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HOW TO CREATE A NEW CANDIDATE

Click on people => new candidate

Once clicked on new candidate, fill all the red boxes with requested mandatory
details (NOTE THAT IN THE “SEND DOCS BY” YOU MUST SELECT THE OPTION
NO DOCS!) This is because you want to make sure first that all details are
correct before sending the doc=>confirm.

M My Adaprux

_ tew condidace
Please enter the details for the candidate that you wish to add
e companies
e | B Gender B
Firs Name | o | Duate of Birth eI = |
& Jobs
Maddie Mame
r = PN NG
£ Lt Nama | |
A Frameworks Satatation f 1 s B
Email | | AWR Exampt?
Contracts Reason for Exemption B
Addrass Line 1
Address Line 2 Available Free [ J IR = |
Q searches —
Locality
Contract
City/Town
4l Reports Ferm
County
Temp.
Peut Code
£ settings Countey B Dulcsen
Search Tewn [ 1o
 — -
2 AdaptUx Help Ry ) ok o
Advert foliud
Home Humber UK Resident |
Work Humber [ Contact st werk |
Moy Number | Tast Mussage .|
Sand Doca By e tocs 1) Masionslity
Job Category [ B

Confirm




Once created the candidate’s profile you’ll be redirected automatically to the
candidate’s page, make sure you have the date of birth, Nino number and

update permission to work on the actual candidates profile, otherwise it

won’t be possible to send the pack to payroll .

Click on send pack to payroll , a window will display with the message “ pack
status ready to check “ Adapt will automatically generate an email in your
outlook , attach the pack from your computer and send to payroll.
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Once the email is sent the pack is automatically saved in the document library
in the journal documentation’s folder of the candidate’s profile
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Journal documentation’s folder:
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