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Creating New Candidates

It's important to know how to manually
create Candidatesinyouraccount.

You may use thisif you are introducedtoa
driver and you need a way to quickly create a
profile for him/her.

APPLICATION INTERVIE DGl

HOW TO CREATE A CANDIDATE:

l Il CANCEL CREATE USER

_, SELECT _ FILLINCANDIDATE CLICK
USER INFORMATION SAVE

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE
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WHERE DO | FIND MY CANDIDATES?

: : ACTIVE Q!

1 I
Y Browse Fo

LiSt View &=  Candidates

List View is where you can find all of the Candidates B ricions

that have either been uploadedinto your system, or ¢ Team Members VE |

that have been added from advertising sources like N : S
ecords N

Jobs Boards Or SOCiaI Media ) ﬁ pplicant: Phone Screening Class A CDL - DEF Driver - No.. MNocal DEF

e Translead Operator- Hamilto... Hamilon City, CA T

FO m R e q ues t s ne Canadian Driver Vancouver, BC

ane Class A CDL - Crude Oil Drive... US Crude Toledo, O

o]
List View works like an interactive spreadsheet. You 1 Form Packet Requests - GssACDL Rened D Seovetom 08

.T..I e roroe Class & CDL - Refined Fuel D_. Davenport, 1A
can add orremove columns, and sort by columns by .
. R Pending MVRs one Class A CDL - Refi... (*2) McCalla, AL
C“Cklng the header. nNife= Class A CDL - Refi.. (*2)  Amarillo, TX
Management Tree ane Class A CDL - DEF ... (+2) OKC, OK DEF
Ene Undefined Positio... [+ Undefined
a n e Class A CDL- Compress... CHNG Area Midland,
HOW TO ACCESS LIST VIEW: Company Text Message Inbox one Undefined Undefined
l—l w I—IJ E UaVIS’ JaCk : (:Inaslan-Mﬂ:: =) Pioneer, T:
one Class A CDL - DEF ... OKC, OK DEF
c e ElREr Jasmine Perez Banked None Class A CDL - Refi... (+1) Las Vegas, NV .

CLICKON
CANDIDATES

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/en/knowledge/utilizing-the-list-view-in-the-candidates-browser
https://support.avatarfleet.com/en/knowledge/utilizing-the-list-view-in-the-candidates-browser
https://support.avatarfleet.com/en/knowledge/utilizing-the-list-view-in-the-candidates-browser
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WHERE DO | FIND MY CANDIDATES?

Ca rd View >3 Randomize =% Download Eum

Card Viewis where you can see more :
information on a Candidate. I PP ——

You are easily able to see Tags, Notes, and ENE

complete tasks like Send SMS Messages. @D Ve

- Crude Qil Drive_. US Crude Toledo, O
- Refined Fuel D.. Beaverdam, OH
- Refined Fuel D... Davenport, 1A

] to None i

- Refined F.. San Antonio, TX

L - Refi... (+2) McCalla, AL
L - Refi... (+2) Amarillo, TX
U W W Tamara Sanders New Nene Class A COL - DEF ... @ OKC, OK DEF
O % 0 Brian Gray Banked None Undefined Positio... Undefined
ElR David Arias Full App Hold Mone Class A CDL- Compress... @ CMNG Area Midland,
H Ow TO ACC Ess CARD VI EW : 0O % 0O Sandra Moreno Out of Area None Undefined =) Undefined
0O &% 0O Marcia Mendoza Actively working with recr... Nene Class A CDL - Refi... (+2) San Antonio, TX
0O % 0O Peter Garner Banked None Class A CDL - Refi... Pioneer, ™
e 0O %« 0 Neil Castille Banked Nene Class A CDL - DEF ... OKC, OK DEF
0 e [ I+ S Jasmine Perez Banked None Class A CDL - Refi... Las Vegas, NV .

CLICK

‘ — CLICK — EEE
CANDIDATES : : :

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/en/knowledge/utilizing-the-card-view-in-the-candidates-browser
https://support.avatarfleet.com/en/knowledge/utilizing-the-card-view-in-the-candidates-browser
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@ Annie Test12 candidate [Active]

Candidate Browser - Rp— , 0000
Profile View .

Last Login: Never

Want even more informationona Created: 3/17/2023.10:39 AM
candidate?

Thisis where you'll bring the full detail into
view and be able to do all of the same
actions, tasks and activities that you're
currently used to in A-Suite today.

@ Annie Test12  candidate lactivel

HOW TO ACCESS A CANDIDATE'S

PROFILE: 0 -
CLICK ONTHEFOCUS - S — : o
ICONATTHETOP OF e
PEEK VIEWTO :
ACCESS AUSER'S e

PROFILE



c WHERE DO | FIND MY CANDIDATES?

Candidate Browser -
Peek View

@ Courtney Ferguson Candidate [Active]

Want more information on a candidate?

Ul earch for Name or Employee Num... ! ~
rowser v tony.grgetich+test-162514@avatarfleet... ’ e o ¢

v (440) 555-1472

x ( .
DEFAULT <+ Saved Views US 1 Open Applicatit

Last Login: Never

Get acondensed or summary view of a

candidate orteam member's user profile . Chented: 121112022, 0928 P

WIthOUt IeaVing the browser screen (rlght ## APPDAYSIN FUNNEL & §# FIRST NAME W e 8 LAST NAME T i PRIMA e totes

Slde Sllde OUt) 57 Courtney Ferguson (440) 555 Profile
57 Mary Love (440) 555 #xx.**_2514 @ 12/31/%%%% @
57 Julie Jones (440) 555 o
57 Lauraa Wilsona .S.cott, il

HOW TO ACCESS A CANDIDATE'S

PEEK VIEW: 0

CLICKINTO YOUR
CANDIDATE'S LINE
ITEM, AND PEEK VIEW
WILL SLIDE OUT FROM
THE RIGHT.
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HOW DO | PRIORITIZE MY CANDIDATES?

Filters & Create Saved Views

Everyone who uses our system has different preferences on how they'd like to view
Candidates - so you can choose to set your own Filters and save these as a Saved

View.



el HOW DO | PRIORITIZE MY CANDIDATES?

How To Create Filters

You have specific hiring criteria, depending on
the positionyou're hiring for. Maybe Candidates
must have specific Endorsements or Years of
Experience, or, maybe they need a Class B CDL.

With Filters, you're able to sort and view
columns by your hiring criteria so you can
eliminate all the names that don't match.

HOW TO CREATEFILTERS:
CLICK — SELECT - CLICK
METHOD1 FILTERS CRITERIA APPLY
CLICKANYCOLUMN —* CHOOSE - CLICK

METHOD 2 FILTER PARAMETERS APPLY

AvatarFleet A-Suite Q

v3.77.0-25-gb5472b11

METHOD1

<4 Saved Views

s 2 Y Filters

D v Sort By. v it FIRST NAME 11 LAST NAME
o
o 5
0 s O Kenneth Carey
AN
if LIC. ENDS. Y 8 it Llcciass Y S
METHOD 2
License Endorsements
Nonc OU,CK T’P

Alr Brakes

Right-click onacolumn
headerto see alist of
additional columns to add
to yourview.

er.. Combination of Tank Vehicle and Hazardous Materials

Double/Triple Trailers

Hazardous Materials




el HOW DO | PRIORITIZE MY CANDIDATES? i

Test 1 Test
[
How To Save A View
Water Fleet View
\ME
Now that you've set your Filters, you can save Lifecycle Stage
these as apreset forlateruse. R ——
. . . NY and NM
By using Saved Views, you're becoming more
P P . 1 Test View
efficient by eliminating any names you don't
want to see and focusing only on the ones you Starred Active
need to work on. My New View

4+ Add New View

HOW TO SAVE A VIEW:
o o o
CLICK — CLICK - NAME - 0
+ SAVED VIEWS ADD NEW VIEW YOURVIEW

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/en/knowledge/saved-views
https://support.avatarfleet.com/en/knowledge/saved-views
https://support.avatarfleet.com/en/knowledge/saved-views
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ACTIVELY ONBOARDING 44 @

Additional Options for
saved VieWS Revert View b

Update View o

e There are 4 additional options you have once a Saved

View is added to your Browser.
Set as Default View D

 RevertaView: Reverts back to original Saved View 2 F LAST NAM
« Update View: Captures any changes made to your Share View
Saved View for future use.
o SetaDefaultView: Select your default view. Nlivia Choann
e Share aView: Give otherusers the optiontouse your
saved view!

HOW TO ACCESS YOUR OPTIONS:

SET
GRS THETOGGLETO CLICK TO READ THE
3DOTSON R CLICKTO READ THE
THE DESIRED KNOWLEDGE BASE ARTICLE
SAVED VIEW TAB SETTING AN e L PASEAR TS



https://support.avatarfleet.com/en/knowledge/saved-views
https://support.avatarfleet.com/en/knowledge/saved-views
https://support.avatarfleet.com/en/knowledge/saved-views
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HOW DO | SEE APPLICATIONS?

B
Viewing aDOT App Q00¢

1 Open Application(s) >

Once you've prioritized your Candidates based
onyour hiring criteria, it's time to drilldown to see

if they'd be a good Candidate toreachoutto. = Application 48
B2 Dot Application

If a Candidate has submitted a full or partial DOT Send Email Thank

app, you'llbe able to see all theirinformation from Upload File-Diver's Lice

their User Profile.

HOWTO VIEW ADOT APP:
CLICKONA CLICKOPEN SELECT

CANDIDATE ~ APPLICATION ~— DOTAPPLICATION
CLICKTO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/en/knowledge/viewing-a-candidates-application-in-a-workflow
https://support.avatarfleet.com/en/knowledge/viewing-a-candidates-application-in-a-workflow
https://support.avatarfleet.com/en/knowledge/viewing-a-candidates-application-in-a-workflow
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HOW DO I COMMUNICATE

WITH MY CAN DIDATES? 3 selected % Send Email B3 Send Text Message @ Create Note = New Form I§ New Form Packet More v
: CANDIDATES 6,449 + Saved Views
[ ] [ ] [ ]

Mass Texting in A-Suite o ¥ s @) D)
O~ sortey v ii FIRSTNAME YV & i LAST NAME VS if APP RECRUITING STATUS ¥ ©

There are two ways to text a Candidate in A-Suite: in e

. 4 i 0O Candi

mass, or, on a one-to-one basis. O o -s=x
O o Anna 7 peaple may have phone numbers HOT marked as mobile and will HOT receive a message

With Mass Texting, you can SMS Message all opted-in g e

. . . [l P Kelsey

Candidates with the same message...in mass! == o -

You can choose to use a pre-built template, or, write your

own on the fly. ——

HOW TO SEND A MASS TEXT IN A-SUITE: !
s
v/ 52 / (4
- CLICK - .
SELECT CHOOSE/TYPE YOUR CLICK
SEND TEXT
RECIPIENTS MESSAGE TEMPLATE ORMESSAGE SMSALL CLICK TO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/en/knowledge/sending-a-mass-text-message
https://support.avatarfleet.com/en/knowledge/sending-a-mass-text-message
https://support.avatarfleet.com/en/knowledge/sending-a-mass-text-message

HOW DO I COMMUNICATE
WITH MY CANDIDATES?

f |

@ April Page Candidate [Active] C -

e +" tony.grgetich+test-162512@avatarfleet. .. 4 o o o

Individual Texting in A-Suite

 (440) 555-1472

1 Open Application(s) »

Texting anindividual contact can also be done from your
. 5922 E 18th 5t Tucson, AZ 85711 US
A_SUIte account Last Login: 12/11/2022, 09:26 PM
Created: 12/11/2022, 09:25 PM
You can send text messages from the Peek View or from _— G -
the User Profile from where you see the messageicon. - =

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/knowledge/a-suite-text-messages
https://support.avatarfleet.com/knowledge/a-suite-text-messages
https://support.avatarfleet.com/knowledge/a-suite-text-messages

HOWDO I COMMUNICATE
WITH MY CAN DIDATES? 3 selected % Send Email B3 Send Text Message @ Create Note = New Form I§ New Form Packet More v

E CANDIDATES 6,449 4 Saved Views
~ Y Filters (2) Minerx ) ( App Status X ) ( € lear All
O~ sortby~ ## FIRSTNAME <V & i LAST NAME v S if APP RECRUITING STATUS % 3
{-? O Kevin
ogeo o [ ) New Email - B X
Mass Emailing in A-Suite N Co
O Ted
O P Anna
Similarly to Mass Texting in A-Suite, you can send email s
. . H| P Kelsey
messages to Candidates in mass the same way you do =
with an SMS Message. n o~ o,
HOW TO SEND A MASS TEXT IN A-SUITE:
7 X< /s (4]
— — —
SELECT CLICK CHOOSE/TYPE YOUR CLICK CLICK TO READ THE

RECIPIENTS SEND EMAIL TEMPLATE ORMESSAGE SMS ALL KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/knowledge/emails-in-a-suite
https://support.avatarfleet.com/knowledge/emails-in-a-suite
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HOW DO I COMMUNICATE
WITH MY CANDIDATES?

Individual Emailing in A-Suite

You canindividually email a Candidates from the Peek
View or from the User Profile from where you see the

email icon.

f | ” b4

@ April Page Candidate [Active] C = ¢

& +" tony.grgetich+test-162512@avatarfleet. .. 4 o o o

+" (440) 555-1472
1 Open Application(s) »
5922 E 18th St Tucson, AZ 85711 US

Last Login: 12/11/2022, 09:26 PM
Created: 12/11/2022, 09:25 PM

Profile MNotes Files

PROFILE

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE
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HOW DO | APPROVE ORREJECT A CANDIDATES APPLICATION?

Approve a Candidates Application ¢ e

Change Location

When a Candidateis cleared to become a new team
member, you can can Approve their applicaiton. !

Change Recruiter

Change Assignee

Approvingisimportant because it will automatically add Reject

the Approved team member to your compliance Contingently Approve

dashboard, if you are subscribed to A-Suite Comply. r 22nd, 2021 11:24 am
Approve

wr22nd, 2021 11:24 am
Delete
EEESSSSSS————————_—_—_S—_S—S—S—SSS""————

Are you sure you want to approve this candidate’s application?
HOW TO APPROVE A CANDIDATES APPLICATION:

Position: Class A CDL - Refined Fuel Driver Home Daily
Job: Clean Driver
Location: Ocala, FL, Region 2 East Coast Region

o 0 9 e CANCEL YES, APPROVE NOW

CLICKONA _, GCteck CLICK
FROMUSERPROFILE  APPLICATIONS  ACTIONS APPROVE

CLICKTO READ THE

KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/knowledge/approving-a-candidate
https://support.avatarfleet.com/knowledge/approving-a-candidate
https://support.avatarfleet.com/knowledge/approving-a-candidate
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Reject a Candidates Application

Change Location

When a Candidate doesn't meet the hiring criteria foran
open position, you can Reject their Application. Change Recruiter

Change Assignee

Rejecting Applicationsisimportant because it keeps your

: . . . : Reject
list of qualified, active Candidates list clean and
ma nageable. Contingently Approve
2204 2021 1124 o
;'513:I|3.’E'1"E Reject Application
/\ IMPORTANT
Delete v
Rejecting a Candidates Application will NOT delete the Candidate or their | |
Applicaiton from your A-Suite account. Download PEV ( | 0 e tpdame(opriona)
Would you like to change this candidate’s status?
New Status | Candidate [Rejected] bt |
HOW TO REJECT AND SET A REASON: ) _
CANCEL REJECT APPLICATION
® @ 2 © o
‘ CLICKONA CLICK CLICK SET

CLICKTO READ THE

— — —
FROMUSERPROFILE ~ APPLICATIONS ACTIONS REJECT REASON KNOWLEDGE BASE ARTICLE



https://support.avatarfleet.com/en/knowledge/rejecting-a-candidate
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Thank you!

We're Here
to Help!

(888)981-4724 | support@avatarfleet.com




