salary proposal, a series of the
candidate information will be displayed with the salary proposal and this is where the
approval of salary proposal will be filled in.
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View All New Staff

In the navigation sidebar, you can see a button called ‘New Staff List’. From there, you
can see a list of applicants who accepted the offer letter after succeeding to be a staff
in your company.



41

Applicant/Candidate
Log Into the system

If you are shortlisted, an email will be generated with your username and password
attached. A link to the system also will be included.

Log into the system with the credentials provided.
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You will be greeted with the dashboard, to log out click the logout button.
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Submit Application Form

Click application progress in the navigation sidebar. Read the terms and check the
checkbox before Clicking let's start.

Nextly, fill in the required details and submit the details.

Then, download the application form and then click done. The done button will be
disabled until the application form is downloaded.
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Then, fill in the application form that was downloaded. And after scanning upload the
form into the system and click upload. [File uploaded must be less than 10mb]

Wait patiently for your form to be verified.
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View interview session

Click application progress in the navigation sidebar. If your application is successfully
verified, the figure below will be displayed.

After some time, your interview will be scheduled by admins or a manager. However as
the figure below shows, your interview is not confirmed. Things could still change, and
the interview might be canceled or reconsidered.

If your interview is confirmed and finalized, this is the window you will see.
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Read the terms and check the checkbox before Clicking let's Go. Then, your interview
details will be displayed.

Reschedule interview session

Click application progress in the navigation sidebar. If your interview is confirmed, you
will see a link called “Want a reschedule?”. Click on the link.
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Confirm your action.

Then, type a reason why you want to ask for a reschedule for your interview. If your
reason is validated you will be scheduled for another interview.
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View Proposed Salary

On the side navigation bar, there is a button named ‘View Proposed Salary’, and it is
where the approved salary proposal of the particular candidate will be displayed. Click
on button ‘Done’ will be redirected to the dashboard.
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View Job Offer Letter

In the navigation sidebar, you can see a button called ‘Job Offer’. From there, you can
view your job offer letter. The offer letter will be generated once you succeed in the
interview and your salary has been confirmed by the hiring manager.

Scroll the offer letter page until you see 3 buttons.
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Accept Offer

After you accept the offer letter, you will see an ‘Acceptance of Employment Offer’ form.
From this, you need to fill in your details. Make sure you give the correct detail as this is
an agreement on accepting the job offer.
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Reject offer

If you choose to reject the offer, you will not be able to login again into the system.
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Save a copy/Print offer letter
You can save a copy or print the offer letter as your reference.
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THE END


