
1 To create your customised status list select 
the Admin  tab from the smart navigation 
and then the Lists  button.

2 Ensure that Company status  is selected 
from the drop down box.  Enter your status 
name in the text box and press the save 
button to upload it. 

3 The ‘red cross’ button will delete the 
relating status.  When clicked a pop-up 
window opens with a drop-down box 
enabling you to assign any existing 
records to an alternative status.
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Company status
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Easily create and assign a list of customised status’s against your company records.  Each status can be ordered, coloured or 
deleted as required.  
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Tip: Note that “New” is a system wide 
status, it cannot be coloured , deleted or 
reordered even though the interface looks 
like it will let you, actions performed on 
this status will be ignored.
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Creating status lists

Assigning a status to a company record

1 The status’s created in the admin panel are 
available for selection in your company 
records.  To assign them, first open a 
company record.

4 The ‘coloured grid’ button enables you to 
associate a colour with the relating status.   
When companies have a status assigned 
they are listed in the results grid coloured 
appropriately.

5 The ‘arrow’ buttons enable you to move 
the position of each status to reflect how 
they are displayed in the drop down box in 
the company record.

2 Select the status you want to assign from 
the drop down box.
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3 Save the record.
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Tip: This record will now display as colour 
coded in the results grids.



Industry list
Easily create and assign a list of customised industries against your company records.  Each Industry can be ordered or 
deleted as required.  
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2 Ensure that Company Industry  is 
selected from the drop down box.  

3 Enter your industry name in the text box 
and press the save button to upload it. 

4 The ‘red cross’ button will delete the 
relating Industry.  When clicked a pop-up 
window opens with a drop-down box 
enabling you to assign any existing 
records to an alternative Industry.
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To create your customised industry list 
select the Admin  tab from the smart 
navigation and then the Lists  button.

Tip: Pressing the colour button has no 
effect for the Industry lists as the colour is 
controlled by the company status.

Tip: The Industry list may be pre-
populated with entries if Industries have 
already been assigned to companies.

5 The ‘arrow’ buttons enable you to move 
the position of each Industry to reflect how 
they are displayed in the drop down box in 
the company record.

Assigning an Industry to a company record

1 The Industries created in the admin panel 
are available for selection in your company 
records.  To assign them, first open a 
company record.

2 Select the Industry you want to assign from 
the drop down box.

3 Save the record.
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Candidate source
Create your own options to display in the source list for the drop down box in the Candidate record.  
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2 Ensure that Candidate source  is selected 
from the drop down box.  

3 Enter a source in the text box and press 
the save button to upload it. 

To create your customised candidate 
source list select the Admin  tab from the 
smart navigation and then the Lists  button.

Tip: The following are system wide values, 
and cannot be deleted from the Source 
list:
WhyNotWork
Manual
AutoRecognised CV
Our Website
Import
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4 The ‘red cross’ button will delete the 
relating source.  When clicked a pop-up 
window opens with a drop-down box 
enabling you to assign any existing 
records to an alternative Source.

5 The ‘arrow’ buttons enable you to move 
the position of each Source to reflect how 
they are displayed in the drop down box in 
the candidate record.

Assigning a Source to a Candidate record

1 The Source list created in the Admin panel 
is available for selection in your candidate 
records.  To assign them, first open a 
candidate record.

2 Select the Source you want to assign from 
the drop down box.

3 Save the record.
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Tip: It’s possible to search against the 
Source information from the quick search.  
Select Source from the first drop down 
box and enter the rest of your search 
criteria.


