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1 Introduction

G4, the tool you are about to start using, is an Information System designed to improve and
automate your company’s recruitment processes, project management and other useful
processes. It will allow your organization to share candidate information, create projects,
assign workers to them and a lot more. G4 will also reduce the amount of paper you will

require for your work.

G4 allows you to follow the recruitment process from the candidate’s side and from the
client’s side. This means that changes made in a client’s process that are related to a

candidate will also show up in the candidate’s profile.

Project management allows creating various projects, adding tasks and assigning workers to
them. Workers then can fill in work hours and additional costs. Based on these data it is

possible to create billing plans and invoices.
History

G4 has been in continuous development since the beginning of year 2011. The main idea was
to create a complex scalable solution to fulfill various demands of recruitment companies,
HR departments and other companies using project management tools. You are currently
working with the latest version of G4. It's based on .NET technology (the application was
developed mainly in C#) and a full grown SQL database which is currently the newest
technology available.
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2 Common Functions

2.1 Layout and Terminology

| Home | View Tools:

3 v v B%\v B3 % ¢ > Ok embbonlcontll

Ssve Saveand Saveand New| Delete Cancel || Valdate |Refresh SendEmail Showin | Close

‘ Close = |I “ Report ~ |I “
iBbjedsCreaﬂon Save Edit | \Record Edit| | Dpen object View
% Martn Steal -Cand.., &3| ¥ Lenny Moore -Candid... [
G Marketing & Sales = Title! IMsC. Number: 29 *| CreateDate: 6.2.2012  Email |morze. alan @hotmail.ccc
! ++ Opportunities i g = = - -
B0 Projects First Name: | Alan Address 1: .Unlted States; Washington; Washington 5 e o
. J My Overview et g Address 2:
Tasks ! e
= tosls Found Through: |wwwwr.google.com .| Aailabilty:
“ Projects Status: | Active | peRo
™ = %
g TimeSheets e 120.8.1958 . Employmen Type:
oo g, Workers § =
Ricrtnent Nationality: Salary: 02 CK
kadiidiates Driving Licence Infos | Marital Status:
: - Salary Comment:
Children: i =
& | Inveidng =| strengths: :-Ifllsupi;ﬁed., Ambitious, Dedicated
f Che  Administration Weaknesses: Strict, Shy, Prejudiced
o Clients [ — e
Hobbies Interests: | piano, ramming, tennis, golf
‘ AP vy Detals |piano, programming, 2 0
I | Email Template
S ML
‘ & Employees
_3 Keywords
| o Products
b2
. .
Navigation
| pane
|
|

A LI IR

- .cby_.

[i * Chent

{ ™ Position

> | 004201000000 home

Recruitment

| > lNEWTUN Caollege, a.5. -Brno

|Unicorn College s.r.o. -Praha 19,12.1989 19.12.1992 Bachelor

There are several ways to create new items. The “New” button is always visible on the upper
left corner. Simply hitting the button creates new item based on active window. For example
when you are working with candidates and hitting the “New” button an empty window will

appear where you can fill in data. When choosing the bottom part of the “New” button a
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drop down menu will appear with creatable items like Position, Client, Worker, etc.

When adding collections like phone numbers a small “New” icon is visible in taskbar at the
top. By clicking this button a new window pops up with data entry. It is also possible to add
new collection member by clicking the new empty row in the list. Note that this row can be

hidden or placed at the bottom of the list.

2.3 Data Validation

& Validation Error - B2 x
Problems were detected during data validation. Please read the
information below to understand what the issues are and how you -
can correct them, Title: Mumber: 34 .| Create Date: 5.3.2012
rTarget Description v First Name: o
(o= TG M VBl > “Found Through™ must not be empty. Last Mame: o
" (Candidate, 000... €) "First Name™ must not be empty.
" (Candidate, 000... € "Last Name" must not be empty. Found Through: 0 M
Status: Active -
Birthday: -
| Close | ) Nationality:

Any field marked is a required field. It is not possible to save data without filling those
tields.

2.4 Editors

Brthday: 5. 1958 = . =
——— - Language: English il TR 24 *
7. bfena 2012 .—-—-— s |
Strengths: i srpen 1958 " |_ ish
ey Czech
Weaknesses: po Gt st & pd s ne Slovak
Hobbies Interects: 1. 2 2 | |.-§’ _IHungarian
R, : | German
11 12 i3 14 %5 16 17
e T French
s o whaw] o2 5 oM |
3% M I OM OB DM

Fields can be changed by appropriate editor. Whenever you see a field with an arrow
pointing downwards it’s a drop down menu that allows you to make a selection from a list.

In this case you can select a date or a language.

2.5 Saving

v £ £

Save Save and Save and New
Close *

Save
There are three options when saving data.

* Save — Use this option when editing data and want to keep window opened.
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* Save and Close — Use this option when you finished editing data and wants to close
active window
* Save and New — Ideal when adding multiple records of the same type. Just with one

click the data is saved and new window is opened for data entry.

2.6 Context menu sample (Candidate)

| N CirlsN » ||

ew

Save and Close Ctrl+Return

i
B3 Delete Ctrl+D

¥  Close
lﬁr Refresh F5

Send Email

Mass Email

[@ PageSetup..

=4 Print.., Ctrl+P
[ Print Preview...

= Export to b
=AML 3

Zy | Copy Cell Value

Above you can see what options you have when selecting an item (in this case a person) and
clicking the right mouse button. Options will vary depending on the item you select.

2.7 View Types
There are three types of view of the data: List, Detail and Combined View

2.7.1 List View

+- Recruitment [ X
[ Position Candidate Status Start End Start Date ... | Salary Currency -
@

Java Developer Michael Newton Rejected 5.5.2011 8.7.2011 3.10.2011 1800 USD
Senior programmer Gary Thomas 1st Interview 7.7.2011 1900 USD
Solution Integration ...  Kevin Leman 2nd Interview 15.7.2011 2000 UsD
Sales Representative Marilyn Boucheran Accepted 11.5.2011 1750 GEP
Sales Representative  Josephine Heller 1st Interview 15.7.2011 1680 USD
System analyst Paul Washer 1st Interview 6.7.2011 11.11.2011 1580 GBP
Financial analyst Alan Morze 1st Interview 15.7.2011 2000 EUR
Financdial Services Re... Charles Sheldon 1st Interview 15.7.2011 2500 UsD
HR. manager New Candidate Potential 2.11.2011 4,11.2011 21000 CZK
Syztem engineer Jacky Mewbrook Rejected 18.3.2011 2942011 1.6.2011 2050 UsD

Trinso Czech s.r.o. 7 /40 Last review: 3.1.2014



G4 User Manual

Provides simple, Excel like look of data. There are several useful operations which are
described below.

2.7.1.1 Filtering

9 Recruitment 3|

Position Candidate Status il End Start Date Emplo... | Salary Currency
{Custom)
& {Blarks)
Michael Mewton {Mon blanks)
- Potential
Senior programmer  Gary Thomas 1st Interview 1at Interview 0 usb
Solution Integratio... Kevin Leman 2nd Interview 2nd Interview 0 UsD
. ; Rejected
Sales Representative Marilyn Boucheron  Accepted Accepted 0 GBP
Sales Representative Josephine Heller 1st Interview 0 usD
System analyst Paul Washer 1st Interview 6.7.2011 11,11.2011 0 GBP
Financial analyst Alan Morse Potential 15.7.2011 0 CZK
Financial Services ... Charles Sheldon 1st Interview 15.7.2011 0 UsD
System engineer Jacky Newbrook Rejected 18.3.2011 29.4.2011 1.6.2011 0 usD

By selecting an item (in this case a status) in the drop down menu you can filter the list to
display data that is only related to that item. In this example we are looking at all the
candidates that are currently in a recruitment process. By choosing a status from the drop
down we narrow down the candidates to those related to the recruitment process with the

given status.

2.7.1.2 Grouping

4F Candidate x| & Candidate [3|
Drag a column header here to group by that column m
Full Mame A | Status
Full Name A
Alan Marse Active e "
> Status: Active (Count=22]
b Anne Stone Active - ) .
B Status: Rejected by us (Count=1)
Carla Maped Active ) )
Milan Virius
Carl Header Active . . , §
B Status: Rejected by candidate (Count=1)
Gary Thomas Active .
Sonia Acklam
Henry Cloud Active . , §
B status: Invalid contact (Count=1)
Charles Sheldon Active
John Towsend
Jack Black Active

Another way to filter data is to click on a column header (“Title”, “Start date”, “Status”) in
the drop down menu (click once and hold) and to drag it into the blue bar above. Items
(candidates) will then be grouped according to the header (notice the “Status” header in the
blue bar).
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2.7.1.3 Column Chooser

Status | Start  |Fnd | Sty & x
I % Sort Ascending End it 1 =
Sort Descending it YA 4
8.7.2011  3.10.2011 1800 UsD
Group By This Column 1900 UsD =
Show Group By Box 2000 UsD
1750 GBP |
olumn T
Customization x
11,11,201] b Notes
Potenti; Best Fit (all columns)
St
Rejecke = Filter Editor. : 4112011
Potenti
Iw ’: Show Find Panel I 29.4.2011 16,2011
[ Tt e T
I Shiow Auto Filter Row - A Add |
| Remowve |

It is possible to customize column list. To do this right click on the column header and click
on Column Chooser. A small window opens with available columns. Drag and drop
columns to customization window to hide them or from customization window to grid to
display data.

Tip: It is possible to change column order by drag and drop operation.

2.7.2 Detail View

#~ Recruitment |2

Recruitment
Status: 1st Interview Pasition: |Senior programmer -
Start Date Employment: |1.4.2012 -
Salary: 1900 I Currency: USD -
Start: 7.7.2011 -
End: L

Lorem ipsum dolor sit amet, consectetur adipiscing elit. In vel feugiat tortor. Aliquam
elementum consectetur nisi at iaculis. Quisque elementum lacnia eros ac malesuada.|

Motes:

| 2nd Interview || Reject Candidate | !

By double clicking on a list view item you open given records detail view. Detail view

enables full window editing of the record.
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Recruitment
Status: 1st Interview = |Position: Senior programmer -
Start Date Employment: | 1.4.2012 -
Salary: 1900 . Currency: USD - q; Customize Layout I
£  Reset Layout [
Start: |7.7.2011 -

The layout of the view is fully customizable by user. Just left click on an empty area of the
view and select Customize Layout. By drag and drop operation it is possible to create custom
detail view. You can find more information here:

http://documentation.devexpress.com/#WindowsForms/CustomDocument2307

2.7.3 List View with Detail View

D
e «ﬂ

O v4£ B 5 B 448 "4 8 % ¢ 9

Text to search...

New Save Savear ete  Cancel Open Ralater ow Workflow Re Find Duplicate Send Email O Start Recruitment oW Name lose. Previous  Next Recor
nd | Dek | d sh kfl fresh  Find Duplica d Email  Offer shi a d
2. lose Record Instances %, Position Candidate duplicites Record
Records Creation Save ‘ Edit Open Relsted Record Warkflow Vigw Close | Records Navigation ‘ Full Text Search ‘
Navi Bx et | & canddates x Kz
¥t Marketing & Sales [ number Firstriame [Last Name |status FEoT— -
Hr Clients B - | ‘ humber: ‘ 4j Status: Active Owner: Administrator : Cansent: &2 W
) 3 4 Anna Hola Active
. Contacts 1 T [P
b Serova First Name: |Anna Last Mame: Hola ization: I:E
k tunities ] 7 Dagmar Kuoerava' A:u.va | ‘ | ‘ Orgarization;
2 Products | | 6 Petra Kartalovs  Active Tite: Ing. Gender: Male - ~ | Photo; TRINSG
v 0 Projects Notes:
= Costs Email; |heh ‘
= Proects Email 2: | | R
.| TimeSheets ek ‘ ‘ L
& Workers T = =
Linked In: | 1| '\lﬂ\ﬁlﬁ'?‘l*\wl"
4 Address 1: |Hick; U paloucku 32; 33356 [i+] [umber * [Phone T...
i Address 2: | | Click here to add a new row
i jmqss? mabile
- ¢ Marital Status: | | chidren: |
| Job Server — —
) T
v | mvaidng Birthday: 9/14/2000 |~ | Naborality: [Czech ‘ L]
@ Billing Plan
|| invorce T ConddzteDetal | © Conddate Profie | 4% Hstory andReferences | @ Canddate i
| Bank Accounts
| Bank AccountLine 3 Educations * Skills G Languages
> " Emal
> i Calendars HRTE A > = iN- 8B 8 & ER R R < == S = TR R
I I |
. Support i)
o ) ‘SchooIName A‘ ‘ | ‘ShHKEva\E A|‘| ‘Languaga A‘Ranng
v + Administration
i '+ | Datobase 0 0. b | czech 5
Emai Templates
 Settings
& U
4 Users o A

User:sa it

ENG 11:27AM
Us  12/19/2013

ORI

List view visible at left with detail view on the right. By selecting rows in the list the

corresponding detail view is displayed on the right.
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3 Module Marketing and Sales

3.1 Client

3.1.1 How to Create a New Company (new client)

1 2 J 2 Thient L
B one | ven s 5

N «v+4 Bx § q X € >

Text to search. .

New Save Saveand | Delete Cancel Open Related ShowWorkflow | Refresh | Close | Pravious NextRecord
- Close Record Instances Record
Recd J  Client Edit Open RelatedRecord | Workflow ‘ View | Cose | RecordsNawgation ‘ Full Text Search |
Ne @ Position | [ A cient x X
[+ 1 Email Template < E—
? ; = s - I it T —
I Bank Account Ahold Administrator e
| BankAccount Line b NP % Registration Number: | 123456 VAT Number: |cz1234%6 = @
= o e
= Account Mansger: | Administrator Bank Account: 8P Ceska Sporiteins | -
> | 2 Invoice Address 1;
v | m Keyword Market Reach: Local [=] Addressz
. Opportunity Vznamny mezindrodni poskytovatel platebnich karet se sidlem v Praze | . =
% Product Hesaan: = Hotes:
 Project
% Request | @ contaces |1 | ocuments [ - Prosects | 7 postbons |~ smveices | ) Aucierai |
> | i A = = 2 s =]
>g.suppn=. iN- 0B R B e AL BB
~ Task
= |Full Hame o T [ [l fie [ o [ [0 T [ [ [P Lo [l [ (B i [0 [ [Posi
Time Sheet A -
2 » |clies solomoriis le... FEE A [ A.
o User =
77 UserRole

User: info@trinso.cu | 104

ENG  10:22 AM
C5Q  12/19/2013

X a Z " al )

To get started working with a client you have to create one. You can do this by clicking on
the arrow below the “New” icon and selecting “Client” from the drop down menu. After
clicking an empty page will appear where you can fill in information. Enter the name and
save data.

3.1.2 Basics

| o ProfitBank - Clent X

Name: ‘Frcﬁt Bank | Leqal Status: ‘s.r‘o | b | Email: |iﬂfc@prcﬁnak.a
Registration Nurber: 1234567 VAT Number: |cz1234567 | Web Sites [ profibark.eu
Profile: |IargE banking dient
s 5if2 ‘Lenka i ‘ = | BicAcoL ‘EP Cedta sporickia | '| Address 1! |Rakousko; Vizzoviic; Koenigewinterstrasse 15
Market Reach: ‘Intemaﬁonal |- | Address 2: |

Distinguished development partner and original equipment supplier to the international automotive and mechanical |«

Hescrinfion: engineering industries Notes:

| @ contsces | e es | 7 Documents | - projects | ) posibns | ipvaices | [ auait e |

R Rl M= P m-haF @B~

" |Fu\| Name s
I

Def... |Curr... ‘Lang.“ |User.” |Is... ‘C ‘Wlm.. |513ms |Curr”. |Vahd.‘. |I.ndu |Pns4t..|w.‘. |Loca... |E|113d2|Ema|\3 ‘Llﬂk.u |Dwnar ‘S_Er... |F_r1d ‘Pnsmon |
1

As you can see you've created a client now. You will need to fill in the missing relevant
information including the company’s legal status, the client’s reach, addresses, etc.

3.1.3 Contacts

08 & B €2 2-4A0F @B

T hame = Def... [cur... |Lang... [User... [Is... [C... |Win... [Status [Curr... |Valld.., [Indu... |Posit... | W... |Loca... [Emai 2 [Email 3 |Link... [Owner |Star... [End... [Position
Dana Ursow Lenk... dama... [O] | W Active El Lenk...
elizs solomaridis Lenk... ehas...| [0 | ¥ Active ]} Admi. ..
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Add contact persons by clicking on “New” button in taskbar. Fill in name, email and phone
numbers. Email is mandatory, you will get the communication with contact in History Tabs

of contact.

3.1.4 Placed candidates

| @ contacts

7 bocuments | -+ projects | [T positons | " anvoices | @ audtTral |

BB 8 - BB
Full Mame: A!Def‘.. ‘Curr..‘ |Lar|..‘ |USE!..‘iIS..‘ |C |W|r|..‘ ‘Status |Curr‘.. |Va\|d.‘.‘Indu‘..|Pnsl..‘ iW.‘.!Ln[a‘..|Ema|\2!Ema|I3|l_mk.” |Dwnar ‘ng..‘ |Star..‘ |End‘.. 1Pnsmnn
¥ | Anna Hola Lenk... hah & i Active Admi...

If you have already in recruitment process an accepted candidate, you will see it in placed
candidate Tabs.

3.1.5 Documents

| € contects | 2 placed Condidates | 7 Deauments | Brojects | 7 Positions | = Invoices | [ AuditTrail |

in-fe)d + =B 25 B @16
File Name A‘Tvpe ‘FI‘E ‘Ema\ITe.‘. ‘Date ‘Wnrkltem Cost Notes Email !S\ze Extension | Position Person
¥ | G4_Messe.docx G4_Mess... 12/19/2013 265,... .doot

It is possible to add numerous documents to Client’s profile. For example scanned contracts,
etc. Attach file by clicking on the clip sign or by drag and drop operation. Select document
type from list and save Client.

3.1.6 Projects

| €8 contacts | J Placed Canddates | 7 Douments | - Projects

' posttons | =" tvoices | [ Audit Trai |

E R > ME="NEE 3~ 18 |~
MName - |A(h_|als |Estimates ‘Diﬂ’erenca Status Product Client Manager Parent
Assesment center 0 20 0 APPROVED Assesment centrum  elias solomonidis

Here you can define Projects. More about project in: 4 Module Projects

3.1.7 Positions

| © Contacts | . Placed Canddates | Doouments | - projects | ™ Pesitions

= mvoices | [ audtTrad |

] = 2. .3 - 7
H B & ! L = RN il

Title Client - ‘Hiring Man... |Stams ‘Depanmant |Sa\ary..‘ isalarv |Curranq« Industry Type Dwner !Factor
b |Marketing researcher elias solom.., Urgent Marketing/ PR 20,000 (1] m Contract Administrator

List of positions filtered by given Client. You can add new position by clicking the “New”

icon in the upper left corner of position list.

3.1.8 Invoices

| @ contacts | 2 Placed Candidates | 7 Documents | projects | 7 Positons | < Invoices | [ AudtTrai |

) - BB B] €6 2]
Invoice Mo - !Im.le Date |Due Date iTaxabi\ity 0. ‘Invuica Ref iToiaI |Pa\d |Pn|:E Sum |VATSum iT‘ﬂJE Currency
112/16/2013  12/1f2013  12/23/2013 0 0 0 0 Revenue

Invoice list issued to Client. More about Invoices in: Module Invoice
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3.1.9 Audit Trail

i | G i Audit Trail ‘
IE | + | E'g & @ |'|
User Name - |Modiﬁed on |DperationType Property MName |':
¥ |info@trinso.eu 12{19/2013 CollectionOby... Contacts
info@trinso.eu 12182013 AddedToCaolle... Documents

Here is controlling tool to monitor user changes.

3.2 Contacts

Mew Save Saveand | Delete Cancel Open Relgted Show Workflow | Refresh Find Duplicste SendEmail Offer  Start Reguitment Showname | Close | Previous MNextRecord
r Closs. Record Instances b Position Candidatz duplicitas Record
Records Creation Save Edit Open Related Record Worldiow View Close Records Navigation Full Text Search
[z Mew (Chrl+H) nx & Contacts X | 5 et | Y Positi 2 Condidat K v

v | Mew User les

p— T T o I r i L —
& caniad B st N T = =

Opporturities elias solomo...  elas@e,
3

= Products diDana  Ursov  danaur. | Tite: [ ] i - « | Photo: Noimage data

v O Projects Motes:
= Costs Emal: |danaursnv@hhleua ‘
" Projects Emall 2: | ‘
7 Tmeshests
; Workers Frick 2 | ‘
+ {f Reanitment Linkeg In: [ \
|
|
|
|

I'»

', Phone Numbers.

iN-88E &> &8

humber A|the.”

il

; Candidates

[ Postions Address 1: | ‘
‘ # Click here to add a new row

' Reauitments et |

I} L -  EEE—
3 e e [ e |
| Job Server S
v || 1woiang Birthday: l:B Nationality: |
@ Biling Plan
| Invoice = Positions | €
| Bark Accounts i -
: B | €= = 5
| Bark Account Line BB €360 ‘@I'\
> Emai |ite Cient «|cient |Hing.. [stets [Deper... sal.. [Sal.. |Curency Industry Type  [Ouner | Pactor
> 9 Calendars
= Support =
v o Adminstration
™ Keywords
| Email Templates
" Settings
5 Users
3
o

ENG  1Z15PM

50 121972013

Fill in name, email and phone numbers and other field you wish to. Email is mandatory, you
will get the communication with contact in History Tabs. In History you will find all emails
send and received from this contact.
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3

@

.3 Opportunity

e
A a8 5 B P X €& S

Text to search. . s
New Deste Open Related Showworkflon | Refiesh | Close | Previoue
i = rd Instances. Record
Records Creation Edit Open Related Record Workflow View ‘ Close. Records Navigation ‘ Full Text Search |
Navigation # x| | J Employess. | | Requtm | ¥
¥R Matke il Ricden Prababilty |status |Last Contzct |Last Contact By Expected Budget [Owner Propesal unk
Ko » fow b FEVEET) Leria icha Lenka T Ve praniidocx R GE
‘7_ i | |rich Initial contact 12/18/2013 tomas tomas v,k ifa.cz
.| Products | |righ Deal 12/19/2013 Lenka Ticha
> O Projects
> A% Rearuitnent
> | Invoicng
> [ Email
- Support

> & Administration

ENG  5:34PM
Us  12/19/2013

N vv + Bex B+ x €

a B (gl al )

New save saveand SaveandNew & Delst= Vaidate Cancel Open Related Shoiw Workfiow | Refresh Previous NextRacord

¥ Close ¥ Racord Instances Record
Records Creation Save Edit OpenRelatedRecord | Workflow View | Close Records Navigation
Navigation B x y Clent o Opportunity X ¥
+ i Marketing & Sales -

+Hr Clients Opportunity

a2 . .

@foim probebiity:  [Low [=] tasteontact:  [12/19/2013 =]

- Opparturities :

. Products Status: it contact || Lastconmactay: | =]
> O Projects Company: |obuy | Expected Budget: | |
» 4R Re et ks [ | onner: |Lenkaicha B
> | Invoicng
s DA Ea Product: Persanal serviees | Proposal: [ -]

- support
>+ Administration -
‘ Company Info:
Contact: ‘ ‘
- ‘ ‘
B Audt Tral
LA R B
| User Name Modified On Operation Type Property Name

User: info @trinso.eu | Lot

ENG  540PM
Us  12/19/2013

& B Pl )

Gives a sales representative a tool to track sale opportunities. To create new entry click on
the “New” button.

Status is set automatically to initial contact. Fill in additional fields like company you are
contacting, probability for making deal or expected budget. If you have DEAL with your
opportunity than the opportunity will occur in your clients.

Trinso Czech s.r.o. 14 /40 Last review: 3.1.2014



G4

User Manual

3.4 Products

««;ax ERE IR

New Save Saveand ‘ Delete Cancel | showWorkflow | Refresh
> Closa.

€ >

Cloge: ‘ Previous ‘

Text to search... £

Full Text Search

Record
Records Navigation

istances

Records Creation Edit View | Close

Warkflow

Navigation
i Marketing & Sales

| pame

+r Clients ﬂ

. Click here to dd 5 new row
& Contacts

'+ Oppartunities » EAssesment centrum

% Praducts
» O Projects
> 4% Reauitment
> | Invoicng
> [ Emai
- Support
> o Administration

| personal servies

Bl

a Bt al ()

ENG

List of your products.

4 Module Projects

This module is a simple project management tool. You can track various project from clients

or internal ones, assign task, workers and much more.

4.1 Projects
B SarPED -

‘ o Tasks | ©8iing Plans

mi Documents

| rome | view Tools &
I | = | |
v 4 B% " il 2
Save Saveand | Delete Cancel Dpenl'Jb}E" Previous Next Object | —]
Object ‘
Edit | Open Object Cose || Records Navigation Full Text Search
X
Differ...
[ Project
¢ Consultancy services  Big Bank I .
L. Interviewing candida... Profitbark 20,00% Office administration |Our Company = Esmmedms:|
- Market research CurComp...  6,67% & home -] e [
— e
: Clearing, sweeping the fioor, backing up PC's Status: Approved - | Completed: |
- Pokladna Teskon 70,00% ;
: 5 Description: Product: Nonaafowp -| Created On: 117.7.2011
L. Project 2 Traffic 0,00% ;
= |Parent: ;|| Created By: | Alex SuperAdmin
Actuals: 37, . Estimates: 65, - | Difference 56,92 | |

it m D b D12 _

Hame Status ‘ Resolution | Type | riority | Request |
# Clickhere to
s s T —
| cleaning Assigned Major
| Reqular ordering of office equipment Assigned Task Major
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Last review: 3.1.2014



G4 User Manual

Contains project definitions. In this screen it is possible to define and change project
properties like status, estimated hours and project description. We can also see project
related task list, time sheets or uploaded documents. To create new project simply click on a
“New” icon in the upper left corner.

Tip: create tree hierarchy from related projects. To do this simple select parent project in
“Parent” field

4.2 Tasks
(@ vaexee

Rg

b Task- G4 ' [ESEET)

£
pen Obiect | |Refresh || Close revious Next Object |
|[open Ohjegt__.; Mew ::__Cl_uie | RecnrdsNawggh_o_ﬂ__ I Full Text Search
(-5 Pfajér:f | %] ~ Task [/ x 1
— = : - - = |l
& | Status Type | Priority | Due Estimated... | Project Reguest Resolution | ||

Backup all PC's on external server

[ | Cleaning Assigned  Task  Major 30, Office administration I
i 7
f W TimeSheets | garbage, toilets, trash etc

- | Online research of potential custo... Assigned Task  Major  31.3.2012 20, Market research

& Workers

Recruitment Searching for new potential contacts using internet

L+J I Invoicing ;Regular ordering of office equipment Assigned Task  Major 5, Office administration
Bk 4 Administration || paper, toner, pers etc,
@ . KPI & Reports | Telemarketing Assigned  Task  Major 30, Market research
[ # BETA Support || Finding potential customers of our service - educational seminar
L+J\, Tools
e it

There is no project without assigned tasks. To create one select “Tasks” in navigation and
click on the “New” button in the upper left corner or create one under Project — Tasks tab.

4.3 Workers
(@ Y AErED Worker 64 i P |

Home View Tools A
va:Ixquwvl!—v!x(--)
L (= -
New Save Saveand | Delete Cancel Reset Jpen woect || Refresh Send Email Mass Emall | Close || Previous: Mext Object
- Close Pascword Object
| bjects Creation) | Save || Edit ‘:?E(Ofﬂ Edit| | Open Object || \iew || Glose ||_Records Navigation || Fuill Text Search
Mavigabon, =
LE) e Mar.keung &5ales || Full Name i Langu A | R
S0 Projects |admin 1 Czech =] gy
J My Overview > ;Nax SupErAdmln Hiegts 7] User Mame: sa Birthday: -
Tasks | | Anton Grey - consultant  Englsh e First Name: |Alex Emal: |szabo@worker.eu
Costs —
Projects | Anton Pouliény English [ Last Mame:  SuperAdmin Address 1: Mo image data
|Jan Developer English & %
e TimeSheets DE g o | Is Active [ Change Password On First Logon Address 2:
B e = :
&% Recruitment | Temp Worker #1 - deaner  English =]
Invaicing I c =
Temp Worker #3 English 1 T ety || sy ———
Administration it Ty e e i Created Wark Items - = User Model Difference Objects | % Phene Numbers 4
Tomas Project Manager English 3}

I %P1 &Reports : T T (e e W

F -

[ \a Tools Name 4 | Estim... | Created On | Due | Completed ‘

> Backing up FC's ,| 177000 315200 _

. sackng o [~ oo [sisanie |

| | Clearing 30, 17.7.2011

l; | Consultancy services 0, 17.7.2011

: | Interviewing candidates 15, 15.7.2011

|| | Market research 100, 16.7.2011 3.10.2011

I |

i -
User: s3

|
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Add workers to project by creating them under “Workers”. Just click on the “New” button

and fill in relevant information.

- -
B e

Full Mame
» | admin 1

Alex SuperAdmin
Temp Worker #3

To assign a worker to a project go to Projects, select project and switch to “Assigned
Workers” tab. Now hit the plus sign and select worker. To remove worker from this list

simply select the worker and use the minus sign.

4.4 Time Sheets
L T =, T YV TR— ———r=y )
N v 4 0% & 5 % €& D |

Mew “ave  Saveand || Delete ance Change /s biect || Refresh || Close || Previous Mext Object
i Close State = toject
((SBEchscreation) (SN ave S EIN EiE SR (oo P (Dpen BRiEc) ([BViens) |diase ifeaas iavicrsion) 1) USRI TR EXs ven IR
R B o
[ M PRl ©° Project B3| o Task B3 q | 7 Time Sheet (x| x
l f = = |- |
— i -
“ u;;-.ul Marketing & Sales | Date ¥ | Project Task Worker Hours Description & | Approval
O Projects
| | My Overview ! . - ; N W 0 VD LRV VL0 G P N AP TR
| >3 Office administration ea e i 10, Bl Entered
| 29.12.2011 Office administration Backing up PC's admin 1 8, asd Approved
' 17.7.2011 Office administration Backing up PC's Alex SuperAdmin 5, Backing up all PC's Approved
| 14.9,2011 Office administration Regular ordering of office equipment Alex SuperAdmin 4, communication Entered |
Li 18,7.2011 Office administration Cleaning Alex SuperAdmin 1,4 Entered
;) |
; Lﬂ T Reiltment: 15.7.2011 Interviewing candidates Alex SuperAdmin 3, Interviewing candidates Approved
Invoicing
‘I @ Y At I 12.7.2011 Office administration Cleaning Alex SuperAdmin 7, Time sheet for deaning task - pro... Entered
@ ' KPI & Reports 14.7.2011 Market research Online research of potential customers  Alex SuperAdmin 4, TS for "Online research of potent... Entered
| [+ BETA Support 13.7.2011 Pokladna Alex SuperAdmin 7, TS for "pokladna” project Approved
| E}-\z Tools 17.7.2011 Office administration Regular ordering of office equipment Temp Worker =3 2, TS for ordering office equipment  Entered i
(| |
| 18.7.2011 Market research Telemarketing Alex SuperAdmin 6, T5 for Telemarketing task Entered
' |
| |
|-
Lser: sa H
. —

To track time spent on projects and tasks use Time Sheets. To create new time sheet just
select the “New” icon when on Time Sheets view. Select worker, project and task (optional),
fill in hours and a short description. The approval status is set to “Entered”. You can use this
status to approve time sheet entries entered by workers.

Note that only approved projects can be selected in time sheets.

Trinso Czech s.r.o. 17 /40 Last review: 3.1.2014



G4 User Manual

4.5 Costs

M ¢4 & B2 v % &9

New Sove Saveand Saveand Mew || Delete Cancel || Validate || Refresh || Close || Previous NextObject
| - Clase - | il | Object |
| [objects Creation| | Save || Edit ;%B_E_C_D_ﬂi_?_qj!i; View || Close || Records Mavigation |

fr-"-'p_—"ﬂ"-'w ©¢ Project £ |~/ Task E- ¥ Worker (3| MR Time Sheet }";: = mobile phone - Cost | x||

Date: 6.9.2011 Amount exd. VAT: | 1o, = vaT: | 20% | Total Amount: = 120, . Currency: CZK

Type:  Mobil T Project;  Office administration

Worker: Temp Worker #3 s a ted

: | mabile phane
Er?)--'ﬂ Recruitment

L’d I Invoidng
Ehe Administration Description:
& | KPI &Reports
&) # BETA Support
Lﬂ\, Tools

Documents

-elgiais el e - e - I

T =l

; File i Type

Some projects may include additional expenses like phone calls, travel, etc. You can track
those issues in Costs. Create new cost item, fill in worker, project, amount exl. VAT, VAT,
currency and a short description. Optionally it is possible to attach scanned recipe or other
document.

Approval state is set to “Entered” A manager can use this state to approve or reject expenses.
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4.6 Overview

'fx

Worker [ ime She ast 3 : mobile phone - Cost My Overyiew [x||

Lo

|- Office administration

Cffice administration

Recruitment - - - -
Invoicing o = 10.3.2012 11.3.2012 12.3.2012 13.3.2012
+ Administration

e “ _
b : ﬁlll&vl?l‘fl D | - Iﬂ%.:ilﬁ

\o Tools ] Date ¥ | Project JI ADDFWE|

>—- =

| 112.3.2012 Office admi... Cleaning Alex Super.. deaning

B

| 10.3,2012 Office admi... Regular ord.., Alex Super... ordering of office equipment

! 14.9.2011 Office admi... Regular ord... Alex Super... communication Entered

i 18.7.2011 Office admi... Cleaning Alex Super... g Entered
F | 18.7.2011 Market rese... Telemarketing Alex Super... TS for Telemarketing task Entered

Dashboard overview is used to visualize data for active user. The logged on worker gets
overview about own hours spent on projects, hours for the actual month or time sheet entries
at the bottom.

Note that this is just a sample dashboard view. It is possible to define various graphs, list to

view.
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5 Module Recruitment

5.1 How to Create a New Position

| Home: | View

Pasition

N v4< B%x 5 &

P8 X €&

Text tossarch...

New Save Saveand Delete  Cance! Open Related Show Workflow Refresh  Macti Close Previous Next Racord
- | Close Record Instances Pozice Record
Ret 7 Position Edit Open Relsted Record Warkfiow View Close Records Navigation Full Text Search
Mol EmalTemplate  f| [ : story. | Fipeston % | Recrument | projece | ) Considates | b
v || BankAccount
| BankAccount Line Scpeaein
Hr  Client Title Cient = |Hiring Manager | Owner |Factor PositoniD: | 0| 2| staws: |Active ]| =g
= | Cost v Status: Active (Count=1)
TitleClient: IT developer = - -
s { B | Jovoice v I T developer  Elas Solama... Lanka Ticha ‘ l M- 85 R e |~
v W Kepword T Lenka...| - | industry: || e | = | specialization Keyward
+  Opportunity Factor: [ | stertpate: | || ExpireDate: =
» Product
o Project
“ Request
> |4y Supplier e it
P Tesk Clients [Profi bank [~] saarymin: | oz | |
, | 71 Time Sheet HirngManager: |Elias Solomonicis. [] selarymax: | ofz]
m
o User Department: | [+ currency: | =]
74 UserRole S 3
Motes: Salaryote: ‘
0l conddates | - Recruitments | % sk | o Languages | 3 JAdvertsing | 7 Desaiptions | | @ At |
iN-d 4= BB €D =8B
‘Stams ‘Starl Date Employment ‘Saiaw |x:umancy |l‘andidate
ﬂPntEnﬁa\ for Position o Davide Benvegnu
-

ENG

B (=l )

Select Position from the drop down menu of the “New” button. (Or simply click the “New”

button when the active window displays position)

Fill out the required basic information to create the position and click on Save.

5.1.1 Basics
General Information
PositonID: | 0] 2] status: |Active [=] | = speciaizations
TitleClient: |1'I'deve|0‘TJ€r | P - DR (e =
Quwner: Lenka... |~ | Industry: |1T ™| Type: I:IEI |513Ecializaﬁon Keyword
S s mmo - mmo
Client Info-
Cliznt: IProﬁ bank |'| SalaryMin: | 0| 2 |
HiringManager: |Eljas Solomonidis |'| SalaryMax: | Ul = |
oot | o] e | []
MNotes: i SalaryMote: P

Fill out the relevant basic information as ID, status (active, urgent, closed), Title client is the

name of position, Owner — HR consultant in your company, Industry and further

information about client who offers the position.

807PM
€50 12/19/2013
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5.1.2 Candidate

I & Candidates | ' Recruitments' | ¥ Skils | &

E [ I i .] DLE ,i e \,L ,_.‘EE 1 QLE,.ME“_.J
(BB BE - AOT R B[

Full Name - |En13i| |Positions Comment |Dwner
Davide Benvegnu davide benvegnu@... Lenka Ticha

-

We see all candidates who are in recruitment process.

5.1.3 Recruitment

I HERS S S VLE -y 1 Advertisin
iN-&+m DA-E B & =2 @B

Status |SizrtDate Employment |S.=.|Ia|r\;|r |l:urrEf1q'r |Candeate
» | Potential for Position i Davide Benvegnu

Here is the status of Recruitment process and the name of candidate.

5.1.4 Skills

c l. @Qmmo_l W skils |l s | J%L.IDW l.mm l.@m]
D-JaB@ e @B~
| Key Mame - |‘rears B |Last Used |Sk:i|| Level
b | Apache o 0

Fill in skills which are mandatory for client demand (position).

5.1.5 Languages

Fill in languages that are mandatory for client demand (position).

51.6 Advertising

iN- 8 8 & &> @~ RB
Job Server |Adverh'se |513rt
b 4 12{1/2013 12{1/2013

You can advertise position on job server for example on your web site and other job servers

that you have contract with. Fill Start and End of advertising of the position.
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5.1.7 Description
D ALRPED pasition - o IEH

ﬂ1

New
Records Creation

= | 0 v« v O% @ 4+ € x :

¥ oMy New Save Saveend SaveandNew | Delete Cancsl | Show Workfow | Refresh | Previous NextRecord | Close =
P Clents 5 Close = Instances Record =
& contactsl Records Creation save Edit Wiorkfiow View Records Navigation Close =] [ = speca
e =
& Products| StartDate:  12/1/2013 =l N -d= 0B & <> &
> © Projects = =
+ 4 Recruitment  Proactively monitoring network, application, system and workstation services in a complex multi-vendor environment. - ‘ Ke d
= +Providing basic troubleshooting and problem identification. =
[ Position: X | | [
o Responsibiliies:
0 Candida
7 Reuitr -
o
o
- JE';”SVE « good salary =K
i Tl Sen « Meal voachers
> | Invoidng Our Offer: «Excelent sick leave benefit
iy N = Unigue opportunity to be part of well established international company =
v [ Email Ming o2
o « Uniqus opportunity for personal arowth|
L info@tri B baxi | ofz] [ =
= Suppart Mandatory Skill: - Ly [ =
» + Administratig « Very good Network knowledge
. CNNA 1-4 Certification i
QuafEatons: | [y stomer and service eniertaton, Abity to sperate wellin an intermatinal enviranment, mulscultrsl enyrenment —
«Reliability, responsiveness and flexibility, Communication skills, High motivation, Teamwork - I
« Fluent in English, both written and verbal 4
Prag -
Location:
-4 v
User: info@trinso.cu | 102 -
-

Fill Responsibilities, Offer, Qualifications, and other information for the position.

5.1.8 Documents

|’_‘1vL'ﬁ|+-|i*.l|ﬁ%ﬁ|la|{--9|@v!@|vi

|File o |Type |Fle |Emai..|Date |Work. |Cost |Notes |Emal [size [Exte... |cient |person

Attached document you wish to, for example description from client.

5.1.9 Audit Trail
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5.2 How to Create a New Candidate

| Home | Vew g

O v« Bx ETE I - T T SR N Jyp—

New save Saveand Delete  Cancel Open Reiated Show Warkflow Refresh Find Duplicate SendEmail Offer  StartRecrutment Show name Close. Frevious NextRecord
> | Close Recon Instances Position Candidate duplicites Recard
Rect ; User Edit Open Related Record Workflow View Close Records Nawigation Full Text Search
pa © Position s Client 1 Fosite f : : & Candidates x‘ -
|~ | 7 Email Template Number |Frstitame ' |Last Stati =
ke st It (St fidin [ 7 e e [ ke Tiha [ ] Consent T BNy
| Bank Account » 7 Candidate 1 Active :
|  Bank Account Line 5 Davide Benveanu Active First Name: Candidate Last Name: i | i =
* cien T = — R — L vomas o
3 { £ | Cost Notes:
v {2 Invoice Email: [12348frege.er J
® Keyword Email 2: | | e
. Opportunity Emall 3: [ | =
iy E I e
2 Product Linked The [ il bl NS R A= RARER
“ Project e I = [Number =« [Phane ..
> Request e | B *] Click here o add a new row
v
A Supplier :
~ Task © Marital Status: [ =
3> | T TimeSheet Birthday: : 5 |
"4 UserRole - — - — — - T , - -
J 7. Candidate Detail | 5 Candidat e S Retrenta SRR [N W Eermae| | )
Information
Found Through: |
= Work Permission
I | Driving Licence  Driving Licence Info: | | | satary comment:
2l — | hd

User: info @trinso.eu | 101

ENG 11:13AM
CsQ  12/20/2013

= ¥ 0n & E Rl )

To create new candidates just click on the new user in the top left corner of your screen when
candidate list is displayed. When working in other window than candidate just click the
bottom part of the “New” button to display list of creatable items. Choose User.

Fill out the relevant candidate data like name, address or contact email (is mandatory). Then

click “Save”.

5.2.1 Basics

ml View &

M v« Bx TR S I SR TR JE L Jp—

New Save Saveand | Delete Cancel Open Related Show Workflow | Refesh FindDuplcate SendEmail Offer  StartRecuitment Showname | Close | Frevious NeitRecord
- Close Record Instances = Positon  Canddate cuplicites Record
Records Creation | save Edit Open Related Record | Warlfiow View Cose | Records Navigation Full Text Search ‘
ET # x| [hger | Froston | osament | & canddoies x| #
v s Marketing & Sales Noow |Flo & |Last... |Stak -
o BEmCT o L .
ol | 4Botes Hafek Actve
&t | First Name: Botes Last Name: Hasek sztion: e
¥ Doyl 7 Cand... 1 Active - | i | orgarization: |
2 products LB Gender: L& AEtdecieer Sl TRINSG
> © Projects Notes:
~ % Reauitment Emal: |n@n ]
= Positions Eriall 2 [ ] 7 .
i Candidstes 2 A
% Recruitments A | ‘ F
‘s I & > 'R -
& Employees Linked In: waw. tomasyahifiadt.eu Rl ‘ R SR IR | @| |
~ Job Server Aderecs 81 [ o] Number « |Phone T...
> | Inveicng e | = o Click here to add a new row
~ 7 Email
Voo » | 1032356 7890
& e [ ——
Shinfogtrinso.eu : Marital Status: Single ~| children: | ]
- support il —
> o Admnistration Birthday: L]
7. Candidate Detail | 3" Ganddate Profil |
Infarmation | salary
S 1 | sorn O
' Work permision
hrfdhghncedgdvbbxb N
[ Driving Licence  Driving Licence Info: ‘ Salary Comment:
‘ ‘ |
3‘ o 1 2
User: info@inso.eu | 101

ENG 11:16AM
€SO 12/20/2013

XY oA E el )
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Now that you've created the candidate profile start by filling out his/ her details. Fill out

information regarding the person’s title, date of birth, photo, email address, phone etc.

You can add as many phone numbers as you can. Simply click on the new button marked on
the picture above to add new number.
Tip: It is possible to add new number using “New Row line”. Just click on a new row under

Number and start typing.

Field Consent is used for Validity on Consent on personal Data of client, it is a date from

when you can work with client sensitive data.

5.2.2 Candidate detail

Candidates

QCER rone | e B

N v4Bx 5 B 48 24 68 & %X €

New Save Saveand | Delete Cancel Open Related Show Workfiow | Reffesh FindDupicate SendEmail Offer  StartRecuitment Showname | Cose | Frevious NektRecord
- Close Record Instances ~ Poston  Canddate duplctes Record
Records Creation Save ‘ Edit ‘ Open Related Record | Warkfow ‘ View Cose |  Records Navigation | Full Text Search |
Nawigation nox [ o Clent. | ™ Position l % Document & Canddates % | ¥
e Shpt =
v s Marketing & Sales Mo [ = [Last . S o — T : | " “ =
t Cients ¥| 4Botes Halek Actve | Orthday: ~ | Mationality: e
@ Conlcn || 7cand.. 1 Act
. Opportunities - il e i Caﬂd\dar.eDemm arcical Ll - i ] ® Candid lf ] . ! ¥4 Seaity lv’inusmq | lAudi ¢
i | | s Davide Benv... Actve .
> O Projects | salary
~ i Recruitment =
 positons Found Through: | wiw atias.cz = s ey PERER) = -
= | Work Permission
& Candidates hrfdhghnecdgdvbbxb 3 L
> Recrtments Driving Licnce  Driving Licence Info: | Salary Comment:
& Employees .
Job Server
> | mwoidng =
Spedfication
v Email
£%info@irinso.eu Avallabiity: 12/12/2013 =] [ 9 Feigs
= support
L Adp'?"_ . Employmen Type: | | - = =
* iministration H . i | | = | - - =
o ot [ /B [ N=NE*S -8~ =
Location Comment: | | |Field Name “
Positions Comment: | | +jrEce
Industries Comment: | |
Characteristics
Strengths: ‘

ENG  11:21 AM
CSQ  12/20/2013

v on @ B Al aal )

Fill in information such as salary information, specification (location client wish to work),

Field (wished area of work) and characteristics (strengths, weaknesses).

5.2.3 Candidate Profile

iRef | » Condidate Interviews |~ Reenitments | 7 b | 7 searity | History | avd ¢
’Edumtims ’Sklﬂs \’Languages
)R & &+« |l{)8z&a 2> - |{O)nz8 @B
| |Schuoll'~.lame A| | |C Skill Key Mame -|||5 | Language A|Raﬁng
jl\"lasarykova uni Brno Bias LMessagingﬂ“'liddleware o 0P. b |Czech 5
Turkish 5

Fill in Education and Skills and Languages in Candidate profile.
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Schools

Candidates

o EN

x e

» B

&

a8 o

®

€ >

Text fo search...
Delete Cancel Open Related ShowWorkflow | Refresh Find Duplcats SendEmal Offer  StartReauiment Showrname | Close | Frevious MNextRecord
Record Instances ~. Position Candidate duplicites Recard
Records Creation Save Edit Open RelatedRecord | Workflow View Close | Records Mavigation Full Text Search
Navigation = -
v wt Marketing & Sales -
+r Clients
A
Contacts
-
- Opportunities £ pekte rrevosneod | 3B
o Validate
sl Products New Save Saveand SaveandNew OpenRelated | Workflow | View | o e macod Close
> O Projects = Close - 3 Cancel Record ~ - ~ 3
w % Recruitment Records Creation Save Edit Records Navigation Close \eguages,
[ Positions
HEp = . -
Gerans Start: 1171988 [-] End: [ iN-0E & B 4
' Reauitments —— =« [Rats
e schadl: guag: ‘ 2560
« Frployees < »|czech 5
© Job Server School Name; | Name —
3 i Twoierg Acadzmia Rerum Cvilum - Vysoka Skola politickych 2 spoleZenskych véd, s.r.0. - Kolin | [Turkish 5
3 Givail Maor: Akademie mizickych uméni v Praze
= Akademie STING, 0.p.s. -Bmo
€% info@trinso.eu O audtT TG, ;b B
. support Akademie vytvarnych uméni v Praze
Y paN— s College, .10, ~Praha =
™ Keywords © 0 | angloamericks vysoka Skola, 0.pis. - Praha
| Email Templates |userng  Archip, siro.
& Users B.18.5., &.5. Bno Intemational Business School
7 Products Bankovni Insttut vysoké Skola, a.5. -Praha
[ reports Ceské zemEdEisks univerzita v Praze
A State Machine Eeské vysoké uden technické v Praze
CEVRO Institut, o.p.5. - Praha
Evropsky polytechnicky institut, s.r.o. -Kunovice 11
Fimova akademi Miroslava Ondiitka v Pisku, 0.p.5.
Janéckova skademie mizickjch Lméni v Bmé 3

ENG  11:42AM

=
= €sQ 1272072013

05 & B (" gE Ll )

Fill in school name and other information about school, you can chose from Czechs school,
but you can put other and type name of International University.

Tip: School name is a string value. You can type anything or create list of schools in
administration under keywords. For more information see: 8.1

Skills

DAL ED> Candidates - o el
B =
8 X ¢ >
Show name Close. Previous  Next Record
- duplictes Record
Records § 1 € prevoshecnd | 3B Close |  Records Navigation Full Text Search ‘
Newigatid Nﬁw Save Saqvi:end SBVEB:H!NEW Delete.  Cancel Dﬁ-‘;adlafed WDd_cﬂcw \nfw =P Next Record Close: -
s M i
¥ Records Creation Save Edit Records Navigation | Close [ ] H ” -
b |
o kil Key Name: = Z[
3| YearsOfUse: |Name 2~
. O; ettt » Architecture / Design
3. EADEAN & Languages
v % Rel Skl Level: s
I
Al [ 0 s poe - 2 i G R = e Al -
. Firetird l =
/ — Foipra =HE-] ] Language = Ratng
;I i@ € Informix o orp » |Czech 5
| User Nam Interbase Turkish 5
> n MS Access —
w [ En
o Ms sQL L
- MySQL
= NoSOL
v B =
by Paradox
Sybase 3
L
| Cear |
luaﬂ;.hb@ti:smw jhoz L
Ell -

Trinso Czech s.r.o. 25/40 Last review: 3.1.2014



G4 User Manual

Select skill, platform and other information like last used or skill level.

Tip: Skill name is a predefined value. Skill names can be defined in administration under

keywords. For more information see: 8.1

5.2.4 History and References

= History and References |

@Inlglﬁl‘%t‘l@'lwl'l
-
Paosition -

Click here to add a new row

¥ | IT contorler

(-)0 B & &> &- B
Erson | Comment Position Chedked Company

H 3 Ernama nana 1l - superviser of candidate [

Fill in history of work of candidate and references. If you checked the references click on
checked button.

5.2.5 Candidate interview

| @ Candidate Interviews

:.EY|E|E|@.|&-&I@H@|

Date | Final Rating Type Employes
12/19/2013 3 Live

=

Here are information about interview such as type (live, phone, video) and others.

| Home ]

--—11 l % % - x 4= Previous Record

Save Saveand Save and MNew Delete  Cancel Open Related Workflow View
x Close Record ~ =
Records Creation Save Edit

=P Mext Record

Records MNavigation

Date: |
Final Rating: |
Type: |
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5.2.6 Recruitment

+ Recruitments ([

Status | Start Date Employment | Salary | Currency |Posrﬁon
Potential for Position 1] IT developer

-

Add new skills by clicking the new button or choosing the first empty row.

5.2.7 Documents

‘Candidates -
[ bome. e . !

v4£ B2 5 B s 8 = 4 o F 8 € 9
New Save Save and Delete  Cancel Open Related Show Workflow Refresh  Find Duplicate Send Email Offer  Start Reauitment Show name Previous  Next Record
5 Close ‘ B Tt v S e e e ‘

Save ‘ Edit Open Related Record Warkfow Records Navigation Full Text Search

Navigation nx 1~"¥'!ﬁ‘ 1 [ Positon lmm J & Candidates % =
~ ws Marketing & Sales Neoo [Fies = [Last.. |Staus | Marital Status: Single | HA
+r Clients
& contacts iy =]
. Opporturities
. Products
> O Projects |
i |
¥ ﬂiﬁi::;::i [File Name «|hype [Fle  [Emai. Date  |WorkL.|cost |[notes [emal sz |Exten.. [Positon |Clent
i Candidates » {Trinso profie 1,pdf Trinsa ... 12/20... 65,... .pdf
Reauitments I
& Employess
~ Job Server

Text to search...

Records Creation View Close

4 Botes  Hasek Actve

7 Cand... 1 Active

5 Davide Benv... Active

> | Invoicng
v Email
£Winfo@trinso.eu
“ Support
v e Administration
= Keynords
Email Templates
-
& Users
. Products

[E Reports
£, state Machine

User: info@trinso.eu | 102

ENG  11:56 AM

B o
e

Attached document you wish to, please do not forget to save it and than open it.

5.2.8 Security

Windows User Name: |

Language: |
"4 Roles
E-I--ll@,l&élﬂﬁvlﬁlvl -|Q|L‘?_5|I;Ei,|*’—-°?>|@v|@|vl
MName A|IsA... |Can... A|In... |Us... |Pa... |O |I...|Type|FoI...
andidate [ e

Security contains Roles (automatically goes user to candidate, if you open new candidate).
You can give the candidate right (role candidate active) to enter, edit his/her detail data on
web page. User name is an email address, password you will create with reset password for
candidate. You have to check - Is active and then can candidate edit profile.
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5.2.9 History

C Candidates
2 Home | View
= — = — an o
v 4 ®x 5 @ s = & ©®© g = =
New Zave Save and Delete Cancel Open Related Show Workflow Refresh Find Duplicate SendEmail Offer  Start Reauitment Show name Close Previous e S
> Close Record Instances = Paosition Candidate duplidtes Record |
Riecords Creaton | Save | Edit | OpenRelatedRecord | Workfon | View G || Reirds v | Full Text Search |
Navigaticn B ox [*C!mt. | ™ Position | 7 Document. ‘ & Canddates % | 2] Reports: -
v s Marketing & Sales Neoo [Fies = [Last.. [Status | Marital Status: | |~ | chidren: | ] -
+r Clients = . .
4 Botes HaSek Active o
& rontacks - Birthday: | |~ | mationaity: | |=]
% 7 Cand...| 1 Active
+ Opportunities = = == - e e : A 5 = o
=, Products »| 5 Davide Benv.. Actve ‘ | Candidats Detal | " Candidat _‘?Pﬂ?*l 4 History and Reference |. Candidate Interviews I,)- Scriit | [ Docur | 4/ Security ‘ Petistory | [ Audl < ¥
¥ L Projecty iN-= B S & @8~
v  Recruitment —
B Dostione Action Cate [Message | action [Emi
T Candidstes » £12/20/2013 Trinso.BusinessObjects.Recruitmen.., The person's status has been changed R
Recruitments 12117/2013 From: Davide Benvegnu” <davide.... An email to the persan has been sent. From: Davide Benvegnu” <davide benvegnu...
a Employees 12/19/2013 Active - Lenka Ticha The person's status has been changed
| Job Server 12/19/2013 Position: 0 -TT developer (Profi bank)  The person's status has been changed
> Invoicing —
e & 127172013 From: Davide Benvegnu” <cavide.... Anemal to the persan has been sent. From: Davide Benvegnu” <davide benvegnu..
v ||
i 3 12/19/2013 Trinso.BusinessObjects. Recruitmen... The person's status has been changed
% infoirinso.cu e " s -
Support
v o Administration |=
& Keynords
Email Templates
-
& Users
. Products
(5 Reperts

£, state Machine

3|

User: info@trinso.eu 10.1

ENG  12:04 PM
€SO 12/20/2013

05 @ B " 1] il ¢

You can see in history tab all email communication with client and action which has been

made with client account.

5.2.10 Audit Trial
Controlling tool

5.3 Recruitments

5.3.1 About Recruitment

To link a Candidate to a Position and vice versa a many-to-many relationship is needed. In
simple — a Candidate can apply for a numerous position and for one Position it is possible to
assign numerous candidates. For this purpose a table called “Recruitment” was created. This
table contains information about Candidates applying for a position.

In G4 there is an Excel like table with all processes. It is possible to filter/group by Position or
recruitment Status. This table is also available under Candidate and Position details, filtered
by the given object. Under candidate you can find positions the given person is applying.
Under Position you can find candidate list applying to that Position.
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5.3.2 How to Start a New Recruitment Process

Change Dpen Dbject Refresh || Close ‘
| State = ‘
|RgmrdE;it| Open Object | I Yisw Close REcnrdr.Nawgaﬁun J Full Text Search
& Candidate ) Recruitment B3| *
| A Client | Candidate | status | Start | End | StartDateE... | Salary | Currency
F‘| Position
; Employee Java Developer
| Email Template Senior programmer Gary Thomas 7.7.2011 1.4.2012 1900 USD )l
il Tack Solution Integration En... Kevin Leman 15.7.2011 2000 UsD “
= Sales Representative Marilyn Boucheron 11.5.2011 1750 GBP i
e 5 Sales Representative Josephine Heller 15.7.2011 1680 USD
e [voice | System analyst Paul Washer 6.7.2011 11.11.2011 1580 GBP '
™ | Keyword | Financial analyst Alan Morze 15.7.2011 2000 EUR R
. Opportunity Financial Services Repr...  Charles Sheldon istInterview  15.7.2011 2500 USD 3
_:' Preduct HR manager Mew Candidate Potential 2.11.2011 4,11.2011 21000 CZK
Project System engineer Jacky Mewbrook Rejected 18.3.2011  29.4.2011 L6.2011 2050 UsSD
Recjuiest HR manager Charles Sheldon .P_ote\nflal_. ) 12,12.2011 21.12.2011 40 000 CZK
™ | Tirne Sheet Senior programmer Mick Kenny mﬂ 16.6,2011 0 EUR
53 Senior programmer John Stanford Potential 14,7.2011 1,11,2011 0 EUR
& Worker Project Accouritant New Candidate Web istInterview  2.11.2011 3.11.2011 o czK
| System engineer Carl Header A 1.4.2011 31.5.2011  10.10.2011 0 GBP
New Candidate istInterview  2.11.2011 3.11.2011 0 CZK
Jack Black Potential 14.7.2011 0 EUR
Alan Morze Potential 14.9.2011 1900 EUR
' Project Accountant Monica Duddy AstInterview  9.6.2011 0 usD
I £ s Rl

User:sa

To create a new recruitment process just click on the new icon in the top left corner of your
screen when Recruitment list is displayed. When working in other window than Recruitment
just click the bottom part of the “New” button to display list of creatable items. Choose

Recruitment.

5.3.3 Recruitment details

B =

Show Workflow Refrash  Send Email
Instances

X €

Close

|\fnew
me v4£ £ Bv

New Start Validate changz
~  Recuitment

Records Creation

Save Saveand SaveandMew | Delste Open Related Previous Next Record

Record
Edit |ODenRElated Rewrd‘ Workfiow view Close ‘ Records Navigation

Save

Navigation o ox

v s Marketing & Sales
+r Clents
& Contacts
- Opportunities
e Products
v O Projects
= Costs
o Projects
T Timesheets
& Workers
v 4% Recruitment
T Positions
& Candidates
7 Recruitments
& Employees
7 Job Server

Invoicing
> ! Email

“ Support
> + Administration

o 1] carency: |

Audit Trail

(B &> B

| user Name

Modified On

Operation Type

Property Name

ENG

| 20.1
10:38 AM

us

12/21/2013
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Select Candidate and Position. Status and Start date is filled automatically, first is always
status Potential for position.

Status can be changed through “Change State” (Ribbon) or buttons on the bottom of the
screen. Depending on the phase of the recruitment cycle the candidate is in you will be able
to change his/ her status accordingly. Status attributes can differ depending on the stage of
the recruitment cycle. Certain statuses (for example “Rejected”) will prompt G4 to open an
email template so you can inform the Candidate.

5.3.4 Recruitment States

" 4

18t Interview

!
%

2nd |nterview

The picture above shows the Recruitment State Machine. When a process is started a state
called “Potential” is assigned. You can also edit this Process, for example to enter new state

To contact in State Machine.
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5.4 Full text Search in Documents

E Candidates co
| view a

M 3 = = oo P
x e « o 2
New Save Save and Delete  Cancel Ope Show Workflow Refresh Find Duplicate  Send Email  Offer  Start Recruitment  Show name Close Previous  Next Record
¥ Close Instances ~; Position Candidate duplicites Record 1
Full Text Searc: |

Records Creation | Saie \ Edit | Open Related Record \ Warkflow \ View \ Close |  RecordsNavigation |
Navigation B x ‘ +r Clent I & Candidates X‘ - Recruitment | - Recruitment ‘ '
v it Marketing & Sales F F A e

S Clents R ETREE [ 5)2 | stows: |Actve |~] owner: | Lenka Ticha [~] consent: | =]

X 4 Botes Halek Active = — —

& Caniacs Y B B AeteY  FirstNames |Davide | Last bame: |Bervegnu | & —

+ Cpportunities B  — : =

- Products || FlCa |1 jAckve HEeRe | | Gender: [ [-] system developer - | Phato: No image data
v O Projects poss

= Costs Emai: id id ruba.it |

r

I Pk Emal 2: gfddggdeggggerdfettitstortyyyyerttitt | | # phone Numbers

7 TmeSheets b ‘ I}

3 vt = | T T ]
~ % Recritment Linked In; | | s | 12 x|

T Positions A T [ ] | umber = |phane Type

& Candidates ) 10 = Click here to add a new row

Recuitments A3 ‘ L]
& Employees | Marital Status: [+] cridren: |
Job Server
> | Iwoidng Birthday: [ =] mationaity: [ [~] £
> Email
 Support | 7 condisate petmi | canddateprofie | i Hstory andReferences | @ Canddate interviews | - Reguiments | poauments | 4 seunty | S istory | [ Avderal
>+ Administration = = =
iN-& @A B & w -8 v
|status | Start Date Employment | salary | Currency |Position
» |Potential for Position a IT developer
=

User: info@trinso,=u 1.0.1

12/21/2013

For candidate search, position search, client search you can use Full text Search tool.

Full text search includes a parametric search over candidates details combined with full-text
search over documents. This tool is most used to search in CV and other documents to find

specific figures that you wish to find inside the documents.

You can use this tool simple like a google search please write what you are looking for (for
example: “Account payable”). The search goes automatically with “OR” operator.

If you would like to use “AND” operator you have to write “+” in front of the word you are
looking for (for example +alexander +lead +developer).

5.5 Filter editor

G4 contains also a very specific tool for detailed searching your candidates, positions, clients
called , filter editor”. You need to do right click on context menu on any of the list (for
example: list of candidates). You will obtain a really detail search, which will minimalize
results that you are looking for. The most popular searching is for languages or skills. We
can use all possible operator like a “and, or, begin with” etc...

5.5.1 Case 1 (search for active positions)
We would like to find all position with the status ACTIVE. In the list of positions we will
open filter editor.
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[ e (0
N v« Bx & *3 x €& 5

New Save Save and Delete  Cancel Open Ralated Show Warkflow Refresh  Nacti Previous Next Record
i Close Record Instances. Pozice Record
Records Creation Save =3 Open Related Record | Warkfow view Cose | Records Navigation Ful Text Search
Navigation B ox Y Pasition x| =
v s Marketing & Sales 74
+fr Clients []
A
Contacts
o e —— = o e Hi=
' Opportunities z 8] Sort Ascending
. vV Status: :
Products | i TieClent: | | .
- Sort Descendi ; : =
v O Projects T v A0 (‘: :“E" a:/ iRIB > RE
| lear Sorting . . '
= cots a owe: [ [lwwey: [ [wwe [ T | [Toeodmtonremmms
“ Projects = Group By This Column s
Factor: ‘StartDate: : ExpireDate: :
71 TimeSheets Hide Group By Box
4 i Remove This Col
AR _ Remove This Column
B Bidiers T Column Chooser
& Candidates 1 BestFit Client Info
_ Reauitments z ) =
o umas) Cient: | || selaryn: | =l
£ Employees i L =il T
1 Job Server Aerkital HiringManager: | || solaryme | =]
> | mwoidng hou Finapefel iz | Elazre | B
> [ Emal Show Auto Filter Row
S it ot Selaryote;
> + Administration v -
& Candidates
(R E e m-AaS BB
Full Name & |Email Positions Co... |Owner
5

We will filter Status.Name in filter editor and use operator ,begins with” a. You got the list
of all positions with status Active.

B AREDED - Position =
e [ o |

® ® e 0a
IR

Navigation ‘[]| |

Window
List =

Windows

Panels

Navigation Appearance Actions

Navigation I x
v wi Marketing & Sales

+r Clents | General Information

J. Contacts = S
.' Dp:ormhes Title Client - |Hwing Manager | Owner Emﬁﬁ! e |- ] -

= Products | ¥ [ Staras oHve (Count 1) vl | Text | I -
> O Projects ITdeveloper  Elias Soloma... Lenka Ticha BB e ] |7

= Pasition x‘ -

I'r

And ©
w +ff Recruitment - [Status.Name] Begins with a & I
™ Positions

= eDates
5 cmties [T

' Rearuitments

|Speca|izahm Keyword

s | Invaicng
v [ Emall .
¥ info@trinsa.eu ki l
iy daryiizr: | E]

¥ ¢ Administration rrency: |

|Fu||Name « | Email Positions Co... |Owner

[3¢] i Starts with{[status.Name], '2) |~ | Edit Fiter

ENG %58AM
CsQ 1272072013
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5.5.2 Case 2. - Find Language Czech and Rating 5

7 Filter Editor 53

| vl [Text]
And ©
‘... [Languages] Exists

[Language.Mame] Begins with c &3
i [Rating.Mame] Begins with 5 £

Cancel | | Apply

We will open a list of candidates and then ,,filter editor”. You have to choose Languages (not

Language) and then Language Name, for search use again , begins with” ¢ (czech).

And (plus) Rating Name begins with 5.

6 Module Invoicing

6.1 Details
B o | v
B! B 4 X €& >

New Delete Open Related Show Workflow Refresh Close:
- Record tances

Open Related Record Workdfiow

Previaus  Next Record
Record

Records Creation Edit Wiew Close

Records Navigation
Navigation B ox t | Search Rests | | BankAccount X | @ Billing Plan T
v s Marketing & Sales - |Eank Code |Bank | Invoicable Organizstion

t ety ¥ {CS Profi bank 234567 5543 cs Profi bank.

& Contacts

. Cpportunities

. Products
v O Projects

= Costs

“* Projects

7 TmeSheets

& Workers
v 4% Recruitment

T Positions

4 Candidates
' Rearuitments
& Employees

il

B8 Serue

@® Eilling Plan
| mvoice
| Bank Accounts:
| Bank Account Line
5, Email

= Support
v+ Administration
" Keywords

" Emal Templates b
-

& Users

. Products T

| 10,1

ENG  11:45 AM
Us 12/21/2013

oz (Bl Ll )
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Invoicing module contains Billing Plan, Invoice (list of all invoice established for your

clients), Bank Accounts (list of bank accounts information of your clients) and Bank Account

Line can be connected direct to your bank institution, so you can have view of all bank

transfers directly in you G4.

7 Module Email

7.1 Details

G4 contains a simple email client. It allows checking email accounts using pop3 protocol.

Email Accounts

& |-

& (Tn...,

Us... :F'a... |Du...

L. [Type

Fald.,

pa...

B e [l BTy

¥ POP3

|| b E_inﬁ:u Etrinso.eu
i

To configure this account use please in Security Emails Account. Please fill in mailbox

%i‘ P ED - infoStrinso.cu - an
R Home | view
' 2 = ETE € 9
- 'w» ‘- 7 & X 2. = ® + - |
Ney Reply Forward Reply NewEmal Create gbelete | Markread Markunread 7 Related Show Workfow | Refresh | Close | Previous MNextRecord !
- Al - Instances
s | Edt | Record Edit | OpenRelatedRecord | Workfiow | View | Close |  RecordsMavigation | Ful Text Search |
Navigation | - Rearitment -, Search Results J | RFQ Software Developr 1 Position | ™ feyword = Inwoice | | Bank Account | (@ giling Plan £¥info@inso.eu % -
v w Marketing & Sales |From |sent ~ | subject | Has Attachments
*f ol | "Trinso Information” <info@tri...  12/20/2013 Zptn vaz...
&b Coniacts s P Tnformation Snfog 2013 ZpEna
\r Opportuniiss » {"Trinso Information” <info@tri... | 12/20/ ’DEMA VaZ...
. Products | |admin@zoner.cz 12/19/2013 Krasné svat...
v O Projects admin@zoner.cz 12/19/2013 Krésné svat...
= Costs “Davide Benvegnu” <davide.be... 12/17/2013 RFQ for So... W
e Projects martina biberlova@bsoco.com  12/2/2013 Recruitmen... 7
A Tmcthests admin@zoner.cz 12/1/2013 Repart expi...
& Wais ed 1/29/2013 Deleté inf,
< &8 Ricriiment |admin@zoner.cz 129/ lezit inf...
™ Positions | "Biias Solomonicis” <elias @ede. .. 11/28(2013 RE: XAF Ou... v
& Candidates “Blias Solomonidis™ <elias@ede... 11/28/2013 RE: XAF OU... W
Rearitments “Eias Solomonidis” <elias@ede.., 11/28/2013 RE: XAF Ou... v
& Employees “Elias Solomonicis” <elias@ede... 11/28/2013 XAF Cutsou...
o Servey "Be, Jakub Starnovsky” <xstar... 11/27/2013 Spoluprace
> | Invoicng —
o martna bberlova@bsoco.com  11/19/2013 Re: Requit... 7
v =
€Y info@irinssie | martna biberlova@bsoco.com | 11/15/2013 Re: Reit... v
iy martin Wiharinmienrn am | 1115013 Barmitman =

Under Inbox is a list of received mails. In the ribbon you can find basic mail functions like

Reply, Forward, etc.

Support
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8 Administration

8.1 Keywords

- =
2] i == = = Keyword - G4 e [E
= e i, — — s i
(EE Home View Tools )
mh = X €& H
Mew Delete e (Obiect || Refresh || Close - Mext Object |
Objects Creation|| Edit |[Open Object || View || Ciose || Records Navigation Fuil Text Search
__‘;-Keyword Iac] ®
(|| EH-aux Marketing & Sales (||| Name . HI
(-0 Projects | EHicost
H L":J1ﬂ Recruitment | G field
& | Inveidng | 5 languageRating
Eh e Administration Eoibed
- Clients b2
- My Details L3 |
Email Template £ A =
| XML =8 nationality
. R ployees il Ifl position
e e ; [k school
I ' 5
-, Products | - kil
P4 Raole {belNET
- | KPI & Reports i beandroid
{h # BETA Support ¢ -CISCO
e \’o Tools | i b5
User: =a
S = —

Contains list of configurable enumerations used in various drop down fields. E.g. language
ratings, school list, etc. It has a strict structure, which means the main categories have to
remain intact. To create new keyword select desired category and hit the “New” button.

B Keyword

"".-Kew.-'word 5
Mame: native speaker|

Parent: languageRating

Make sure the Parent field displays the desired category. Fill the name and hit “Save”
Tip: Hit “Save and New” if you want to create more keywords in the same category.

8.2 Email Templates

When sending emails to Candidate a template is used. Here you can add or modify these
templates. Target field defines if the template mends to be used in recruitment or when
sending direct mail to candidate. Type defines the step of recruitment process. E.g. when
sending candidate to 1¢ interview a different template is used when sending him/her to 2¢
interview or rejecting him/her.

The following special fields can be used in templates:
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<%this.Candidate.LastName%> Candidates last name
<%this.Position.TitleClient%> Title of the position
<%this.Position.Client.Name %> Clients name owning position
<%CurrentUser.FullName%> Current users full name
<%this.Position.Client. Address1%> Clients address

<%this.Position.HiringManager.FullName%> Hiring managers full name

8.3 Settings

8.4 Users

All users who are using application.

8.5 Key Performance Indicators (KPI)

Key Performance Indicators (KPI) are quantitative measurements of dynamic business
processes. For instance, important performance indicators for a developer team are the
number of active bugs in their product, etc. For better visualization, KPI value ranges can be
split into a "green zone" (everything is OK), "yellow zone" (warning), and "red zone" (things
are problematic). When KPI are based on a time range, it can be useful to compare values of

different periods (for instance, the current month against the previous one).
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Name KPI name

Target Object Type The type of business object KP1I is designed for.

Criteria Specifies the Criteria Language expression that is used to
filter a collection of objects being analyzed. In KPI criteria,
two extra parameters for DateTime properties can be used —
“RangeStart” and “RangeEnd”. These parameters represent a
measurement range specified by the Range property.

Direction The Direction { LowlIsBetter, HighIsBetter } enumeration
value specifies how to treat deviation from a previous
measurement result.

Expression An expression that is used to evaluate KPI - Sum, Count, Avg,
etc.

Range The period to analyze.

Compare The Boolean flag that indicates if KPI current values should

be compared to previous values, calculated using the Range
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Range To Compare

Measurement Frequency

Green Zone

Red Zone

To Compare period.

The past period to be compared with Range.

The time span between measurements.

Specifies the KPI value "green" range used for visualization.

Specifies the KPI value "red" range used for visualization.

In a Preview tab, the current KPI value and a collection of objects used to calculate KPI are
available. To view and analyze the collection of KPI, the Scorecard, which is an object
exposing a collection of KPI, can be used. Under the Scorecard navigation item, Scorecards
with linked KPI can be created.
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8.6 Reports

To make business applications especially useful for managers and other end-users who
analyze information, G4 provides the Reports module. This module allows designing and
printing reports easily. The Reports module uses a reporting engine. This engine provides
the Designer which allows creating, previewing and customizing reports.

How to create and customize reports is described here:

http://documentation.devexpress.com/#Xaf/CustomDocument2734

8.7 Userroles

Each user has a specific role to enter G4. User roles differ which a right to read, write,

navigate, delete and create objects. Basic roles which are already created are:
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8.7.1

8.7.2

8.7.3

8.7.4

8.7.5

Administrator
Employee
Worker
Candidate

Contact
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To create new event simple click on the “New” icon on the upper left corner and fill in

relevant information.
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