
Creating a candidate record
Chameleon-i provides three methods to create candidate records.  In this example we demonstrate how to manually create a 
candidate record.

1 Select the Candidate  tab from the smart 
navigation on the left of the screen.

2 Press the new button. This will create a 
blank candidate record. 

3 If you have a CV for this candidate press 
the Browse  button, this will open a pop-up 
window allowing you to choose the file 
from your local PC.  Once selected, press 
Upload  and the candidate record will 
auto-populate with the information found in 
the CV.
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4 Check and complete the record with the 
information you have and press save.

Tip: The Show details and Rich text view 
icons allow you to toggle the screen 
display between the form details and plain 
text CV view.
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5 The candidate will now appear in the 
history system held within the smart 
navigation for easy access.  To remove the 
candidate from the history system select 
Close form . 

5

Tip: In an existing candidate record with a 
CV already attached, the browse button 
updates and replaces the existing CV.  
No auto-recognition is performed. 



Creating company and client records

Chameleon

Creating company details

1 Select the Companies  tab from the smart 
navigation on the left of the screen.

2 Press the new button. This will create a 
blank company record. 

3 Complete the record with the information 
you have and press save.

Updating company addresses

4 From the blue tabs at the top of the screen 
select Addresses.

5 Press the new button to open the 
Addresses pop-up window.

6 Choose the Address type  from the drop 
down box and complete the address details, 
then press save.

Repeat steps 5 and 6 to add further 
addresses.

Adding client contacts

7 From the blue tabs at the top of the screen 
select Client contacts.

8 Press the new button to open the Client 
contact pop-up window.

9 Complete the details, select the Update 
contact record on save  tickbox to return to 
the profile screen, then press save.
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Creating vacancy records
Vacancy records can only be created from the Client contact, to aid logical linking and reporting through the system.

1

2 From the Client record, select Vacancies  
from the blue tabs at the top of the screen.

3 Press the new button to create the 
vacancy record.

Chameleon

Select Clients from the smart navigation 
and using the quick search at the top of the 
screen locate and open your client contact 
record. 

Tip: For more information on using the 
quick search visit the Knowledgebase. 1
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4 Vacancies that have the Hot!  tickbox 
selected will feature in the smart 
navigation (displaying the Hot! job symbol) 
for the owner of the vacancy.  This enables 
one-click opening of the hot vacancy. 
Candidates can be drag-and-dropped onto 
the symbol to be shortlisted against the 
vacancy.

6 Complete the record with the information 
you have available and press save.
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5 Select either Permanent,  Self-Employed 
or Contract from the Job Type drop down 
box to display the relating salary 
calculator.

Prefixes

1 Select the Admin  panel and the Users  tab 
and ensure the correct user is selected from 
the drop down list.

2 Enter your custom reference prefixes and 
these will be used to create an auto incre-
menting reference.

3 Ensure you press save when you have 
completed the changes.

Set up default reference prefixes for Vacancy and 
Placement records that auto-populate when new 
records are created.
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