infini

Administrator Tools for BrassRing

User Guide

Release Date: Sep 2022

™



Administrator Tools for BrassRing

Edition Notice

Note: Before using this information and the product it supports, read the information in Notices.

This edition applies to Infinite Talent BrassRing - Administrator Tools for BrassRing User Guide and to all
subsequent releases and modifications until otherwise indication in new editions.

Licensed Materials - Property of Infinite

© Copyright Infinite Computer Solutions 2022.

© Copyright Infinite. 2022 Page 2

Course materials cannot be reproduced in whole or in part
without the prior written permission of Infinite.



Administrator Tools for BrassRing

Table of Contents

Contents
=L LA To a8 V[ 4 o= SR 2
JLIE= o1 (=30 B 0] a1 1= 1) £ PSPPSR 3
YA eTe [UTox To] o IO RORRRRRRRRRRRN 6
ADOUL BraSSRING TraiNIiNG ...cceeeiiiiiiieieeee e e e e ettt e e e e e e e st e e e e e e e e e ssnnseseeeaeaeeeesannnssneeeeeaeeeeaaanns 6
Chapter 1:  AdmINiSTEIING USEIS......uuuuuiiieeiieiiiriiitietesssisssassssasssssssssssassassssaasssssssnnnnnan——. 7
(O g F= Yo =Y G @ AT V= YU PSPPSR 7
(00T o) (=T @ ] oYL=t LY 7
OVEIVIEW OF USBI TYPES ciiieieiiiiiit ettt e e e ettt e e e e e e e e ettt e e e e e e e e s s nnsaeeeeeaaaeeesaansssneeneeaeeeeaannns 8
O ET= T 1Y 0 = 8
=T Yo o F= W € 01U o 13 9
(6T Y T L oYUYo LSOO PP P PPPPPPPPPPPPPN 10
MANAGING USEI ..ttt ettt e ookttt e e e sttt e e e st et e e e e e nbe et e e e enab et e e e e nne e e e e annnees 10
A L L =S U £~ SRS 10
EQITING USEIS ..ttt e et e e et e e e et e e e e e e e e nae e e s 12
Transfer FOLder OWNEISNIP .....eiiii et e e e e e e e e 12
DEACTIVATING USEIS .eiiiieeiiiiiiieeie et ettt e e e e e e et e e e e e e e e et eeeeeeeeeesnnsnneeeeeeaeeaaannnnes 12
REACTIVATING USEIS ..eiiiiiiiiiiiiiiiiiiiiiiitiiitiiie e e e aas 13
EXPOMTING USEE LISTS .ttt ettt e e e e e e et e e e e e e e e e nnees 14
EXPOrting @ USEr LISt 10 EXCEL..uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiietviaeaeee bbb aaaeanseeaeesnsannnnsnnnnanes 14
Adding an Organizational GrOUP ......cooeiiiiiii e 16
Editing an Organizational GrOUP .........eeeeiiiiiie e e e ee e 17
Deleting an Organizational GrOUP ........coiiiiiiiiee et ee e 18
Data INSight TOOL (DIT) ROLES ..eeiiiiiiiiee ettt e e e e nraeeas 18
AV o = T 0 3 ] (= SRR 18
ManNAEE the USEr ROSTEI .....ciiiiiiiii ettt e e e e e eea e 19
=T L= D) 3 (= PO RSERR 21
COPY @ DIT ROLE ..ttt e e e e et e e e e e e e e st e e e e eaeeeeesnnssssneeeeaeeeeans 21
DELEtE @ DIT ROLE ..eeeiiiieeee ettt ettt e e e e e e e e et e e e e e e e e e e nnnseaeeeeaeeeeeanns 21
Chapter 2: AAMINISTENNG COUES .....uuuuiiiiiiiiiiiiiiiieiiiieiieieeeieeaeeeaeeeaeeneeaenneennsssennnnnennnnnnnnes 24
(01 aF=Y o =T g @ ALY V=L YOS PUPPR 24
(O] =T o) (=T @ ] o Y[t £ 17T 24
© Copyright Infinite. 2022 Page 3

Course materials cannot be reproduced in whole or in part
without the prior written permission of Infinite.



Administrator Tools for BrassRing

OVEIVIEW OF COUE TYPES .urrtiiutiiiiriiiiiiitin e e e e aaas 25
(00 To [T Yo 1= USSR 25

FA Ve o [T g Y= 0 Yo [T Y] o 1= SRR 25

A [ L1 =38 0 Yo 1= SRR 26
Ja¥e [o [T a = AN To] o N Ofe T [-T- TP 26

Lo [} F= 300 [ o T 6o e 1= 28
AddING SOUICE COUES ...ttt 28
FAe Lo T~ 2 U=To [ 6o o [= RO 29

DY To (V2 LA T Y= 6o o (=S RRRRRRRRRRR 29
REACTIVATING COUBS ..ottt e e e e e e et e e e e ennaeeeeeanneeeaeaa 30
o To] mal Y=l OfoTe (R I E) £ TR 30
Chapter 3: Mana@ing LiStS.......uuuuueiiiiiieiiiitieeittitittsaetaaaaaeaaaaaaassaaasasssassssssssssassnnsnssssnnsnnnes 33
(01 aF= Yo =T g @ AV V= YOS 33
(O] =T o) (=T @ oY=t 1Y 33
OVEIVIEW OF LISTS 1.uiueiiiiiiiie e e e ettt e e e e e et e e e e e e e e s eeeaeeeeessnnsseneeeaeeeeaannnes 34
ELemMENTS OF LiSTS et e e e e e e e e e 34
BrasSRING FIld TYPES . ..uueiiieiiiiiee ettt e e e e e e e e e e e e e e e e e s e e e aaaeeeennnssnnnees 34
MANAZING LiSTS .ottt ettt e eeeea e e e e aaaaaaaaaatra—ar——r—a—————————a———— 35

P [e T = 3= Ta T o1 4T o I PR RUPRR 35

[=Lo TR aF=R O] o1 To T 1T 36

| (o AV LA F= A @] o] (o] 3 PSRRI 37
o Y= A g Y= O] o) dTo] o[RS 37
Export Option List t0 MIiCroSOft EXCEL....uuuiiiiiiiiee it 38
Chapter 4: Using Miscellaneous Administrative Features...........ccuuvveeeeeeeeeeeenneenenennenns 40
CRaPTEr OVEIVIEBW ..ttt e e e e e e a e e a e e e e e s e e e e eaas 40
(0 g F=Y o] =T @] o [T o LY=o RERPR 40
MASS EMIAILS ...ttt e e e et e e e e e e e e e e e e e e e e e reeees 41
SeNAING MASS EMAILS....eiiiiiiiieiiie ettt e e s 41
Stacking DUpLiCate RESUMES OF CVS....uuiiiiii e a e e 42
NOTES AUIT ... ettt e e e e e e et e e e e e e e e e s s sbaaeeeeeaeeeeasssssaaneaaaeeeeeannnsnnnnees 43
LN = ol ] 1= R30S 44
LOZIN FAILUIE AUIT. ..coe ittt e ettt e e e ettt e e e e et e e e e e nae e e e e annees 44
Chapter 5: Setting up Communication TeEMPLAtes ..........euvuueeiiiiieiiiiiiiiieeieieeeeeiineaeeenes 47
(O] ET o1 (T gl @ ALY T 47
(0 g F=Y o] =T @] o [T o LY=o RERPR 47
Working with Communication TEMPLAtES ...coceeiieiieeee e, 48
Elements of Communication TEMPLAtES .....uuiiiiiee i 48

© Copyright Infinite. 2022 Page 4

Course materials cannot be reproduced in whole or in part
without the prior written permission of Infinite.



Administrator Tools for BrassRing

Adding a Communication Template ..., 48
Editing a Communication TeMPLate ......cooiiiiiiiiii e 50
Working with Letter TEMPLAteS ......veiiiiiei e ee e e e e e 51
Elements of Letter TEMPLates .....cooo i 51
Adding a Letter Template......coooooiii 51
Deactivating ComMMUNICATIONS .....oiiiiiiiiie e e e e e e et e e e e e nnnneeeeens 53
DOCUMENT TEMPLALES ...ttt e et e eeeaaesaeaesasssssssssssesssesnrnnns 53
Adding DOCUMENt TEMPLALES....ciiiiiiiie et e e e e e e 54
Deactivate a doCUMENT TEMPLATE .. ..eviiiiiiiiiiiiiiieiiie e 58
Delete a docUMENT tEMPLATE ...uviiiiiiiee e e e e e e 58
AdMINISTering BLUIDS ... 58
AdAING @ BLUID ...ttt e e e e nra e e 58
Document Packet TEMPLAtES c.ccooo i 62
Adding Document Template PacketsS........ueeiiiiiiiiei e 62
SYStEM EMAil TEMPLATES . uuiuiiiiiiiiiiti e e e eas 64
Adding System Email tempPlates .......oooi i 64
CheCK YOUT SKIllS ANSWEIS .....ueeiiiiiieiiiititeetetettteteseaaesaasasasssasassasssssssnssssssssnssssnnnsnssnnnnnnnns 68
CRAPTEE L. 68
(01 0 F=Y o (=Y PO PP 68
(04 g T o) (=] o USSP PP PP PP PP UPPP PP PP 68
(01 0 F=Y o (=Y PRSPPI 68
(0] g T T o) (=] o T U U U U PSP P U PP PP PPPUPPPPPN 68
© Copyright Infinite. 2022 Page 5

Course materials cannot be reproduced in whole or in part
without the prior written permission of Infinite.



Administrator Tools for BrassRing

Introduction

This user guide provides BrassRing administrators (commonly referred to as Super Users) with an
introduction to all of the administrative features that BrassRing offers. This course helps you to become
proficient with all aspects of BrassRing

BrassRing is a highly customizable Talent Management solution. Therefore, some of the features that
are discussed in this workbook might not apply to your company or might look different than you are
used to seeing. We hope you take advantage of “Apply Your Knowledge” questions that are incorporated
in this workbook. These questions give you the opportunity to note your company’s business practices
and specialized processes.

About BrassRing Training

This course is the first step in becoming proficient using BrassRing’s Talent Management solution. We
encourage you to take advantage of online “Help” available within BrassRing and as pursue additional
training opportunities. Infinite offers a number of tools including instructor-led and self-study courses
that help support your company’s specific learning needs.
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Chapter1:  Administering Users

Chapter Overview

Not everyone who uses BrassRing needs the same level of access to the information within it. You might
want to limit access to certain function for one type of user while allowing others less restricted use.
Within BrassRing, you classify users by user types, user groups, and organization groups to specify the
roles and privileges available to them.

In this chapter, we examine administering your users of BrassRing.

Chapter Objectives

At the end of this chapter you will be able to:
e Identify User types and User groups.
e Describe user role assignments.
e Define Organizational groups.
e Add users.
e My Req Relationship by using User Profile.
e Transfer Working Folder Ownership.

e Manage Data Insight Tool (DIT) Roles.
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Overview of User Types

User types or user access levels define the function within BrassRing that specific staff members within
your organization are permitted to use. User types are assigned according to the roles and
responsibilities of the user.

While BrassRing initially provides the five standard User types listed, each with its own default BrassRing
access privileges, your organization might have changed the default settings to better suit the needs of
the user population and your specific hiring processes.

User Types

The five standard user types in BrassRing are:

Hiring Manager User type has access to View my reqgs and the candidates that are
filed to those regs. Even if your Hiring Managers will not access the
BrassRing application directly, you enter them as users to include
their names in the single-select list for the Manager field on the
Requisition, and to easily send information from the system.

HR Coordinator User type has general access to non-administrative functions, such
as View my reqs, Search candidates and Working folders.

Recruiter User type has access to all BrassRing function except for Admin+
and View all regs. Also has access to selected Standard reports.

System Administrator | User type has access to all BrassRing function including
administrative functions, such as job and source code maintenance
and all reporting capabilities. System Administrator is also known
as Super User.

QuickStart User User type is assigned to eLink recipients who are not listed in the
BrassRing system (that is, non-users of BrassRing). For this reason,
it is recommended this User Type is not assigned to any BrassRing
users. Candidates are also considered QuickStart Users when
interacting with them by using eLinks.

¢

Apply your knowledge

What are the names of your organization’s User Types?
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Persona Groups

The home page is designed to displays cards, grids, visualizations, and welcome messages specific to
five different personas:

e Recruiter

e Hiring Manager

e Administrator

e HRUser

e Reporting / Analytics

The BrassRing user home page experience is based on persona designation. Each persona provides the
users with the view of the data that works best for them. Users can personalize the view of the home
page depending on their day-to-day tasks and needs.

Additional Elements to Consider:

e The HR Status Categories must be mapped in order for visualizations to work on the home page.

e Based on configuration and appropriate privileges, the home page for users with recruiter
persona displays information specific to their requisitions in individual containers, also known as
cards. The cards come with multiple view options and as the permissions to refresh and update
data in them.

e Users can switch to grid view or to the visualize view (Figure 1-4). The visualize view provides a
pictorial representation of the req data. Currently, users can review time to fill and req aging
visualizations.

¢ You might add up to 20 fields for display in the My Open Regs grid views.

New users logging in to BrassRing, or existing users accessing the New UI for the first time will be
defaulted as follows:
e Recruiter — My Open Regs tab, Card View

e Hiring Manager — My Tasks tab. When the user clicks their My Open Regs tab for the first time
they will be defaulted to the Visualize View.

When users access the My Open Regs and the Card View the default view by personas are as follows:

e Recruiter — Req #, Job Title, Location or Division, Department, Posting icon, New, and Total
Candidates.

e Hiring Manager — Req #, Job Title, Location or Division, Department, Recruiter, New, and Total
Candidates.

Note: Currently, your Workbench administrator can configure different default fields for the My Open
Regs card and grid views, and the My Candidates grid view that will only apply to any new users to
BrassRing. The Recruiter persona is used for the remainder personas that will be updated with persona-
specific configuration in future Releases.

© Copyright Infinite. 2022 Page 9
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User Groups

Some companies must limit access to resumes or CVs by division or by business unit. This might be
accomplished by using User groups. If your organization opted to enable User groups, you see them
when adding a new user within BrassRing.

While an individual’s User group is assigned when they are added as a BrassRing user, it is facilitated
through the designation of a code which is assigned to incoming resumes or CVs. It is typically a division
code or source code that allows or restricts access to these resumes or CVs by a particular User group.

It should be noted that User groups are created and managed by your Workbench Administrator.

Managing User

Infinite entered your initial list of users during implementation. Moving forward as a Super User, you can
add, update, deactivate, and reactivate users of BrassRing.

Adding Users

To add a user:

From the Hiring Navigation icon m, click Admin % Admin+ % Users.

Click Add new user by using the Actions menu. Refer to Figure 1-1.

Complete any required fields (*) and optional fields as necessary.

For User type, select the User type for the user. Users can only have one User type selected.

ok P

For User group, select the appropriate User group for the user. Users can have multiple User
groups selected. Hold the Ctrl key down to select multiple user groups.

6. For Org group, select the Organizational groups. Users can have multiple Org groups
selected. Hold the Ctrl key down to select multiple org groups.

7. For Approval authorizations and role definitions, click the box for the roles that are
applicable for this user. See Table 1-1 for additional information about this field.

Click Save.
9. Click OK to close the confirmation message.

© Regquired fields are indicated with an asterisk.

s If you do not see more than one User group listed, then select the only group listed.

© Copyright Infinite. 2022 Page 10
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Add user
*First name | |
*Last name | |
*|Jser type System Admin (Do not Edit) -~
*Country | United States |
. =
Language |Eng|i5h (US)-United States v
*a-mail | | *User group Standard Group |
*
Usemarme | Training123 | o
*Password |
seeseser * 0rg group(s) Standard ~
Password security tips UK Office
i Us Office
*Time Zone |(GMT-DS:DD) Eastern Time (US & Canadais
Employee ID | |
on Approval authorizations and role definitions E‘ BrassRing user
ob title
| | DManager
Department D
Recruiter
Phone | | [ senior
Manager
Fax | |
Remote login ID | |
* = required field
=

Figure 1- 1: Adding a user

Approval authorizations Description

and role definition option

BrassRing user If the user is going to log on to BrassRing, then this option must be selected. If
the user is never going to log on to BrassRing, then do not select this option.

Manager If this user is a hiring manager and should appear in the Manager drop-down list
on the req forms, then select this option.

Recruiter If this user is a recruiter and should appear in the Recruiter drop-down list on
the req forms, then select this option.

Approval routing titles If your company uses req approval routing, the approver levels are listed. When

(specific to your company’s | appropriate, select the appropriate Approver level for the user. The user’s name

BrassRing configuration) will now appear in the dropdown list of options for that particular approval
level.

Table 1- 1: Approver and role options
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Editing Users

To edit a user:

From the Hiring Navigation icon m, click Admin % Admin+ % Users.
Click the Edit  icon for the user.

Change the appropriate fields.

Click Save.

Click OK to close the confirmation message.

ok wnh PR

Transfer Folder Ownership

As a Super User, you are able to transfer the folder ownership of a user’s Working Folder.

Best Practice is to use this feature when inactivating a user. Transferring Folder Ownership
moves the ownership of that Working Folders to another user. As a result the “original” owner of
the Working Folder no longer has the ability to edit, delete, or inactivate the Working Folder.

From the Hiring Navigation icon m select Admin % Admin+ %k Users.

1.
2. Select the user whose working folder ownership that you would like to transfer.
3. Click Transfer working folder ownership in the Actions toolbar.
4. Inthe Folders select box, select the folders to be transferred.
Note: The active and inactive working folders of which the user is the owner will appear.
5. Inthe User select box, highlight the user to whom that ownership will be transferred.
6. Click Save.

Deactivating Users

There will be occasions when you need to deactivate users, typically when they leave your
company or transition into a new role that does not require the use of BrassRing.

To deactivate a user:

From the list of Active users, click the Deactivate @ icon for that user.

When users are being deactivated, they sometimes have active reqgs that are attached to them
that need to be reassigned to other users. A window will automatically open with a list of these
reqs when you attempt to inactivate. Refer to Figure 1-2.

© Copyright Infinite. 2022 Page 12
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Transfer user responsibilities

Jones, Mary is tied to the following job codes or a req in pending, approved, open or default req status as either a Manager, Recruiter, Reg team member, Approver or
Notify upon approval user. Please use the Edit icon to edit these reqs and re-assign this user's responsibilities to a different active user.

I
Ttem affected Req title Edit
15BR Admin Assistant 1 14
1BR BDE 14
9BR Database Administrator 7

Alternatively, you may transfer all of this user's responsibilities to a single user from the list below. In order to receive all of the folders, the selected recipient must have
the same role responsibilities as the original user. Before selecting a recipient, you may wish to confirm that the Manager, Recruiter, and Approver access checkboxes in
the recipient's user profile match those of the original user.

Selecting a user from the list below and clicking "Transfer' will modify all job codes and reqs, and replace the original user with the selected recipient.

Figure 1- 2: Deactivating a user

Reactivating Users

To reactivate a user:

1. From the list of Active users, click the Inactive users link located in the upper left
corner of the screen.

2. You will see a list of your inactive users. Refer to Figure 1-3.

3. Click the Activate Q icon for the user.
4. The user’s name returns to the list of your Active users.

. Active users Inactive users
Actions

Add
+ Hen sl Select users
C") Deactivate

@ Export user list

to MS Excel ~ Full name User :—:’t‘;‘;lgse’ Edit Deactivate
Davis, Elizabeth  System Admin (Do not Edit) & s ®
Jones, Mary System Admin (Do not Edit) & 4 &
Miller, Steven HR Staff01 &% 7 ®

Figure 1- 3: Deactivating a user

© Copyright Infinite. 2022 Page 13
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Exporting User Lists

BrassRing enables you to export a comma-separated list (CSV) of users that you can then open in
Microsoft Excel. You can use this function to compare BrassRing data to a list of data from another
source.

Exporting a User List to Excel

To export a user list to Excel:

1. From the Hiring Navigation icon m click Admin % Admin+ % Users.

2. Click Export user list to MS Excel in the Actions list.

3. Inthe File download screen, click Open.

4. From the Microsoft Office Excel screen, select Yes. See Figure 1-4.

A B C D E F G H I J K L M N ]
|as: —-a_q:urst—.a-ne Status Title Department Employee ID User group User type sele E-mail Language Country Time forDate fo Created Date created
aasd Training02  Active Demo Stan Super User  training@| English (U United Stal 12 hour dd-mmm-yyyy 11/2/2004 10:45
I Active Demo  Sales Demo Stan HR Staff training@| English (US United States 8/10/19999:17
Active Demo Stan Super User De (English (US United Stai 12 hour dd-mmm-yyyy 3/4/2010 15:39

I

| Active Demo Stan Super User De ZEnglish (US United King 12 hour dd-mmm-yyyy 2{9/2010 4:59

I Active Demo Stan QuickStart Use |English (US United States 2/5/2008 10:49
Active Demo Stan HR Staff _ .English (US United Stal 12 hour dd-mm Zdemo, | 9/29/2009 5:15

~ e s ke e

Figure 1- 4: Exported user list

s Click the appropriate hyperlink, either Active Users or Inactive Users to export the group of
your choice.

My Req Relationship by using User Profile

This feature provides an automated way to create a My Req relationship in situations with high mobility
rates or turnover among hiring managers, where the usual manual maintenance can be difficult. The
setting enables a user to update all of a user’s My Req relationships by updating their User Profile field
and easily update requisition privileges that are related to employee transfers and company
reorganizations.

When enabling this feature a Req field is selected. In addition, one of more of its options are selected on
the user’s profile. When a requisition’s option value for the selected field matches an option value that is
selected on the profile, the user has a My Req relationship with the requisition, with all the functions a
Req Team member would have. If either the Req value or the user profile option value changes, the My
Req relationship dynamically changes.

© Copyright Infinite. 2022 Page 14
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This feature is enabled by selecting Configure for the Req privilege based on User Profile client setting.
To enable the feature, contact your Infinite Talent representative. A req field must be selected to map to
the user profile field. After a field is selected for the client setting, the field type cannot be changed or
inactivated. The field’s options can be inactivated as these are used to link the BrassRing user to the
reqs that have the options that are selected.

Elements of the My Req Relationship using User Profile:

- When there is a match between any of the options that are selected for the requisition and an
option that is selected on the user’s Requisition privileges profile field, the user has a My Req
relationship to the requisition. However, the user is not listed in the Requisition Team field as a
result of the relationship.

- Org Groups are respected. If the req field option matches the user’s, but the Org Groups with
which the user is associated don’t have privileges to the requisitions req form, the user is not
granted a My Req relationship.

- When the options selected for the user on their profile are updated by using any means, for
example an XML user import, Excel user import, or manually by using Workbench or BrassRing,
then the My Req relationship is automatically updated. This includes both establishing new My
Req relationships and severs those that are no longer valid.

- When the Req option is updated or created by using any means, for example adding or editing a
Req, a Req import, a RAM-update custom field, or a Req Mass Update, the My Req relationship is
automatically updated. This includes both establishing new My Req relationships and severs
those that are no longer valid.

- All My Req privileges for the user’s user type are respected. For example, whether the user can
Edit or View the req is determined based on the My Req privileges. If the user does not have the
applicable My Req — view, they do not see the requisitions even though the user profile criteria
matches the req criteria.

- User Profile imports support a Replace All action only.

- The Requisition Team field is respected if the user appears in the Req Team field. If the user
profile field doesn’t match the req field, the user still has a My Req relationship to the req.

Editing the User’s Profile:

1. From the Hiring Navigation icon W, click Admin % Admin+ % Users.
2. Click Edit icon for the select user.

3. Click List >> and select the options from the Req field that is selected in the client
setting.

4. Save.When any of the user’s selected options match any of the options that are
selected on a requisition, then a My Req relationship is established. The system will not
attempt to match ALL.

*org group(s) [AGroup 1 B
AGroup 2 [ ]
p
Confidential
Contains 1 req template -

g Selection delails

Requisition privilege [Solocted(0) | List>> User will be granted a My Req relationship when the

designated req field (configured per dient setting Req
privilege based on User Profile option”) includes any of these
selected options,

Figure 1- 5: Create My Req relationship on User Profile
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Adding an Organizational Group

To add an Org group:

1. From the Hiring Navigation icon m, click Admin %k Admin+ % Org. groups. See
Figure 1-6.
2. Click Add new group.
3. Enter the Group name for the Org group. Refer to Figure 1-7.
4. For Users, click List to search for the users to assign to this group.
5. For Affiliated letter templates, hold down the [Ctrl] key to select the templates that
should be available to this particular group.
6. For Affiliated communication templates to send, hold down the [Ctrl] key and select
the templates that should be available to this particular group.
7. For Affiliated communication templates to administer, hold down the [Ctrl] key and
select the templates that should be available to this particular group.
8. For Affiliated document template to send, hold down the [Ctrl] key and select the
templates that should be available to this particular group.
9. For Affiliated document template to administer, hold down the [Ctrl] key and select
the templates that should be available to this particular group.
10. For Affiliated blurbs, hold down the [Ctrl] key and select the blurbs that should be
available to this particular group when sending a communication.
11. For Affiliated req templates, hold down the [Ctrl] key and select the req forms that
should be available to this particular group.
12. For Affiliated Gateway Questionnaire, hold down the [Ctrl] key to select the templates
that should be available to this group.
13. Click Save.
14. Click OK to close the confirmation message.
Admin+: Org groups
Actions
+ Addnewgroup ~ Groupname ~ Editgroup  Delete group
Standard 7 il
UK Office 4 1]
US Office 7 o]
Figure 1-6: Organizational groups
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Add new group Help

* Group name
* Users 3
Affiliated letter
templates
Affiliated AM - (.nllldilld'.t' IIR. :'>1<:lus Aging -
commumications AM - Gateway Expiring _ ) =
[ HR Status Update to Interview - Noify Cane
ot Interview Confirmation
gend Interview Email -

[~

Figure 1- 7: Adding new Org group

s Users can be assigned to more than one Organizational Group.

s A blurb is pre-defined text that can be selected by the sender of a communication to a
candidate. Examples would be a disclaimer, equal employment opportunity statement, etc.
Blurbs are discussed later in the manual.

'™ Once an Org Group is created, all of your users must be assigned to at least one org group.

s Org Group cannot be inactivated but can be deleted.

Editing an Organizational Group

Org groups need updating as new templates, blurbs, and Talent Gateways are added.

To edit an Org group:

From the Hiring Navigation icon , click Admin % Admin+ % Org groups.

Click the Edit / icon for the group.

Modify the appropriate information.

Click Save.

Click OK to close the confirmation message.

ok N P
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Deleting an Organizational Group

To delete an Org group:

From the Hiring Navigation icon m click Admin %k Admin+ % Org groups.

1.
2. Click the Delete ﬁ icon for the group you would like to delete.
3. The org group details display.
4. Click the Delete button.
5. Click OK to close the confirmation message.
Apply your knowledge

List any Organizational Groups you need to create for your company:

Data Insight Tool (DIT) Roles

Users who require access to the DIT, must first be assigned to a User Role. The User Role is specific to
DIT and is different than a User Type. You create roles to secure and restrict data from users when
running DIT reports.

Creating User Roles is a two-step process:
- Create the role in BrassRing

- Assign the user type to the role in Workbench (managed by your Workbench
Administrator)

Add a DIT Role
To add a DIT role:

1. From the Hiring Navigation icon m, click Reports % Data Insight Tool %
Manage users and roles.

From the User Role Library tab, select Create New Role. See Figure 1-8
3. Role Name - Add a unique name for the role (up to 50 characters).

Click the checkbox for Hide inactive items in User Role Workshop if you only want
active items in the User Role Workshop to appear.
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Description — Optional — Add a description for the role (up to 150 characters).

Click the checkbox for Restrict users assigned to this role from creating or editing
ALL templates if you do not want the user to be able create, run, or schedule their
own DIT reports. This means that the user would only have access to run public
reports. Once selected, the following statement appears:

Note: Users assigned to this role can only schedule/run Public templates for which they have access and any
templates sent to them from other users. They will no longer have access to their previously created non
public templates.

7. Click Next. The User Role Workshop screen displays.

The fields you want to restrict access for the user role are organized by categories.
Click the plus sign (+) next to the category and sub-category to select the
appropriate field, and click the Add to Worksheet button.

Note: You can select up to 10 items to restrict access per user role.

9. The fields you added to the Worksheet will appear as filters. You can include an
additional restriction by adding criteria. Click the criteria icon < , and select the
appropriate criteria.

10. Click Next. The User Role Summary screen displays. You can click Print to print the
summary. Should you not agree with the summary, you can click the Back button to
return to the User Role Workshop to edit the role.

11. Click Save.

Data Insight Tool: Manage Users and Roles
User Roster
Show [10_[entries search:[ |
Insight User Role A Description o Bra?rsRing e Users
o
L O Administrator Data Insight Tool Administrator READ) oﬂﬂ_"nsyﬁem 16
o
O HR Coordinator n/a 0
O Recruiter Recruiter 3
O Reporting Specialist n/a 0

Figure 1- 8: User Role Library

Manage the User Roster

The user roster tab provides you with the names of users (active and inactive), their respective
BrassRing user type and assigned User Role. See Figure 1-9. The User Roster tab allows you to:

Add Users
Change Role
Inactivate Users
Reactivate Users
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User Role Library

Data Insight Tool: Manage Users and Roles

Add User(s)
Show entries Search: I:l
A Employee o @ BrassRing User @® Insight User
L) Change Role g Name D Status Type Role
D Admin, System () Active System Admin Administrator A

o Inactivate User(s)
™ Reactivate User(s) |:| API, Web (123456) 123456 Active System Admin Administrator

Show items:

Figure 1- 9: User Role Library

To Add a User:

1.

From the Hiring Navigation icon m, click Reports % Data Insight Tool %
Manage users and roles.

Click the User Roster tab.

Click Add Users.

Select the user from the list of BrassRing Users, and add them to the Selected
Users section by clicking [>>].

Note: You can select up to 25 users to be added to DIT.

Click Next. The Assign Role window appears.

Select the appropriate user role form, and click Save.

To Change the Role of a User:

1.

ok W

From the Hiring Navigation icon m, click Reports % Data Insight Tool %
Manage users and roles.

Click the User Roster tab.

Select the user whose role needs to be changed.

Click Change Role.

Select the Role to assign to the user, and click Save.

To Inactivate or Reactivate a User:

1.

o gk L

From the Hiring Navigation icon m, click Reports % Data Insight Tool %
Manage users and roles.

Click the User Roster tab.

Select the user to inactivate or reactivate.

Click Inactivate or Reactivate.

Confirm Inactivation or Reactivation by clicking the Inactivate or Reactivate button.

The Status of the user has now changed to either Inactivate or Active, based on
the action you took.
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Edit a DIT Role

To edit a DIT role:

Copy a DIT Role

From the Hiring Navigation icon m, click Reports % Data Insight Tool %
Manage users and roles.

Select the DIT role that you want to edit from the list of roles on the User Role
Library.

Click Edit Role.

You can edit fields on the User Role Identity window and in the User Role
Workshop.

Once you completed the edits, click Next and Save.

To copy a DIT role:

10.
11.
12.

From the Hiring Navigation icon m, click Reports % Data Insight Tool %
Manage users and roles.

Select the DIT role that you want to copy from the list of roles on the User Role
Library.

Add a unique Role Name.

Add a Description (optional).

Click Save.

The user role was added to the User Role Library and can now be edited by
selecting the role and clicking Edit.

Delete a DIT Role
To delete a DIT role:

From the Hiring Navigation icon W, click Reports % Data Insight Tool %

1.
Manage users and roles.

2. Select the DIT role that you want to delete from the list of roles on the User Role
Library.
Note: You cannot delete a role that includes active users.

3. Click Delete Role. The Delete the following User Role? Window appears.

4. Click Delete. The role was removed from the User Role Library.
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Chapter Summary

e BrassRing provides five standard levels of user access called User types.
e Users are assigned to a User type that delineates their access privileges.

e Persona Groups provide the users with the view of the data that works best for them on the
home page.

e BrassRing uses Organizational (Org) groups to determine which Req templates, and as
which letter and email communication templates a user can access. Org groups can also be
used to limit access to your company’s Talent Gateways and Gateway Questionnaires.

e AsaSuper User, you are able to transfer the folder ownership of a user’s Working Folder.

e You can export lists of Active or Inactive users to MS Excel.
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v

Check Your Skills

Answer these True or False questions:

1. BrassRing groups users into sections called teams.
2. The Hiring Manager user type has access to folders but not the entire system.
3. Onceauserisinactivated, he/she is deleted permanently from BrassRing.

Answer the following short answer questions:

4. The user types that are listed are part of the five standard BrassRing User types except?

HR Coordinator
Quick Start User
Hiring Manager
HR Staff
Recruiter

mmo oW

System Administrator

5. allows you to define the Communication Templates, Req Templates and

document templates you can see and use in BrassRing?

A. User Groups
B. User Types
C. OrgGroups
D.

None of the Above

Perform these hands-on exercises in BrassRing:
6. Add a user. Begin the username with the word “training.”
7. Add an Organizational group.

8. Edit the user that you created and change the Organizational group to the one you
created.

9. Deactivate the user that you created in #6.

10. Delete the Org group that you created in #7.
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Chapter 2: Administering Codes

Chapter Overview

You organization has set-up standards for working with codes. They are assigned to candidates during
their resume or CV submission. Examples of codes are: source code, job req ID (job req code), and job
code.

Careful administration of codes can help sustain a higher level of data integrity and enable you to better
interpret results generated from Standard reports.

In this chapter, we focus on the administration of codes.

Chapter Objectives

At the end of this chapter you will be able to:

e Define the difference between code types and specific codes.
e Add codes.
e Inactivate codes.

© Copyright Infinite. 2022 Page 24

Course materials cannot be reproduced in whole or in part
without the prior written permission of Infinite.



Administrator Tools for BrassRing

Overview of Code Types

Once a code is assigned to a candidate, it becomes a unique identifier that allows BrassRing users to
recognize and identify specific information pertaining to that candidate’s resume or CV submission.

All codes belong to one of several overall categories, also known as code types.

Code Types

BrassRing has three default code types in the system: Job code, Job Req ID (job code), and Source code.
Your organization might have additional code types by which codes are grouped, such as Division code,
Business Unit code, or Agency code (Figure 2-1).

For example, a candidate’s job apply URL was tagged with a source code. When the candidate is added
to BrassRing the user will be able to see the source code, job req ID (job req code), and job code
associated with that candidate’s submission.

Codes &~
Admin+: Code types Show results 14+ Code types displayed: 1 - 4 of 4
¥ Code type Function Added by Date added Administer

code list
Agency Codes Agency codes Administrator, Workbench 28-1un-2017 j

Job Code Job codes Administrator, Workbench 28-0ct-2014 [
Job Req Req codes Administrator, Workbench 28-0ct-2014 i

Source Code Acknowledge/Source code Administrator, Workbench 28-0ct-2014

Figure 2- 1: A list of Code Types

Adding Code Types

During the implementation of BrassRing, your company decided on the code types that best meet the
needs of its users and management. Your certified Workbench Administrator will be responsible for
adding and changing code types after implementation is complete and your company is live on
BrassRing.

¢

Apply Your Knowledge

Does your organization use any code types in addition to the three default code types of Job
code, Req code, and Source code? If so, make note of them here.
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Adding Codes

Adding specific codes to a code type list is performed within BrassRing. Keep in mind that each code
type has its own set of function. For example, job codes supply default job data for requisitions, such as
the job description. Source codes identify the source that generated the resume or CV for your company,
such as a job board or a newspaper.

Adding Job Codes

Job codes offer additional function beyond identifying which types of jobs candidates applied for. You
can associate default job req information with your job codes so that when they are selected in the req
creation process, the default job information auto-populates on the req form. This can be useful in two
ways:

First, by having information automatically populate on the req form. It serves as a time saver for the
creator of the req. Second, by having Super Users enter the significant pieces of data such as cost
center, department number, or pertinent HR data, the need for regular users to guess this information or
inaccurately enter it, is eliminated.

To add a job code:

1. From the Hiring Navigation icon m select Admin % Admin+ % Codes.
The list of existing code types appears.

Click the Administer code list 5? icon for Job Code.

2.

3. Click Add new code.

4. Name the code in the Code field. See Figure 2-2.

5. Add a Description in the Description field. This should be the job title corresponding to
the job code. It will always accompany the job code in BrassRing.

6. Click Save.

7. Ifyour organization is going to associate default req data with job codes, select a req

form to associate with the job code. See Figure 2-3.

8. Click Continue.

9. Complete those fields on the req form that should populate when the job code is
selected by individuals creating regs.

Note: None of the fields on the Req form have a red asterisk. You are not adding a real
req; you are determining which fields should pre-populate on the req form whenever a
job code is selected during the req creation process. If your organization uses additional
languages, you can click the language toggle at the top of the screen to add defaults for
that language.

10. Click Save and continue.

11.If you selected more than one req form in Step 7, you will be prompted to go through the
next req form after completing one.
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12. The Posting Screen will appear with the Talent Gateway(s) your company is using. Set
the default settings for the Talent Gateway(s), select default questions and score those
questions (if available/appropriate).

13. Click Continue.
14. Type a default message to the first approver and Req team.
15. Click Finish.

© Itis best practice to use the same naming convention when adding job codes. This will help
retain data integrity.

© If your company is not using req default data with job codes, you will only need to enter the
Job code, job title, and the appropriate job description. The job description that you enter
will still auto-populate on the req form.

Help

Step 1: Enter a job code, name and description. The description will become the default 'job description’ for any req created using this job
code. Select a query to be linked to this req. This query will appear in any user's saved searches dropdown list when any req is opened for
this job code. The name of the search will be the req ID + job title. Once you have entered this information click Continues>

Step 2: Enter any default req field values you would like to link to this job code. If you can create a req in more than one language, toggle
to the different language versions to enter the default values of the req for each language. Click Continue>>. If you have more than one
req form, you wil be cycled through this step again until every req form is completed.

Step 3: Define the default Talent Gateway options and click Continue=>. (if applicable).

Step 4: Enter the default approval routing message and click Save.

*Code

*Description

Job description

* = required field

| Save | | Clear \ | Cancel |

Figure 2- 2: Adding a job code
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* Select Req Form | corporate Req -
Evergreen
Services Req

& Selection details

* = required field

‘ Continue == || Cancel |

Figure 2- 3: Selecting req forms

Editing Job Codes

To edit a job code:

1. From the Hiring Navigation icon m select Admin % Admin+ % Codes.

2. Inthe Administer code list, find the code type to edit and click the edit 4 icon.

3. You might notice a checkbox appearing in step 2 (Replace the req template default job
description with the above job code job description), if your company uses default job
code data. If left unchecked, the contents of the job description field while editing job
codes will not replace the contents of the req template default job description field. If
checked, the contents of the req template default job description field are replaced with
the job description from the Edit code page. This checkbox is visible only when editing
job codes, not when adding them.

4. On the Edit code page, make your changes.

5. Click Save.

6. Click OK.

Adding Source Codes

Source codes identify the source that generated the resume or CV for your company, such as a job board

or newspaper.

To add a source code:

1. From the Hiring Navigation icon m click Admin % Admin+ % Codes.
2. Click the Administer code list / icon for Source code.
3. Click Add new code.
4. Name the code in the Code field. See Figure 2-4.
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5. Add a Description. This should be the actual name of the source. It will always
accompany the source code that you entered in Step 4 within BrassRing.

6. Click Save.
Note: The setting for acknowledgement is no longer being used.

*Code

*Description

Send acknowledgement? @ ves (o

" Standard -
essage & Selection details
Acknowledgement 9 e-mail and postcard | ) postcard only ) e-mail only

* = required field

| Save | | Clear ‘ | Cancel |

Figure 2- 4: Adding a source code

© Itis best practice to consistently use your company’s naming conventions for codes when
adding new ones.

Adding Req Codes

Req codes are automatically created in BrassRing whenever a req is added. BrassRing will automatically
populate the req code table with either your company’s specific Req ID (such as the req code from your
HRIS system) or the BrassRing -generated req code (ex. 1234BR).

Best practice is to NOT add, edit, or deactivate Req Codes.

Deactivating Codes

You can deactivate a code at any time. But before doing so, confirm that the code is no longer going to
be used by any of your users. Also, when a code is deactivated, data integrity might be compromised.
For example, there might be reqs currently open that have an association with the job code you have
chosen to deactivate.

To deactivate a code:
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From the Hiring Navigation icon m click Admin % Admin+ % Codes.
Click the Administer code list J icon for the appropriate code type.

Click the Deactivate icon G*) for the code.
Click OK.

W bR

Reactivating Codes
To reactivate a code:

From the Hiring Navigation icon m, click Admin % Admin+ % Codes.

Click the Administer code list J icon for the appropriate code type.

Click the Inactive link.

Click the Activate icon ¢ for the code. The code returns to the list of active codes.

Click OK.

ok wWbd PR

Exporting Code Lists
BrassRing enables you to create a comma-separated list (CSV) of codes that you can then open in
Microsoft Excel. Use this function to compare BrassRing data to a list of data from another source.

To export a code list to Excel

From the Hiring Navigation icon m select Admin %k Admin+ % Codes.

1.

2. Click Export user list to MS Excel in the Actions list

3. Inthe File download screen, click Open

4. From the Microsoft Office Excel screen, select Yes.
Apply Your Knowledge

When might it be helpful to export a list of codes?
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Chapter Summary

e BrassRing contains three default code types: job code, source code, and req code.
e You can add specific codes to an existing list of code types.
e Codes can be deactivated and also reactivated.

e You can export a list of codes into MS Excel.
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v

Check Your Skills

Answer these True or False questions:

1. Code types are the same as codes.

2. Infinite can only establish code types at implementation.

Answer the following short answer questions:

3. Name the three default code types. Which code type is your company using?

Perform these hands-on exercises in BrassRing:

4. Add one code to the Req code type. Use the word “test” in the description.

5. Inactivate the code you added in #4.
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Chapter 3: Managing Lists

Chapter Overview

In addition to users and codes, System Administrators can also manage certain options that display for
form fields and Talent Gateway questions.

An example of options is: Boston or New York or London for a question of, “What is your preferred work
location?”

In this chapter we concentrate on managing lists by editing, adding, and inactivating form field options.

Chapter Objectives

At the end of this chapter you will be able to:

e Describe the different types of form fields used in BrassRing.
¢ Add, edit, and inactivate list options.
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Overview of Lists

During implementation, your company provided Infinite Talent with the specifications for all the forms in
your BrassRing site. This included the req form, candidate forms, candidate/req subsidiary forms and as
Talent Gateway questions. Infinite Talent then created and configured the forms and the questions
appearing on them to meet these specifications.

On an ongoing basis, you and other System Administrators at your company have the ability to manage
the options that display for certain form field types on these forms. You can edit, add, and inactivate
these form field options in Lists.

Keep in mind that the form fields continue to be managed by your certified Workbench Administrator; as
a BrassRing System Administrator, you have control over the options for those form fields.

Example: A field on the req form asks, “Does this position require travel?” The possible answers are
“Yes,” “No,” and “N/A.” Your certified Workbench Admininstrator would make any changes to the
question itself; you would make any changes to the options available for that question.

Elements of Lists

Here are some important facts to keep in mind when managing lists:

e You can edit, add, and inactivate form field options for single-select, multi-select, radio button,
checkbox, and search-select form fields.

e Anew value entered in the description field for a list option automatically populates the code
field (in the background). The value that appears in the drop-down menu is the description field.

e Only the description field for an option might be updated, not the code value.

e When changing the description field, be aware that this will change all instances of the previous
description to the new description. This can lead to data integrity issues.

e Onlysingle-select and multi-select option lists can be administered within BrassRing. See Table
3-1.

BrassRing Field Types

Table 3-1 lists the field types that you can manage in Lists with descriptions of the fields and an example
for each one.
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Field Type Description Example

A field associated with a drop-down list.
Only one option from the list might be * Location/Division | Cleveland v
selected at a time.

Single-select
list

hift Availabili
A field that allows the user to select e

multiple options simultaneously. The
Ctrl key is used to select multiple Ist Shift x
options. 2nd Shift x

Multi-select list

Appears automatically when more than
200 options are available for a user to
choose from in a list. Users can type in a
portion of the word or phrase they are
looking for and the field displays the
value that is similar or exactly as the
portion of the word or phrase. The drop-
down error displays the first 100 values.

Country ~

Autocomplete

A field in which a relatively small number
of options is displayed, allowing the user
to choose only one of the options.

Position Addition
®N/A

Replacement

Radio button

Examples: yes/no, male/female, etc.

Education requirements Ce.a

Similar to a radio button, except the user re.s.

can select more than one option. i”'“'
M.B.S.

" ph.D.

Checkbox

Managing Lists

We discuss how to add, edit, and inactivate list options.

Adding an Option

Form fields are established during your company’s implementation of BrassRing, but moving forward,
you can add individual list options to an existing form field or list.

To add an option to a list:
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1. From the Hiring Navigation icon m select Admin % Admin+ % Lists.
The list of form fields appears, See Figure 3-1.

2. Click the Administer this list / icon to update the list. A list of the options that are
associated with the field appears.

3. Click Add new option.

Name a unique option in the Code field. Special characters (for example:
V@~ #+2\,%[{}]) are not accepted.

5. Add a Description. 255 characters are accepted. Special characters (such as “&” in
place of “and”) are accepted. (Note the caution message on this page).

6. If available, indicate the Sort order. By default, options are sorted in numerical order,
then alphabetical order. If you are entering a numeric value, the order in which options
are to appear is designated. Numbers less than ten should begin with a 0, for example,
03, 04, etc.

7. Click Save.

© Best practice is to number options in a list with intervals, such as 05, 10, 15 to allow for
easy changes later. For example, you might want to insert new options between existing
options. By numbering options with intervals, it frees up space to enter future options
between the existing ones.

Admin+: Lists Shuoww results | 1-50 W Lists displayed: 1 - 50 aof 72 o> ob
¥ List Name pcation(s) Of List Administer
| this list
1. This posibon requres you to work in 8 cool environment and to go in and out of a cooler and Talent-Gateway d’
freezer. Are you able to meet this requirement?
2. This position requires you to handle fresh and frozen seafood and to maintain the ssafood case at Talent-Gateway f
all times. Are you able to meet this job requirement?
3. This position requires you to know and follow certain food safety rules and guidslines regarding Talent-Gateway g,f
the product in your department. \With training, are you able to meet this requirement?

Figure 3- 1: List of all editable form fields
Editing Options
To edit an option:
1. From the Hiring Navigation icon m, select Admin % Admin+ % Lists.
The list of form fields appears.

2. Click the Administer this list 5? icon to update the list.

3. Click the Edit description / icon for the option to edit.
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4. Make the edit, as necessary.
5. Click Save.

m  When changing the description field, be aware that this will change all instances of the

previous description to the new description. This can lead to data integrity issues.

Inactivating Options

To inactivate an option:

0w npoPE

From the Hiring Navigation icon m select Admin % Admin+ % Lists.

Click the Administer this list / icon to update the list.

Click the deactivate Gﬂ) icon for the option to inactivate.
Click OK to inactivate the option. See Figure 3-2.

Are you sure you want to deactivate the selected option?

OK l l Cancel

Figure 3- 2: Deactivating an option

Reactivating Options

To reactivate an option:

1.

2.
3.

4.
5

From the Hiring Navigation icon m, select Admin % Admin+ 3k Lists.

Click the Administer this list 5? icon for the list.
To the right of the Actions List click the Inactive hyperlink.

Click the reactivate icon ¢ for the option to reactivate.
Click OK.
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Export Option List to Microsoft Excel

BrassRing enables you to create a list by using comma-separated values (CSV) format for options that
you can then open and manipulate in Microsoft Excel. Use this function to compare BrassRing data to a

list of data from another source.

To export an option list to MS Excel

From the Hiring Navigation icon m, select Admin % Admin+ 3k Lists.

1.

2. Click Export user list to MS Excel in the Actions list.

3. Inthe File download screen, click Open.

4. From the Microsoft Office Excel screen select Yes.
Chapter Summary

e You can edit, add, and inactivate form field options for single-select, multi-select, radio button,
checkboxes, and search-select form fields.

e Option values are automatically sorted numerically then alphabetically.

e BrassRing allows you to create a comma-separated list by exporting to Microsoft Excel.
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v

Check Your Skills

Answer these True or False questions:

1. You can add options for all form fields on candidate forms.

2. You can only add options to lists during implementation of BrassRing.

3. Individual options cannot be added to existing lists.

Perform these hands-on exercises in BrassRing:

1. Deactivate an option. Write down the name of the option.

2. Reactivate the option that you inactivated above.
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Chapter 4: Using Miscellaneous Administrative Features

Chapter Overview

BrassRing makes it easy to communicate with your active system users when you have information to
announce, such as scheduled downtime or changes to your process. BrassRing also allows you to
monitor file attachment space and perform periodic audits on notes.

This chapter reviews these administrative features of BrassRing.

Chapter Objectives

At the end of this chapter you will be able to:

e Use the Mass email feature.

e Stack duplicate resumes or CVs.

e Define and run a Notes audit.

e Define and run an Attachment audit.

e Define and run a Log in Failure audit.
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Mass emails

You can use Mass email to communicate en masse with all of your active BrassRing users electronically.

Mass email is convenient to use when you need to make a general announcement to your users, such as
notification regarding planned system downtime, introducing new team members, or announcing
upcoming system or process changes.

Sending Mass emails
To send an email to all active BrassRing users:

1. From the Hiring Navigation icon m select Admin % Admin+ % Mass email to
users. See Figure 4-3.

2. Inthe Subject line field, type a subject.

3. Inthe Message body field, type the text of the message.

4. Click Send.

5. Click OK to close the confirmation message.

Admin+: Mass e-mail to users Help
The message entered will be sent to all active ussrs of BrassRing who have a valid e-mail address. The message will appear from the user name in your BrassRing user account.
“Subject line |
*Message body
P
* = reguired fild
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Stacking Duplicate Resumes or CVs

As you learned in New User Fundamentals, each resume or CV loaded into BrassRing goes through an
automatic check to determine whether the candidate already has a record in the system. By default,
BrassRing always compares the incoming candidate’s first name with candidates of the same first name
currently in your database. It then also compares the phone numbers and the email addresses of those
resumes or CVs currently residing in BrassRing. If there is a match of this information, the older files
become the duplicates and the new file is stacked on top.

This automatic duplicate check is highly accurate. However, there might be an occasion when you come
across two resumes or CVs for the same candidate that were not stacked. System Administrators
typically have the ability within BrassRing to manually stack these resumes.

To stack a duplicate resume or CV:

1. From a list of candidates, select the two candidate talent records that are duplicates.

2. Click Stack duplicates from the Actions list. A new window opens with the two
overviews for the selected candidates. Refer to Figure 4-2.

3. Decide which record should be the current active record. (You might need to view both
Talent Records in which case you will need to start over.)

4. Click Record 1:2 or Record 2 : 2 to review the two records you are considering to
stack.

5. Click Keep this candidate to indicate the overview screen that you want to retain. This
merges all of the other two Talent Record’s information, except for the Overview screen
you opted not to keep.

6. Click OK to confirm that you want to proceed with this action.
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Stack duplicate candidates Help

Candidate overview
Record 1:2 | Regord 2:2

Contact information

Name  Frank Jones
Address 1 4 5t
. Nebraska 44445
United States
Phone 123-456-7838
E-mail Frankl @brassring.com URL

Experience summary
Employer Position Start year End year

IBM Training and Documentation Specialist 2006 07

Education summary

Area of

i Grad
Educational institute study Degree

year

UNIVERSITY OF WISCONSIN STEVENS L Bachelor's .
POINT Poycholod¥  genres 006

v el e

Notes Audit

The Notes audit allows you to review all notes that have been added to candidates. This includes both
public and personal notes (referred to as My notes).

To run a notes audit:

1. From the Hiring Navigation icon , click Admin % Admin+ % Notes audit.
2. Choose filter criteria for your audit. See Figure 4-3.
3. Click Run.
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Admin+: Notes Audit Heln

Date note addedrFrom w w v

==

To L v v

Added by =

v

oy Selection details
Sort bV1 Date added v

& Selection details

Attachments Audit

You can use Attachments audit to monitor the attachments that your users or candidates (by using your
Talent Gateways) have uploaded to BrassRing.

To run an attachments audit:

1. From the Hiring Navigation icon m, select Admin % Admin+ % Attachments
audit.

2. Choose the filter criteria for your audit.
3. Click Run. The list of attachments appears.

Login Failure Audit

The Login failure audit allows a user with proper privileges to identify all failed BrassRing -login attempts
by username attempted, whether that name was valid, date or time of the attempt, and IP address. This
audit does not apply to single-sign-on or Talent Suite clients.

To run a Login Failure audit:

1. From the Hiring Navigation icon m, select Admin % Admin+ % Login failure
audit.

2. Choose the filter criteria for your audit.
3. Click Run. The list of login failures appears.
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Chapter Summary

e Mass emails provide another means to communicate with all active BrassRing users.
e A Notes audit allows you to examine notes that have been attached to candidates.
e An Attachments audit allows you to review and manage attachments.

e Alogin failure audit identifies failed attempts at BrassRing access.
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Check Your Skills

Answer these True or False questions:

1. Mass emails offer a way to communicate with specific BrassRing users.

2. Notes audit allows the System Administrator in BrassRing to review only public notes.

3. Any user of BrassRing can run the Attachment audit.

Answer the following short answer questions:

3. List three things that display in a Notes audit.

© Copyright Infinite. 2022 Page 46

Course materials cannot be reproduced in whole or in part
without the prior written permission of Infinite.



Chapter 5: Setting up Communication Templates

Chapter Overview

The BrassRing Communication module streamlines your organization’s talent relationship management efforts by
allowing your users to send communications to candidates from within BrassRing.

By incorporating standardized letters, emails, and read-only documents within BrassRing, your users can
consistently and efficiently keep in touch with candidates by using templates created and maintained by System
Administrators.

In this chapter, we explore your options for using BrassRing to communicate with your candidates.

Chapter Objectives

At the end of this chapter you will be able to:

e Create a standard Communication (email) template.
e Create a standard Letter template.

e Create a standard Document template.

e Create a standard Document template packet.

e Create aBlurb

e Understand conditional Blurbs

e Create a system email template.
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Working with Communication Templates

Communication templates are created by System Administrators and used by your recruiters to contact one or more
candidates electronically from within BrassRing. The templates are typically created for messages that will be sent
repeatedly to candidates, advancing your company’s relationships with them. For example, Communication (email)
templates can be used to thank candidates for interviewing to gather application and EEO data, and to inform
candidates of an upcoming recruiting event.

Elements of Communication Templates

The following are points to keep in mind when working with Communication templates:

1. Links to a BrassRing form and the job details posted on a Talent Gateway can be included in email
templates, as can candidate and req fields.

2. “Blurbs” are strings of text that is commonly used by users to insert to a communication template
before sending the email. Communication history pertaining to messages that are sent to candidates
is tracked in the Talent Record from the Action Log tab.

3. BrassRingincludes a text editor with HTML and plain text tabs, an expandable message area,
standard options for formatting text (for example, bold, italic, underline, colors, justify, and number
text) and spell check.

Adding a Communication Template
To add a Communication template:

1. From the Hiring Navigation icon m, click Admin 3kCommunications % Add communication
template. See Figure 5-1.

2. For Template name, enter the name of the template you are adding.

3. For Email subject line, type the standard subject line for the email template. Hovering over the field
displays standard tokens that can be used in the subject line of your communication template.

o Toaddamerge field to the subject, select the Merge Field in the Merge fields option, select
Email Subject, and select Add.

4. Enter what the default Return email address should be. If you opt to leave this field blank, it is later
populated automatically with the sender's email address.

5. If needed, enter your organization domain name in the From alias address field. This replaces the
email address of the senders and ensures that the communication is sent with a configured domain
address.

6. Insert the Message body for your template. The text editor allows for customization. Use spell
check to correct any possible errors in the message text.

7. Select the appropriate Top/Bottom and Left/Right margin widths from the options.
8. Use Insert blurb to select and Add any of your choices.

9. Upload any attachments which should be included with your email template. File size cannot be
larger than 4 MB.

To upload more than one attachment:
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10.

11.

12.

13.

14.

15.

16.
17.
18.
19.

19.

20.
21.

- Go to the Upload attachments section of the page and select Multiple Attachments.

- On the Select Files to Upload window, select Browse and go to the directory that contains
the files you want to attach.

- Right-click to open the Select menu, select Send to > Compressed (zipped) folder. The
compressed file is saved in the same directory, where you can rename it.

- Select Open. The file path name is added to the browse field in the Select Files to Upload
window.

- Select Upload. The compressed file is added to the attachments grid.

From Merge fields, Select variable group is used to select from general categories-specific sub-

options. Add those you need for your email. This allows data that is captured in BrassRing to pre-
populate the text of your message.

Add numeric field with formatting must we configured first before you can select a format. It
provides multi-level list capability (similar to that provided in word) for paragraphs. Multi-level list
examples: 1,1.1,1.1.1,and 1.1.1.1; 1, 1.3, 1.a.i,and 1l.a.i.1

You might opt to Add a Link to jobs on Gateway to provide a link to the posted job details for the
candidates.

If you want and if applicable, you might select a form by using Include forms to complete. This is
similar to attaching a form to your message for the candidate to complete. Once you have made a
selection, click the Add link to add the form as an attachment to the communication template. The
Add URL allows you to add a link to the form to be completed and automatically stored in BrassRing.

If you require a form to be included in the communication to view only, you might select Include
forms to view. This allows the recipient to view a form, but not edit the form. Click the Add link to
add the form as an attachment. The Add URL allows you to add a link to the form in the
communication.

The Add Talent Record eLinks option allows you to include a link to the Talent Record. The
[#elink:Talent Record#] token is added to the message body. You can specify whether you want to
include notes, HR status, attachments, and Doc sub forms.

When sending communication with [#elink:Talent Record#] token:
- Send to: Other recipients is selected by default; Send to: Candidates option is disabled.
- Each ‘To: recipient’ receives only one email not one per candidate.
Select the Org groups authorized to send this email template.
Select the Org groups authorized to administer this email template.
Confirm that your email template is Active, and whether it will be used with the Agency Manager.
Select the Sending method.

- Manual Send — The template is available in the list of email templates when you click Send
communication.

- Auto Send - The template is available only for use with Automation Manager and Rules
Automation Manager and does not appear in the list of email templates in the Send
communication workflow.

- Auto and Manual Send - The template can be used from the Send Communication workflow
and by Automation and Rule Automation Manager.

Save copy of correspondence: Select Yes to save a read-only copy of correspondence created from
this email template on each candidate’s Talent Record. This option is only available if the user has
the permission to save a copy.

Click Save.

Click OK to finish.
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'8 The address that is entered in the Return email address field defines a generic email reply-to address
that displays in the “From” line of the message at the time of sending. If the field is left blank, it
populates with the BrassRing user’s email address at the time of sending the communication.

'S You can compose the email message in a word-processing application, then copy and paste the text
into an email template. However, if you want hard line breaks, you must put them in after you paste the
text. Copying and pasting from Word can often carry over hidden HTML. If you choose this method to
create your communication template, it is necessary to perform a test before starting to use the
template for your active candidates.

s Email templates to be able for selection in the Interview Manager must include at least one Interview
Manager standard fields token (i.e. [#InterviewStandard:InterviewDatetime#]).

< Add communications template

*Template
name

SMS template

Merge fields
Message Candidate first name A
Candidate last name
Candidate reference number
E-mail
% Home phone &

Other phone

Auto req 1D
Job Code v

<< Add

E-mail template

E-mail subject line |

Return e-mail address ‘
(optional)

From alias address |

MESSAGE BODY

HTML | Plain text

Tap/Bottom margin

Format - Font ~ | Size
bl ) Wk RHAMQ# ESEES
E = =i

Source

HdegbhaedsR4de 0B

7| Select variable group v |4

Left/Riaht margin [Nane | ||

Merge fields

Place the merge fields in:

O] Message Body Oemai Subject

<< Add

<< Add numeric field with formatting

<< Add date field with formatting

Figure 5- 1: Adding an email template

Editing a Communication Template
To edit an email template:

1. From the Hiring Navigation icon , click Admin % Communications % Communication
templates. See Figure 5-2.

2. Click the Editicon f"? for the email template you want to edit. Make the edits.
Click Save.
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ications: Ci ications

M@+ §

Show 25 v templates Showing 1 to 11 of 11 templates

select

=l

Search

Filter «'

View

Edit  Deactivate | Delete
template

Template name « Template type ~ Agency ~ Created by ~ | Datelast modified ~
AM - Candidate HR Status Aging E-mail Jones, Mary 19-Apr-2017
AM - Gateway Expiring E-mail Jones, Mary 19-Apr-2017
HR Status Update to Interview - Notify Candidate E-mail Jones, Mary 16-1ul-2015

Interview Confirmation E-mail Jones, Mary 23-Mar-2017

2222
LN S

egeee
£} E) ED E) E)

Interview Email E-mail N Jones, Mary 16-Jul-2015

Figure 5- 2: Editing Communication templates

Working with Letter Templates

Letter templates are standardized letters that are initially created in BrassRing by System Administrators. They are
easily accessed by recruiters, who are able to print the letters while incorporating the mail merge functions of
Microsoft Word™ with data entered and stored in your BrassRing site. For example, the candidate’s name and
contact information from their resume or CV.

Other examples of data that might be merged onto a letter are job req data (such as the job title the candidate has
applied to, or the salary being offered) which is typically captured on an Offer form.

Elements of Letter Templates

A Letter template merges a saved document in Microsoft Word™ with data fields on Reqgs and candidate
forms and as candidate data itself.

Users who generate letters in BrassRing must have Microsoft Word 97™ or a more recent version.

Letters can be generated on demand by users and by a Communications manager who processes letters on a
regularly scheduled, batch process basis.

Adding a Letter Template

To add a Letter template:

From the Hiring Navigation icon W, click Admin % Communications % Add Letter template.
Letter name: type the name of the Letter template.

From Merge fields, click List to select the fields you want included in the Letter template. See Figure
6-3.

Select either Data required for all merge fields (the letter will not be able to be generated if the
data on the selected is missing) or Data optional for merge fields (the letter can be generated
regardless of missing merge field data because the recruiter will be permitted to add any missing
information).

Click Launch MS Word, and then minimize the window.

Click Preview merge format. Copy and paste the entire string of characters from Document
reference to the Word document window, including the # signs (for example #Contact-Info: First
Name#). See Figures 5-3 and 5-4.

Save your Word document, then Use Upload letter template and Browse to add it to BrassRing.

If applicable, select Org groups authorized to send this letter from the groups listed. Hold the CTRL
key to select more than one group.
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9. Select Users authorized to administer this letter from the users listed. This gives those you opt to

select privileges to process “batch letters”.
10. Select Yes or No for Activate batch letter.

11. Require letter creation from within req folder: Yes means that the user must be in the req folder to

create the letter for the candidates.

12. For the Save copy of correspondence, select whether you would like to save a copy of the
correspondence on the candidate’s Talent Record.

13. Click Save.
14. Click OK to finish.

© Fields with an asterisk (*) are required.

© Be sure that the font within the document is consistent for all text, namely the fields copied and pasted

into your Word document.

Address (single-ling)

Candidate first name

Candidate lzst name

Candidate reference number

Candidate stacking field

City

‘Country

Degres

Email

First Mame Pronunciation Key

GPA

Grad Date

Home Phone

Job Title

Last Name Pronunciation Key

Major

‘Organization

Other Phone

School

State/Prov

Today's date %
User Department

User email

User employee ID

User Fax

User first name

User job title

User lzst name

User Phone

Wark Phone

Years exp

Zip

[Basic Talent Gateway]Shifts_Avail_KMA
[Candidate Feedback Form]Cand_First_Mame
[Candidate Feedback Form]Cand_Last_Name
[Dispostion Form01]AutoReq_ID
[Dispesition Formd1]Disposition_Reascn
[Dispasition FormO1]First_Name
[Disposttion Form01]lobTite

-

& Selection details

Cancel

Figure 5- 3: Selecting Merge fields
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Display name Document reference

Candidate first name #Contact-Info:FirstName#

Candidate last name #Contact-Info:LastName#
City #Contact-Info: City#
Job Title #Contact-Info:JobTitle#

A

Figure 5- 4: Copying the Document references that are pasted into MS Word. Note that the “#” signs are being
copied and by the System Administrator creating the template.

[Dear #Contact-Info;Firstame= = Contact-Info:LastName=
Thank you foryour interest in the ZRequisition:Job-Title= position within our organization.

We are fortunate to have many qualified candidates apply to each of our positions. We have reviewed the qualifications of each candidate
and after careful consideration, have determined that the credentials of other candidates may better fit our needs at this time.

Thank you again for yourinterest.

Cordially,
Human Resources

Globallng,

Figure 5- 5: Creating Word document with the pasted-in merge fields/document references

Deactivating Communications

To deactivate a Letter or email template:

Click the Deactivate icon w for the template you want to deactivate. See Figure 5-6 for the
Deactivate icon.

Communications: Batch letters Show results 1 v Batch letter templates displayed: 1 of 1 Hel
Actions Active batch letters Inactive batch letters
Add letter
 Letter template (click to process)
+ template Letter template (ciick to process] Created by Date last modified \t/:rr\:/pble Edit | Deactivate | Delete
Offer Letter Jones, Mary 14-Sep-2017 & 4 &

Figure 5- 6: Deactivating a Letter Template

Document Templates

Document Templates allow users to create a ‘read only’ pdf version of a document. After the document is created, it
is stored in the candidate’s Talent Record. The document can then be attached to an email communication and sent
to the candidate or posted to the candidate Zone.
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Adding Document Templates

When adding a document template, you can select to either use the HTML editor or to use a Word or other word
processor that must create .doc or .docx file types.

To add a document template by using the HTML editor:

1. From the Hiring Navigation icon m, click Admin % Communications % Add document
template.

2. Select HTML editor and click Go.

Select editor
O/ HTML editor

Word or other word processor (must create .doc or .docx file types)

Figure 5- 7: Select HTML Editor

3. Inthe Template name field, enter an informative name (50 characters maximum) for this document
template.

4. Optionally enter a name in the Pre-configured document name field to populate the Document
name field for BrassRing users creating documents from the template. This field can help
standardize document names, and as save users a step. In this field, you can use up to 255
characters and manually enter the following merge tokens, along with any free-form text, in any
order or combination:

o [#SystemInfo:CurrentTime#] — System Info token represents the server time (Eastern Time)
when the document is generated. It is presented in the format hh:mm:ss (24-hour clock).
The token is not included in the merge field list.

o [#Document:TemplateName#] — represents the contents of the document template’s
Template name field. The token is not included in the merge field list.

o [#Contact-info:FirstName#] — Candidate field token for candidate’s first name
o [#Contact-info:LastName#] — Candidate field token for candidate’s last name
o [#RequisitionStd:AutoReqld#] - Req ID standard field token

o [#SystemInfo:TodaysDate#] — System Information token for today’s date. The date is
calculated based on the date picked up from the server (Eastern Time). (When the two
tokens [#SystemInfo:TodaysDate#] and [#SystemInfo:CurrentTime#] are included in the
“Pre-configured document name” field, the date or time stamp in the generated document
name in the File column is the same as the date or time stamp in the Date added column of
the grid on the Attachments tab of the Talent Record.)

Note: You can use special characters, but Infinite Talent recommends not using characters
such as angle brackets (< and >) that might be interpreted as html by the html parser. An
example of a name you might enter follows:
[#Contact-info:LastName#][#Contact-info:FirstName#] _
[#RequisitionStd:AutoReqID#]_[#SystemInfo:TodaysDate#]_
[#SystemInfo:CurrentTime#]_[#Document:TemplateName#]

which might resolve to:
JonesGenevieve_10567BR_19-Jul-2015_13:47:42_ProfessionalServicesOfferLetter

5. Create the document content.

© Copyright Infinite, 2022. All rights reserved. BrassRing Administrator Tools



Infinite Talent BrassRing 55

10.
11.

12.

13.

14.

15.

16.

o Select the appropriate Top/Bottom and Left/Right margin widths from the options.
o Use spell check to correct any possible errors in the text content.

o Select Merge fields from the list and click Add to insert them into the body of the document.
Once they are inserted, they are referred to as merge tokens.
If enabled, you can also add "additional user" user profile merge tokens. Click the Add
additional user information link to add the first and last names of an "additional user" - a
system user who is not necessarily the current, logged-in user taking action in the
Communications module.
Insert "hard" page breaks where needed by using the Page break token from the Document
formatting merge category. The inserted [#Document formatting: Page break#] token takes
precedence over the automatic page breaks applied by the Document Generator when
processing documents.
Click View text to see how the merge tokens look when rendered as text in the document.

o Insert one or more blurbs in the body of the document template.

Add numeric field with formatting must be configured first before you can select a format. It
provides multi-level list capability (similar to that provided in word) for paragraphs. Multi-level list
examples: 1,1.1,1.1.1,and 1.1.1.1; 1, 1.3, 1.a.i,and 1l.a.i.1

Optionally, select paper size from the drop-down Paper size for printed document list: Letter or A4.

Select the option Data optional for merge fields to determine whether the document can be
generated with or without the merge field data. When this checkbox is selected and the document
generates, a red flag does not display should data be missing from a merge field.

Select Require candidate form approval for merge fields for the system to check and validate if
any candidate forms are in a pending state. If any candidate forms still require approval, an error
message displays.

Use Insert blurb to select and Add any of your choices.

Select the Org groups authorized to create this document, and as the Org groups authorized to
administer this template.

Select the user types authorized to edit content during document creation.

Select one of the attachment categories. Selecting a sensitive category guarantees that
attachments generated from the template are handled as sensitive attachments, and are subject to
the “sensitive attachments” user type privileges.

Check Allow posting to Candidate Zone to Identify if this document to be posted on the Candidate
Zone. Then, select the Document subsidiary form to use when posted.

Ensure that Active document template is set to Yes (the default) if you want this template to be
active at this time.

Click Save. A message confirms that the document template was saved successfully.
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name
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HTML Plain text

Format v Font
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Top/Bottom margin
Left/Right margin
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Merge fields
|Se|ect variable group
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<< Add

<< Add numeric field with formatting
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<< Add additional user information
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To add a document template by using a Word or other word processor:

1. From the Hiring Navigation icon m click Admin % Communications % Add document

template.

Figure 5- 8: Add Document Template

2. Select Word or other word processor (must create .doc or .docx file types) and click Go.

56

In the Template name field, enter an informative name (50 characters maximum) for this document

template.

4. Optionally enter a name in the Pre-configured document name field to populate the Document

name field for BrassRing users creating documents from the template. This field can help

standardize document names, and as save users a step. In this field, you can use up to 255
characters and manually enter the following merge tokens, along with any free-form text, in any
order or combination:

o [#SystemInfo:CurrentTime#] — System information token represents the server time (Eastern

Time) when the document is generated. It is presented in the format hh:mm:ss (24-hour clock).
The token is not included in the merge field list.

o [#Document:TemplateName#] — represents the contents of the document template’s Template

name field. The token is not included in the merge field list.

o [#Contact-info:FirstName#] — Candidate field token for candidate’s first name

o [#Contact-info:LastName#] — Candidate field token for candidate’s last name

o [#RequisitionStd:AutoReqld#] - Req ID standard field token
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10.

11.

12.

13.

14.

15.

16.

17.

18.

o [#SystemInfo:TodaysDate#] — System Information token for today’s date. The date is calculated
based on the date picked up from the server (Eastern Time). (When the two tokens
[#SystemInfo:TodaysDate#] and [#SystemInfo:CurrentTime#] are included in the “Pre-
configured document name” field, the date or time stamp in the generated document name in
the File column is the same as the date or time stamp in the Date added column of the grid on
the Attachments tab of the Talent Record.)

Note: You can use special characters, but Infinite Talent recommends not to use characters
such as angle brackets (< and >) that might be interpreted as html by the html parser. An
example of a name you might enter follows:
[#Contact-info:LastName#][#Contact-info:FirstName#]_
[#RequisitionStd:AutoReqID#]_[#SystemInfo:TodaysDate#]_
[#SystemInfo:CurrentTime#]_[#Document:TemplateName#]

which might resolve to:
JonesGenevieve_10567BR_19-Jul-2015_13:47:42_ProfessionalServicesOfferLetter

Click the Browse button to upload the template .doc/.docx file. Select the file and click Open. Click
the Upload button.

A hyperlink to the template appears which allows you to edit the file, save it to your local
environment, and reupload it to this page.

Select Merge fields from the list and click Copy to add them to your clipboard to be included in your
doc. template. By using Ctrl V, the merge fields can be inserted when editing the doc. template.

If applicable, select Copy numeric field with formatting to add to your clipboard to be included in
your doc. template. By using Ctrl V, the numeric field with formatting can be inserted when editing
the doc. template.

If applicable, select a Blurb and click to add to your clipboard to be included in your doc. template.

Select the Data optional for merge fields to determine whether the document can be generated
with or without the merge field data.

Select Require candidate form approval for merge fields for the system to check and validate if
any candidate forms are in a pending state. If any candidate forms still require approval, an error
message displays.

Use Insert blurb to select and Add any of your choices.

Select the Org groups authorized to create this document, and as the Org groups authorized to
administer this template.

Select the user types authorized to edit content during document creation.

Select one of the attachment categories. Selecting a sensitive category guarantees that
attachments that are generated from the template are handled as sensitive attachments and are
subject to the “sensitive attachments” user type privileges.

Check Allow posting to Candidate zone to Identify if this document to be posted on the Candidate
Zone. Then, select the Document subsidiary form to use when posted.

Ensure that Active document template is set to Yes (the default) if you want this template to be
active.

Click Save. A message confirms that the document template was saved successfully.
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Deactivate a document template

To deactivate a document template:

1. From the Hiring Navigation icon m, select Admin % Communications % Document
templates.
2. Locate the document template that you want to deactivate in the Document templates grid.

3. Click the Deactivate icon Q in its row.
Click Deactivate.

Delete a document template
To delete a document template:

From the Hiring Navigation icon m, select Admin % Communications % Document templates.
Locate the document template that you want to delete in the Document templates grid.

Click the Delete icon.

Click Delete. A message confirms that the document template was deleted successfully.

R

Administering Blurbs

Created and maintained within BrassRing, blurbs are frequently used, standard texts that can appear in the body of
email communications or documents that are sent by BrassRing users. Examples of typical blurbs are: a privacy
policy, your company overview, Equal Opportunity Employer statement, etc.

Adding a Blurb

When adding a blurb, you can select to either use the HTML editor or to use a Word or other word processor that
must create .doc or .docx file types.

To add a Blurb by using HTML editor:

1. From the Hiring Navigation icon m click Admin % Communications %k Add Blurb.
2. Select HTML editor and click Go.

Select editor
@ HTML editor

() Word or ather word processor (must create .doc or .docx file types)

! Plain text editor (use for Plain text blurbs)

Figure 5- 9: Select HTML Editor to Add Blurb
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3. Enter the Blurb name and the Blurb text (see Figure 5-10). Use spell check to correct any possible
errors in the text. From Merge fields, click List to select the fields you want included in the Blurb.

4. Add numeric field with formatting must be configured first before you can select a format. It
provides multi-level list capability (similar to that provided in word) for paragraphs. Multi-level list
examples: 1,1.1,1.1.1,and 1.1.1.1; 1, 1.3, 1.a.i,and 1.a.i.1

5. From Allow blurb to be selected during document or email creation indicate whether you would
like to have the blurb that is listed as an option when creating documents or emails. If yes is
selected, you must select a blurb category from the select category blurb field.

6. From Make blurb conditional indicate whether the blurb should be conditional. If yes is selected,
you have the option to specify the condition of the blurb from Display blurb when. You also have the
option to make a selection from values.

Conditional Blurbs:

When you select Yes, the blurb name is appended with “(c)” in the blurb select list on the document
and email template add or edit windows to indicate that this is a conditional field. (For example:
“Executive benefits (c)”)

When a blurb is conditional, it is still selected as part of the email or document template, but during
document or email generation the blurb text appears only if configured “conditions” are satisfied.

Display blurb when. This selection specifies what field needs to be present as a condition of
displaying the blurb in the generated document.

Select a field from the list of fields associated with all Req standard, Req custom, and single per
candidate per req form fields that contain option lists (multi-select, single-select, radio, or
checkbox). Auto-fill fields (populated from a single-select or radio source form field or database field
present in a single-per-candidate-per-req form) are also allowed.

You must set Make blurb conditional? to Yes to make this setting active. If the Make blurb
conditional? field is set to Yes, you must make a selection in this field or an error message is
displayed when you click Save.

Value = Select the specific field values that will be used to determine whether a blurb will or will not
appear in a generated document or email.

If the Make blurb conditional? field is set to Yes, you must make a selection in this field or an error
message is displayed when you click Save.

For multi-condition blurbs: If your company has activated this function.

Start group / End group. Use these to group two or more conditions by using parentheses (like
algebraic expressions). Select Start group at the beginning of the conditions you want to join, and
End group at the end to close the grouping.

N/A, AND, OR. Select AND or OR to logically join conditions. N/A is selected by default after each
condition. When you select either AND or OR following the condition, the List>> button for the next
condition is enabled.

A Not equal to (<>) or Not blurb condition is available. The Equal to condition is selected by default.

Multi-condition example:
If the Req Standard field ‘Manager’ = Paola McDougal AND ( Req Standard field ‘Recruiter’ = Lesley
Smith OR Req Standard field ‘Recruiter’ = Nate Beltchev) then display this blurb.
You set three conditions for this example:
Condition [ReqS/Manager Value= Paola McDougal AND
Start group (  Condition [ReqS/Recruiter Value= Lesley Smith OR
Condition [ReqS]Recruiter Value= Nate Beltchev End group )
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If applicable, assign Org groups that will be allowed to add the blurb to their email communications
being sent to candidates.

If applicable, assign User Types that will be allowed to modify the blurb text during the document or
email creation.

From Active Blurb indicate whether the blurb will be active or inactive.
Click Save.

“Blurh name

Mezrge fiekis.
T Seiect variable group v &
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Format = || Fomt
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Press ALT 0 for help
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e (@,

@ Sandand ~
UK Offic=
US Office
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| HR a2
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Condition _(seiect fleic

S=rtgrom| W

Valuz =
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Figure 5- 10: Adding a Blurb by using HTML Editor

To add a Blurb by using Word or other word processor:

P wnd PR
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From the Hiring Navigation icon m, click Admin % Communications % Add Blurb.
Select Word or other word processor (must create .doc or .docx file type) and click Go.
Enter the Blurb name and the Blurb text.

Click the Browse button to upload the template .doc / .docx file. Select the file and click Open. Click
the Upload button.

Select Merge fields from the list and click Copy to add them to your clipboard to be included in your
.doc / .docx template. By using Ctrl V, the merge fields can be inserted when editing the .doc / .docx
template.

If applicable, select Copy numeric field with formatting to add to your clipboard to be included in
your doc. template. By using Ctrl V, the numeric field with formatting can be inserted when editing
the doc. template.

If applicable, select a Blurb and click to add to your clipboard to be included in your doc. template.
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8. From Allow blurb to be selected during document or email creation indicate whether you would
like to have the blurb that is listed as an option when creating documents or emails. If yes is
selected, you must select a blurb category from the select category blurb field.

9. From Make blurb conditional indicate whether the blurb should be conditional. If yes is selected,
you have the option to specify the condition of the blurb from Display blurb when. You also have the
option to make a selection from values.

Conditional Blurbs:

When you select Yes, the blurb name is appended with “(c)” in the blurb select list on the document
and email template add or edit windows to indicate that this is a conditional field. (For example:
“Executive benefits (c)”)

When a blurb is conditional, it is still selected as part of the email or document template, but during
document or email generation the blurb text appears only if configured “conditions” are satisfied.

Display blurb when. This selection specifies what field needs to be present as a condition of
displaying the blurb in the generated document.

Select a field from the list of fields associated with all Req standard, Req custom, and single per
candidate per req form fields that contain option lists (multi-select, single-select, radio, or
checkbox). Auto-fill fields (populated from a single-select or radio source form field or database field
present in a single-per-candidate-per-req form) are also allowed.

You must set Make blurb conditional? to Yes to make this setting active. If the Make blurb
conditional? field is set to Yes, you must make a selection in this field or an error message is
displayed when you click Save.

Value = Select the specific field values that will be used to determine whether a blurb will or will not
appear in a generated document or email.

If the Make blurb conditional? field is set to Yes, you must make a selection in this field or an error
message is displayed when you click Save.

For multi-condition blurbs: If your company has activated this function.
Start group / End group. Use these to group two or more conditions by using parentheses (like
algebraic expressions). Select Start group at the beginning of the conditions you want to join, and
End group at the end to close the grouping.
N/A, AND, OR. Select AND or OR to logically join conditions. N/A is selected by default after each
condition. When you select either AND or OR following the condition, the List>> button for the next
condition is enabled.
Multi-condition example:
If the Req Standard field ‘Manager’ = Paola McDougal AND ( Req Standard field ‘Recruiter’ = Lesley
Smith OR Req Standard field ‘Recruiter’ = Nate Beltchev) then display this blurb.
You set three conditions for this example:

Condition [ReqS/Manager Value= Paola McDougal AND
Start group (  Condition [ReqS]Recruiter Value= Lesley Smith OR

Condition [ReqgS]Recruiter Value= Nate Beltchev End group )

10. If applicable, assign Org groups that will be allowed to add the blurb to their email communications
being sent to candidates.

11. If applicable, assign User Types that will be allowed to modify the blurb text during the document or
email creation.

12. From Active Blurb indicate whether the blurb will be active or inactive.
13. Click Save.
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Figure 5- 11: Adding a Blurb by using Word or Word Processor

Document Packet Templates

BrassRing allows users to post packets of documents to the Candidate Zone. These packets are called Document
Packet Templates. They might include Offer Letter, Benefits Information, Company Information, etc. If your
company has activated this function, System Administrators have the privilege to manage document packet

templates.

Adding Document Template Packets

To add a Document Packet Template:

1. From the Hiring Navigation icon m, select Admin % Communications % Add document
packet templates.

2. Optionally complete the Pre-configured document name field by selecting a merge field from the
Add link.
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3. Enterthe instructional text (no merge fields in this text) and the number of days the packet is to
remain posted. Use spell check to correct any possible errors in the instructional text.

4. Browse to the files you want to include in the packet and upload them. Those already included are
listed the Browse and Upload buttons. Click their links to display them; click the delete icon to
remove them from the packet.

Select the Org groups authorized to use or administer the template.

From the Activate Template field, indicate whether the Document packet template will be active or
inactive.

7. When finished adding the template, click Save.
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Figure 5- 12: Adding a Document Packet Template
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System Email Templates

System email templates can be associated with user locale/eLink type combinations so that you can provide default
message text for eLinks. This default text is appended to any message text created by the BrassRing user when
sending an eLink. Default text prevents eLinks from being sent with no message text, thereby making the eLink far
less likely to be filtered out as spam.

Default text can be set up for the following eLink types:

e Candidate — eLink Talent Record (Clicking “eLink” action menu in any candidate listing page/panel or
Talent Record).

e Candidate — eLink Blank Form (Clicking “eLink Blank Form” in Talent Record > Forms tab).

e Candidate — eLink Form (Clicking “eLink” icon in Talent Record > Forms > eLink icon in the list of
available forms).

e Req Approval = The eLink the approver receives. This only affects the standard approval function and
does not affect elinks sent from the Custom Approval Workflow.

If you have "System email templates" administer or view privileges, you can access the menu items to administer
any configured system email templates.

Adding System Email templates
To add a system email Template:

1. From the Hiring Navigation icon m, select Admin % Communications % Add system email
templates.

2. Enter a Template name and default text in the Message Body. These two fields are required. Use
spell check to correct any possible errors in the instructional text.

3. Click Save.

Note: Make sure that after creating the system email templates, they are mapped in Workbench by your Workbench
Administrator.
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Figure 5- 13: Adding a System email Template
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Chapter Summary

e Email and Letter templates are used to standardize communications send to your candidates.

e Batch letters enable you to send the same letter to many recipients at once by merging data that is entered
and stored in BrassRing with the mail merge functions of MS Word.

e Ablurbisacommonly used, standard text appearing in email or document template.
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Check Your Skills

Answer these True or False questions:

1. Email and Letter templates should be used sparingly as you can store a maximum of 200 total
templates.

2. The batch letters feature allows all users to create the same letter for multiple recipients at the
same time.

3. The batch letters process automatically marks letters as sent.

4. Mail merge is similar to what is referred to in BrassRing as batch letters.

Answer the following short answer question:

5. Describe the difference between Mass emails and email templates.
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Check Your Skills Answers

Chapter 1

Chapter 2

Chapter 3

Chapter 4

Chapter 5
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Job Code, Req Code, Source Code

F
T
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Added by, Candidate name, date or time added, note text, note type

g
.
g
.

Mass emails go to all BrassRing users while Email templates are sent to candidates.
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