HOW TO QUICKBOOK A CANDIDATE

On the client’s profile click financial information
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Select your contract
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Click activities=>quickbook contract
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Create New Contract

Contract Number

AB123455

123456

Contract Name

CREDIT CONTROLLER HARROW
receptionist London
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Complete the window=>Add Candidate=>AWR Exempt-NO=>Add Job Title

Start and End Dates and Times (Consider potential drop-outs and extensions-
easier to extend rather than unbook)

(You’ll see as default send docs by post , this because Adapt will generate 2
letters in word doc, these letters will be displayed on your journal,
candidate’s journal and contact’s journal as well)

Make sure that the Primary Job Category you use has a defined rate in the
Contract!

NO RATES are added here!

Confirm- this creates the assignment
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