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HOW TO CREATE A CANDIDATE BY CV
IMPORT

Click on CV import=>Upload=>Select if perm, temp or contract
candidate=>Upload CV from 1 of the 3 options displayed

(If you select folder just upload the cv from your computer, if you select
mailbox first go on your outlook select the email with the cv and click on

mailbox, a window will display on the right bottom side of the page, click “ok”)
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Wait until the CV will appear then click on the CV
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A window will display on the left side (this window is made purposely to check
info are correct first), fill/amend all missing mandatory details
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Once the info are checked, tick the box on the right side =>Import
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Please wait until the actual CV disappears from the page and once disappeared
click on searches=>saved result=>imported result=>click on the actual
candidate’s name and you’ll be redirected to the actual profile




