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Cheat Sheet: Adding & Editing A Candidate

ADD A NEW CANDIDATE FROM OUTLOOK

1. Open the email with a CV 
attached, and click on Add-ins 
on the menu.  Select “Add this 
email to Intelligence”.  

2. You can add multiple emails using this same method – but first 
create a folder named “Intelligence” and move the emails to this folder. 

You will be prompted to import all emails in this folder when you select 
“Add this email to Intelligence”. 

.
3. You will be notified once the 
upload is complete

4. The candidate’s profile will be captured in Intelligence with the name and 
contact details, and with the CV attached.  The Original CV icon will turn 
YELLOW when there is a saved document present.

You can now add more details to the candidate profile from either LinkedIn or 
from the original CV saved in Intelligence.

Original CV

TIP: If the candidate isn’t on the database already, this is the great way to add a CV to Intelligence.

Intelligence checks for a matching record by name and email address, so if the candidate is already on the database, the Add-in 
button will only record the body of the email into Communications, and add any attachments to Files. 

Files



ADD A NEW CANDIDATE FROM LINKEDIN

.

1. Open a profile in LinkedIn & 
select the Intelligence icon on 
the menu to import to 
Intelligence.

3. The candidate’s full profile is imported from LinkedIn 
with 1 click and will be automatically kept up-to-date to 
match their LinkedIn details going forward. 

2. Go to the imported record in 
Intelligence:

- click into the name field

- type in what you are looking for 
(name, email, mobile number or 
South African ID)

- select the required record from 
the results to see the profile
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ADD A NEW CANDIDATE FROM YOUR PC

2. If the candidate is not yet 
recorded on Intelligence, click on 
NEW and select one of the 
available options.
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Original CV

3. BROWSE FOR CV

Select a single CV or multiple CVs from a folder on your 
computer. 

The candidate’s profile will be captured in Intelligence 
with the name and contact details, with the CV attached 
in the Original CV icon.  

The icon turns YELLOW when there is a CV saved.

3. NEW BLANK RECORD

Manually type in any relevant information. 

1a. click into the name field 1b. type in what you are looking 
for (name, email, mobile number 
or South African ID) and press 
Enter on your keyboard

1c. select the required record from the results1. CHECK if the candidate is 
recorded in Intelligence



ADD A NEW CANDIDATE FROM A COMPANY CONTACT

2. The company contact’s profile will be captured in Intelligence with the 
name and contact details,  including the client name in the employment 
section.

3. The company contact record in the Client screen now shows a RED 
ARROW next to the person’s name, indicating that they are also 
recorded as a CANDIDATE.

Cheat Sheet: Adding & Editing A Candidate

1. From a Client page, right click on a Company Contact 
to add them as a CANDIDATE. 



UPDATE A CANDIDATE FROM LINKEDIN

.

1. Click the LinkedIn icon on 
the candidate screen. 

If the icon is GREY, it will open 
the LinkedIn search for any 
profile matched by name.

Select the appropriate record 
to go to that profile.

If the LinkedIn is BLUE, then it 
will open to the saved 
LinkedIn profile.

2. The Intelligence icon will show a RED DOT –
this is a notification that there is a matching 
record in Intelligence. 

The matched record is identified so that you 
can take the appropriate action: 

a. Update the record if the match is correct

OR 

b. Create a new record if the match is incorrect
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3. Remember to RELOAD the candidate record in 
Intelligence to see the updated  profile.



1. Open the document from the Original CV icon.  

The icon is YELLOW when there is a CV saved.

UPDATE A CANDIDATE FROM THE ORIGINAL CV

Original CV
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2. Highlight the required text on the Word CV and select the button NEXT to the required 
field to import the information.

See the example below: highlight 2008 and add it to the Start Date

You can add any information from the CV to the profile – each tab has different options 
for Details, Notes, Work, Education and References.



UPDATE & REPLACE A CANDIDATE’S CV

1. Click on the Edit button (the pencil icon) to 
open the Candidate Contact Details

2. BROWSE FOR CV: Select the new CV from a 
folder on your computer.

3. OPEN CV: Copy the contents from the new 
CV and paste into the existing CV. You will 
prompted to save the document on close. 
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You can classify your candidates so that you can filter by these options 
during searches. Classifications are set up by YOU to ensure you have 
full control on your own database. 

CLASSIFY A CANDIDATE
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1. Double click in the white space in the 
classifications section to open the form.

3. Close the form to see the candidate’s record 
display this new information.

2. Select the relevant classification from the 
LEFT and your selection will show on the RIGHT. 

You can select multiple classifications, if 
required. 

Simply untick / click on the x to remove a 
classification for this candidate’s profile. 

You can also search for specific classification –
simply type in the text in the top left field.



You can format the CV quickly and easily, so that with minimal editing it can be sent to a client. 

FORMATTING THE CV
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Formatted 
CV

1. Click on the STAR icon to generate a Formatted CV 
from any number of pre-set templates. 

2. The document is generated in Word so that it is editable. You may wish to 
check that you are happy with it and edit as necessary.  Close the document 
and save it when prompted. This will upload the Formatted CV into the STAR 
icon, and changes the colour of the icon to YELLOW to indicate that the 
document is present. 

Files

3. If you prefer to send a PDF Formatted CV to your client, go to File>Save 
As before you close the document and simply change the filetype to PDF. 
This will load the PDF copy to the Files section. 



UPLOADING FILES
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You can upload any number of other documents to a candidate’s profile – e.g. payslips, ID, certificates etc. 

Files

1. Click on the FOLDER icon to open the Files section. Remember that if the 
icon is YELLOW, it indicates that there are documents saved here.

2. Click on the PLUS button to 
add new files from:

3. Click on the EDIT button to:

4. If you’ve saved the Formatted CV in PDF 
format, it will save as [timestamp]_CV.pdf 

You can rename this to something more 
descriptive from the Edit button.

5. Delete any selected 
document by clicking 
on the DELETE icon.

TIP:
You can select multiple files to 
upload at one time. 



DELETE A CANDIDATE
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1. Double click anywhere in the white space, or click on the Edit button (the pencil icon) to 
open the Candidate Contact Details.

The DELETE icon is at the BOTTTOM LEFT of the form.

2. You will be prompted to input your LOGIN password to delete a record.

3. You have 2 delete options – please read the Warning to decide which option you 
want to use. 
* Personal Data is defined as all employment, education and communication history, 
all documents including the CV and Formatted CV, notes and any classifications 
marked as Personal. 
* Personal Data is NOT defined as name, email, mobile or ID. 


