Chameleon

Search your database

Chameleon-i provides you with three search options:
1. Quick search

2. Advanced candidate search with save option

3. Advanced adhoc candidate search

Quick search

The quick search helps you to quickly and easily find your candidate, client, company, vacancy or placement records. Located
at the top of each category screen the quick search displays between 20 and 60 results per page.

o Use the drop down boxes to choose the
type of match you want to make.

g Type your selection text in the box P )
provided then press the go button. (3]

9 Alternatively you can use the quick-start
letters (A-Z) that in one-click allow you to
jump straight to matching results based on
the selection displayed in the first drop
down box.

@ You can sort your results using any
column by selecting the header. Click to
toggle between ascending and
descending.

Tip: Within the candidate quick search grid
the letters J, P and N stand for Jobs,
Placements and Notes. Des Job Title
stands for desired job title.

Within the companies quick search grid,
the letters C, J and P stand for Company,
Jobs/Vacancies and Placements.

Set the results per page o

o In the Admin panel select the User tab and
use the drop down box to select the user
you wish to edit.

g In the text box marked Lines per page

enter a value that will display the number
of results for candidate, client, company,
vacancy and placement lists. The
maximum value for this field is 60.
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Advanced candidate search

The advanced search combines tag search, free text search and other details including salary, availability, location and education.
Choose search from the smart navigation on the left hand side of the screen to run a search, once the search has run, the results
will be saved in a search folder for future access. Select adhoc search for searches that don't need to be saved.

Tip: The quick search acts as a filter for the advanced search. For example if there is an entry in the quick search text box or
quick-start letter (A-Z) is selected this will filter the advanced search results.

Select search or adhoc from the smart

navigation to open the advanced search
popup window.

Tip: Press the Reset button before any

new search to clear any residual criteria.

9 Enter a search name in the text box
provided, this will create the name of the
search folder for when you need to
retrieve your search results.

Select the shared tickbox if you would like
your search results available to other
users from your company.

Select search when you have chosen

your search criteria. This will display the

results and also create and save a named (1)
search folder in the smart navigation for

your future reference.

Tag search tab

Tag search provides the option to select precise and targeted keywords from the 3-tier Tags using the AND/OR/NOT
functionality that ensures truly relevant results.

tree menu. To select, either double click or

press the add tag button. This will then be
displayed in the right hand window. AND Tag 1 AND Tag 2 Both Tag 1 and Tag 2

9 Use the new expression button to use OR Tag 1 OR Tag 2 Either Tag 1 or Tag 2
combinations of the AND, OR and NOT

operation to build extensive searches.
NOT Tag 1 NOT Tag 2 With only Tag 1

Free text search tab
Free text provides traditional Boolean searching options, and the option to narrow the search between CV and comment
search if required.

0 Enter a job title in the text box if required in
your search.

Choose to search from comments, CVs or
both by selecting the relating radio button.

9 Use the text box provided to enter your
free text search terms, ie. "financial
advisor".

Other details search tab
Enables you to filter search results by location, salary, availability and education.
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Hold button - Search in a search

The hold button allows you to refine the search results you have already generated by entering more search terms. The hold
button is used in conjunction with the Adhoc and Quick search.

0 Select either the Adhoc or Quick search
and enter your search criteria.

Once the search results have loaded in the
grids select the hold button. The button
will turn red when it's active and allow you
to refine the results, for example search
within your existing search to find candidate
records with attached CVs only.

Example:
1. From the Quick search, select ID from
the first drop down box.

2. From the second drop down box select (1)
Exact and then type the word hascv into
the search text box.

3. Press Go.

9 Once your ‘search within a search’ results
have displayed, the hold button will revert (2]
back to green.

9 To further refine your search results press
the hold button again.
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Saved search folders

Saved search results are stored in search folders held in the smart navigation. There are no limitations on the number of
saved searches you can store.

o From the smart navigation select one of
your named search folders. This will
automatically open the advanced search
pop up window that will display the
selections from your saved search. Press
search to view the search results.

9 Press the + button featured next to your
named search folder to display the
shortlisted and ignored baskets that (2 (1)
allows you to further filter your candidate (3]
results.

Tip: The advanced search can be used in
conjunction with the quick search at the
top of the screen. For example if there is
an entry in the text box, or a quick-start
letter (A-Z) is selected this will impact on
the advanced search results.

9 Drag and drop your ‘hot’ candidates from
your saved search results into the
shortlisted folder or any unsuitable
candidates into the ignored folder.

Tip: You can re-run your saved searches
at any time and the results will then only
display the candidates that are not already
stored in your shortlisted/ignored search
folder.

9 Multiple account users can bulk email or (5]
bulk SMS directly from the shortlisted
folder.

@ To delete a saved search, select the
search folder which will open the
advanced search popup window and press
delete .
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Results grid

The search results grid can be sorted by column title and has a tabbed quick view for each candidate contact record.

o From the grid results view, select the +
button next to the contact you wish to
review. This will open the tabbed quick
view.

9 Select from the 8 tabs that include: details,
CV, comments, vacancies, placements,
recent communication, recent events and
recent notes. Each tab will display the (1) (2}
relating details from the contact record in
the extended panel.

Tip: In the tabbed quick view, the words
highlighted in red relate to the tags set in
your account. All words highlighted in
green are the search terms used.

9 To close the tabbed quick view, select the -
button that is next to the contact name.

Column customisation
Customise the default information that is displayed in Column 4 of the search results grids.

0 Open the Admin panel, select the users tab
and from the drop down list select the user
you wish to edit.

9 From the drop down list labeled Cand
Custom Col select the results you wish to
be displayed in column 4 of the search
results grids.

9 Ensure you save your changes. o



