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History

Refers to:
Person form - History tab

All placements arranged by your agency appear as employments on the History tab and link to the
relevant companies and placements.

<% Zahra Carlson

M € » M (Z3)(E () [Repors ) Regster | bette](searen | (55 (&) (=)
LEIE SIS
oy ) Oveor DS - e -

Known As Zahra Reg. Departments Drivers (Perm+Temp), Social Services (Perm+Temp), Healtth (Perm+Temp}, Nursing (Perm+Temp)
Contact Events EMName Zahra Carlson Dept. Questionnaire Drivers

Compliance | gate Current ~ | EKey Skil Class 1, Class 7, 3 Ton -
Status S

Get in Touch | Company | | Expand | \Addn_ ploy | |Delele|_ ploy | |Make Intarnal| Pmcess Cumpanies| \g|
Diary Company Job Title Temp External From To Salary Concurrent By Us Mote Details (expand for full text) =

P Mational Express Group PLC  Mursery Assistant
Bartley Lodge Care Manager
Shelley Group Care Azsistant 15/03/2018

Avai\abin.; Shelley Group Receptionist 23M1/2015 231052016

| Barm | Abbots Lodge Care Assistant 16/06/2009 IMM02015
| Accounts |
| Compliance ||, »

You can also enter the candidate’s previous work history on this tab. Click on the Add Employment
button to enter the current employment and previous employment history that was not entered
through 1QX. You will be given the option to add employment to a company in IQX or a company that
you don't already have on the database.
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Adding for a company within 1QX:

e Say Yes to the message asking if you want to add an employment with a company in 1QX

e Search for the company in the normal way (See: Wildcards for Searching)

e Click to highlight the relevant company and press the Select button

e You can then add from and to dates, salary and notes for any additional relevant information

Adding for a company that is not already in IQX:

¢ Say No to the message asking if you want to add an employment with a company in 1QX
e Enter the company name, job title and the dates

e Once the record has been created you can then add notes on the position

e The external employment record is distinguished with a tick in the external column.

An external company can be converted to a record within IQX by using the Make Internal button.

(!) The functionality of the History tab changed in version 2.15.11. In order to get the
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{ !\ above functionality please contact IQX support on 01835 340034 to arrange an update
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