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February 2004

RANGE: PERSONNEL – RECRUITMENT

FORM 101 AF
-
Application Form

FORM 103 IR
-
Interview Assessment Report

FORM 106 IG
-
Interview Guide

FORM 114 PR
-
Probationary Review

FORM 115 RR
-
Reference Request 
FORM 116 RS
-
Recruitment Specification

FORM 201 IS
-
Interview Summary For Managerial and Senior Staff

FORM 222 JD
-
Job Description

FORM 223 RG
-
Recruitment Guide

FORM 225 IC
-
Induction Checklist

FORM 227 EF
-
Engagement Form

FORM 228 EIF
-
New Employee Information Folder

FORM 306 PEMQ
-
Pre-Employment Medical Questionnaire

FORM 307 OE
-
Offer of Employment

FORM 99 IAF 
-
Internal Application Form
The style and layout of the above forms has been amended and are enclosed for your use.

Please use immediately upon receipt.

FORM 127 AFE has been discontinued and should therefore be deleted from your system(s) immediately. Please see deletion instructions on Page 2.

Importing Forms - Version 8 (32Bit software for Win95/98/NT4/2000/XP)

1. Start the OyezForms software (if you are running a networked copy of the software only one user has the software open at this point).

2. Insert the update disk into your floppy drive.

3. Select Admin and then Import new forms…
4. The Import new forms dialog box will appear and a list of the forms contained on the update disk will be displayed. Click  Select All and then Import.
5. Once imported you will be asked if there are any more forms to import. If there are click Yes; insert the next disk and select OK.

6. The screen will refresh to display a new list of forms. Follow step 4 again.

7. Once the disk(s) have all been imported select No.

Deleting Forms - Version 8 (32Bit software for Win95/98/NT4/2000/XP)

1. Click ADMIN>LIBRARY MAINTENANCE, then double-click MASTER>PERSONNEL - RECRUITMENT

2. Highlight obsolete form(s) (FORM 127 AFE) and press the Delete button on screen.

3. The software will pop-up two ‘Are you Sure’ messages, click Yes to both.

4. Repeat for subsequent forms (if applicable).

5. Finally, click Done button on screen.

Example Screen Shot – Library Maintenance:
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If you have any problems please contact Oyez Legal Software on 020 7556 3201
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