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Tagging: The next generation of search

Tags provide a flexible and customisable keyword indexing tool that enables you to search and pinpoint records in your 
database with greater speed and accuracy.  Tags can be applied to companies, clients, candidates, vacancy and placement 
records using a 3-tier hierarchy so you retrieve truly relevant results across your entire database.  There are no limits to the 
number of Tags you can create.

1 Select the Admin  tab from the Smart 
Navigation on the left of the screen.

2 Select the Tags button to open up the Tag
Mangement screen. From this screen you 
can define your 3-tiers of keyword tags.
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3 Start entering your tier-1 Tags in the text 
box labeled ‘New’.  Ensure you select 
Save each time you create a new Tag.

4 Once your tier-1 Tags are in place, you are 
able to select them individually to add the 
relating tier-2 Tags. 

Tip: To edit a Tag: 
Double click on the Tag, make your change 
and click away.  The Tag is instantly 
saved.

To delete a Tag: 
Double click and clear the entry.  You will 
be prompted to confirm you want to 
remove the Tag from all associated 
records.

6 The tickboxes enable you to select whether 
Tags are available for company, client, 
candidate, vacancy and placement 
records.
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Creating your Tags

Choosing the right keywords is essential to the 
success of the Tagging system.  Consider how 
you want to group and identify your records 
through the system and select keywords that 
are specific to your business. 

Example tier-1 Tag:  Job title i.e. Financial 
Advisor

Example tier-2 Tag:  Qualifications ie. 
Financial Planning

5 Once your tier-2 Tags are in place, 
highlight a Tag and start to enter your 
relating tier-3 Tags.

Example tier-3 Tag:  Synonyms and 
Acronyms for qualifications ie. FPC and 
F.P.C
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