How to Customize Dropdown Lists
NOTE:  ALL dropdown lists should be configured and created in the system PRIOR to the company engaging in the usage of Akken.  This is to ensure all users are trained within the structure of the business process from the beginning.   Additionally, the management of the values within the dropdown lists should belong to a designated Akken Staffing Administrator.  This user will be responsible for maintaining consistency with the values and to prevent users who are not responsible for managing the values from editing or adding values to the dropdown boxes. Any user that has access to AdminData Management will be able to edit these dropdown lists.
TIP:  Create a company policy designating which individual in the company has the authority to manage the dropdown values.
Dropdowns in CRM
Contacts:
[image: ]
Contact Type:  CRM – Contacts – Contact Type – Edit List – New Contact Type – Fill in text box – Save – Close:  Use to denote a specific contact.  For example:  Main Contact, Technical Contact, and Key Contact.  This section allows you to select what type of contact you are working with.  You can edit this list to accommodate the type of contacts you work with most frequently.  The list currently shown below is not editable.  These are predetermined options created by Akken.
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NOTE: The same process can be applied to the Category and Source Type on the summary screen.

Locations of Editable Dropdown Lists in Contacts can be found in:  CRM – Contacts – Edit tab
-Salutation
- Suffix
- Category
- Source Type
- Contact Type
- Department
Companies: 
Company Status:  CRM – Companies – Edit tab (or Edit Settings) – Status – Edit List – New Company Status – Save:  Use the company status similarly to the Contact/Category field.  Both fields are found on the main Company and Contact grid screens, and can be used to sort information on that screen.  Use Company Status to denote Client, Prospect, Partner, Vendor, Competitor, Do Not Use, etc.
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Company Opportunities:  Companies – Open a Company record – Scroll to the bottom – Click ‘New’ next to the Opportunity label:  You can edit the Type, Stage, Product/Services, Source, Reason, and Other sections.
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Opportunity Type:  Companies – Open a Company record – Edit – Add Opportunity – Type – Edit List – New Type – Fill in text box – Save – Close:  Use to denote what kind/type of business the opportunity is.
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Opportunity Stage:  Companies – Open a Company Record – Opportunities – New – Stage – Edit List – New Stage – Fill in text box – Save – Close:  Use to denote what actions needs to be taken on the opportunity.
[image: ]
Products/Services:  Companies- Open a Company record – Opportunities – New – Products/Services – Edit Lists – New Products – Fill in text box – Save – Close:  Use to denote the types of products and services that the company/opportunity is interested in purchasing/utilizing.
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Opportunity Source:  Companies- Open a Company record – Opportunities – New – Source – Edit Lists – New Source – Fill in text box – Save – Close:  Use to denote where this opportunity for this company originated from.
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Locations of Editable Dropdown Lists in Companies can be found in:  CRM – Companies – Edit tab
- Status
- Company type
- Company source
Locations of Editable Dropdown Lists in Company Opportunities can be found in:  CRM – Companies – Open a Company record – Opportunities
- Type
- Stage
- Products/Services
- Reasons
-Other
Candidates:  
Candidate status:  CRM – Candidates – Open a Candidate record – Status – Edit list: Used to denote any type of status.  This field is found on the main Candidate grid screen, and can be used to filter information on that screen.  This is an extremely useful field that should be used for one of the primary ways a company needs to sort candidates.  
[image: ]
NOTE:  This is a manual field, meaning it does not change with any actions performed in the system (e.g. if a candidate is placed on assignment, the Candidate Status does NOT change to "On Assignment" as you see that option above.  The user would need to change the status manually.  In this example, the Candidate's availability would change to the day after the end date of the assignment.

Position Category:  CRM – Candidates – Candidate Info – Position Category – Edit List – New Position Category – Type in title in Text Box – Save – Close: Use this in order to denote what type of category your candidate belongs to.  This will enable you to associate a position to your candidate.  This information usually is copied into the Profile Title automatically if you parse a resume; however, the titles can be changed and can cause difficulty when searching for an individual.  This is a searchable field in which all users can pull up individuals’ labeled as CFOs rather than using the Profile Title.
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Source type:  CRM – Candidates – Candidate Info – Source Type– Edit List – New Source Type– Type in title in Text Box – Save – Close:  Allows you to choose where the Candidate came from.  For Example: Job Board, Job Fair, Newspaper, Referral, and Website.
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Job Orders:
 [image: ]
Status:  CRM – Job Orders – Status –Edit List – New Status – Type in new status – Save – Allows you to select which type of status your Job Order is currently in.  For example: Open, Closed, Cancelled, and Filled.
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Stage:  CRM – Job Orders – Stage – Edit List – New Job Order Stage – Type in new stage – Save:  Use stage to denote how in the process your Job Order is at this time.
[image: ]

Source Type:  CRM- Job Orders – Source Type – Edit List – New Job Source Type – Type in new job source type – Save
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Job Order Industry:  CRM- Job Orders – Edit Tab – Industry – Edit List – New Job Order Industry – Type in new job order industry – Save
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Job Order Category:  CRM- Job Orders – Edit Tab – Category – Edit List – New Job Order Category – Type in new job order category – Save
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Job Order – Manage Submissions – Status – Edit List – New Status – Save – Close:  Use to denote what status the submitted candidate is in.
  [image: ] [image: ]
NOTE: Grayed-out statuses are system-defined and cannot be edited or deleted.

Notes:  CRM – Contacts/Companies/Candidates/Job Orders– Notes – Edit List:  Use to denote what type of contact you have had with this person/company/candidate, or whom you’ve might of spoke with (with regards to a job order/posting).
[image: ] 
[image: ]
[bookmark: _GoBack]
image5.png
& https://appserver24.akken.com/BSOS/Marketing/Companies/companySummary.ph

(oo B

e s | e

Jenns Vet
1 Horse Farm Road
Wilton, NH 02204
503.6551234

. et




image6.png
& Company Status - Internet Explorer - a X

@ itps//appserverdtakken.com/ BSOS Manageladd phplpsnon BnameManage= Company205tatusinar @)

Comeaay/S it New Company Status Close

Company Status

Name Modified by Modified date
Client Chris Alison 0772712017 03:05 PM ~ Edit Delete
Inactive Chris Alison 0772712017 03:06 PM ~ Edit Delete
Partner Chris Alison 0772712017 03:05 PM ~ Edit Delete
Prospect Chris Alison 0772712017 03:05 PM _ Edit Delete

Company Status
New Company Status | | Close




image7.png
(& Company Status - Interet Explorer - o X

© hitps/sppserver2é aken.com BSOS/ Manage/new phppsno= EnsmeManage=Compsny*e20Ststuséins @

Al

Company Status*

( New Company Status





image8.png
Biling Information

To view Biling Information ciick [+] bution

open (@
Company Culture  To view Companies Cuture ciick [+] button open &
cdose [
Last Modified Opportunity Name stage Amount % Exp.Close Date
7272017 0308 PM Junior Vet Engsge  10000USD 5 tooeR01T

Created by Chis Allison ( 0772412008 ) - Modified by Chiis Alison (07/27/2017)




image9.png
7 Select Business Ty
yoe ContractTemp
Direct Placement




image10.png
Stage

Probabilty (%)

Exp. Close Date
Products / Services

For multple selection
(et + select)

1 Engage
1a. Identified Issue

1b. Scheduled Appt

2 Need

2a. Compelling Reasons
2b SOB/ Differentiate

3. Money

3a. Decision Making

3b. Timeline

4. One on One Demo

4. Proposal Conversation
4b_Signed Agreement

5 Client Onboarding / Setuy

T< >





image11.png
Opportunity

Creator
Opportunity Name

Type

Stage

Probabilty (%)
Exp. Close Date
Products / Services

For muttiple selection
(et + select)

Chs Allison

—Select Business Type—

edit ist

[—Select Stage—
t

edit’





image12.png
Reason

Amount

Other





image13.png
=

[ Do Net call [ Do Not Email

Share:
Oumer:
Status

[Select-
[Actively Searching
Do Not Use

On Assignment
Passively Searching

Merge Records - No

Larry Dav




image14.png
aily avid

Summary| [ISTEEIT Contactinfo | Introduction | Skills | E

Candidates

Profile Title

Prefix

Nickname

[ E—

Fist ame

Middle Name [——

wastamer

iy E-mat

Atomate E-mail )
[ —

Other E-mail

[Accounting/Finance

Groups Engineer
HRM Depariment General Labor
Source .

‘Source Type Marketing

Nurse
Job(s) Applied To





image15.png
SuuieE L J

Source Type edit list
BroadBean - Hybrid

JbApIedTe_lgroadBean - Ripple
DataFrenzy - Job Boards

C=iD DataFrenzy - RAM

Email

Job Board

[Job Fair

Newspaper

Other

Reforral

Talent Pool

Website





image16.png
CMan

N - T
N =
Share:  [Public [v]

e

Job Title Sales Rep [Q sear





image17.png
Status:

M





image18.png
Share:

Owner:

Source
Type:

Job Title

[Select.
[Accepting Resumes
Candidate Not Chosen
(Competitor
Deiberating

Filled

Interviewing

No Candidate
Not a Good Fit

Not able to be filed
Offer

Phone Interviews
Price

Time to Fill
UnFiled

UnFilled Lost

Unresponsive





image19.png
=
Staus:  [Open edit
Stage:  [New edit

Share:  (Pudlc []
Ouner:  (Chiis Allson I

Job Title
Job Type





image20.png
Job Order Information

Job Type * Temp/Contract

HRM Department  [Accounting - Finance
[Aavertsing
Agricutture
aitine - Aviation
Category [Avchitecture - Buiding
At - Photography - Journalism
Job Title Automotive - Motor Vehictes - Parts
Banking - Financial Services
Ref. Code Biotechnology
Broadcasting - Radio - TV.
Job Order ID# Building Materials
Chemical
No. Positions Computer Hardware
Computer Software
Company Construction
Consulting
Contact Consumer Products
(Credit - Loan - Collections
Defense - Aerospace

Job Location Education - Teaching - Administration
Electronics

Job Reports To [Employment - Recruiting - Staffing
Energy - Utiites - Gas - Electric

Billng Information [ ENtertainment
Environmental

Exercise - Fitness
Fashion - Apparel - Textle
Food

Schedule





image21.png
Stage: NNonprofit
Operations Management Al
Share: Plomer
Ovmer Personal Care and Senvice
Printing/Editing/Writing
Source Type: ~{Product Managementiareting

ProjectProgram Management

Job Order Information| Property and Housing
Purchasing

Job Type * Quaiiy Assurancessafety
Real Estate/Morigage

HRM Department  [Recruitment Consuttancy

Research & Development

Industry Restaurant and Food Service
RetailWholesale
[Sales - Account Management
Job Title Sales - Work at HomelCommission Only
Sales Telemarketing
Ref. Code [Saes - Telemarketing
[Science
Job Order ID# [Senior Appointments
Social Care.
No. Positions [Sports and RecreationFitness
Supply Chain/Logistics
Company Telecommunications
Texties
Contact Transportation and Warehousing
Utiies Vi

Job Location | Veterinary Services




image22.png
& Submitted Candidates




image23.png
Submission Interview status

New Status.

Close.

‘Submission Interview status

Name

n Person It
Internal Interview
Offer-Accepted
Offer-Pending
Offer-Reiected

Modified

Chis Allison
Ghis Alison
Ghis Alison
Ghis Alison
Chris Allison

Modified date

C&/0412008 10.07 P
0772312008 10:18 AM
072212008 08:52 PM
072212008 08:52 PM
07122/2008 03-52 PM

2l

Edi

Delele
Delete:
Delete:
Delete:
Delete





image24.png
Piotes

| Select Users to Notify Notes.

[ show Associated Notes




image25.png
*Notes

Left Voicemail
uissed Transportation

= Activities (Last 20)
® Documents [ add docuf

QMatching Candidates




image1.png
P

Add 1o Group Add Document Cre:

[ Do Not Call [] Do Not Email | Left Company [ Display as Main Contact for Company

Share: Public Contact Checklist
Ouner: [Chrs Alison <]
Contact Type [Seect i

Coent

Source Type: select- edit list

Merge Records - No

Mark Sample [make a candidate |
msample@rameshcompany.akken.com




image2.png
Contact Type:

Biling Contact

Key Contact

CaET || Main Contact
Reporting Contact

Source Type:




image3.png
Contact Type - Intemnet Explorer - o x
e ®

© sy /sppserver2takkencom/ BSOS Manage/sddphpTnameManage=Contact ype&namel=contype @)

Col Type Close

Contact Type
Name Modified by Modified date

Contact Type
New Contact Type | | Close




image4.png
(& Contact Type - Internet Explorer - o X

© hitps://sppserver2é aken.com BSOS/ Manage/new phppsno= &nsmeManage=Contact*20Typetiname. @

~

New Contact Type
Contact Type*





