HRMOS ATS
Startup Guide for
Interviewers
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Introduction

«  Welcome to HRMOS Applicant Tracking System!

« The purpose of this manual is to help interviewers setup
their account and to understand the fundamentals of using
HRMOS.

« By understanding the basics of the system, you will be able

to conduct evaluation of candidates.
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Initial Setup
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Initial Setup

Welcome to HRMOS
Frome @ Company_

Mr/Ms.® @
HRMOS [EZ5] HRMOS ~DIBFF - @ @ #5044 0_BIEE e oFE LY - HRMOS HRMOS ~. 70 8:23 . Step 1
You will receive an
/ An account added invitation e-mail from
HRMOS - Pr i AE Iy L et pr— the system.
HRMOS <noreply@hrmos.co> Mr/MS. o0 added

ToB4 -

HRMOS smes your account. Please m Step 2
S @@ Ao e sign up from the Click on the blue
S TR button below. button.

*The link will be active
for one week.

0_iHIF7 @ @ i kenmiyan® @ | BT R EHRMOS (SEDILELI, T eem o e B B et
EAAL. BEERETSH T,

() 2B EARRI L 1B T )

Fill out following mStep 3
form and hit the Please enter your name,
" " ¥ department name, and
HRM%MZ sign up” button password.
HRMOS U\—EX) EANE L3, be I OW.
. m Step 4
Click on this button to
[ 9 proceed.
R mStep 5
e e | S eeesnU o e e Click on the blue button,
S . and your account will be
o o activated.
r - - - 1
Your registration is
done.

Go ahead and Enjoy
HRMOS ATS.

Go to HRMOS ATS
- —
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Evaluating Candidates
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Evaluating Candidates

You have a | TS
candidate’s resume

review.
HRMOS IMNSOBSISE (2) BOEMEEDBESNELRE - HANOS A - vy e TR || Step 1
You will receive a
t to evaluate a
You have request to e :
S St <nore mos co> . bl Candldate Vla e‘ma'l.
hoaatit e XX(candidate’s )
HRAMOS smsn / name)'’s profile.
BoZmEshaEEnELE
. \ m Step 2
BENERSFEUTOESNTY, . .
d Click on this button to
et see d_etalls of the
e s candidate on HRMOS.

— ) Check the Detail
BEE

Candidate’s name
Screening status
(resume review, 1st interview, 2" interview-:-.)
Interviewer's name
Recruiter who assigned this step

N
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Evaluating Candidates

oo e B
=9 mStep 3
] ] ) You will see the
1) Selection you are assigned candidate appear in this
2) Referral recruitment column.
(you can introduce your
friends to HR department)
3) Settings
\ J
-
Candidate name Detail Profile
Candidate ID
© Former Job ' Phone Number
= Former Department = Email Address
A\
oo oo B
mStep 4

Click on the candidate
¢ to see detailed
information of the
candidate.

mStep 5

By clicking this button,
@ you will see further
detailed information of
the candidate.
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Evaluating Candidates

BLOHE

mStep 6
By clicking this button,

R &
s ee e wEETeoRE
Eiriieee
L -

e
GRS T-SIH eeee Reutngo-Ees]

WErsian EMTE-TvEm

wEAF—92
BAET
—_—o
e
AT N

P Y A

€ you will be able to
evaluate this candidate.

N
Status Profil_e Interview Info_rmal Join
Apply Screening Decision
Comment
v
mStep 7

SEET WE it
—O
EREEEE A NEENTS
SW|EFETD X
« @ S - BETAZELE>TVS

A- BETLESTLS
B-RE=S

NG - EEZTES TS

FEIA M

—¢ Select a rating, and
enter comments, if any.

mStep 8
Click on this button to
finish your evaluation.

% Recruiting team will
receive a notification
when completed.

| b

Evaluation

Comment

Evaluation of profile

Greatly above the baseline
Above the baseline

Passing mark

Below the baseline

Cancel
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Evaluating Candidates
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mStep 1 B
Click this button 7

T_*

Q s

2%
[l |
BT

EERR

EEDER

1
sl EEORE

FaFT 1
BAREE
B - m
ZmEE

HER IR E

=P

1 to filter your list.

] mStep 2

=

FilEH TR (15IE)

BmmEEwER

Select a condition to
narrow your search.

mStep 3
Click

ILEEDOEBRTOBER T, BEE - WERESOREN TEET.

Selection
date

Types of
Selection

Conditions of
Selection

m Narrowing conditions

BB

BB

<l <<

Up until today

After tomorrow

Interview

Resume review
(profile screening)

NOT evaluated, NOT proceeded @—

NOT evaluated, BUT proceeded @—

il

Evaluated
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% to show the search
results.

Click here to see
candidates who have not
been evaluated and not
proceeded.

Click here to see
candidates who have not
been evaluated but
proceeded (selected or
rejected by a recruiter).

Click here to see
candidates who have
already been evaluated.
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Account Settings

MY .Step 1

Click here to change
‘ settings of your account.

K My Account
Logout

b—
ME R

[EMEEEN) HSREEERTTEET,

My Account
Basic Information

) . m Step 2
- / Email Notification / Calendar Click on the top menu
IAFHI x B .
shown in the left

BAE > column.
S . 28
—JLABA - AL A —EE . .
AR e Click on pencil marks
=0 - shown to edit or make
- any changes of your
choice.
BEDA—ILT ELZ
BED/IZAT—F eesssnses
* Basic Information
Name

Department / Position

Role

Interviewer

Current Email
Address

Password

HRAMOS zmes

N—FEX



Account Settings

x . . .
Email Notification
Email Notification
Assigned Notification when interview settings arranged
Interviews Reminding notice before interviews
Reminding notice before profile screening and interviews
Reminding notice to evaluate profile screening and interviews
Save
HRMOS
6 sgLoss RAFHIY X AIBAENL Y B
8 asen =xE8 4
A—JLE
AL - AL —EE 4

B0 iBICEH

B U FER

fEiE - EROIFEL 21 > FiER
SEESRUEE - R TERDZEY T FER

-

Ny UES

Al —

AT UREETSERFSIEEA,

mStep 3

Click on the second
menu shown in the left
column.

You may select which
notification you want to
receive on e-mail.

External Application Cooperation
Calendar

You do not have permission to cooperate with external application
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Google Calendar

Google [ a | 0@

Calendar Today < > Sw3-s207

Your interview schedule will
be shown in Google Calendar.

Day  Week | Mook 4Dams  Agesin Mo o~

m Sun 93 Mon 84 T 5 e 95 Thi 97 Fii 8

- Septamber 2017 ¢

SMTWTF S

iz
3456789
10111213 14 15 16
17181820 21 2 23
MBHT BB N

= 1 Paul Underwoodhil Web Designer (£51f1 x
s HRMOSSAA—) 112IE
\ Ctborcalendrs =
—-— Thu, September 7. 2pm - 3pm
demoats stanby@gmai com
am agi@gmail com
om) ou have Made changes 10 the details of this event
Rasiors anina svem detals

You Najte o | nenoe [

B Paul UnderwoodbE Web Designer x
(Application Channel: XX) 1st interview
When
Thu, September 7, 2pm — 3pm
Calendar Recruiter’s email address
e Your email address
You have made changes to the details of this evant.
Restore  original event details
Going? Yes Maybe No Remove More details
PEUI UNCEITO0arS VIt . |
Decinner (42 -

G'O gle Search Calendar “
m Discard changes  Remove from this calendar | More Actions. M

Yes, I'm going  Add a note or change your response

You can reach candidate
information by clicking the

link on your schedule.
Paul Underwoodi% Web Designer ($28 : HRMOSRANR—) 1:REiE

Thu, September 7. 2pm - 3pm

Event details

Guests
Where Click to add a location Add guests
Calendar demoats.stanby@gmail.com

L _ Participants Email
Description [SEEEECSS Yes: 1.‘%\3‘.-:19. 0, No: 0, Awaiting: 0
hitps:/ihrmaos.co/appl i )

&  hrmos. agt@gmail.com v

Eventcolor [] | [l [ ]

Notifications | Notification * | 30 | minutes v | X

Description Candidate info:

https:/lhrmos colapplications#interviews/11096925047596 18688
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