SYSADM Functions and Features

Overview

This covers many of the configuration choices that you can make for how your company
uses WinSearch. Thus, there are for many things, no "right" answer but instead, "right
for you." Thus, you will need to think of how your businesses' processes function and
how you want the software to adapt to you your needs.

Some settings cannot be done by anyone EXCEPT the user whom logs in with the user
name of SYSADM. This often means logging on as yourself and then using the Settings >
Change Login command to change the login from yourself to SYSADM. The SYSADM
password is whatever the SYSADM password happens to be for your database.

In several locations, you will see terms like "average user" and "supervisory user." An
"average user" includes all users that are not SYSADM. A "supervisory user" is a user
that has the Supervisory Authority check box selected for them when you highlight
their user name in the dialog box displayed with the Settings - User Administration
command.

There are a couple of overall commands that affect many settings. You will want to keep
them in mind for many of the settings covered after that.

Note: Make sure that your backups run!

WinSearch User Administration

WinSearch Users L=zer Information
GABBY Mame not available User Marme: First Mame:
GLAWRENCE MName not available b .
S¥SADM Name not available Passuord: Last bame:
Confirm Py Mickname:
Email Acdr:
Office Phone:
Fax Phone:
Database Permiszions for Selected User Mizcellaneous Permissions for Selected Uzer
Persons  Companies  Crders K Dict [T Supervisor &uthority ™| b Print: Limit
Create: [ ] ] ]
Usklss r r r r [T alloy Sync of Cutloak Calendar with this Databaze
Dl ete: r r r r ™| Allowy. Export of Outlook Cantacts IO this Datahase
; # [T mliowye Import & Sync of Persons FROM this Database
Permizzion changes take effect immedistely on click Mendmurm Records for each Outloak [mport
aml | Demyl | NARMMG: Checking this box might allove the user to copy large
amounts of data to an unsecure location.

Clear Ol Users | Add User | Drop User Change B Save Cloze
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Settings > User Administration

This command not only sets up users, this sets the entries for the Staff Rep drop-downs.
It also sets permissions for who can add, see and delete people, companies, job orders and
key words. SYSADM sets what privileges a user has for Outlook synchronization of contacts
and calendar. If print limits are imposed for other users, you can select users here whom
are not affected by the print limits. Users can also be made to be supervisory users. Here
are the affects of making someone a supervisory user.

When Staff Rep entries are locked down, supervisory users can change staff rep
entries. Staff Rep entries are locked down with the Settings > SYSADM Options
- Miscellaneous Options command and clearing the Users Can Change Staff Rep
Entries.

Can view the Demographic Data form window for people when SYSADM sets
demographic data to solely appear for supervisory users. The level of users that
can see the Demographic Data window is set with the Settings = SYSADM
Options > Miscellaneous Options command in the Persons Demographic Data
section.

Can copy entire rows of data from WinSearch table windows when SYSADM has
set this ability to be limited to only supervisory users. The level of users that can
use the Edit & Copy command in a table window to copy entire rows of data is
set with the Settings > SYSADM Options = Miscellaneous Options command in
the Allow Table Row Copy to Clipboard For section.

Can see people whom are marked as Private in their Status entry when private
stock is turned on. Private Stock is turned on with the Settings = SYSADM
Options = Miscellaneous Options command and selecting the Enable Private
Stock check box.

Ability to select the Edit > Merge With Another Record command to merge
people and companies when SYSADM sets this ability to only supervisory users.
This permission is limited to supervisory users with the Settings - SYSADM
Options = Miscellaneous Options command and clearing the Allow Users to
Merge Persons/Companies check box. Besides this setting, a user must have
deletion privileges for people and/or companies as SYSADM sets through the
Settings 2 User Administration command.

Mark person's email addresses to be blocked from logging when this ability is
limited to supervisory users. This is set with the Settings > SYSADM Options >
Miscellaneous Options command and selecting the Only Supervisors Can Exclude
Emails check box.

Reprocess resumes when the privilege is limited to supervisory users. This is set
with the Settings - SYSADM Options 2 Miscellaneous Options command and
clearing the Allow Non-Supervisors To Run Batch Reprocessing check box.
Work with key words through the Key Word Merge Utility. This utility can be
invoked through the SETTINGS - UTILITIES = START KWMERGE command.
This utility is for taking 2 key words and combining them into one.
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A user, other than SYSADM, can only be logged in once unless SYSADM chooses the
Settings = SYSADM Options = Miscellaneous Options command and choose the Allow
Duplicate User Logins check box.

Settings > SYSADM Options > Window Security Options

This sets which commands in the Settings = User Options and Settings = Display
Options that the user can actually see. When they are blue, users can select that menu
command. When they are red, users cannot. Double-click an item in this list to change its
color.

= Settings Windows Security Options !EI

Restricted SeftingsiOptions Windowws

uto Select Al Settings re
alendar Settings

alor Selections

efault Campany Data Values

efault Orders Data Values

efault Perzanz Data Walues

ax Interface Settings

eneral zettings
mported Documents Settings

izt of Walues Drogp Dovwn Optionz

ezzage settings

onster Board Account Settings

ame & Address Settings

lacement & Termination Settings

andard Documents Setup ;I

Fed - Only the System Admin Can Edit the Settings
Blue - Al Users Can Edit the Settings/Options

Daouble Click any fem to Zwitch itz Setting

Save |

| oM |

Even if the user doesn't have permissions to the window, the user still gets SYSADM
settings from what settings SYSADM had at the time that the user initially logs in. This
means that if SYSADM makes Name & Address red, users will continue to use the settings
that SYSADM happened to have in place when they logged in the first time, even after
SYSADM has made updates to those settings. Thus, you likely want to have these items blue
unless you really don't want the user tweaking their settings in that area.

The one command in the Display menu that is not controlled by the above dialog box is
the Open SQL Command Monitor. This command is made disabled or enabled by clearing or
selecting the Allow Users to Run SQL Monitor check box in the Settings - SYSADM Options
- Miscellaneous Options command.
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Settings > SYSADM Options > LOV Control Options

Here is where you choose whether the ordinary user can make adjustments to a LOV
table, whether the ordinary user can enter things not in a drop down list and whether the
entry gets some automatic formatting. Thus, this dialog box does 3 things:

E=] List of ¥alues Control Options =]
Restricted LOY Table Updates Reguired LOY Table Entries Proper Case LOYW Tables
Ebctivity Status Codes S clivity Statuz Codes - ctivity Status Codes -
Fack Office Class — ack Office Class — ack Office Class —
Cizenship Status tizenship Status tizenship Status
Company Clazs ompany Class ompany Class
Company Status ompany Information ompany Status
Company Type ompany Status ompany Type
Cost Categories ompany Type ozt Categories
Countries ozt Categories oLrtries
Country Codes ountries eqres Major or Cancertration
Dedgree Levels — ountry Codes beomes egrees & Cerifications
Dedgree Major ar Concerntration egree Major or Concerntration ducational Institutions
Degrees & Cetifications egrees & Certifications ED Category e
Foucational Institutions ducational Institutions hnicity Code
FEO Category ED Category onorifics
FEO Code EC Caode ok Crder Clazses
EEC Group ED Group ob Order Status Codes
Fthnicity Code mployees/Contacts LOY ob Order Types
Hiok Qrder Claszes LI hnicity Code LI oh/Position Titles ;I
Red - Cnly 35200 Can Edit Red - Entrie= Must be in Table Red - Caze iz a5 Erterad
Blue - Anyone Can Edit Tables Blue - Entrigs Mot Re'd in Takle Blue - Proper Casze Applied
Restare Defaults | Restore Defaults | Restare Defaults
Double-Click &ny ke to Switch ks Setting
Uze Caution in "Relaxing” these Constraints as this Can Result in Loss of Data Guality
SEVE | Close |

| poM

e  Whom can make adjustments to a particular LOV table
e Whether users are allowed to make entries that do not match a pre-existing

entry
e Whether the entries made for that item are made proper case with the first letter
of each word being uppercase and the rest of the word being lowercase.

SYSADM can double-click any item listed to change the behavior.
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Persons Customizations
Let's look at the Persons Form and where you go to make adjustments for each of the entries.

=] Persons Information - 3 Records Selected M=l E3
File Edit Query Reporks \iew Help

+8] | <[> T B=e] Ol Sl el w5
—Mame and &ddress — Standard Fields ey Words
[T T=ar G regor, Andrewy 1 1D MUt 42003
*Company:  Text 100 Public Relati-:@ Crested: 5;*23;2005@
*Title:  Directar, EMES @ Updated: 552352008

Address 1: 77 Maiden Ln. @ |

Address 20 Srd FI.

Category: Cortracto

City, *3t/Prv.  San Franciscao ca \5 *Stim REpf SY.SADM
Code, *Criry: 94103 Urited States (g ) o Ll
*Type:
Phone: \415) §36-8401 Fax *Class: Testing =
415) 593-5400 Main .
Lac. Pref:
E-hail: Reo'd § §0
First &vail:
Last &vail:

User Defined Fislds: Cur Pay: §0.00
=zt Defined Fields: Cur Marg: $0.00

Fiirthicdsy 052312008 @ Cur Bill: §0.00
OT Rate: $0.00
OT After; 0
[ Exempt FType:

Mailing Address1: 77 Maiden Ln. @ il r}.‘?l
Mailing Address2: Srd Fl.

[

I

1. Settings = Display Options = Names and Addresses - Here, decide if you want
to see the name as Mary Smith or Smith, Mary. Choose whether Mac and Mc
names get certain automatic capitalization, whether the middle name and
honorific (Mr./Ms.) appear, and whether WinSearch fixes the capitalization of
names entered in lower case.

Whether duplicates are checked is turned on with Settings = SYSADM Options
- Miscellaneous Options and the Duplicate Checking for Persons check box.

2. Allowed to enter company names not in the list? That is Settings = SYSADM
Options = LOV Control Options. The companies listed are those companies added
to the database.

3. Allowed to enter Titles not in the list? That is Settings = SYSADM Options = LOV
Control Options. The titles themselves are found in Lists - Persons Lists >
Job/Position Titles.

4. Use the Settings = Display Options = Names and Addresses command to set
how WinSearch capitalizes the address when typed in lowercase.

5. States lists are found in Lists = General Lists = State& Provinces
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6. Country lists are found in Lists = General Lists & Countries & Country Codes.
Thus, if you use the country area for Counties instead, you can remove the
companies and add the most frequently used counties. Granted, you can use ZIP
code distance searches in lieu of tracking candidates by county.

7. Phone number formatting is done with the Settings - Phone Controls - Phone
Number Formats command. If you use the Dialer, you may want your area code
selected. The initial settings match numbers for the U.S. and candidate. Thus, you
only want to make changes if you predominantly have non-North America phone
numbers. Settings = Phone Controls also has options for choosing whether
double-clicking a phone number edits or calls that number.

8. What happens when you double-click an email address is set with Settings 2>
User Options = General Settings on the Double Click Edits Email Addresses.
Remove that check mark and then when you double-click an email address, you
start the process of sending an email. Specific users can be prevented from
sending blast emails with the Settings = User Options = Persons Settings and
the Do Not Send Bulk Email check box.

9. User defined fields are adjusted with the Settings 2 SYSADM Options > User
Defined Field Setup command. There, the dialog box is available for creating,
adjusting and deleting UDFs that you may have. However, for LOV UDF entries,
those are made with the Lists command then choosing Persons List, Company
List or Job Job Order List before choosing User Defined Fields and the UDF LOV
list that you want to tweak. The WinSearch User Defined Field Setup dialog box
is also available when you can also right-click a person's UDF field entry box and
choose UDF Setup Options. When logged in as SYSADM, you can make changes.
When not SYSADM, you cannot.

10. Settings - User Options - Persons Settings has the Auto Date Stamp Entries in
Notes for whether editing Notes automatically puts the date, time and user.

11. Dates in WinSearch do not have their format set through WinSearch. Instead, the
format is selected outside of WinSearch through Control Panel and Settings
options.

12. Category is the one drop-down box that you cannot change. However, when you
add new people, you can provide the initial category with the Settings > User
Options = Persons Settings command. The WinSearch add-in for Outlook and
for Word have their own setting for initial Category entries when people are
added to the database using one of the add-ins.

SYSADM can enforce users to be unable to change the initial category a person is
set to with the Settings > SYSADM Options = Miscellaneous Options check box
and then clearing the Allow Users to Override Category Default.

13. Staff Rep shows the users identified with the Settings - User Administration
command. The exception being if the Staff Rep entry is an entry that is no longer
a user. SYSADM determines how flexible changing staff rep can be. Settings =
SYSADM Options = Miscellaneous Options has the Users Can Change Staff Rep
Entries. When this item is not checked, the average user cannot change the staff
rep entry for a person UNLESS it is their own name changing it to someone else.
Now, if the Users Can Change Staff Rep Entries check box is empty, if a user has a
Supervisory status, they are allowed to change staff reps. Supervisory status can
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be handy for administrative and managerial roles. The Supervisory status is
added and removed by SYSADM with the Settings = User Administration
command.

Staff Rep always starts out for people whom added the person in WinSearch. For
people added via the WinSearch add-in in Outlook or in Word, the users can
have a different Staff Rep entry used as the initial entry. This choice is made
through those add-ins.

14. Status choices are set through the Lists = Persons Lists = Persons Status Codes
command. Initial Status entries for people added from within WinSearch are set
through the Settings = User Options - Persons Settings command. Status
entries for people added via the WinSearch add-in in Outlook or in Word are set
through those add-ins. This is one of the settings that SYSADM controls the
behavior with the Settings - SYSADM Options - LOV Control Options command
described at the beginning. If status is set to Private and Private Stock is turned
on, then the person follows the special behavior for private stock people.
Turning Private Stock on is done with the Settings 2 SYSADM Options =
Miscellaneous Options command and the Enable Private Stock check box.

15. Type choices are set through the Lists - Persons Lists = Persons Type Codes
command. There is not a method for setting the initial Type entries for people
added within the WinSearch program however, for people added via the
WinSearch add-in in Outlook or in Word the initial Type entry for those people
can be set through those add-ins. This is one of the settings that SYSADM
controls the behavior with the Settings - SYSADM Options - LOV Control
Options command described at the beginning.

16. Class choices are set through the Lists = Persons Lists = Persons Class Codes
command. There is not a method for setting the initial Class entries for people
added within the WinSearch program however, for people added via the
WinSearch add-in in Outlook or in Word the initial Class entry for those people
can be set through those add-ins. This is one of the settings that SYSADM
controls the behavior with the Settings = SYSADM Options = LOV Control
Options command described at the beginning.

17. Source choices are set through the Lists = Persons Lists = Persons Referral
Sources Codes command. There is not a method for setting the initial Source
entries for people added within the WinSearch program however, for people
added via the WinSearch add-in in Outlook or in Word the initial Source entry
for those people can be set through those add-ins. This is one of the settings that
SYSADM controls the behavior with the Settings 2 SYSADM Options > LOV
Control Options command described at the beginning.

18. Location Preference is freeform text and its behavior cannot be changed.

19. Reports To shows the Employees at a company. SYSADM can prevent users from
typing a name not on that list with the Settings & SYSADM Options = LOV
Control Options command and making Employees/Contacts LOV red.

20. SIC Code entries are made with the Lists & Company List > Standard Industrial
Codes command. Whether users can enter non-matching items or can modify the
choices in that drop-down list are done through the Settings > SYSADM Options
- LOV Control Options command.
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E=[{ 123978 Abbott, M ) - Supplemental Data [_ [0
File Edit Wiew

Y| &=

*Reportz To: Created By: GLAWREMNCE
Azsistant: Updated By: GLAVWREMNCE
Loc. Pref: Relocate: Mo

*ource; T Data Group Will Travel,  25%
Fee Tao: Salutation:  Marciz
Terms: Spouseltther:
*SIC Code: abbottmi@centracare.com Mickname:
Cur Pay Rate:  §0.00 Std Pay Rate:  $0.00 Start Compd: §0
Cur Margine  $0.00 St Marging  F0.00 EnciCur Comp:  F0
Cur Bill Rate:  $0.00 Std Bill Rate:  $0.00 Eeg Comp¥: %0
OT Rate:  $0.00 First Avail: Start Date:
o7 After: 0 Last Avail: End Date:
I~ oTE Deductions: Purge Date:
OT Exempt Deductions: *Pay Type:
Ell ™ Home sddress is Primary EII whiork Address
Addresz 1: 20 Sth =t Se
Addrezz 2 --
City, *StiPry: Long Prairie hr
Code, *Chtry: SE347-1404 United States
Motes: Imternal Comments:
Industry: Hospitals ] | ]
= =
Professional Summary: Responsibility Description:
] -]
@ 3| @ =
[ ow |

21.Relocate and Will Travel have their initial entries set through the user's Settings
- User Options = Persons Settings command.

22.Professional Summary and Responsibility Description, just like Notes can have
their entries automatically date/time/user stamped. Whether this is done is set
with the Settings > User Options = Persons Settings command.

23. Demographic data can be available for people. SYSADM makes that available or
hidden with the Settings - SYSADM Options - Miscellaneous Options
command. There in the lower left are the options for whether Demographic data
appears for no one, just supervisory users or everyone. If available for a user, the
Demographic Data window is available through the View menu on Persons to
give you access to a group of additional entries. Most of these entries have their
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choices set through commands found under Lists = Persons List. Now, whether
users can adjust those lists or users can make non-matching entries is done
through the Settings 2 SYSADM Options - LOV Control Options command.

Email Addresses (#8)
These are settings that affect how email functions:

SYSADM can use the Settings = SYSADM Options = Miscellaneous command to set how
WinSearch handles excluded email addresses. Email addresses can be marked for excluding
so that emails that come or go to the selected email address do not get logged under that
person, assuming email logging is turned on. This can be handy if your accountant or
lawyer is in the database and you do not want those emails logged. Assuming that email
addresses can be marked for exclusion, SYSADM can set whether only supervisory users
can make email addresses excluded. There are three options to choose what happens when
an email to potentially be logged arrives and that email has addresses where some are
included and some are excluded. You can have those emails logged to everyone, just the
non-excluded users, or not logged at all.

SYSADM can use the Settings = SYSADM Options = Miscellaneous command to set
when bulk emailing is triggered. Email addresses can be marked No Bulk Emails to have
that person and their email addresses not receive emails when a mailing is sent out that
exceeds a specified number of people. SYSADM sets what that specified number of people
with the Number Indicating Bulk Email. When a list of people to receive an email meets or
exceeds this number, those with No Bulk Emails are excluded.

SYSADM can use the Settings = SYSADM Options = Miscellaneous command to set the
maximum number of attachments that a user can send out from WinSearch. This is limited
with the Maximum Number of Attachments text box.

Settings = User Options = General Options is where a user sets whether to use XMAPI
or Simple MAPI. XMAPI is preferred as with Simple MAPI, you often have to use a utility like
ClickYes to bypass the additional security prompts.

Whether you get an additional copy of every email you send from WinSearch is set by
whether you have the email address entered with the Settings = User Options = General
Options command. Leave Email Address empty to not get those copies in your Inbox in
addition to the copy you already see in your Sent [tems. When you leave Email Address
empty, also clear the Warn for Missing Email Address check box so you do not see
unnecessary reminders.

If you explicitly need to identify the profile for the email account and the password that
the profile requires, then enter them with the Settings = User Options = General Options
command. Otherwise WinSearch uses whatever default email profile you have set up -
which is actually preferable in most occasions.
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The signature that each user has for the emails that they send from WinSearch is set in
the Signature text box with the Settings = User Options = General Options command.
Press F2 and pick the text file to use.

When you send John Doe's resume from WinSearch, you can have that file named one of
two ways. The way the file is named depends on the Use Persons Name/Use File
Description as Attachment Name set of option buttons. When Use Person's Name as
Attachment Name is selected, John Doe's resume is emailed as a document named John
Doe. If Use File Description as Attachment Name is selected, the name of John Doe's
document is set by the Documents table and what appears in the File Description column.

EEE persons Documents

File Dezcription Primary File Matme Created Updated

[ 12011 _232684 docxi 71272017 [ TIR2T2017
Cid Resume [T i2011_8574.xls JNSE2008  FRRTR20T
Talent [T i2011_8575.x0s 3MB2008 (3182005
r

Christmas Cards

2011 _ga78.xlz 3MBE2005 (31352003

Key Words (#24)

There are several settings that affect how key word management is done.

Whether a particular user has permission to create, modify or update key words,
SYSADM sets this with the Settings = User Administration command.

For Merging key words, select Settings - Utilities > Start KW Merge.

Whether individual users can reprocess resumes is set with the Settings >
SYSADM Options - Miscellaneous Options command and the Allow Non-
Supervisors to Run Batch Reprocessing check box.

New key words and categories can require having a description based on the
Key Words Require a Description and Key Words Categories Require a
Description after selecting the Settings > SYSADM Options - Miscellaneous
Options command.

Key Word processing can be turned off with the Settings - SYSADM Options >
Miscellaneous Options command and the Disable Automatic KW Processing in
WSResume check box.

Key Words are reprocessed through the Settings - Utilities > WSResume Batch
Reprocessing command.

Key word weighting is turned on and fine tuned with the Settings - SYSADM
Options = Key Word Weighting Setup command. Here you can choose which
system you want to use, initial values and how the key word weighting behaves.

Persons and Company Menu Customizations

Whether the Edit > Copy command is available for all users, only supervisory
users or no one is set through the Settings - SYSADM Options - Miscellaneous
Options command and the Allow Table Row Copy to Clipboard For options.

10
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e Whether the Edit > Merge With Another Record command is available from the
Form menu is set through the Settings > SYSADM Options = Miscellaneous
Options command and the Allow Users to Merge Persons/Companies check box.

Company Customizations

Let's look at a company in the Company Form window and where you go to make

adjustments for each of the entries.

B2 Company Information - 1 Records Selected

File Edit Query Reports Wiew Offices Help

I[= 3

EF Goodies, | 109 L BB
Company/Office: oodies, Inc.
Rty @F‘hone Mumbers CAE g
. - CAM a
Address 1: 432 Embassy Way (216) 374-5324 Main Phone CHEMICAL 0
Addrass 2 (216) 374-3734 Fax Phone COATINGS i}
City, *St/Pnv: Akran OH (216) 374-5122 Main Phone COBOL 0
Code, *Cntry: 44313 @ CONTROL o
ENGINEERING 1]
*Staff Rep: RS @*Status: Restricys o Level: 1 Main @ Eﬂ?&EJL'T:i[\EJ:TURING g
Sales (000s): §1,000,000,0 *Type: 9 Created: 2/1/1931 DSHA 0
MNum Ernpl: 56,000 *Clasgs: e Updated: 3I11I199 PETROLEUM 0
*SIC Code: 300 @hher and Miscellaneous Produc EHEYMER g
RAW MATERIAL 0
} REGULATIONS 0
Main Co: User Defined Fields TOXIC WASTE ]
Division: Credit Limit 0
Region: Credit Risk Linik koo
Description M3 Mo
hajor automotive supplier and =
automotive products manufacturer. =l
[
AP Contact: Pat, Polenski Phone: (216) 374-5324
AP Contact: Pat, Polenski Fax: (216) 374-8734
-
| NOM

1. Settings - Display Options - Names and Addresses sets how WinSearch
capitalizes the address when typed in lowercase.
Whether duplicates are checked is turned on with Settings > SYSADM Options
- Miscellaneous Options and the Duplicate Checking for Companies check box.

2. States lists are found in Lists = General Lists = State& Provinces

3. Country lists are found in Lists = General Lists - Countries & Country Codes.
Thus, if you use the country area for Counties instead, you can remove the
companies and add the most frequently used counties. Granted, you can use ZIP
code distance searches in lieu of tracking candidates by county.

4. Phone number formatting is done with the Settings = Phone Controls = Phone
Number Formats command. If you use the Dialer, you may want your area code
selected. The initial settings match numbers for the U.S. and candidate. Thus, you
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only want to make changes if you predominantly have non-North America phone
numbers. Settings = Phone Controls also has options for choosing whether
double-clicking a phone number edits or calls that number.

5. Staff Rep shows the users identified with the Settings = User Administration
command. The exception being if the Staff Rep entry is an entry that is no longer
a user. SYSADM determines how flexible changing staff rep can be. Settings >
SYSADM Options = Miscellaneous Options has the Users Can Change Staff Rep
Entries. When this item is not checked, the average user cannot change the staff
rep entry for a person UNLESS it is their own name changing it to someone else.
Now, if the Users Can Change Staff Rep Entries check box is empty, if a user has a
Supervisory status, they are allowed to change staff reps. Supervisory status can
be handy for administrative and managerial roles. The Supervisory status is
added and removed by SYSADM with the Settings - User Administration
command.

6. SIC Code entries are made with the Lists © Company Lists = Standard Industrial
Codes command. This is one of the settings that SYSADM controls the behavior
with the Settings & SYSADM Options = LOV Control Options command
described at the beginning.

7. Status choices are set through the Lists » Company Lists > Company Status
Codes command. Initial status entry is set through the Settings 2 User Options
- Company Settings command. This is one of the settings that SYSADM controls
the behavior with the Settings = SYSADM Options = LOV Control Options
command described at the beginning.

8. Type choices are set through the Lists > Company Lists & Company Type Codes
command. This is one of the settings that SYSADM controls the behavior with the
Settings - SYSADM Options = LOV Control Options command described at the
beginning.

9. Class choices are set through the Lists = Company Lists = Company Class Codes
command. This is one of the settings that SYSADM controls the behavior with the
Settings = SYSADM Options = LOV Control Options command described at the
beginning.

10. There are no adjustments for the hierarchy entries such as Parent, Region and
Division Name.

11. While theoretically, you can alter the choices for Level, this should not be done
without technical support assistance.

12. Dates in WinSearch do not have their format set through WinSearch. Instead, the
format is selected outside of WinSearch through Control Panel and Settings
options.

13. User defined fields are adjusted with the Settings > SYSADM Options - User
Defined Field Setup command. There, the dialog box is available for creating,
adjusting and deleting UDFs that you may have. However, for LOV UDF entries,
those are made with the Lists command then choosing Persons List, Company
List or Job Order List before choosing User Defined Fields and the UDF LOV list
that you want to tweak. The WinSearch User Defined Field Setup dialog box is
also available when you can also right-click a person's UDF field entry box and
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choose UDF Setup Options. When logged in as SYSADM, you can make changes.
When not SYSADM, you cannot.

14. Settings - User Options = Company Settings has the Auto Date Stamp Entries in
Notes for whether editing Notes automatically puts the date, time and user.

15. Key words for companies have the same customization settings that you have for
key words for people.

B¢ 109 BF Goodies, } - Client Data M =]
File Edit  Miew
4| &=
Standard Benefits:
509‘20 coverage with F200 deductable ( 16 ) |-

Relocation Policy:

Felocation costz, housing resale option

SIE

Special Perks:

 ®) ©

To Be Determined
=8P Title:  &ccourtart 19
*&F Contact:  Pat, Polenski @

Phorne:
( 21 )
Fee Terms: Standard Schedule @ @

Pay Terms: Met 20 Days

| wOw |

16. Standard Benefits has the initial entries set through the user's Settings - User
Options = Company Settings command. Having this entry empty means that the
Standard Benefits line hides on certain reports when the entry is empty. The
entry here becomes the starting Standard Benefits entry for job orders created
for this company.

17. Relocation Policy has the initial entries set through the user's Settings = User
Options = Company Settings command. Having this entry empty means that the
Relocation Policy line hides on certain reports when the entry is empty. The
entry here becomes the starting Relocation Policy entry for job orders created
for this company.

18. Special Perks has the initial entries set through the user's Settings = User
Options = Company Settings command. Having this entry empty means that the
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Special Perks line hides on certain reports when the entry is empty. The entry
here becomes the starting Special Perks entry for job orders created for this
company.

19. Allowed to enter Titles not in the list? That is Settings = SYSADM Options 2 LOV
Control Options. The titles themselves are found in Lists = Persons Lists >
Job/Position Titles.

20. A/P Contact shows the Employees at a company. SYSADM can prevent users
from typing a name not on that list with the Settings - SYSADM Options > LOV
Control Options command and making Employees/Contacts LOV red.

21.Phone numbers here only appear for A/P contact where the contact is in the
database. Changes on the person's form reflect here and vice versa. Other than
that, it is a standard phone number box with the same behavior as the phone
number box for people.

22.Fee Terms has the initial entries set through the user's Settings = User Options
- Company Settings command. Having this entry empty means that the Fee
Terms line hides on certain reports when the entry is empty. The entry here
becomes the starting Fee Terms entry for job orders created for this company.

23.Pay Terms has the initial entries set through the user's Settings = User Options
- Company Settings command. Having this entry empty means that the Pay
Terms line hides on certain reports when the entry is empty. The entry here
becomes the starting Pay Terms entry for job orders created for this company.

14
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Job Order Customizations

Let's look at a job order in its form windows and where you go to make adjustments for

each of the entries.

EEl Job Orders - 21 Records Selected !Em
File Edit Query Reports Yiew Help
LRI E EE E O EEE
(SITIO Il ¢ cloper @ BF Goodies in 2'=ar IEE I™ Hiring Ma Contact Ok? Wb Status @
*Company: BF Goodies, Inc. 109 *Title: Manager @ On Hold
Bhone, [216) 374-5324 Main Phone— ghamg McGregor. : “Key Words
& Perm ENANE: 1440) 937-0872 ACCESS ,
" Contr = | (216) 37 4-5734 Fa)f Phaone laMDROID
*Status: Closed Closed: 4772016 (7 ) (21RLA7 45172 nne ARCHITECTURE 0
*Type: Contract { Created: 3/31/201f *Title: CEQ BASIC [
*Class: Hot e Updated: 8/9/2017 *HR Mame: Barnett, Melissa 12 9 COMMURICATIONS (
Openings: 1 “Staff Rep: SYSADM o Bhene: (5 16) 7816342 Wark 2l gggﬂjUTER E
Murn Eilled: 1 *Sales Bep: SYSADM E=A | (216) 781-5590 Fax F'Enu:@ DESIGN [
1R 491-8735 123 Dirert ;I EDUCATION i
Salary Commission  Bonus FRENCH [
Mlﬂ_ll—murr:: :SD'DDD :g :S'DDD *Job Title: Applications D ‘rj\ﬂ'&évﬁe?CAL E
Target:
. : “Degree: B. 5. /Bb @ PUBLISHIMG i
Il ;. §30,000 0 5,000 =
auimurm:  $50, § 5. “Dey Level: Q RESEARCH C
Total Comp:  $35,000 Relocate §'s: §0 *Mdajor; SOFTYWARE [
TECHMOLOGY i
User Defined Fields o [TRAVEL {
Duration Enter Hers M|f1|mum Android app developer w/French -l é?l
Reg'ments =l
Position | Cddball thing - French requirement -] E_:?l
Descrigtion | hobile Develaper d|

It isn't the same position but close enough.
Orne exception: Need French fluency.

It isn't because of the App Ul but rather the integrating software and are partner is in France.

Jid|

| o

1. Settings - SYSADM Options = Miscellaneous has a Job Orders Requires a

Company check box that when selected, requires a company from the database

to be selected for the job order to be saved.
2. Phone numbers under the company or the two hiring managers for the job
order, or the A/P Contact shows the phone numbers for the company or person
shown above. Phone number formatting is done with the Settings - Phone

Controls & Phone Number Formats command. If you use the Dialer, you may

want your area code selected. The initial settings match numbers for the U.S. and
candidate. Thus, you only want to make changes if you predominantly have non-

North America phone numbers. Settings = Phone Controls also has options for
choosing whether double-clicking a phone number edits or calls that number.

3. Use the Settings = User Options = Job Order Settings command to set whether
job orders start off as Perm or Contract. This also affects whether the box below

this contains compensation and date entries appropriate for perm or contract

positions.
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4. Status choices are set through the Lists = Job Order Lists 2 Job Order Status
Codes command. Initial status entry is set through the Settings = User Options
- Job Order Settings command. This is one of the settings that SYSADM controls
the behavior with the Settings - SYSADM Options = LOV Control Options
command described at the beginning. Status entries can automatically be
updated when a placement or termination is made by selecting what the new
Status entry will be with the Settings = User Options - Placement & Terminate
Settings command. This command has different Status entries for perm
placements, contract placements and terminations.

5. Type choices are set through the Lists = Job Order Lists 2 Job Order Type Codes
command. This is one of the settings that SYSADM controls the behavior with the
Settings = SYSADM Options = LOV Control Options command described at the
beginning. Type entries can automatically be updated when a placement or
termination is made by selecting what the new Type entry will be with the
Settings = User Options = Placement & Terminate Settings command. This
command has different Type entries for perm placements, contract placements
and terminations.

6. Class choices are set through the Lists = Job Order Lists 2 Job Order Class
Codes command. This is one of the settings that SYSADM controls the behavior
with the Settings & SYSADM Options = LOV Control Options command
described at the beginning. Class entries can automatically be updated when a
placement or termination is made by selecting what the new Class entry will be
with the Settings - User Options 2 Placement & Terminate Settings command.
This command has different Class entries for perm placements, contract
placements and terminations.

7. The Closed date is entered when the status of the job order changes to what is
used for closed job orders as defined by the Settings = User Options =
Placement & Terminate Settings command. This command has different status
entries for perm placements and contract placements.

8. Dates in WinSearch do not have their format set through WinSearch. Instead, the
format is selected outside of WinSearch through Control Panel and Settings
options.

9. Staff Rep and Sales Rep lists the users identified with the Settings = User
Administration command. Job orders will have entries not in this list if the Staff
or Sales Rep for the job order has since been deleted. SYSADM determines how
flexible changing staff rep can be. Settings = SYSADM Options = Miscellaneous
Options has the Users Can Change Staff Rep Entries. When this item is not
checked, the average user cannot change the staff rep entry for a person UNLESS
it is their own name changing it to someone else. Now, if the Users Can Change
Staff Rep Entries check box is empty, if a user has a Supervisory status, they are
allowed to change staff reps. Supervisory status can be handy for administrative
and managerial roles. The Supervisory status is added and removed by SYSADM
with the Settings = User Administration command.

10. User defined fields are adjusted with the Settings > SYSADM Options - User
Defined Field Setup command. There, the dialog box is available for creating,
adjusting and deleting UDFs that you may have. However, for LOV UDF entries,
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those are made with the Lists command then choosing Persons List, Company
List or Job Order List before choosing User Defined Fields and the UDF LOV list
that you want to tweak. The WinSearch User Defined Field Setup dialog box is
also available when you can also right-click a person's UDF field entry box and
choose UDF Setup Options. When logged in as SYSADM, you can make changes.
When not SYSADM, you cannot.

11. Allowed to enter Titles not in the list? That is Settings = SYSADM Options = LOV
Control Options. The titles themselves are found in Lists - Persons Lists >
Job/Position Titles.

12.Name and HR Name show the Employees at the company identified by the
Company entry. SYSADM can prevent users from typing a name not on that list
with the Settings & SYSADM Options = LOV Control Options command and
making Employees/Contacts LOV red. Settings - SYSADM Options >
Miscellaneous has a Job Orders Requires a Contact check box that when selected,
requires a Contact category person from the database to be selected for one of
the two Name entries before the job order can be saved.

13. Degree entries are adjusted when the Standardize Educational Degree
Abbreviations check box is selected with the Settings & User Options = Persons
Settings command.

14. Degree Levels choices are set through the Lists = Persons Lists = Degree Search
Levels command.

15. Major choices are set through the Lists & Persons Lists - Degree Majors
command. This is one of the settings that SYSADM controls the behavior with the
Settings - SYSADM Options = LOV Control Options command described at the
beginning.

16. Settings = User Options = Job Order Settings has the Auto Date Stamp Entries in
Notes for whether editing Notes automatically puts the date, time and user.

17. Web Status entries cannot be altered but SYSADM does set which users can
make adjustments to which job orders are posted to web sites and when using
the Settings - SYSADM Options = WSJ Internet Distribution Setup command.

18. Key words for companies have the same customization settings that you have for
key words for people.

19. Company Name in both cases comes initially from the main Job Order window.
SYSADM sets whether a company from the database is required on the main
form with the Settings > SYSADM Options = Miscellaneous command and the
Job Orders Requires a Company check box. Whether you can even type a
company that does not exist in the database is one of the settings that SYSADM
controls the behavior with the Settings = SYSADM Options = LOV Control
Options command described at the beginning.

20. Names and Addresses set how WinSearch capitalizes the address when typed in
lowercase.

21. States lists are found in Lists = General Lists - State& Provinces
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E=l (931 application ) - Order Addresses !E E
File Edit Wiew

| 2B T

BILL TO COMPARNY WORL LOCATION
*Company Mame: BF Goodies, Inc.
Address Line 1: 432 Embassy Way

BF Goodies, Inc. ‘
432 Embassy Way ‘
Address Line 2
City, *State/Province:  Akran @ Akron @
Postal Code, *Country: 44313 @ 44313 @

Bill To Other Company Select Other Work Location |

Clear Bill To Fields | Clear Location Fields |

ACCOUNTS P, E INFORMATION FEE INFORMATION
*Title: Accountant Fee Terms: Standard Schedule @
*Quntact: F'at, Polenski < 12 ) Ea}r Terms: Met 30 Da'_.lrg @
*Phone: —
I @ Eee Split: Ma
Select Other AP Contact | Ierms: Maone @
*Split With: (27)
Clear AP Fields |

| — fw —

22.Country lists are found in Lists = General Lists & Countries & Country Codes.
Thus, if you use the country area for Counties instead, you can remove the
companies and add the most frequently used counties. Granted, you can use ZIP
code distance searches in lieu of tracking candidates by county.

23.Fee Terms initially comes from the main company linked to the job order and
that company's entry initially comes from the user's Settings = User Options >
Company Settings command. Having no entry here means that the Fee Terms
line does not appear on certain reports.

24.Pay Terms initially comes from the main company linked to the job order and
that company's entry initially comes from the user's Settings = User Options 2>
Company Settings command. Having no entry here means that the Pay Terms
line does not appear on certain reports.

25. Fee Split has the initial entry set by the user's Settings = User Options = Job
Order Settings command. Having no entry here means that the Fee Split line
hides on certain reports.

26. Terms has the initial entry set by the user's entries for the Settings - User
Options = Job Order Settings command. Having no entry here means that the
Terms line hides on certain reports.
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27.Split With choices are set through the Lists = Persons Lists = Persons Referral
Sources Codes command. This is one of the settings that SYSADM controls the
behavior with the Settings 2 SYSADM Options = LOV Control Options command
described at the beginning.

B4l (931 application ) - Supplemental Order Data !E E
File Edit Wiew
Vv &l=3 n
. Motes
Mgm .CD' It isn't the same position but close il
Division:
. enough.
Fegion:

One exception: Need French fluency. =

Eosition Description

AL plications Developer Oddball thing - French requirement il
hobile Developer

*Degree Required: B. 5. /B A @ -
*Deqg Level: =l

*Major Required: @ Idinimum Requirements
Travel % 0% Android app developer wiFrench =
[
Salary Bonus Cormrission Standard Benefits

Target: $0 s 50 B0/20 coverage with $200 dedug =]

Minirurm: 80 000 §5,000 f0 & @
Maximum: 30 000 §5,000 f0 =]

Total Comp: $55,000 Belocate $'s: §0.00

Special Perks

To Be Deterrmined ;l
=

hax Bill: $0.00 Start Date;

Target Bill:  $0.00 [T Stant ASAP Relocation Palicy

hin Bill: 000

in Sl $ End Date: 29 ) =
0T Rate: $0.00

OT After: O Billing Unit: Hours =l

| — o

28. Will Travel have their initial entries set through the user's Settings = User
Options - Persons Settings command.

29. Standard Benefits, Special Perks and Relocation Policy come from the job order's
company's entries with the same names. The company initially has the entries
provided with the Settings - User Options - Company Settings command.
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Winsearch.Jobs Web Recruiting Options

3rd Party Sites Color ey Pay Sites, Free Sites
i Selected Sites

@ = | Status: On Hold @
<

Mark Job Order & Transactions for Posting

ilable S

| Publish Job Order | Cancel Publishing |
FIELD MNAME WALUE /-J\Unused? Req'd? ﬂ
i Order ID- 1042 (31 r r Position Summary for Web Publishing
3 Job Title:  Programmer r r BF Goodies, Inc. / Programmer ﬂ é-‘?l
4 *Job Category: r Il
5 *Job Location: r Il
7 Create Date: :09/29/2016 r Il j
g Expiration Date: - I
= i o o | Copy FEOM Ord Desc Caopy TO Ord Desc |
Click Table Row Above for Field Usage Hint ;l Position Description for ¥Web Publishing

=l Mobile Developer i’ é‘-?l

Year after year, Cleveland Clinic is ranked
Fublishing History among the nations top hospitals by
LS Mews & Woarld Report. Thats why

I
Copy FROM Pos Desc | Copy TO Pos Desc I
Accept All Changes | Cancel All Changes |

30. Available Sites are set per user with the Settings = SYSADM Options = WSJ
Internet Distribution Setup command.

31. Choices for a particular Available Site are set by the site's requirements and not
customized in WinSearch.

Search
These settings affect searches that you create in WinSearch.

e Set the cutoff point for the maximum number of people that a search returns
with the Settings & SYSADM Options = Miscellaneous Options command then
enter the cutoff number in the Maximum Records In a Search List box.

e Set whether the listed criteria items to do searches on includes slower non-
indexed entries. Select the Settings - SYSADM Options - Miscellaneous Options
command then select the Persons, Companies, and/or Job Orders check boxes
under Use Indexed Fields ONLY When Searching For. Having the check box
selected has fewer search criteria listed but that way, you can focus on the
criteria type that you actually use.
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Activities

Let's look at the Activities Form and WinSearch settings that influence these entries.

Activity Records - Enter Mew Record

I
Act Code: Phone Call ( 1 ) Primaty Link: Smith, *Heith 36842
Subject: |
@ =
[~
Sched Date: 072017 *Resp: SYSADM [ on Calendar@ [ Setalarm |
Starting 4:35 PM @D*Statgs: @ I~ Tertative Cead Time:
Ending Time;  4:50 P uration: 15 I Private @ * it 4 |
Due Date: Priority: 0 ( 9 ) Created: SYZADM Qrr2my
Due Time: Cost §'s: $10.00 Llpdated:
Attempts: *Cozt Cat: Phone ompleted:
i~ Companies { Emplovees © Job Orders % Persons Al Persons Linked Staff Reps
=ABEY
8 GLAVWRENCE o
nsg2 Physicians hutual Insurance Co. = AL (Incl)
S6542 Smith, *Keith

T Cption to save azindividuslimultiple activities = not available forthis combination of links

Save & Fallowe-Up Save & Close Save Recurting... | CanceliClose |

MNUM |

1. The initial activity code is set by the Settings = User Options = Calendar
Options command and the Default Code for New Activities box. SYSADM sets
which activities are available by creating the activity code with the Settings >
SYSADM Options = Activity Code Setup command and selecting the User
Selectable check box.

2. Notes will have a date/time/user stamp when opened in the popup menu when
the Auto Date Stamp Entries in Activity Notes check box is selected after using
the Settings > User Options = General Settings command.

3. Initial activity duration set with the Settings = User Options = Calendar Settings

command means that when you put a start or end time, WinSearch puts in the
default duration and the missing start or end time.
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10.

11.

12.

Resp is the Staff Rep for the activity. It behaves just like Staff Rep for people.
Status is initially set by the Default Status entry of the activity chosen by Act
Code. SYSADM sets the default status for each activity code using the Settings >
SYSADM Options = Activity Code Setup command. Choices for status are set
with the Lists & General Lists - Activity Status Codes command.

The On Calendar check box gets automatically selected for specific types of
activities. These activities are the ones with the activity code whose
configuration in the Settings - SYSADM Options = Activity Code Setup
command includes the Always Place This Activity on Calendars check box.
Whether users can create private appointments is set by the Allow Private
Activities for Users check box in the Settings > SYSADM Options = Activity
Control Options check box.

Settings for the initial settings for how much lead-time an alarm starts with is
chosen with the Settings & User Options = Calendar Options command. Default
Lead Time for Alarms and Default Alarm Lead Time Units are the boxes that set
the initial Lead Time and Units when the Set Alarm check box is selected.
Priority's initial entry is set with the Settings = User Options = Calendar
Options command and the Default Priority Box.

SYSADM sets for each activity code the default cost amount and cost category
with the Settings = SYSADM Options = Activity Code Setup command. The
choices for the Cost Category are done with the Settings > SYSADM Options >
Activity Cost Categories command.

The list of companies, employees, job orders or persons has their LOV drop-
down turned on with the Settings - Display Options = LOV Drop Down options
command.

Linked Staff Reps will automatically select specific users for alarms and inclusion
based on the activity code configuration. SYSADM does this setup with the
Settings = SYSADM Options = Activity Code Setup and choosing users to
include and/or notify for the specific activity code.

Other Settings Not Tied to People, Companies, Job Orders, Searches or
Activities

All currency and non-currency numbers can have their formatting set through
Windows. You can set currency and number formatting separately through the
Settings - SYSADM Options - General Settings command but it is easier to do it
through the Control Panel.

The frequency that WinSearch checks for alarms is set in the Timer Settings
section of the Settings = SYSADM Options = General Settings command. Putting
0 for the main timer will shut down all timer functionality.

WinSearch's automatic close can have the times for it set as well as having that
feature turned off with the Inactivity Auto Close Settings command. When you
choose the Settings > SYSADM Options = General Settings command, you can
put the time of the day when WinSearch switches from using the Timeout During
Work Hours and the Timeout After Work Hours. Putting 0 in either of these
means that there is no automatic closing.
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e When you close WinSearch, you can have it also disconnect all database
connections. Under the Settings 2 SYSADM Options = General Settings

command, the Logout of Database on Close check box has the WS icon on the
system tray close the database connection.

Relational Systems, Inc

23



