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Welcome to The Job Network's Advertisers Online Module (AOM)™, a Web-based system 
providing advertisers with online recruitment tools and resources. The AOM helps Recruiters 
to find the most qualified candidates efficiently and quickly. This software application can 
function as a seamless extension of your recruitment team, bringing dramatic time and cost 
savings to the entire hiring process. You will no longer need to spend much time on posting 
job ads and then using expensive software tools to manage the hiring process. The AOM 
system combines into a single system, the ability to source qualified candidates from 
hundreds of job sites with powerful online recruitment tools. Whether you posted your job ad 
in print or online, your AOM account will enable you to eliminate the flood of resumes of 
unqualified applicants and focus on the most qualified ones. 

 

The Job Network AOM is designed to support companies who typically have a single recruiter 
who handles a handful of job openings. The AOM can be upgraded to a fully blown Applicant 
Tracking System (ATS) that can support multiple recruiters and hiring authorities with a more 
comprehensive set of tools for managing and reporting on the entire hiring process. If you are 
interested in upgrading your AOM system to a full ATS, please contact your newspaper or 
Redmatch at www.Redmatch.com.  

����������	
����%���������&� �	����'�(������
��������'�
The Job Network’s unique technology requires no searching – matching is automatic and 
performed in real-time unlike the competition! The Job Network’s Real-Time Matching Engine 
matches job requirements against candidate skills using an innovative approach: profile 
matching. 

 

Employers fill out job profiles via a series of pre-defined fields. Print ads originating from 
newspapers are analyzed by The Job Network staff and the main requirements are extracted 
and used to create a job profile. The profile completely defines the skills required by the 
position, the job location, part time or full time, etc. 

 

Similarly, the candidates fill out a profile using the same series of pre-defined fields to fully 
describe their skill sets, job preferences (location, full/part time, etc), employment history, etc. 
Candidates can, of course, update their own profile at any time to reflect additional skills, 
preference changes, etc.  

 

The Job Network Real-Time Matching Engine compares (matches/grades) the profiles of jobs  
and candidates  in real-time. Note that this process is independent of keywords.  There is no 
need to repeatedly search – the system matches the profiles of jobs against candidate 
profiles automatically. This effectively eliminates the ‘keyword syndrome’ found in the 
traditional keyword search technology (used by monster.com, careerbuilder.com, and others) 
where the keywords used in the search determine the success of the search. For example, 
searching for ‘healthcare provider’ will not find any positions defined using the word ‘nurse’ or 
vice a versa. Likewise, searching for ‘programmer’ will not find a ‘developer’. 

 

In addition to rating the matching levels, the Real-Time Matching Engine ranks the matches 
with the highest one on top. This allows the employer to see the list of candidates according 
to the matching level (relative to the job posting). This very effectively solves the problem of 
‘resumess’ found in competitors’ systems where searching on a keyword returns hundreds or 
even thousands of unranked resumes and it is up to the employer to sift through the resume 
pile looking for best fit. For the candidate, the jobs are ranked according to match level with 
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the fittest on top. No need for the candidate to tediously go through all the job postings 
looking for the one with the best match. 

 

One other distinction of note. The Real-Time Matching Engine is activated any time an 
employer adds a new job posting or modifies an existing one. It is also activated whenever a 
new candidate profile is added or an existing one is updated. Once activated, the Real-Time 
Matching Engine compares the new or updated profile against the entries already in the data 
base. Matches are again matched and ranked with the highest matches on top. The Real-
Time Matching Engine can even notify the employer and candidates via email that a new 
match was discovered. This is in contrast to competitors’ systems where the employer and 
the candidates must  search repeatedly just in case new jobs or new candidates were added 
to the system since the last time they searched.  

 

This process allows for very precise matching of candidates’ qualifications to employers’ job 
requirements by grading, screening and filtering out the unqualified candidates before they 
even reach the desktop, 

 

This mechanism of real-time matching of profiles rather than keyword searching pays off with 
exceptional benefits. The Job Network's Real-Time Matching Engine automatically pulls out 
the relevant job candidates from your site database resources and ranks them - the right 
candidates immediately surface to the Recruiter’s attention. 

This automatic matching in real-time of candidate profiles to your job requirements derives 
exceptional benefits:  

�  Automatic pre-qualification and grading of applicants (pre-screening) prior to the 
Recruiter’s resume review - eliminating "resumess"  

�  Consolidation of all your job openings and job applications in a single account, 
eliminating paper and e-mail resumes 

�  Increased time available for focusing on relevant candidates 

�  Automatic matching of your job requirements with the The Job Network candidate 
database, eliminating the need to manually search for resumes.  

�  Automatic presentation of qualified candidates to relevant positions, even if they did 
not apply for these other positions 

�  Easily managed applicant-tracking mechanism 

 

The AOM, utilizing the Real-Time Matching Engine, helps Recruiters to get out from under the 
daily pile of resumes and allows them to spend quality time on those candidates who match 
the necessary criteria. It eliminates the need to search for resumes; it automatically finds 
matching candidates in the Job Network candidate database and displays them as soon as 
the job requirements are created. The Job Network alerts matching candidates and invites 
them to apply to such jobs. 

 

To log into your AOM go to your newspaper site and click on the "For Employer" link. Once 
you are in the employer login page type in your Username  and Password (sent to you by the 
newspaper via e-mail or provided separately). If you have forgotten your password, please 
contact your System Administrator, contact The Job Network, or click on the link below the 
login dialog box and a new password will be sent to you. Your new password is temporary, so 
please ensure that you replace this password with a permanent one.  
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The Job Network AOM home page opens by default each time you log into the system. The 
home page is used to access many of the different features and functions of the AOM and to 
navigate between the different system functions. The AOM Home page has two main 
navigation areas: domains and tabs. 

%�������
There are two domains (specific functionality areas of the system) in the AOM Edition of the 
Redmatch Recruiter™ as follows: 

�  Settings 

�  Positions 

The domains are accessed via specific buttons in the domain bar. Each domain is described 
below. 

 

��		��'��
The SETTINGS domain enables you to define, delete and modify company information, as 
well as define hiring stages. 

)���	�����
The POSITIONS domain enables you to create, publish, and manage positions. Once a 
position is created, you are able to view and manage matched candidates online. 

��	����*���

 

The action bar includes task icons that: 

�  Enable an action in the entire domain, e.g. New and View/Edit .  
These icons are always found on the left side of your action bar. The icon labels are 
customized according to the parent tab label. For example, in the My Positions  tab, 
the New and View/Edit icons are labeled New Position  and View/Edit Position  
respectively. 

�  Relate to a specific listing in the table below the action bar. These icons invoke a 
dialog box that enables you to perform an action. For example, Position Details . 

�  Relate to a specific listing in the table below the action bar.  
When you click on these icons, a new tab opens (as described below). For example, 
if you check the box for a specific position and then press the Matched Candidates  
icon, the tab screen Matched Candidates  opens. To perform an action in this tab, 
select a task icon in the Matched Candidates  action bar. 

When you select a task icon, a new tab opens according to a specific hierarchy. 
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To get started  

a. Press the POSITIONS domain tab (if not set as the default tab). A tab called My 
Positions  opens. 

 
b. Select a position by checking a checkbox adjacent to the position of your choice and 

press the Matched Candidates  button.  

 

c. A new tab called Matched Candidates  opens. 

 
 

NOTE 
Note the little blue navigation arrow between the two tabs. 

   

The tab currently in use is always highlighted. Tabs can have an unlimited number of 
navigation levels. To go back a level, click the preceding link. In the example window 
above, to go back a level, click the My Positions  link. 

 

 
 

NOTE 
Do not use the browser Back button to return to the  previous level . 

�
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The SETTINGS domain of the AOM Edition allows you to modify the Advertiser’s profile and 
add, edit or modify account contacts. In addition, it defines the hiring stages of the recruiting 
process. You should set up your system when you log into it for the first time. You will always 
be able to go back and modify the settings 

 

The Settings  tab appears when pressing the SETTINGS button in the domain bar. 

 

#�	����'�+��,����$������	��������-����'��	�'���
This section is intended for updating the Advertiser’s company details and defining the hiring 
stages of the recruiting process. 

 

The hiring stages are used for formalizing the workflow of the hiring process. Recruiters can 
use the AOM system to move candidates from stage to stage and to efficiently monitor the 
hiring process. 

To enter company information and hiring stages 

1. Press the SETTINGS button in the domain bar. The Edit Account tab appears. Complete 
the details that appear in this page (including Hiring Stages if you wish to use this feature) 
to complete your account settings. Note that required fields are indicated by a red asterisk 
(*). 
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This domain allows the Advertiser to create and manage positions and match candidates for 
positions.  

It lists all of the positions that were entered by you or by other individuals in your company. 
Positions that you published in the newspaper print edition will also be published online and 
will appear in your account. You will have a limited period to refine the job requirements and 
add qualifying questions. 

 

You can create online-only positions and either save or post  them on the newspaper job site. 
Once a position is created and saved , you will be able to view all the candidates in the 
newspaper database that match your job requirements. Positions that have only been saved 
but not posted are “unpublished”. Such positions are not visible to any candidates (and 
therefore they cannot apply to these positions). However, the Real-Time Matching Engine will 
display, to the employer, the ranked list of matching candidates. 

 

If you already have posted positions in your account (from posting in the newspaper print 
edition) follow the following process: 

 ���'��'�+������	���
Once a position is published, you start seeing new candidate applications for that position. 
You are able to view candidate records, communicate with candidates, and manage the 
recruitment process. 

(��
��'����� ���'��'�	��� �	�����+������	��.��	�

To view and manage the matched candidates list 

1. Select a position from the My Positions  list. 

2. Press the Matched Candidates  icon in the My Positions  action bar or click the link that 
denotes the number of matched candidates for this position under the Total Matches  
column.  

 

 

A new tab called Matched Candidates  appears. 
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The Matched Candidates  tab lists all the matched candidates for each position. Candidates 
are listed according to how well they match the job requirements from the highest level 
(maximum of 100%) to the lowest. 

 

Each of the tab columns can be sorted by clicking on the column header. Clicking on a 
column header of an already sorted column reverses the order of the sort (ascending to 
descending or vice a versa). Some parameters (Candidate Name/ID , Status)  are links that 
open a dialog box when clicked. Some of the parameters in the tab are fixed (Match level , 
Location ). Some parameters change automatically or as a result of an action taken by the 
user (Status , Inbox , Recruiting Monitor ). 

 

The fields of the Matched Candidates list are as follows: 

FIELD DESCRIPTION 

Status Shows the candidate’s status as follows: 

 
 

The candidate has applied for the position (resume 
submission is mandatory). 

  A candidate’s resume is available. 

Match type Selects the candidate match type; recruiters can mark a candidate 
by the red match icon ( ) in the match type column to indicate an 
interest in him/her (his/her record is colored in red).  

Inbox Indicates a message received from a candidate ( ). Click this icon 
to read the message and optionally respond. 

Candidate Name/ID The candidates are anonymous until they apply and only their ID is 
shown in the Matched Candidates  list (candidates from your 
database of new applicants have their names listed). Click the ID or 
the applicant’s name to view the full record. 

Match Date Indicates the date on which the match was created or updated by 
the system. The Real-Time Matching Engine automatically updates 
the matches whenever the candidate updates their profile or the job 
requirements change. The Match Date field is updated to reflect the 
updated matching. 

Notes Displays personal notes for each candidate. The Notes are saved in 
the candidate file and can be viewed by other users in your 
company. Click the Add Notes  icon to write (or edit) a note with a 
subject and to choose from three different ‘faces’, which are used to 
quickly indicate your impression of the candidate:  
(you may also filter the candidates by the different faces). A 
candidate with a note will be denoted with an icon:  

Match level Indicates a candidate’s match level starting from the highest 
(maximum of 100%) to the lowest based on the comparison of the 
candidate’s profile to the position requirements. Note that the Match 
level percentage may change after a candidate applies because 
during the application process, the candidate is provided with the 
opportunity to receive a higher score by adding additional 
information such as skills and certificates. 

Recruiting Monitor  Indicates the current status of a candidate in the recruitment 
process, e.g. , using four types of recruitment status 
indicators:  

  

Location Shows the location indicated by the candidate as their residence. 
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The Matched Candidates action bar consists of the following: 

ACTION DESCRIPTION 

 

Further refines the matched candidate list by adding additional 
criteria. You can define parameters that will keep certain candidates 
on your list and filter out others. The filter stays on even if you log 
out, until you remove it. 

 

Removes a candidate from the list of matched candidates. The job 
is removed from the candidate’s view. Candidates who have already 
applied to this job or communicated with the employer see the job in 
gray. 

 

Displays the files of candidates, who have applied for the job, but 
were matched by the system as unqualified. If there are no "non-
matched" applicants, this icon is grayed out. 

 

Opens the candidate file for more detailed information about the 
candidates and their status in the recruitment process. 

 

Opens the notepad window, where you may add your personal 
notes. The faces are designed to let you denote quickly your 
impression of a candidate: positive, negative or neutral. You can 
sort candidates using this indicator. 

 

Sends the candidate's file (or part of it) to an internal or external 
hiring authority. 

 

Keeps track of the status of the hired candidate. When a candidate 
is hired you should mark them as Hired. From that point on the 
candidate will not be available for matching, unless you change their 
status by clicking on the icon again. 

 A red match indicates a high interest in the candidate, change the 
color of his record on your desktop to red and alerts the candidate 
to this extent. The color of the job on the candidate's desktop 
changes to red as well. 

 Opens the file (resume) of a candidate.  

 Displays the contents and date of messages sent to and from the 
selected candidate. 

 
Allows messages to be sent to the selected candidate. 

 
Publishes the selected position which then makes it visible to 
candidates. 

 Manually adds another candidate to the selected position. 

 
Displays the list of the removed candidates. 

 
Exports (to the file system) the candidate details as an XML file.. 

�
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To view the candidate’s details 

1. In the Matched Candidates  list, click the candidate’s ID or name. A dialog box opens 
with a summary of the candidate’s details. 
 

Candidates who applied appear under their names. Candidates who have registered in 
the newspaper site anonymously will be marked by an ID number until they apply. 
 

Alternatively, click More in the Matched Candidates  action bar and select View 
Candidate Details from the drop-down menu. 

 
You may review the applicant’s details and then click either Approve  to approve his/her 
candidacy or Reject  to reject the applicant’s candidacy.  

To view the candidate's full details 

 
 

NOTE 
The candidate’s full details include interview reports, tests and assessments, and 
references. 

1. Select one candidate record by checking a checkbox on the left of the Matched 
Candidates list, and clicking on the Candidate File  icon. The File tabs of that selected 
candidate appears. 
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2. The candidate file consists of several tabs as follows: 

a. The Contact Information tab provides the candidate’s name, address, telephone 
numbers and e-mail.  

b. The Main Information  tab displays the candidate’s Summary information, 
Resume, Notes and Photo (optional). Click the respective link to view each of these 
types of information.  
The summary information  is divided into two sections. The upper section provides 
detailed information about the candidate such as employment history, skills and 
education. The bottom section displays the Match Level Analysis, i.e. how well the 
candidate qualifies for the position based on his/her experience, skills, certifications, 
education, etc. 

Each skill is presented and compared to the candidate’s information. The following 
icons are used to denote the skill compatibility level: 

 - The candidate has both the skill and the proficiency level 

 - The candidate does not have the skill or the proficiency level 

 

See below an example of how skills in the candidate's profile are matched against job 
requirements: 

 



Advertiser Online Module™ User Manual for System Administrators © 2006 Redmatch, Inc.  14 
 
 
www.redmatch.com 

 

c. The Recruiting Monitor  tab shows the status of the candidate throughout the hiring 
process. 

 

 

d. The Interview Reports  tab displays the interview reports filed by the hiring 
authorities. New reports may be filed, existing reports may be edited or deleted.  

 
e. The References  tab allows you to enter the candidate's professional and personal 

references. Note that information you enter about references will also appear in the 
candidate profile pop-up. Click the Save References link when done 
entering/updating the references. 

 

 

f. The Tests and Assessments  tab allows you to write or upload files containing test 
and assessments results for the candidate. To enter text, press the Write Text link. A 
dialog box enables you to enter text and save it for future reference. To import a test 
result file, press the Import File link and upload the file from your system. 
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Non-Matched candidates who apply for a position for which they are not qualified for may be 
reviewed. 

To view non-matched applicants 

1. Click on the Non Matched Applicants  icon in the Matched Candidates  action bar. 

 
 

NOTE 
The Non Matched Applicants  button is disabled when all candidates appear in the 
Matched Candidates list (i.e., they match to above 50% of the position criteria). 

  
 

2. View and manage the list of non-matched applicants. 

The Non Matched Applicants  icon is replaced with the Matched Candidates  icon in the 
Matched Candidates  action bar. Click on the Matched Candidates  icon to go back to 
the Matched Candidates list.  
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You are able to create new positions and view all matched candidates for your jobs from the 
newspaper candidate database. You can also post such positions directly on the newspaper 
site (where available). In order to create a new job posting you will need to fill out the Job 
Definition Form  as explained below. While only a few parameters are truly mandatory, the 
more details you include in the job definition (profile), the more effective the Real-Time 
Matching Engine will be in matching the candidates. This will result in improved screening and 
pre-qualification of candidates prior to bringing them to an interview – overall, a significant 
time savings and increased efficiency. 

 
 

NOTE 
have two types of links throughout the Job Definition Form  as follows: 

Form 
Indication  Click 

  Help The icon or link to display an instruction box for the 
respective section. 

 
The icon to display a tip box containing suggestions on how 
to effectively utilize a specific feature. 

 
 

To create a new position 

1. Click on the New Position  icon in the My Positions  action bar.  

 
The New Position  form opens. 

 

2. Enter the relevant details and settings as detailed in the following sections. 

)���	���0��*�����%�	��������	����
The process for defining a new position starts with the selection of a job title. You should 
search the system database for the job title that most closely matches the job title of the 

 



Advertiser Online Module™ User Manual for System Administrators © 2006 Redmatch, Inc.  18 
 
 
www.redmatch.com 

position you are creating. 

 

A job title enables the system to correlate your job posting with a field of work, sub-field, 
managerial level and a list of typical skills and qualifying questions.  

 

At the bottom of the Position’s Basic Details  section, includes a URL, which is created for 
this position once it is saved. Each position created in The Job Network AOM receives a 
unique web page address (URL). This unique URL enables you to publish this position on 
other sites, so you can direct applicants directly to the application form for this position. For 
more information, see the section named Publishing a Job on Your Career Site in this 
document. 

To define the job title for a position 

1. Click the Select Job Title  link. 

 

 The JOB TITLE SEARCH  dialog box appears. 

 
2. Type in the Position’s Job Title  or a portion of it and click Search.  A list of job titles 

appears. 
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3. Select a job title, which most closely matches the job title of the position that you are 

creating. The corresponding Field of Work and Managerial Level  are automatically 
associated with the job title. 

4.  If you cannot find an acceptable job title: 

a. Click Job Title Not Found . The JOB TITLE SEARCH  dialog box appears. 

 
b. Enter the Position’s Job Title ID  and select Managerial Level , Field of Work  and 

Specialization from the respective drop-down lists. 

c. Press Save at the bottom of the JOB TITLE SEARCH  dialog box. The job title 
appears in the Job Title to be displayed to Candidates  field of the Position Basic 
Details  section. 

5. Enter the Job Description  by typing it in explicitly or by cutting and pasting text into the 
respective text box. 

6. Enter the details of the position location by selecting from the *Country  drop-down list 
and either checking the required *City/Region  checkbox or entering the City/Region to 
be Displayed . 

 
 

NOTE 
Parameters indicated by an asterisk (*) are mandatory. 

 

Select from drop-down lists the following parameters: 

Parameter Used to indicate if the offered position is  
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*Position Type On a Full/Part Time , Freelance , etc. basis (see note below). 

Employment Type Permanent or Temporary . 

 

 
 

NOTE 
Applicants are excluded from the matching process if they have indicated an interest 
in a different position type than the one specified in the Position Type  requirements. 
Indicate "no preference" if you do not wish to exclude any candidate based on their 
position type preference. 

�����������+��	�����	�����
 

The Skills and Certifications selection lies at the heart of the job matching system. The 
Real-Time Matching Engine relies on skills, certificates, and preferences to match (screening 
and grading) candidates with jobs. Skills are selected by searching through a list of skills and 
certifications, or by selecting a skill or certificate by category. In both cases, a list of skills or 
certifications appears.  

 

Many of the job titles in the database are associated with typical skills and certifications. After 
selecting a job title (see above), skills and certificates that are typical for that job title appear 
first in the Skills and Certificates  pane. 
  

If your search has not yielded the desired skill or certificate, it appears in red at the end of the 
skill list and you can still add it to the selected skill list like any other skill. Obviously, because 
this skill is not in the database, registered candidates will not be able to be matched based on 
this skill. However, applicants will be presented with a question regarding this skill and will be 
graded based on their answer. 

 

Once the skills and certificates are selected, you can define the required Proficiency , i.e. the 
years of experience for each skill and whether the certification is required or not, and whether 
the skill or certificate will be used to exclude applicants or just to grade them. Defining a skill 
or certificate as excluding reduces the number of matching candidates and facilitates the 
selection process. However, it is recommended to exercise caution in your initial job 
definition, when defining a skill or certification as excluding. This immediately excludes all 
applicants in your registered applicant database who did not include this skill or certification in 
their profile. Keep in mind that candidates often forget (or choose not to, or think its not 
important enough) to enter a specific skill or certificate to their profiles. They would be 
eliminated without otherwise being given the chance to add it and still enter the matching 
process. 

To add skills and certificates to a position  

1. To search for a skill or certification in a list: 

a. Click the Search for a skill or certificate  radio button. 

b. Enter the required skill in the free text field and press the Search button to refine your 
selection. A list of related skills appears in the Skills and Certificates  pane. 

To select skills by category: 

a. Click the Search a skill or certification by category  radio button. 

b. Select the skill category and sub-category from the respective drop-down lists. A list 
of skills related to the selected sub-category appears in the Skills and Certificates  
List  pane. 

c. Highlight the required skills in the Skills and Certifications pane and press the ADD 
button to move it to the list on the right. Use the <Ctrl>  key to select multiple skills 
and certifications. 

2. Select the Proficiency  level from the respective drop-down menu; for a skill, select the 
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number of years during which the skill has been acquired; for a certificate, indicate if the 
applicant has obtained a certificate (Yes/No).  

3. If a position requirement implies that a skill or certificate should exclude (remove) the 
applicant from the matched candidates list, check the Exc checkbox. 

 

�

#����	�������	����
This section defines a minimal education level and a field of study as criteria for matching a 
candidate. The field of study is not mandatory. A minimal education level and field of study 
can be defined as sufficient or requiring additional education. In addition, you can choose to 
exclude all candidates who did not include a specific education level and field of study in their 
profile, thus reducing the number of matching candidates. 

 

To add minimal education levels to a position 

1. Select the Minimal Education Level  and Field of Study  in the Education  section. 

2. Press the AND button to move the minimum education level to the list on the right. 

3. If you accept education levels higher than the one you indicated as the minimal level, 
check And Higher .  

4. If an applicant should be excluded from the matched candidates list in case he/she does 
not have the minimal level of education, check the Exc checkbox; otherwise, the 
education level is used for grading an applicant in the matched candidates list. 

.��'��'������	����
This section specifies the languages to be used as criteria for matching a candidate..You can 
choose to exclude applicants who did not include a specific language, or a language in a 
combination of several languages, thus reducing the number of matched candidates. 

To add languages to a position 
1. Click the Languages  link. The Languages  section appears (English is selected as a 
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default language). 

2. Select the required language(s) from the Languages  list. Use the <Ctrl>  key to select 
multiple languages 

3. Press the AND button. 

  

4. Set the language Proficiency to Proficient , Fluent  or Fair  according to the required 
level. 

5. Check the Exc checkbox to have the language capabilities requirements used to exclude 
candidates who do not have the required proficiency in the required language(s). 
Otherwise, the language proficiency is used for grading matched candidates. 

���������'�����	��������	����
Creating qualifying questions helps you to further qualify and screen candidates. Choose 
questions from a list of typical questions for this job or create YES/NO or multiple-choice 
questions. Candidates are graded according to their answers to these questions. 

One question always appears as default: "Have you performed a similar job in the past?"  

Try to avoid qualifying questions that look for information that can be deducted from the skills 
definition. For example, the question "Do you have experience selling consumer electronic 
products?" could be substituted by selecting the skill Consumer Electronics Sales . 

You can edit or delete any question including the default one by clicking the appropriate icon 
in the qualifying questions list. 

To add qualifying questions to a position 

1. Click the Qualifying Questions link. The Qualifying Questions section appears. 

 
 

NOTE 
Typical questions are specific to a job title; please define a job title before adding 
them to the Qualifying Questions section. 

 

 

2. Click one or more of the following links: Add Typical Questions , Add Yes/No 
Questions,  Add Multiple Choice Questions or Add Free-Text Ques tions . The ADD 
QUESTION dialog box appears. 
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3. Type in the question. For a YES/NO question, select the right answer. For a multiple 
answer question, type in the answers and check the correct answer on the right.  

 
 

NOTES 

a. Note that you can check multiple answers as correct.  

b. You can also check all answers as correct. In this case, any answer will be 
accepted as a correct answer. 

4. Press ADD to add the question to the list. 

5. To add a Free-text question click Add Free Text Questions. The ADD QUESTION dialog 
box appears. 

 
6. Type in the question. Then select the type of question it is. 
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a. Add a Personal and professional references quest ion 

Write a question that asks for references, check the appropriate radio button and 
click "add". The references will inserted into the References section is the 
candidate file. Note: each position can have only one reference question. 

 
 

b. Add a question with free-text answer 

Write a question with an answer in free text. Then click "add". The answer will 
appear at the bottom of the candidate profile under a heading called: "Free-text 
Questions". A position can have an unlimited number of  free-text questions. 

 

 
 

c. Add a question requesting a file upload 

Write a question requesting the candidate to upload a file (separate from a 
resume). The file can be in a MS Word or a PDF format and will be inserted into 
the Tests & Assessments" section in the candidate file. 
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����	������+��	��������	����
You can add additional criteria, which have not been covered in the other sections of the New 
Position  form, such as limiting the search to applicants whose job seeking status is active, or 
to those who are willing to travel extensively, etc. 

 

The job seeking status, minimum and maximum managerial levels and legal status (citizens, 
authorized to work) are excluding criteria, i.e. only applicants who comply with the specific 
criteria are inserted in the matched candidates list. 

To add additional criteria to a position 

1. Click the Additional Criteria link. The Additional Criteria  section appears. 

 

 

2. Select the requested criteria from the respective drop-down lists. 

����	������$������	�������	����
You can include additional information related to the job details and to the job requisition. The 
following additional job details are provided: salary range, work shifts, ZIP code of your job 
location and the number of people that you plan to hire for this position.  

Job handling details include the identities of the relevant persons who approved the job 
requisition, who are in charge of handling the position and details indicating whether the 
position status should be reported.  

If you choose to add these job details, they will be used for further screening of the 
candidates. 

To add additional information 

1. Click the Additional Information  link. The Additional Information  section appears. 

 

 

2. Fill out all of the required fields. 
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������������'��,	��������	����
In this section, you select the destination of the job applications. All matching candidates 
appear in the user accounts defined for this job, and as such, their applications are sent by 
default to these users’ e-mail addresses. 

In addition, candidate applications can also be sent to a designated e-mail address. You can 
select a user from the drop-down menu and use his/her contact information as the destination 
for sending applications. Alternatively, you can type in an e-mail address or a fax number. 

To add application sending options for a position 

1. Click the Resume Sending Options  link. The Resume Sending Options  screen 
appears. 

 

2. Select contact person (owner of candidate account) from the drop down list. 

3. Select one of the two sending options. Type the e-mail address for the relevant option. 

+��,��	��'�����+���	��������)��������'�
You can change the criteria and refine your job definition at any time before publishing the job 
offer onto your site.  

Once you have completed the job definition process, press the Save button or the Publish  
button to save and publish the job immediately onto the company site.  

If you save the job first and publish it later, you will be able to preview the details of matching 
candidates in your database and other databases connected to your system, prior to 
publishing the job.  

Once the job is published, you will NOT be able to edit the position details. 

If you press the Save button, a dialog box will confirm that the position has been successfully 
saved. Press OK to view the position in the position list. 

)��������'����������	�����
�,�,���������	��
You can publish a job on the newspaper job site as well as on your corporate career section 
(if you are using the feature that allows advertisers to use The Job Network to power their 
career section).  

 

A job is automatically published on the site if you clicked on the Publish  button at the end of 
the job creation process. If you chose to first review the matched candidates that already 
have a profile in The Job Network database, you will be able to publish the job after reviewing 
the matched candidate profiles. To do so use the following procedure: 

To publish a job  

You can buy a posting package online and use it to post jobs on the newspaper site or call 
the newspaper to make such a package available to you in your account. To publish a job, 
follow these steps: 

1. Check the box next to a position. 
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2. Press the Publish Position  button in the My Positions  action bar.  

 
The Publish Position tab appears. 

 

 

3. Select one of the pre-purchased job posting packages (if you have any) or press the Buy 
Now  if you whish to purchase a new package. For the latest case, the following dialog 
box appears. 
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To purchase a new package: 

a. Select the requested Package  and enter the Package Description . 

b. Enter the Advertiser’s contact and location details. 

c. Enter the Payment Information . 

d. Press Purchase  to buy the package. 

4. Set the Post Date  if different than today. 

5. Click the newly created package and press Publish . 

������'���+������	�0��%�	�����
In addition to the candidate’s resume, Redmatch Recruiter allows you to send additional 
information from his/her file. The process lets you control the identity of the recipients and the 
content of this information. 

To send the candidate’s details 

1. Press the POSITIONS button in the domain bar. 

2. Select a candidate from the Matched Candidates  list. 

3. Press the Send Candidate Details  button in the Matched Candidates  action bar.  

  

 

A dialog box opens providing two options for sending the candidate’s file - to an external 
recipient using a regular e-mail address or to an internal recipient (system user) using the 
internal messaging system. A copy of the file can be sent in parallel to the recipient's e-
mail address. 

  

 

4. If you chose to send the candidate’s file to an internal recipient, select the recipient(s) to 
whom you wish to send the candidate file by checking one or more of the check boxes 
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above. If the recipient does not appear in the list,  

a. Add him/her by clicking the Add New Contact Person  link. The ADD CONTACT 
dialog box appears. 

 
b. Enter the new user’s Full Name  and E-mail  address. 

c. Select the User Type  from the drop-down menu. To review the different user types 
and their rights, switch to the SETTINGS domain. For details, see Managing Account 
Contacts section in this document. 

d. Add the new user to your Authorized Users list by pressing the Save button. 

In the internal scroll box, you can see exactly how your e-mail will appear on  the 
recipient’s side. 

You can also save the new user and send a confirmation e-mail. This e-mail contains 
his/her account access codes and the URL required to log into his/her account. 

5. If you chose to send the candidate’s file to an external e-mail address: 

a. Add the email content and attached items in the Email Content section. 

. 

 

 

You can see in the internal scroll box, the exact look of your e-mail when it is received by 
the recipient. 

 
 

NOTE 
You can select the specific sections of the Candidate File that will be available to the 
recipient when they receive the e-mail. 

b. To remove information from the resume before sending, highlight the field and press 
the Delete key.  
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c. To discard changes, click Clear Resume Changes . 

d. Click on the desired option to reflect your opinion about the candidate. 

e. Check boxes for setting the sending options (fax, Word document, etc.) at the bottom 
of the form. 

6. To save and send this e-mail, press the Save and Send Access Codes  button. 

7. If you check the box Send a copy of the Candidate File to an external e- mail address , 
a dialog box similar to the following is displayed. You should check the type of items in 
the candidate’s file that you wish to send in the E-mail Content section (see above). 

You may also edit the email before it is sent, e.g. to remove a candidate’s contact details 
or add a personal note. 

 
 

NOTE 
You can select the specific sections of the candidate file that will be available to the 
recipient when they receive the e-mail. You may also edit the e-mail before it is sent. 

8. If you chose to send the candidate file to an internal recipient, the view of this dialog box 
changes and a table with a list of authorized system users appears. 

 
 

NOTE 
Hiring managers may indicate their interest in a candidate simply by clicking the thumbs 
up or thumbs down from within the e-mail message they receive. Alternatively, they 
may log into Redmatch Recruiter and write an interview report. 

 
 

 

 


