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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. 

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: 
 

 
 

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. 
 

Click on the 
candidate name 

Click to fill out 
the Candidate 
Disposition Form 

Click to see a 
resume overview 
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2 After clicking on “Respond”, a new window will be launched.  From the 

dropdown list, select the appropriate recruitment action and click “Send” 
 

A message “A Note has been saved” will appear.  Click on “OK” 
3 If you selected “Not Interested”, at any point in the recruitment, you MUST 

fill out a Candidate Disposition Form.  
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3 A new window will be launched housing the Candidate Disposition Form. 
 

 
4 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. 
 

Click on the 
hyperlink above 
the resume to 
launch access 
the Candidate 
Disposition Form 

Click on the 
hyperlink to 
launch the 
Candidate 
Disposition 
Form 
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5 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). 
 

 
 

Based on 
where in the 
recruitment 
process you 
disqualified the 
candidate, 
please use the 
drop down to 
select the 
reason for 
disqualifying 
the candidate. 


