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[image: ]
Jamie Dale started transcription
[image: ]
Jamie Dale   0:03
Makes it so much easier.
OK.
Alright, do you wanna share your screen or do you want me to share mine?
I think you're on mute.
[image: ]
Vanesssa Sagario   0:30
Can you hear me? Apparently I had actually give permission and all that stuff, but OK, all right. I don't know. It's easier for you to show me the steps again and then I just watch it then versus me trying to go through it.
[image: ]
Jamie Dale   0:31
Yep, there you are.
Yeah.
Yeah, yeah, we can do that.
[image: ]
Vanesssa Sagario   0:48
OK.
[image: ]
Jamie Dale   0:49
So.
We're going to go with this screen over here.
Let me know when you can see it.
[image: ]
Vanesssa Sagario   0:59
Yeah, I see it.
[image: ]
Jamie Dale   1:00
Cool. OK, so you have yours a little bit different, so you can go to edit tabs.
[image: ]
Vanesssa Sagario   1:07
Right.
Mhm.
[image: ]
Jamie Dale   1:10
And select what you want over here.
[image: ]
Vanesssa Sagario   1:13
OK.
[image: ]
Jamie Dale   1:14
So add my open recs as well and you can also move them. So if you want you know to put them in a different spot, you absolutely can.
[image: ]
Vanesssa Sagario   1:18
Mm-hmm.
Got it. OK.
[image: ]
Jamie Dale   1:28
Then you hit save, come back, it's going to reload.
And excuse my disaster 'cause I've got a lot.
[image: ]
Vanesssa Sagario   1:37
No, you're good.
[image: ]
Jamie Dale   1:40
Let me find your guys.
It is OK, you click here. Once you're in my open direction, you find your rack, just click on the the total.
[image: ]
Vanesssa Sagario   1:54
Got it. OK.
[image: ]
Jamie Dale   1:56
OK, and then you should have this wheel over here once you're in here.
[image: ]
Vanesssa Sagario   2:01
Mhm.
[image: ]
Jamie Dale   2:04
And then you can select what you want out of here. So like me, I keep name, location, e-mail, home, phone, branch, affiliation, component, date, last loaded, candidate type, codes, HR status, you know, all the things. I don't really do that one.
[image: ]
Vanesssa Sagario   2:20
Right.
[image: ]
Jamie Dale   2:22
Um.
So you find which one you want. You have to scroll a little bit and kind of look because we do have a lot available in there.
[image: ]
Vanesssa Sagario   2:29
OK.
Yes.
Right.
[image: ]
Jamie Dale   2:33
Um and then when you get this you can click on the date last loaded which is the one I generally go with and if you click it twice it will go for most recent uh back.
[image: ]
Vanesssa Sagario   2:41
Mhm.
Got it. OK.
[image: ]
Jamie Dale   2:49
Clicking it once does oldest to newest.
[image: ]
Vanesssa Sagario   2:54
Got it.
[image: ]
Jamie Dale   2:58
and then you should be able to see everything.
And then once you have them, you can grab this go here.
Move copy to folder.
And then pick your working folder. I just type. I click and click and type and it will. It goes a lot faster than having trying to scroll.
[image: ]
Vanesssa Sagario   3:29
Mhm.
Right, OK.
[image: ]
Jamie Dale   3:36
And then just select it and hit copy.
And the cool thing is if somebody is already in the folder.
[image: ]
Vanesssa Sagario   3:47
Mhm.
[image: ]
Jamie Dale   3:49
O like this, it tells you which ones were copied and which ones already existed, and it will still move the ones that you know.
[image: ]
Vanesssa Sagario   3:53
Got it. OK.
[image: ]
Jamie Dale   3:59
And that's it.
[image: ]
Vanesssa Sagario   4:01
Awesome. OK. And then I have to do this pretty much daily, right? That way it'll start reflecting my reports.
[image: ]
Jamie Dale   4:05
OK.
Yeah. So if you do it daily, it's a lot. I mean, it's a lot faster too for you. So you don't have to go through several pages. I mean, at the most, I think you guys would have like one or two pages a day.
[image: ]
Vanesssa Sagario   4:08
OK.
Got it.
Right.
Mhm, mhm.
[image: ]
Jamie Dale   4:22
But yeah, just go by, you know your date. Another thing you can do, you can click the filter you can.
[image: ]
Vanesssa Sagario   4:25
Got it.
Mhm.
[image: ]
Jamie Dale   4:33
I gotta add a filter.
Um do date last loaded? Add it to your filters.
[image: ]
Vanesssa Sagario   4:42
Got it.
[image: ]
Jamie Dale   4:42
You just click and hit save and it will automatically add in and then you can just oh wrong one. You can um filter by the date range. So if you only want today, so like say you did um.
[image: ]
Vanesssa Sagario   4:55
And.
Next.
[image: ]
Jamie Dale   4:59
Yesterday.
[image: ]
Vanesssa Sagario   5:00
Mhm.
[image: ]
Jamie Dale   5:01
You only want today's. You can do that. Click Apply and it will tell you who came in today.
[image: ]
Vanesssa Sagario   5:08
Got it. OK. And then does it matter? So like, I did it yesterday morning, right? So I'm assuming like towards the end of the day, there's gonna be more. So like, probably got it. OK, OK.
[image: ]
Jamie Dale   5:13
Right.
Yeah, a few, yeah.
So like, oops, I gotta go backwards.
I went the wrong direction.
And like I said, you can select them all and it will let you know, hey, these people are already in there, so it won't, you know, give you as much.
[image: ]
Vanesssa Sagario   5:37
Right, OK.
Right, OK.
OK, well that's good to know and this will definitely change my numbers.
[image: ]
Jamie Dale   5:47
Yeah, and it's gonna up your numbers cause you'll you'll be able to pull more people into the actual report cause yeah, the way we have them.
[image: ]
Vanesssa Sagario   5:52
Right.
[image: ]
Jamie Dale   5:56
Is we pull from working folders. That way your candidates don't get commingled with say P3 or you know and you know.
[image: ]
Vanesssa Sagario   6:04
Right. OK. Anybody else on here? Right. Right. OK. No, that makes sense.
[image: ]
Jamie Dale   6:08
Right, cause at like Washington, they're a work for warrior state. So there's been a couple times where I had to be like stop using the work for warrior code. That's California's. You have your own work for warrior code. Please don't use that one.
[image: ]
Vanesssa Sagario   6:17
Mhm. That makes sense, right?
Got it.
[image: ]
Jamie Dale   6:25
They're like, well, why is theirs just work for Warriors and ours is Washington? I'm like, because they were the first. They've been here the longest, Dang it. And that's why.
[image: ]
Vanesssa Sagario   6:30
Exactly. That's so funny. That's the same argument every coalition when we meet with other states, 'cause, you know, they're always like, why is your website work for you? It's like, cause we're the first ones, man. That's why.
[image: ]
Jamie Dale   6:44
Yeah, 'cause you're special.
[image: ]
Vanesssa Sagario   6:45
Exactly. Oh man, that's funny. OK, so I'll do my this is like my new routine then. So go in here, make sure you know I copy the candidates in the appropriate folder and then then I run my reports right? Cause I'm assuming this is like real time or do I have to wait for this to like hit?
[image: ]
Jamie Dale   7:03
We'll wait the next day so they'll move immediately, but with DIT it does not update until midnight, so they won't pull to the next day.
[image: ]
Vanesssa Sagario   7:06
Got it.
Capture it.
Got it.
Got it. OK, OK, that makes sense. And then are you able to like pull like or go to the reports that we use? Kinda like like if you if you were me right, you had to pull these reports to make sure I'm doing it correctly and I'm not missing a step.
[image: ]
Jamie Dale   7:33
Yeah. Can you see this? Can you see my data Insight tool coming up? OK, yeah, yeah, my Internet is being janky today and I don't know why.
[image: ]
Vanesssa Sagario   7:35
Yes.
Yeah, it's just loading.
Yeah.
No, you're good.
[image: ]
Jamie Dale   7:47
Kinda killing me.
[image: ]
Vanesssa Sagario   7:49
Are you on the East Coast?
[image: ]
Jamie Dale   7:51
My outlook took like forever this morning.
[image: ]
Vanesssa Sagario   7:54
Uh.
[image: ]
Jamie Dale   7:55
I'm Mississippi.
[image: ]
Vanesssa Sagario   7:57
Oh, OK. OK.
[image: ]
Jamie Dale   7:58
Yeah.
Yeah, I split time between Mississippi and Illinois, so I'm one or the other, but I'm generally in central.
[image: ]
Vanesssa Sagario   8:07
No worries. Yeah. Yeah, that's cool.
[image: ]
Jamie Dale   8:15
It doesn't. I swear my Internet has been awful today.
[image: ]
Vanesssa Sagario   8:20
No, no, it's OK. That that was me yesterday.
[image: ]
Jamie Dale   8:22
I think.
Well, we've got storms coming in and there's supposed to be an ice storm this weekend. And I'm like, yeah, don't do cold.
[image: ]
Vanesssa Sagario   8:27
Oh yeah, that makes sense.
Uh, um, yeah, no.
[image: ]
Jamie Dale   8:36
OK, there is not letting go. Hang on, let me try again.
And then my my.
Internet. It's like, no, you've done enough. I'm done.
[image: ]
Vanesssa Sagario   8:48
It's it's Friday. They're like, no, no, no, we we've done enough. It's time. It's 10 o'clock it.
[image: ]
Jamie Dale   8:53
So I quit.
Yeah, it's like, maybe.
[image: ]
Vanesssa Sagario   9:00
Diaper.
[image: ]
Jamie Dale   9:03
Oh, the baby.
[image: ]
Vanesssa Sagario   9:04
You're my son, yeah.
[image: ]
Jamie Dale   9:08
I love it.
[image: ]
Vanesssa Sagario   9:09
No.
[image: ]
Jamie Dale   9:10
I miss that age. My baby is 15. Well, she's getting her to turn 15 next week. My oldest is 26.
[image: ]
Vanesssa Sagario   9:14
Oh yeah.
Oh.
Oh, wow. What's up, baby?
[image: ]
Jamie Dale   9:20
Yeah, we got 2623 and 15.
[image: ]
Vanesssa Sagario   9:25
Oh, you have three too. I have three as well. Mine are 8/6 and two.
[image: ]
Jamie Dale   9:29
Yeah.
Yeah, and that age gap will get ya.
[image: ]
Vanesssa Sagario   9:35
Yeah, I'm sure. Yeah, I feel like they already have that age gap and it's, you know, not even that much between the little one and the oldest one. But oh man, Mom. Yeah, so.
[image: ]
Jamie Dale   9:47
I got lucky though, 'cause my oldest adores her sister, so.
[image: ]
Vanesssa Sagario   9:50
Oh, oh, that's good.
[image: ]
Jamie Dale   9:58
Except I had to deperify.
Mhm.
[image: ]
Vanesssa Sagario   10:14
Most of the time I'm like, what is happening?
[image: ]
Jamie Dale   10:17
Yeah, she's like, no, I no, they they did the whole. She's touching my things until she had like, it hit about two or three years old. Well, I guess it was around three or four she started.
[image: ]
Vanesssa Sagario   10:18
No, no, no, no.
Yep.
Oh, yeah.
[image: ]
Jamie Dale   10:34
You know, being the helicopter, I'm like, please stop.
[image: ]
Vanesssa Sagario   10:36
Oh, that's funny.
[image: ]
Jamie Dale   10:40
Why is this not wanting to load?
[image: ]
Vanesssa Sagario   10:43
It's OK. I I can do it on my end and you can tell me if I'm doing it correctly. That's that'll work.
[image: ]
Jamie Dale   10:44
Hang on, I'm OK. That will work. Yeah, let's do.
Yeah, for some reason it is not what it's my Internet though.
[image: ]
Vanesssa Sagario   11:00
It's no worries. Let me know if you can see my screen. All right, cool. OK, so what I go in, right? I go to here.
[image: ]
Jamie Dale   11:04
Yep, I see it.
[image: ]
Vanesssa Sagario   11:15
And then I'll go to the receive templates.
I'll check these ones and then I'll go to none and click this one or first hand engagement form.
[image: ]
Jamie Dale   11:28
Mhm.
[image: ]
Vanesssa Sagario   11:30
And then I just hit run.
And then, yeah, I'll just these are like the four reports that I pull daily. Those are the accurate ones they should be using, correct?
[image: ]
Jamie Dale   11:39
Yes.
[image: ]
Vanesssa Sagario   11:41
Okay, good.
All right, so then I am using the correct ones. I was just getting a little like, maybe I'm pulling the wrong ones because there's so many here and then, you know, obviously these guys.
[image: ]
Jamie Dale   11:55
Yeah. And we, um, yeah, like it's we have.
[image: ]
Vanesssa Sagario   11:56
Alright.
[image: ]
Jamie Dale   12:02
Oh, a data analyst. Well, Linnea, she she just came on, so she's learning DIT as well.
[image: ]
Vanesssa Sagario   12:06
Mhm.
Oh, OK, no worries. It's all good work in progress. No. OK, so then, yeah, that's mainly what I wanted to make sure that I'm pulling the right one, just because we have so many. I did have a question though. So the zone list, which one's that one?
[image: ]
Jamie Dale   12:14
Mhm.
Yeah.
[image: ]
Vanesssa Sagario   12:28
This is this the accurate one that we're using 'cause I don't actually do that. Bob's one that does that, but he's set to retire in a couple months, so I wanna get ahead of the game and make sure you know how to do that.
[image: ]
Jamie Dale   12:29
Uh huh.
That one I don't know. Um.
[image: ]
Vanesssa Sagario   12:41
OK.
[image: ]
Jamie Dale   12:44
Yeah, that one I I'm not sure about because I think Bob created that one.
[image: ]
Vanesssa Sagario   12:46
OK.
Got it. OK. How do you create reports? Is that like something like we can just go in and like?
[image: ]
Jamie Dale   12:57
Absolutely. Just click on new template.
[image: ]
Vanesssa Sagario   13:04
Over here creating a template.
[image: ]
Jamie Dale   13:05
Yep. And then you can create whatever you want.
[image: ]
Vanesssa Sagario   13:09
Oh, OK. And then.
I just couldn't accept to put stuff in it. Oh, OK. Is like the next ring gonna basically give me options of what I can pick?
[image: ]
Jamie Dale   13:19
And.
Yep, and I will give you a pro tip is always do your output worksheet before your filters. Nope. Oh no, you're good.
[image: ]
Vanesssa Sagario   13:22
Oh, OK, let me see what this is.
Oh, OK. Do I need to change anything here? Oh, sorry, I didn't mean to cut you off. OK, cool. I'm just in it.
Here.
[image: ]
Jamie Dale   13:38
Yeah, and then click your output worksheet. I always do that one first. It helps to know what you're pulling before you know what you want to pull out.
[image: ]
Vanesssa Sagario   13:43
Got it.
Mm-hmm. Got it. OK, that makes sense. So I'll put first, OK, and then select it to the field.
[image: ]
Jamie Dale   13:52
Yeah, and you cannot pull rec data and candidate data into or rec data and working folder data into the same report.
[image: ]
Vanesssa Sagario   14:03
Oh, OK, no.
[image: ]
Jamie Dale   14:05
It will. It will give you 0 results.
[image: ]
Vanesssa Sagario   14:09
Got it. Good to know. OK, OK, that makes sense.
[image: ]
Jamie Dale   14:11
And I always start bare minimum first and then work out slowly adding one or two fields at a time. That way you can see where it's breaking without having to like create a massive report and then you're like, well why isn't this running? And then you have to go backwards and start removing things until you find.
[image: ]
Vanesssa Sagario   14:14
Mm-hmm.
Right.
[image: ]
Jamie Dale   14:30
Where it at?
[image: ]
Vanesssa Sagario   14:30
Got it. OK, so candidates like let's say I wanted to make a new candidate report, right? I would just select candidate. I would select. I'm assuming contact info with all like that stuff and then.
[image: ]
Jamie Dale   14:39
Mhm.
Yep.
Forms is all their form data.
[image: ]
Vanesssa Sagario   14:51
Your own.
Yeah.
[image: ]
Jamie Dale   14:56
Yeah, and you want the form fields, the general fields. So like if you want to pull the date a form was added, who added it in the form name, that's where that those are under general. All the forms are under form fields and then you just select which form you want and what information you want out of it.
[image: ]
Vanesssa Sagario   15:04
Uh huh.
Got it.
Got it. OK.
[image: ]
Jamie Dale   15:16
And the cool thing is it adds in the order that you select, not the order that it um.
[image: ]
Vanesssa Sagario   15:17
OK.
It's like lined up. Got it OK.
[image: ]
Jamie Dale   15:24
Right. And you can reorder. So yeah, so if you want to move things around, you can easily do that.
[image: ]
Vanesssa Sagario   15:32
Oh, OK, so let's just say I wanted forms. So do I just hit like, oh, hit forms? Oh, and then I go in and select.
[image: ]
Jamie Dale   15:41
So yeah, so you select the fields you want and then you select that.
[image: ]
Vanesssa Sagario   15:45
Oh, OK. And then add to worksheet.
I don't want that. That's worksheet. Oh, OK, now I see him down here. Got it. OK, OK. And if I can recorded these columns.
[image: ]
Jamie Dale   15:58
And you do have to have filters. Yeah. Well, not those, but when you add them, after you add them, you can reorder, yeah.
[image: ]
Vanesssa Sagario   16:02
Oh, OK. So yeah.
Got it. OK. I'm just clicking around to see. OK. And then, yeah, and then.
[image: ]
Jamie Dale   16:12
Oh yeah, no. That's the best way to learn it. Honestly, go in and play, create reports, see what works, what doesn't work.
[image: ]
Vanesssa Sagario   16:17
Oh, yeah, you said no filters, right? Oh, OK.
[image: ]
Jamie Dale   16:21
That's my go to.
[image: ]
Vanesssa Sagario   16:23
Where is the filters in my blind?
Oh, here. Ha, you just say that. This is 5 filter criteria. Yeah, now I go back and then do.
Do I select the same thing that I did on my output worksheet?
[image: ]
Jamie Dale   16:40
Yep. So you select whatever you want to filter, and this is more filtering in than filtering out.
[image: ]
Vanesssa Sagario   16:41
Got it.
Uh huh.
Got it. OK.
[image: ]
Jamie Dale   16:48
So you select what you want when it's full.
[image: ]
Vanesssa Sagario   16:50
Got it. Okay.
Let me just gonna click on this stuff.
OK, now I mean, it's not.
[image: ]
Jamie Dale   17:09
Oh, you have to go back real quick. You have to select the date, the date range.
[image: ]
Vanesssa Sagario   17:17
Oh, and how do I do that?
[image: ]
Jamie Dale   17:20
Um, uh, get out of that and select the back button next to print.
[image: ]
Vanesssa Sagario   17:27
Oh yeah, I'm so far back.
[image: ]
Jamie Dale   17:32
There you go. And then see the green arrow under added on.
[image: ]
Vanesssa Sagario   17:36
Oh, right, the criteria.
[image: ]
Jamie Dale   17:39
You have to go down or like, yeah, the little green button and that one and the added by. So if you have something in the filter, you have to let it know what you want to filter.
[image: ]
Vanesssa Sagario   17:40
That's the specific criteria.
Uh huh.
Oh, OK, so OK, I have to add these for each one.
[image: ]
Jamie Dale   17:58
See. Yeah, you hit the under criteria. Just hit. Yeah, there you go.
[image: ]
Vanesssa Sagario   17:59
OK.
Let's see.
What's this?
As you.
[image: ]
Jamie Dale   18:34
Oh, I'm cutting out a little bit. There you go. All right. And then in here you can just select who you want.
[image: ]
Vanesssa Sagario   18:36
What it? Mhm.
OK. And then the who are these people though?
[image: ]
Jamie Dale   18:43
So like I just.
Well, that's gonna be every user in the system, so it doesn't filter. Yeah, it won't filter just by your group. You can use the search at the top too, and it will narrow it down. So if you know somebody's name, you can just use that.
[image: ]
Vanesssa Sagario   18:48
Oh, got it. OK, so.
Right. Uh.
OK.
[image: ]
Jamie Dale   19:01
But.
[image: ]
Vanesssa Sagario   19:01
Got it. OK, so yeah, so just everybody in my team might have to go in and look for them.
[image: ]
Jamie Dale   19:08
But if you don't use the added by, it's not going to pull anybody that's not on your team, if that makes sense.
[image: ]
Vanesssa Sagario   19:15
Wait, if I use the added by, it's not going to pull anybody that's not on my team.
[image: ]
Jamie Dale   19:20
Yes.
Yeah, so like when you do the added by because you're filtering by your your working folder or you know it's only gonna pull from your your permissions, it's only gonna pull in your people unless like the only difference to that is say.
[image: ]
Vanesssa Sagario   19:22
OK.
Right.
Yeah.
[image: ]
Jamie Dale   19:39
They worked with an RCS on my team or the training team and they have a form, you know they that will pull through. But if like say you're pulling the work for your candidate engagement form and.
[image: ]
Vanesssa Sagario   19:42
Mhm.
Right.
Mhm.
[image: ]
Jamie Dale   19:55
You know, obviously that's only gonna be your team.
Mhm.
[image: ]
Vanesssa Sagario   20:18
That aren't on my team each time, so I always, I always filter them out, but I'm just curious how are they even on here? Because I've never recognized any before in my life.
[image: ]
Jamie Dale   20:28
So if that person got the job through like our RCS team, they're required for us to put from us to put a hire hire form on as well, just so that they can track that they got a reco.
[image: ]
Vanesssa Sagario   20:33
Mhm.
Uh huh.
Dial.
[image: ]
Jamie Dale   20:46
Because that meets their. So we it's more for their tracking that they did it than anything else. Yeah, so every once in a while you might.
[image: ]
Vanesssa Sagario   20:55
Uhuh.
Got it. OK.
[image: ]
Jamie Dale   21:02
Prove that they got the got for their bonuses, so they got to get credit for it.
[image: ]
Vanesssa Sagario   21:04
Oh, OK, 'cause, yeah, yeah, like for like this month, right? That I pulled yesterday. There's a Don. I don't know. Yeah, him. And then Jen Evans. And then, yeah, Don Espio. So I'm like, who are these people? Why are they on here?
[image: ]
Jamie Dale   21:15
Don Rondo.
Yeah, they're RCS's. They've been told not to, but they if it's a wreck fill, they have to because.
[image: ]
Vanesssa Sagario   21:25
OK, OK, cool.
Mhm.
[image: ]
Jamie Dale   21:33
We they have certain quotas they have to meet or they lose their job.
[image: ]
Vanesssa Sagario   21:35
Right.
Got it. Oh, interesting. OK, got it. It's not. Yeah, I was just like, I wonder if it's like we need to make a new form or something, but OK.
[image: ]
Jamie Dale   21:44
Well, it's it's because if they and they only do that if it's a rec fill, like the person applied to one of our recs, they directly got them, you know, like connected to the recruiter and did all the things like they have.
[image: ]
Vanesssa Sagario   21:52
Mhm.
[image: ]
Jamie Dale   22:01
Kind of strict guidelines they have to follow in order to use the hire form and like we we're not like stealing your hires like where we do the this is only for their bonuses kind of thing.
[image: ]
Vanesssa Sagario   22:03
Right, okay, right, right.
Yeah, yeah, got it. OK, got it. Got it. No worries. OK. I was just curious on that 'cause, yeah, like I said, names just kept coming on here.
[image: ]
Jamie Dale   22:26
Yeah, it's just 'cause they're they're in RCS and they're trying to, you know, they got that, they just got him either quota cause.
[image: ]
Vanesssa Sagario   22:30
Great.
Yeah, no, that makes sense. OK. Um.
Well, I wonder like for example the candidate zone. I'm missing the intent of that tracker I guess is just to.
For us to send mass e-mail alerts. So we save, yeah, the candidates, right. And then that way we when we have like a, you know, a hot field type requisition or something, we really want to put the word out. We'll go on this list and then we'll filter out based on the region, right. If it's in Sacramento, I think Sacramento's like sounds 26. I don't know, right. But you know.
[image: ]
Jamie Dale   22:51
Mhm.
Mhm.
[image: ]
Vanesssa Sagario   23:08
Then I'll go, I'll filter it through my zone and then, you know, pull from there. I noticed though, like it has like duplicates and stuff. Let's run it. Actually, let's just see. Maybe you have better insight on this.
[image: ]
Jamie Dale   23:19
Yet it's probably that how they're pulling it. Another way to do that is creating working folders. Put the people for those for each zone into a working folder and then you can do a mass communication and brass ring doing it that way.
[image: ]
Vanesssa Sagario   23:25
Mhm.
Okay, that would it.
Oh, you can. Oh.
[image: ]
Jamie Dale   23:39
Mm-hmm. And I think it's like up to 500 people you can select at once.
[image: ]
Vanesssa Sagario   23:44
Oh, OK, actually, um, do you mind sharing your screen or show me I do that if it's working for your end 'cause I have no idea.
[image: ]
Jamie Dale   23:50
Oh, absolutely. Yeah, Data Insight tool doesn't seem to want to work for me, but but everything else do working fine. All right, let me share my screen. So we'll go.
[image: ]
Vanesssa Sagario   23:59
Right, perfect.
[image: ]
Jamie Dale   24:09
So to create the working folder, I'll go to here my folders working and then.
[image: ]
Vanesssa Sagario   24:11
Oh.
[image: ]
Jamie Dale   24:20
Action add new folder.
And then you can once you add the new folder.
You can start putting candidates in based on zone.
And then you can give other people access if they need it.
[image: ]
Vanesssa Sagario   24:43
OK, so I would have to create folders, right? Oh, sorry.
[image: ]
Jamie Dale   24:45
And then once you have that done and you got.
Yeah, yeah. And it like I said, that's super easy. Then I'll show you my I have a test. There we are. I've only got 9, but.
[image: ]
Vanesssa Sagario   24:52
OK.
OK.
[image: ]
Jamie Dale   25:06
Um, this is my dummy can that.
So.
Oh no, go away.
I filters decided the.
OK.
You can select all communication, send candidate communication.
And then you can go through and select like if you have a template already.
[image: ]
Vanesssa Sagario   25:38
Uh huh.
[image: ]
Jamie Dale   25:40
You can do that.
Or all you do is select the template and it'll, you know, walk you through that.
[image: ]
Vanesssa Sagario   25:49
Right.
[image: ]
Jamie Dale   25:50
Send Canada ad hoc e-mail is another one. So this is like, you know, off the cuff, just regular sending an e-mail.
[image: ]
Vanesssa Sagario   25:54
I I think.
OK, there it goes. Sorry, I think there's a delay now on my Internet where I couldn't even see your screen moving out loud. So I'm like, what's happening?
[image: ]
Jamie Dale   26:04
Oh.
OK, let's go back. So with communications, you just collect this one and you select the template that you want to send if you have it. Um.
[image: ]
Vanesssa Sagario   26:12
Mhm.
[image: ]
Jamie Dale   26:19
And you you'll use that if you're just doing an off the cuff e-mail. So like it would be from your it looks like it's coming from your inbox. You can put you know your name, anybody you want to CC.
[image: ]
Vanesssa Sagario   26:27
Uhuh.
Mhm.
[image: ]
Jamie Dale   26:35
Even with non system put your subject in this. Now the problem with this one is you can't do attachments.
[image: ]
Vanesssa Sagario   26:44
Oh, OK.
[image: ]
Jamie Dale   26:47
So the easiest thing is to do a comms template and then you can just swap out the attachment.
[image: ]
Vanesssa Sagario   26:56
Oh, OK.
[image: ]
Jamie Dale   26:56
So you can have a standard like job announcement template and just about the attachment. For that you go to Admin communications and communication templates.
[image: ]
Vanesssa Sagario   27:05
Got it.
[image: ]
Jamie Dale   27:19
I swear.
It is one of those. It's gonna be one of those days.
[image: ]
Vanesssa Sagario   27:29
Yeah, it's OK.
[image: ]
Jamie Dale   27:32
All right, here we go. To create a new one, just click the plus sign.
And these will look like they're coming directly from whoever's e-mail. So it doesn't look like it's coming from Brass Ring. It looks like it's coming from your actual e-mail.
[image: ]
Vanesssa Sagario   27:51
Oh, OK.
[image: ]
Jamie Dale   27:53
Yeah, and then it will. Um, I mean, it's really, really easy. I love comms templates.
I have. Well, I'm on everything, so you got to give it a name.
[image: ]
Vanesssa Sagario   28:02
Yeah, that makes it easy. Yeah, got it.
[image: ]
Jamie Dale   28:07
Uh, we're just gonna.
Subject line.
You can do a return e-mail address. You don't have to, but you can, and it doesn't even have to be yours.
[image: ]
Vanesssa Sagario   28:27
OK.
[image: ]
Jamie Dale   28:28
And then you're from alias. So like and this is the same thing. It does not have to be your e-mail. So if you want it to look like it's coming from a general mailbox, you can do that. So like we have an Ask Us.
Or Anita, who is our eight.
Chat bot now over here. So say you wanted to say.
[image: ]
Vanesssa Sagario   28:52
Mhm.
[image: ]
Jamie Dale   28:57
You want it to address them by their first name.
Find the first name in here somewhere.
Oh, candidate first name do candidate first name add space candidate last name add.
[image: ]
Vanesssa Sagario   29:10
Right.
OK.
Got it.
[image: ]
Jamie Dale   29:18
Comma and then you put whatever you want in.
[image: ]
Vanesssa Sagario   29:22
Right.
[image: ]
Jamie Dale   29:23
You can add forms, you can put talent, you know, record links. You can upload attachments, so they'll get an attachment.
[image: ]
Vanesssa Sagario   29:31
Mhm.
[image: ]
Jamie Dale   29:37
And then you definitely wouldn't need to make sure that you can you select these.
[image: ]
Vanesssa Sagario   29:42
Got it. OK.
[image: ]
Jamie Dale   29:44
Otherwise you won't be able to go back and edit or send it. We have a few templates that are in the system that are just kind of floating there.
[image: ]
Vanesssa Sagario   29:50
Good to know.
Got it. OK. Oh, and I like that you can actually personalize it.
[image: ]
Jamie Dale   29:58
And then you can set it, yeah. And then you can set it up to auto send or manual send.
[image: ]
Vanesssa Sagario   30:03
Uh huh.
[image: ]
Jamie Dale   30:05
Um, I usually do both and then save a copy because that way it stays in their their talent record.
[image: ]
Vanesssa Sagario   30:08
OK.
Right.
[image: ]
Jamie Dale   30:15
And then you just hit save. And then when you're ready to use it, all you do is, you know, select your candidates, select the template that you created and done. That's it.
[image: ]
Vanesssa Sagario   30:27
Yeah, that's so much easier. We're doing like the whole copy and paste emails from the spreadsheet and put it on it like e-mail, like literally a bit of an e-mail and put everything in. I'm like, it takes, it takes quite a while. Yeah, like, especially if I'm doing like a full state announcement. Oh my goodness, I have to prep myself for like.
[image: ]
Jamie Dale   30:35
Yeah.
Takes too long.
[image: ]
Vanesssa Sagario   30:46
Three days to break it apart.
[image: ]
Jamie Dale   30:48
Yeah, no, this is so much easier. The the hardest part's going to be getting the correct candidates into the correct working folder at first. But once you have that done and get your template set up, it's literally like 5 minutes out of your day, if that.
[image: ]
Vanesssa Sagario   30:51
Yes, OK.
Right, OK.
Right, OK.
[image: ]
Jamie Dale   31:05
The longest is going to be going back and editing the communication template, but you can even do like by zone or whatever different subjects. So if it's a job flyer, you know you have one, you have job fair, that's going to be a different one, so you don't have to edit the.
[image: ]
Vanesssa Sagario   31:13
Right.
[image: ]
Jamie Dale   31:24
Message too much.
[image: ]
Vanesssa Sagario   31:25
Right, OK.
[image: ]
Jamie Dale   31:27
Because like with these, we keep them pretty generic. So we'll have like something basic in the message and then have the attachment. So like, hey, look at this upcoming job fair, let us know if you're interested and then yeah, just change out the template.
[image: ]
Vanesssa Sagario   31:30
Mm-hmm.
Yeah.
Yeah.
[image: ]
Jamie Dale   31:43
Or the upload.
[image: ]
Vanesssa Sagario   31:44
Right. OK.
[image: ]
Jamie Dale   31:51
Yeah, we have people that have these set up for people with different that are looking for different jobs. So we have like an IT folder. So people that are it looking for jobs in this specific area of IT, they have folders set up for those.
[image: ]
Vanesssa Sagario   31:58
Right.
Mhm.
[image: ]
Jamie Dale   32:07
So that way they can go in anytime they have a job flyer or a job announcement that will fit what they're looking for, they can send it to everybody it wants.
[image: ]
Vanesssa Sagario   32:14
Got it. OK.
[image: ]
Jamie Dale   32:17
Then they don't have to remember, you know, who gets what.
[image: ]
Vanesssa Sagario   32:20
Right, right. Let me try this actually, 'cause we have a webinar coming up in March. Can you show me how again, how to make the folder and like how to pick the candidates and all that stuff?
[image: ]
Jamie Dale   32:34
Yeah, so go back to working folders.
To add 1 just click Actions and add new folder.
[image: ]
Vanesssa Sagario   32:44
Mhm.
OK.
[image: ]
Jamie Dale   32:53
I'm gonna do it this way so I can find it easy.
Oh, anytime you use special characters at the front, it's gonna pop up at the beginning.
[image: ]
Vanesssa Sagario   33:03
Uhuh.
OK, good.
[image: ]
Jamie Dale   33:06
So like if you use a one, it's going to show U before something that's got a two kind of thing.
[image: ]
Vanesssa Sagario   33:09
Right, OK.
[image: ]
Jamie Dale   33:13
And then you can add users so.
Um, I can search.
OK.
So this and submit.
[image: ]
Vanesssa Sagario   33:28
So ideally if I'm gonna do this and I want like everybody on the team to be able to do this, would I add them all on here too? OK.
[image: ]
Jamie Dale   33:33
Mm-hmm. Yep. Or if you only want like the person that's working with candidates in that specific zone on there, you can do it by, you know.
[image: ]
Vanesssa Sagario   33:44
Got it. OK.
[image: ]
Jamie Dale   33:46
And then to add candidates, you go to whatever folder you need to go to. Sorry to find the candidates.
[image: ]
Vanesssa Sagario   33:54
Mm.
[image: ]
Jamie Dale   33:57
Which ones you want to move? I think it's you can move at a time. Sorry, select move.
[image: ]
Vanesssa Sagario   34:03
OK.
You're good.
[image: ]
Jamie Dale   34:09
Move copy to folder.
[image: ]
Vanesssa Sagario   34:10
Mhm.
[image: ]
Jamie Dale   34:16
It might go.
Maybe.
There it goes. And then just type in. Like I said, the easiest thing for me is typing it in if I already know the folder name.
[image: ]
Vanesssa Sagario   34:28
Flip.
Which isn't right.
[image: ]
Jamie Dale   34:37
Do that.
And I use copy, don't move.
[image: ]
Vanesssa Sagario   34:42
Got it. OK.
[image: ]
Jamie Dale   34:45
Oh, alright, click OK and that's it. They are now in that folder.
[image: ]
Vanesssa Sagario   34:50
OK.
I think it's easy enough, OK.
[image: ]
Jamie Dale   34:57
Oh yeah. And then once you have those, you can go over.
Working force.
So.
And find it.
There is.
Click your number.
[image: ]
Vanesssa Sagario   35:26
Mhm.
[image: ]
Jamie Dale   35:49
All right. And then you select all your candidates, communication, send candidate communication.
I'm not actually gonna send this, but.
[image: ]
Vanesssa Sagario   36:00
Right. But yeah, just going through the stubs, OK.
[image: ]
Jamie Dale   36:13
Maybe.
It doesn't wanna work for me today.
I'm having oh, there it goes. OK, then you can just find your communication. Oh, find your communication template, maybe.
[image: ]
Vanesssa Sagario   36:30
Mm.
[image: ]
Jamie Dale   36:33
I'm trying to select the template. There we go. Um.
We're just gonna go. I'm gonna pick a random one.
[image: ]
Vanesssa Sagario   36:41
Yeah, that's fine.
[image: ]
Jamie Dale   36:43
I'm just gonna K click go. You can also start typing in there and it'll it'll find the right one.
[image: ]
Vanesssa Sagario   36:49
Uh huh.
Find it OK.
[image: ]
Jamie Dale   36:56
Yeah.
And it will pop up with showing you what's it's going to look like. You scroll to the bottom, it says, hey, I'm going to send it to these people. You can select or, you know, unselect anybody or you can unselect anybody that you need to.
[image: ]
Vanesssa Sagario   37:14
Mhm.
[image: ]
Jamie Dale   37:17
And hit send.
[image: ]
Vanesssa Sagario   37:18
OK.
[image: ]
Jamie Dale   37:20
But wait a minute, I think if I'm right, maybe this shows up.
I'm impatient.
[image: ]
Vanesssa Sagario   37:28
No worries.
[image: ]
Jamie Dale   37:32
OK, there we go. So you can use this again you can.
Edit However, and I forgot, you can upload here so you don't have to edit those every time. You can go in here and upload as you are doing it and see everybody's already selected. You can preview it so you can see what it's going to look like before it sends.
[image: ]
Vanesssa Sagario   37:45
Oh, OK.
Got it.
Mhm.
[image: ]
Jamie Dale   37:58
Make sure everything looks right.
And then once you're ready, all you do is hit send and it's done.
[image: ]
Vanesssa Sagario   38:10
OK.
[image: ]
Jamie Dale   38:13
And it will even tell you like if your records contain errors, so like their e-mail address is wonky or you know something, it's gonna flag it for you.
[image: ]
Vanesssa Sagario   38:19
Mhm.
Oh, good to know. Okay.
[image: ]
Jamie Dale   38:27
Especially when you're sending to a lot of people, you got people that you know their e-mail address is missing or it's a fake e-mail address, whatever, it'll flag it.
[image: ]
Vanesssa Sagario   38:30
Yeah.
Right. Yeah, yeah. Like then when I do our old school way of copying and pasting and say like an actual e-mail, I will say a minimum like 20% of those get returned immediately. You know, fail or send because and you look actually at the e-mail, it's.com or it's literally it says fake.
[image: ]
Jamie Dale   38:43
Mhm.
[image: ]
Vanesssa Sagario   38:54
E-mail. Um, so I'm like, OK.
[image: ]
Jamie Dale   38:55
Yep.
Yeah, you'd think with people looking for a job, they would.
[image: ]
Vanesssa Sagario   39:02
Yeah, they'd pay extra attention with that, right? Cause like, that's number one. Like, I mean, how I got this job actually. Well, the previous contract was literally through an e-mail. Someone reached out to me via e-mail.
[image: ]
Jamie Dale   39:07
OK.
Yep, it's not wanting to work, but anyways, you can preview it. It's gonna show you what it looks like and then you can hit send.
[image: ]
Vanesssa Sagario   39:22
Yeah, right. Okay. No, I got it. Okay.
I'm trying to think what else I can ask you. Um.
But no, I think that's really it. I'm definitely not to go in and play around with it and like.
And then just write up my instructions.
[image: ]
Jamie Dale   39:47
Yeah, and if you need, I can. Um, Infinite has brass ring training that's self-paced.
[image: ]
Vanesssa Sagario   39:52
Oh, OK. I didn't know that.
[image: ]
Jamie Dale   39:53
I can send it to you, yeah. And I can. I can e-mail it to you. Yeah, that works. I find it. I mean, it's we don't work in the the way that the system was built, but I found it very helpful because there's stuff. I've taken it a few times because when updates happen, sometimes I'm like.
[image: ]
Vanesssa Sagario   39:56
Yeah, please.
It's.
Right.
Thank you.
[image: ]
Jamie Dale   40:15
How do I do that?
[image: ]
Vanesssa Sagario   40:17
Right.
[image: ]
Jamie Dale   40:18
So I'll I'll even go through and pick and choose what parts I'd, you know, kind of want to review or whatever, but it's actually a pretty good training.
[image: ]
Vanesssa Sagario   40:22
Right, OK.
Yeah. No, it's good enough. OK. Well, no, no, thank you. I appreciate your time showing me how to run through this. Yeah.
[image: ]
Jamie Dale   40:35
Or just reach out like I yeah, I've been used. Yeah, I've been using brass ring like for almost 14 years.
[image: ]
Vanesssa Sagario   40:36
Yeah. Oh, no, for sure. I am sure I'm gonna need more.
Oh, wow.
[image: ]
Jamie Dale   40:48
Through four different owners now.
[image: ]
Vanesssa Sagario   40:50
That's crazy. Wow. So yeah, no, you definitely know your ins and outs with that then. OK.
[image: ]
Jamie Dale   40:56
Yeah, yeah. Well, it's funny cause the infinite they tease, they're like, I think you know more about brass ring than the people that actually work here. I'm like, I'm like because I've been around longer than the people that have that actually work there.
[image: ]
Vanesssa Sagario   41:05
Right.
Right. You've gone through the changes. You're like, Yep, Yep, I know. That's funny. Well, that's awesome. OK, Jamie, I won't take up any more of your time. If you can just please send this over to me afterwards so I I can like, go back and watch it. Cuz yeah, I'm gonna make my steps based on like what you should.
[image: ]
Jamie Dale   41:14
Yeah, yeah.
[image: ]
Vanesssa Sagario   41:31
Showed me, so I have a paper copy uploaded.
[image: ]
Jamie Dale   41:32
Absolutely.
Yep, I'll send you this and the transcription.
[image: ]
Jamie Dale stopped transcription
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