HainesLink User Manual for placing Ad Requests
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This document has been designed for all HainesLink users and outlines the advertising request process via HainesLink, our free extranet service.
If you would like further HainesLink training please contact your Client Service Advisor or Client Solutions Manager:

Haines NZ Ltd T/A HainesAttract

Phone: 0800 170 019

Email: help@haineslink.co.nz
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Welcome and Login Page

HainesLink is accessed via our corporate site http://www.hainesattract.co.nz (or http://www.haineslink.co.nz).

hainesattract welcome hainesink:

welcome

There you are, thanks for stopping by.
who we are p 5
whatwedo  INOW, If we can just get you to move a
casestudes  [ittle closer...closer still...even
our people | -
contact us closer...that's it - perfect.

See that - we drew you in. We're good at that, because we're experts in the power of attraction.

In everyday speak, that means we're here to help you attract, hold on to and develop the people
you need to enhance your business. It's expertise we've built over many successful years,
researching what's attractive, then serving up solutions that great talent simply can't resist.

You can learn about (and look at) what we do by exploring this site a little more. 5o off you go - have

anosey around.

Ad Management

Within Ad Management select ‘Ad Request’ to place a new ad request.
About HainesLink
Ad Management
Current Jobs
Ad Request
Ad Library
Online Jobs
Media Tools
Creative Gallery
Assistance

Research

Terms & Conditions
Contact Us

Your Details

Enter your Username and
Password and click GO.

Remember these are case
sensitive.

If you need assistance, give your
Client Service Advisor a call.



http://www.hainesattract.co.nz/�
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Ad Request
Your Ad Request starts on Ad Copy - the first step of 4.

Simply follow each step to send an advertising request Select from the drop-down

Step 1: Ad Copy (billing & ad details)

RdCopy 3> Media Schedule > Ad Details % Review

Your Details

Fieaur Marss

Degasiualion

Busimess Uinit ~HOHE- I

o i
et S Cariiedd L

Owdar Numbses

Advertisament Text

Heading *

Subhaading|s)

the applicable business
unit/cost centre.

To add a new cost centre
click the ‘Request Business
Unit’ link. The new business
unit will be available for
selection immediately.

Some clients have 2 levels of
business units as shown,
select from both in this case.

Order numbers can be made
a compulsory field if required.
This will appear on invoicing
from HainesAttract

Hd Rt ”

Standard closing fext [You com edit this toxt. pleass remamber to I
riviaw any existing detallsy

Yo vacancy reference Mo

Closing Date 3

Ad Text

Heading: Should be the title
of the advert as you wish it to
appear in the media.
Sub-Heading: Is optional but
useful when advertising in
online media.

Standard Closing Text: Can
be loaded against each
Business Unit or Cost
Centre. Contact your Client
Service Advisor.

Closing Date: Completing
this field will help you when
searching the Ad Library or
posting to online media.




Step 2: Media Schedule (making media selections for the ad)

Quick Media Search

1. To select a media you wish to advertise in, start typing in the ‘Search by Media Name’ field. In most cases you will only need to type 3 or 4 letters to find the media.
2. This will display media possibilities for you to select from. Click on the publication you want to place it into the Search by Media Name field.

3. Now click ‘go’ next to the Search by Media Name field

4. For online media this will place the media selection directly into the My Media Schedule area

5. OR, for print media, now select a ‘Section’ from the Section dropdown box and select one or more dates and click ‘Add to Schedule’
Note - to request media not in our database, type ‘other’ in the Search Media Name field and click ‘Advanced Media Search’, press ‘Search’ and select ‘other please specify’ — you will
then be able to type in a media and section name — then press ‘Select’ to add this to your media schedule, where you can then add a date or request next best or available day.

This is where to start typing, select the
media and press ‘go’

The dropdown results for media here is
limited to 20, so if the media you want

does not appear then try using the

Ad Copy 2 Media Schedule 3 Ad Datails » Review »»

Advanced Media Search to find it Quick Media Search | Favounites | Recent Schedules
3 adramedmdi@%earch
. . . Ssarch by Madia Hams Sacticn
Ad Clopy »? Media Schedule »> Ad Details »» Review » Bay of Plenty Times JOB MARKET »
Select one or more dates: A

i
mymedia/#fschedule Snedue

_ Insertion Date[s]
Cuitk Media Search | Favourites | Recent Schedules Media Name Section Date Closing I
Diater

- . [ o8 s 2008
& advancedmedq@seamh 1 mpen s

Previous ]
Search by Media Name: Section: I— 11 gt 0

m

go [v] [l 12 sugust 008
O 1 st 200
i (] 14 puagust 2000
mymedia/#ischedule B
Media Name Section Date Closing Loadings Size i
Date Template '|: 17 dsgust iR .

Provious ] ( Next | //

If selecting print media, recommended advertising days are highlighted with an asterisk (*).
If a date has dropped off the list it means the deadline has passed. Note that the list will only
show dates up to any closing date selected during Step 1.




The below shows a media schedule building up based on the selections made. My Media Schedule lists by print media first and then online, both will be in alphabetical
order

Y
Ad Copy » Media Schedule ?»> Ad Details »> Review »»
Quick Media Search | Favourites | Recent Schedules
& advamedmdiﬁseamh
If you know the size you would like your print ad to be,
_ select the width and depth. If you're happy for us to
search by Mediz Name: Section: make it up as best fits the copy provided, leave as
b ‘Haines to Recommend’
mymedia/#schedule
Media Name Section Date Closing Loadings Size To gdd a med|a.to Favourites click the E button
Date Templa beside the media selected on your media schedule.
Bay of JOB Add Date / — This will make the media and section available for
Plenty MARKET |10 Auc - . . - quick selection via favourites next time.
Times 5009 Add/Edit  Edit Bemove ¥
12 Auc = .
5009 Add/Edit Remove
14 Auc = .
5009 Add/Edit Remove
Trade Me As 05 Aug 04 Sep R . — If you want colour in your print ad then select from the
Jobs Selected 2009 2009 mEMmoe —_— available loadings.
ww Some job boards (eg: SEEK) have loadings available
also. These are to more prominent position etc.
Back to Top If media has loadings available then they will be listed
for you to select here.
Previous Mext 3




Advanced Media Search

If you are unsure what media you want please don't hesitate to call your Client Service Advisor for assistance on 0800 170 019. You can also view our entire media list
using the Advanced Media Search feature, then filtering by Speciality, Type of media or Location.

Note — media specialties are tagged to clients in our database. If you search a specialty and get no return, please call to have a Specialty assigned to you (i.e. Health General or Law)

Ad Copy » Media Schedule » Ad Details »

~

Review » B

Advanced Media Search || Favourites || Recent Schedules |

@ quickmedigfsearch

Use one or a combination of drop downs
. to find media you need and press
Specialty | v | search.
Media Type |AII v|
Select a country |—Select— v |

>

Search Term:

MO RESULTS: There are no media that meet your search criteria. Please search again.



Favourites

If you want to use a media from your Favourites list click the = button and this will add the media and section to your media schedule.

Note - pressing the minus button will remove the media and section from your Favourites area.

(>

Ad Copy »? Media Schedule »> Ad Details » Review »

Quick Media Search || Fawvourites || Recent Schedules |

Favourite Media

Once you have SetUJjFamurite media selections you can add them to your current schedule by
simply clicking the L1 icon_

Media Hame Section
Bay of Plenty Times JOB MARKET +

Trade Me Johs As Selected




Recent Schedules

To add a previous media schedule to your current media schedule click the .~ button. This will add the whole previous media schedule and sections. This is great for
those users sending through large media schedules frequently.

[>

Ad Copy » Media Schedule »> Ad Details » Review »?

Quick Media Search || Fawvourites || Recent Schedules |
Mumber of recent schedules to be retumed: |5 hd
Heading Business Vacancy Media / Section
Unit Mumber
test - Heading Text asdf Test - Bay of
Vac Ref  plgpty JOB MARKET
Times
British +
Dental
Hygienists” Mot Required
Association
website
test - Heading text asdf Test - Bav of Plent
VacRef Times 0 JOBMARKET [
http:fistagin Auckland ; ;
p ging Sales _IE_E_El'jf of Plenty JOB MARKET
Imes +
Trade Me Jobs  As Selected
test - Heading asdf Test - Bav of Plent
VacRef Times 0 JOBMARKET [




Step 3: Ad Details (additional information — general and online)

This page will display different links depending on the media schedule you have selected. The links open and shut by clicking on the titles or the arrows.

Depending an your selected media schedule different additional media|CU|EltDr

inframation sections will be available below.

If vou have selected SEEK or TradeMe wou will be required to
complete the Job Board Classifications section - MOTE, Salary.
Contact Mame, Ph and email are optional. If yvou have additional
information to tell us then use the General Additional Infarmatian
section.

Ad Copy » Media Schedule »> Ad Details » Review »

B

#] Job Board Classifications

%] General Additional Information

[ Previous ] Mext




Job Board Classifications link

If a main job board is included in a media schedule there are additional details to complete. The great thing about the new HainesLink is that only one form needs to be
filled out to post your job to multiple job boards, such as Seek and Trade Me (and 120 others — call for more details).

Residents Only ®Yes O Mo
Work Type FullTime

Open this area and work through the fields displayed.
Most questions are mandatory as required by the job
boards requested in your media schedule, but

— — Contract Name, Phone and Email aren’'t compulsory
Min Salary —3elect-| ¥ | Max Salary hd (as they're likely to be already in your ad text, but use
these as you want to).

Salary Type mhual salary package v

Country ME V
.Iﬂurea :‘E'-LIEHEH'IEI _A_ Notes to users:
Bay Of Plenty = - Min and max salary relate to candidate search ranges
Canterbury - within the job board and will not be published in your ad
Hawlkes Bay el
Classificati Select a Cat ) ™ - Depending on the Classification chosen, either 2 or 3
assification —welect a Lategory— [ levels of classification will be needed

Contact Hame . ] ]
- There is no need to include http:// when entering a URL

Contact Phone for any apply address being entered
Contact Email Once all the appropriate details are complete, click
next, or open General Additional Information as
required.

Application Email or URL




General Additional Information link
The fields on this page are not mandatory.

Fat
Ad Copy » Media Schedule » Ad Details » Review » 1
¥l Job Board Classifications
- This flag will advise your Client
%] General Additional Information Service Advisor that this ad was
previously run. This may help us
Hawve you advertised this position previously 2 ] make media or copy suggestions.
Special Requests 2
- Under General Additional Information
you can add questions or comments
to be sent to your Client Service
Advisor. This area will be highlighted
to them on your Ad Request.
Attachments for all media
Add additional logo, POF or Ward
docurnent | |[ Browse... ]l upload
Artachments for Online Media | -I{/Ihee d?;elv(\j/ﬁl fgr:l;t;aeczggg yse]:;)?feglljne
Attach Job Description for Online Media | H Browse.. | | upload had a job board selected in your
Attach Other File for Online Media | “ Browse.. | | upload media schedule.
Frevious Mext




4.0 Review

The Review page displays all the information entered into each step of HainesLink and allows for a quick review before sending to HainesAttract.

Ad Copy » Media Schedule »> Ad Details »»

Review »?

| Previnus | [ Send

]I Frint I

COPY OF HAINESLINK ONLINE ADVERTISING REQUEST

[ Email Intemally ][ Place on Hold

User: rebecca

Organisation:

Master Business unit: 0061 - Cardiclogy

Business unit: 0061 - Cardiclogy

ADVERTISEMENT TEXT:

Heading Text - test
Subheading Text - Test

Ad Text Ad Text Ad Text Ad Text Ad Text Ad
Text

Ad Text Ad Text Ad Text

Ad Text Ad Text Ad Text

Ad Text Ad Text Ad Text

Closing Text - test

REQUESTED MEDIA SCHEDULE:
Media Section Hame
SEEK
Doaminion Posd (The)
HZ Heralkd

Insertion Date Viidth
13 Aug 2009
21 Auwg 2005

02 Sep 2009

Dapth
fg Salsched
JOB MARKET
Abany Feature

1 Columns

Dem
(1= ]

1 Columng fi

INSTRUCTIONS TO HAINES:
Composite: no

Order Humber: tast

Vacancy Number: Ref £

Special Request|s):

Clasing Date:

N

N

Send: sends the Ad Request to your Client
Service Advisor.

You will receive an automatic confirmation
email that your request has been received by
HainesAttract.

Edit

| Previous ] [ Send

Cancal

| Email Intermally ][ Place on Hold || Prnt ||

More notes about this ‘Review’ page follow:

Previous: Go back and edit the request.
Email Internally: Send a copy of your ad
request to another person to get

approval/feedback/further details etc.

Place on Hold: Allows you to come back to
the ad request later — access via current jobs.

Print: To print a copy of your ad request.

Cancel Request: cancel your ad request.




1. Pressing SEND will send the ad request to HainesAttract
a. The team at HainesAttract also receive an email notification
b. A system generated notification will also be delivered to your email address
c. You will always receive an estimate from the team before an ad is dispatched for your approval

Alternatively you can use some of the other buttons and links on the Review page:

2. Use the ‘Edit’ links to amend information — you will then need to come back through the steps to the end Review page to send. This is to ensure that any
changed information doesn'’t impact on other information provided

3. Place the ad On Hold
a. The Place On Hold feature does not send the ad to HainesAttract but rather saves the ad into Current Jobs which can be accessed via Ad Management
in the left hand side menu (- think of it like saving an email in Outlook, which goes to Drafts rather than sending the email)
b. This allows users to set up the ad ready to send but then perhaps check information with a team member etc, then send later,

4. Email Internally
a. Allows the ad request details to be sent to another person, perhaps for checking or approval

Notes
— Any ads placed On Hold can be deleted from Current Jobs if no longer required
— HainesLink saves ad requests after each step. If you are called away from your desk and have a HainesLink session open the session will expire but the
details will be saved to Current Jobs in an On Hold status (again, just like Outlook does with open email)
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