UCSF Medical Center

BrassRing 7.0 eLink Resume Guide
Updated 8-24-04

Overview:

To obtain maximum advantage, it’s important to ensure that your computer and web
browser are configured with the appropriate desktop settings and browser requirements.

Connection to the Internet

BrassRing 7.0 works optimally with Internet Explorer 5.5 or 6.0 and on a PC running
Windows 98, NT, 2000, or XP.

Your browser’s cache stores the contents of all the web pages that you have visited
during a session. To ensure that you have the most updated information within
BrassRing, it is important to ensure the browser is set to regularly clear the cache. The
updates register as you continue to use BrassRing so that information will always be the
most up-to-date.

Printing
Control P function works most effectively for printing purposes.

Utilization

After you post an open position with HR, your HR recruiter will send screened resumes to you
via eLink. The eLink is an email message that contains a listing of candidate names along with
their most recent job title and employer for your review. When you click on the candidate’s name
it will launch your web browser and take you to a page containing the candidate’s resume profile
(includes the resume, overview, associated candidate information, and a candidate disposition
form for you to complete if you disqualify the candidate). Below is an outline of how to use the
eLink to review and take action on the candidate.
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Opening the E-Link:

Step Action

1 Click on the candidate name to open his/her resume profile.
™ eLink sent in reference to Req ID:2272BR : : ANALYST. ADMINISTRATIVE - Message

JEiIe Edit “iew |nsert Format Tools Actions Help

Jﬁdﬂepl}l|@HeplytoAjl|§§Forﬂard|§ | L4 ||:B x | &> - ¥ - ﬁ| @ -

From: jeffrey. chiu@ucsfmedctr. org

To: jeffrey. chiu@ucsfmedctr. org

o

Subject:  eLink sent in reference to Req IDi2272BR. @ : ANALYST, ADMINISTRATIVE

Resumes for your open requisition

Ellen Jones

Dublic Health Tnvestisator
. / Marin County Health Services
Click on the
candidate name Steven Swith

Customer Service Bepresentative
Mlanpower

2 The resume profile will launch inside of your default Internet Browser Window
Review the eLink using the tabs to navigate through the candidate’s record:

Click to see a

. \ a‘ BrassRing’
resume overview

Text resume/GCV¥ ' | PDF resume/GV HR status .

You have one form to complete. This elink has been sent for the following req ID: 9161BR ; | MANAGER (FUNCj

ARE#)
Click to fill out / Click to send your feedback on this candidate: = Respond
the Candidate To print, place your mouse anywhere within the resume/Cy text, right-click, then select

Text resume/CV Frint.

Disposition Form

Date loaded: 15-Jul-2004 16:47: 46 (English (US))
Cover letter

23 williams Avenue
San Francisco, CA. 94124

Dear HR Manager:

I am highly interested in the aAdministrative Assistant position that you have available, I have over four years
of clerical, two and 3 half years of secretarial, and four years of extensive case management experience, I have
worked both in small office environments to large call center environments, I have taken several courses in
early childhood development where I have learned to have a lot of patience in the workplace, 1 have acquired
through school, volunteer work, and waork experience excellent communication, verbal, and customer service
skills, I work well independently, howewver I also love to participate in a team environment,

The highlights of my qualifications begin with my office management skills, Whether it is basic clerical
duties, or something mare detailed as reorganizing a filing system, I am highly skilled and efficient. When
working for City College of San Francisco, I enjoyed editing because it requires being detail oriented, When I
suarksd far Bl Naradn Flamentare Schanl Tneas arsat at molti-taskinn b aczsisting tha facolte and stodents whils

Taking Action on a Candidate:
Step Action
1 After reviewing the resume, you need to send HR a message to inform them
of your planned recruitment action for this candidate. Do this by clicking on
“Respond”. Each time you take another step with this candidate (i.e.

interview, reference check) you must return to this resume profile and send
HR an update.
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Overview Text resume/CV PDF resume/CY¥

Y¥ou have one form to complete. This eLink has been sent for the following req ID: 9161BR : © MAMAGER (FUNC:

AREA)

Click to send your feedback on this candidate: = Respond

To print, place your mouse anywhere within the resume/Cy tert, right-click, then select
Text resume/CV Frint.

Date loaded: 15-Jul-2004 16:47:46 (English (US))
Cover letter

28 Williams Avenue
San Francisco, CA. 94124

Dear HR Manager:

1 am highly interested in the Administrative Assistant position that you have available. I have over four years
of clerical, two and a half years of secretarial, and four years of extensive case management experience. 1 have
worked both in small office environments to large call center environments, I have taken several courses in
early childhood development where I have learned to have a Iot of patience in the workplace. I have acquired
through school, volunteer work, and work experience excellent communication, verbal, and customer service
skills. 1 work well independently, however 1 also love to participate in a team environment.

The highlights of my qualifications begin with my office management skills. Whether it is basic clerical
duties, or something more detailed as reorganizing a filing system, I am highly skilled and efficient. When
working for City College of San Francisco, I enjoyed editing because it requires being detail oriented. When I
winrked for Fl Nioradn Flementar: Schonl 1Toawas areat at muolti-taskinn hie accistinn the faculty and stodents wehile

After clicking on “Respond”, a new window will be launched. From the
dropdown list, select the appropriate recruitment action and click “Send”

3 Respond to eLink - Microsoft Internet Explorer

& Respond to eLink

p=

1 Request the follo
Note te

q |Interview | l

A message “A Note has been saved” will appear. Click on “OK”

If you selected “Not Interested”, at any point in the recruitment, you MUST
fill out a Candidate Disposition Form.
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Addiess [€) hip:/staging brassiing com/ presentation/templatefaspic ¥ | (@ Go | Links @] Customize Links (&) Free Hotmal & Windows Media (] Windows

%‘ BrassRing’

Click to send your feedback on this candidate: = Respond

Date loaded: 26-APR-2002 13:10: 25 (ENGLISH)

301 Elm street Santa Cruz, Ca.95060 Stevesmith3101@aal.com
831-428-8239

i Stewen Douglas Smith
C“Ck on the Objective A position in which I can satisfy both company expatiations as well as growing in professional knowledge to better
i serve the company. A position that will encourage my growth and assist in functioning as a profitable member of the

hyperllnk above organization,
Experience

the resume to 10/2001-present Manpower Scott’s Valley BORLAND INCOPRATED

|aunCh access Responsibilities included; Responsible for the product registration of several products currently used in today's market. They
include JBuilder, C++, Delphi, and Kylex. Knowledgeable of preparing the product for usage. And setting up correct applications

the Candldate for appliance in License contracts, and functionality, Utilized several applications to resolve customer questions and License

agreements, they included Oracle, and Cormpaq, as well as referring customers to a web site where more information could be

D' t F found. Acted directly with customer service Manger to resolve questions and find resolutions to customer complaints and —
ISpOS| on orm confusions.Responsible for approving the purchase of Upgraded products, after conversation with the customer relaying the

needed documents for this purchase 1 would return the sales call and complete the transaction. Also, assisted in the sales of

new customer and repeat customer sales. Exceeded expatiations through all changes that were in effect from a recent

outsource. Responsible for directing custormer calls to appropriate resources, information sites and product support

technicians.Responsible for filing old custamer order receipts, researching customer orders to check status of shipment and

purchase orders receipt. Respansible for explaining License agreements and proper installations on Solaris, Unix, and network

systems

2000-2001 Kelly Services Santa Cruz, CA

SEAGATE

UNWERSITV OF CALIFORNIA SANTA CRUZ

Responsibilities included: Filing, intense data entry, receptionist, archiving, creating patient records and patient records

maintenance. Providing customer service and reproduction of readers for students necessary for the completion of classes.

Libilimnd Pefiiiaees  Ubined Coonl b cence i Mem Aeecle Mo BAolioe cud Dedies Noint

/& Dore [ g Intemet

sl

A new window will be launched housing the Candidate Disposition Form.

Microsoft Intemet Explarer

File Edt View Favortes Tools Hep ‘

GBack - & - (D [2) 4| QSeach [GiiFavoites Meda o | Fh- Sh EH -
Agdress@ hnp//stagmgnrassnngcnm/.ensnaammuufpresamannnnammanafasp/:ﬂ ©Go | Links @] Customize Links & Free Hotmail (&) Windows Media &]Wwindaws

a‘ BrassRing

Click to send your feedback on this = Respond =
candidate:

Forms to view

There are no forms to view

Forms to complete

A A &

Candidagy DispositionA

Click on the
hyperlink to
launch the
Candidate <
Disposition

Form

=
[&] Forms to complets [ [ |4 intemet V.

The form will launch. Based on where in the process you are disqualifying
the candidate, please use the drop down to select the appropriate reason.
Use the “Comments” field only to list specific quantifiable qualifications that
the candidate lacks. Otherwise leave it blank.
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Based on
where in the
recruitment
process you
disqualified the
candidate,
please use the
drop down to
select the
reason for
disqualifying
the candidate.

4} Candidate Disposition for Smith, Steven - Microsoft Internet Explorer

9‘ BrassRing |

Candidate Disposition for Smith, Steven 9
? Help

*Requisition ID |227QBR

Recruiter Rejects Resume | j

Manager Rejects Resume {no interview) | /

Disqualified After Int j
Disqualified After Interview II | j
Candidate Decline Reasons I—LI
Additional Comments =

# = required field

Savel Clearl Close |

Click Save. The following message displays “Form has been successfully
saved” Click on “OK”

Notes:

The Recruiter who sent you the eLink will receive an email each time you
click on “Respond” informing HR of your planned recruitment actions with
the candidate AND when the candidate disposition form has been
completed (if applicable).
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