NAUTICUS INFORMATION MANAGEMENT SYSTEM

USER MANUAL

Login:

Enter valid username and password and click on ‘enter’ button to gain access to the application. If incorrect username or password is entered, a message will be displayed and you will be asked to retry.
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Navigating through the forms:

On the top left, click on the appropriate tab to show a form.
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Appicant Form

· Click on an Applicant in the Applicant List to show the details of the Applicant.

· Add/Update mode – click on the button to activate one of 2 modes. The screen below shows the default mode, where delete is active; click on the button to activate the add, update, clear, cancel button.
· To add an Applicant: click the clear button and then add to the appropriate fields. All fields are required except for notes, current and desired salary. Don’t forget to add selected skills by highlighting a skill in the Available Sklls list, then using the arrow buttons to add the skill to the Selected Applicant Skills. Note: If a required field is missing a message will appear advising to add information to that field. Messages might also appear if the information typed is incompatable with the database; for example, the name field is 20 or less characters.
· To update an Applicant: By selecting an applicant from the Applicant List, make the appropriate changes in the text fields and Selected Applicant Skills list, then press the update button. A message will appear advising of the update.
· To delete an Applicant. Same procedure as updating an Applicant but click on the delete button instead of the update button. A message will appear to verify the deletion.
· Clear button: Used with the add button
· Cancel button: Acts as a ‘refresh’ button. For example, if you are editing applicant information and decide not to make the changes, press cancel to show the original information of the Applicant.
[image: image3.png]i Nauticus Stalfing Solutior

faon s [companis [Swis

s eveprents
Forsn Fogrsmming
rostin

“Soltos

e vandio.
-cons voun

Foresn Prograrmiming.
e cseng

e Canal
rac Eenge.

Updata oty





Job Orders Form

· Click on a Company in the Available Companies list, which will show the Associated Job Orders. Click on a Job in the Associated Job Orders to show the details of the job.

· Add/Update mode – click on the button to activate one of 2 modes. The screen below shows the default mode, where delete is active; click on the button to activate the add, update, clear, cancel button.
· To add a Job Order: Make sure to have the correct company selected in the Available Companies list. Click the clear button and then add to the appropriate fields. All fields are required except for notes, current and desired salary. Don’t forget the Status option buttons and also to add the Required Job Order Skills by highlighting a skill in the Available Sklls list, then using the arrow buttons to add the skill to the Selected Applicant Skills. Note: If a required field is missing a message will appear advising to add information to that field. Messages might also appear if the information typed is incompatable with the database; for example, the name field has to be 20 or less characters.
· To update a Job Order: By selecting a job from the Associated Job Order List, make the appropriate changes in the text fields, option buttons and the Required Job Order Skills list, then press the update button. A message will appear advising of the update.
· To delete a Job Order: Same procedure as updating a Job Order but click on the delete button instead of the update button. A message will appear to verify the deletion.
· Clear button: Used with the add button
· Cancel button: Acts as a ‘refresh’ button. For example, if you are editing Job Order information and decide not to make the changes, press cancel to show the original information of the Job Order.
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Companies Form

· Click on a Company in the Companies list to show details of the company.

· Add/Update mode – click on the button to activate one of 2 modes. The screen below shows the default mode, where delete is active; click on the button to activate the add, update, clear, cancel button.
· To add a Company: Click the clear button and then add to the appropriate fields. All fields are required except for notes. Note: If a required field is missing a message will appear advising to add information to that field. Messages might also appear if the information typed is incompatable with the database; for example, the name field has to be 20 or less characters.
· To update a Company: Select a company from the Company List, make the appropriate changes in the text fields and click the update button. A message will appear advising of the update.
· To delete a Company: Same procedure as updating a Company but click on the delete button instead of the update button. A message will appear to verify the deletion.
· Clear button: Used with the add button
· Cancel button: Acts as a ‘refresh’ button. For example, if you are editing Company information and decide not to make the changes, press cancel to show the original information of the Company.
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Skills Form

· Click on a Skill in the Available Skills list to show details of the company and show the associated applicants in the Skilled Applicants list.

· Add/Update mode – click on the button to activate one of 2 modes. The screen below shows the default mode, where delete is active; click on the button to activate the add, update, clear, cancel button.
· To add a Skill: Make sure to have the correct selected in the Available Skills list. Click the clear button and then add to the appropriate field. The fields is required except. Note: If the required field is missing a message will appear advising to add information to that field. Messages might also appear if the information typed is incompatable with the database; for example, the name field has to be 20 or less characters.
· To update a Skill: Select a skill from the Available Skills List, make the appropriate changes in the text field and click the update button. A message will appear advising of the update.
· To delete a Skill: Same procedure as updating a Skill but click on the delete button instead of the update button. A message will appear to verify the deletion.
· Clear button: Used with the add button
· Cancel button: Acts as a ‘refresh’ button. For example, if you are editing Skill information and decide not to make the changes, press cancel to show the original information of the Skill.
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