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ICON GUIDE

New/Add

Delete/Remove

Edit/Update

Copy/Duplicate

Thumbs Down

Thumbs Up

You will see these icons used throughout the Staffing Center.



2

LOGGING IN

The Staffing Center is a secure site and can be found at the following
location: https://staffingcenter.coolworks.com/.

Be sure to save the web address to your favorites bar. Your username and
password are case sensitive and will be provided by your Staffing Center
Administrator.

https://staffingcenter.coolworks.com/
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DASHBOARD

If your pop up blocker is turned off and you’re having
trouble, try quitting the browser and restarting it.
Sometimes this fixes the pop up blocker when it stops
working.

Once logged in, you will find the main dashboard screen of Staffing Center.

Most items in the Staffing Center will pop up in new windows. This will
require you to ensure that your browser pop-up blocker is disabled for this
application.
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USER LEVELS

SC ADMIN's will see a USER MANAGER section on their
Dashboard - this will identify all current users assigned to
one of the three access levels for their company. Please
review this list periodically to identify any User Accounts
that should be deleted. And, anytime a staff member is

added who requires an SC account, please send an email to
help@coolworks.com with the User’s Name, Email Address, Access
Level (Admin/Normal/Limited/ReadOnly) and specific Location/
Department assignment as needed.

● ADMIN - Typically HR. This level can do almost everything.
They can communicate with candidates, delete notes, manage
email and note templates, export EEO data, etc.

● NORMAL - Typically Department Heads. This level can create
new JOBS (see page 21) & POSITIONS (see page 28), and
communicate with the candidates, and delete jobs & positions.

● LIMITED - Typically Supervisor Level. This level can only create
new positions, and communicate with the candidates.

● READ ONLY - Typically for those who do not hire individuals,
but need to see the applicant information. They can view,
export, but not modify the applicant’s record in any way.

There are four different levels of access and they are as follows:

mailto:help@coolworks.com
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USER SETTINGS

We encourage
you to select to
receive at least
weekly notifications
to stay up to date on
applicant activity.

Upon completion of the details of your User Account, your email signature is
created from this information, and automatically populates when
communicating to applicants via the “Email” section of the Staffing Center.

In addition, you are able to set up "New app email notifications” under the
“Settings” tool.

You are able to select From
Weekly, Daily or Hourly
updates for notification
receipts via email.

● Email
● First Name
● Last Name
● Password
● Phone Number
● Job Title
● Location

Every SCUSER has access to modify the following for their own information:

The User Settings link is located on the top right corner of the Staffing
Center Home page.
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APPLICATIONS

CoolWorks suggests at least an annual review of your
application form and confirmation message. If you need to
make any changes please submit an email to
help@coolworks.com.

The main dashboard will also tell you how many applications you have
received and how many positions are currently unfilled. Each time an
applicant is moved into the OFFERED or HIRED status, the “unfilled”
number will drop by one.

● NEW – Applications that have not yet been viewed.
● IN-REVIEW – Applications that have been seen and are in

progress (interviewing, follow-up questions, etc.)
● OFFERED – Applicants who have been offered a job/position.
● HIRED– Applicants who have been offered a job/position and

accepted that offer; they have filled one of the open jobs/
positions.

● DECLINED – Applicants who for one reason or another, will not
be offered a job/position.

● SHARED – The shared folder can also be used as a final review
step for HR to revisit and reassign viable applicants. For
example, moving an applicant to a position they’re better
suited for or one that is currently open, instead of the job
choices they’ve selected.

All Locations that you have access to will appear on the main dashboard
screen.

You will be able to view at a glance if there are applications for review.

The statuses within the system are as follows:

mailto:help@coolworks.com
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VIEWING AN APPLICANT’S RECORD

Each applicant has a summary screen for their information. From the
summary screen, you may select to view their full application in a
condensed version, with only certain data available, or a full version.

To view the condensed version of the job application, go to the left box on
the applicant’s summary page. You will see the link that says “View App.”
This will open up the condensed application in a pop up window.
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You'll want to check which of these procedures is applicable to your SC
system to prevent any misinterpretations. You can always double check in
the NOTES section for the applicant - the status update is captured there
with time/date and user ID.

If that setting is not deployed,
you will manually need to move
the applicant from NEW to IN
REVIEW when you are working
with that applicant.

There is a system setting that
can be deployed by your SC
ADMIN to automatically move
an applicant from NEW to IN
REVIEW at the time a SC User /
Hiring Manager views the
application.

There are two ways to move the APPLICANT from NEW to IN REVIEW:

One goal of
using the

system is to
easily

identify
applicants
who are

NEW and
require
action.

The full version is generally what you'd print out once an applicant has been
hired to create their new personnel file. This version includes all of the fine
print of the application form as well as a log of the application activity.

To view the entire job application, once in the condensed view, select "Full
App" to view the full application.
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FIVE APP HIGHLIGHTS QUESTIONS

The App Highlights are system wide - any change is making
the selection for all users in your SC system.

The CW Team works with your SC Admin to edit settings or update which
application questions are highlighted.

The App Highlights are also included in an Export.

When you are reviewing an individual application, you’ll see a section called
App Highlights. The SC System allows for 1-5 questions for the application to
be captured and displayed on the APPLICANT Dashboard - to help with
efficient hiring decisions / actions.
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VIEWING AND SORTING DATA USING
COLUMN HEADINGS

This sorting feature can be used on many different screens in
the system.

When you see a Column Header (ie, NAME) that is underlined, if you
click on the column header, you'll be asking the system to "sort" the data
using that column.

For example, click on the word NAME and you'll see the search results listed
alphabetically by last name. If you want to see which applicant is available
for a specific start date, click on the word AVAIL ON, and you'll see that the
data is now sorted with the applicant who has the earliest available start
date at the top. Click AVAIL ON again, and the applicants will be sorted by
the latest available start date, flipping the sorting action.

The Staffing Center System captures data from the applications, and
displays it in a variety of ways on your Dashboard.
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APPLICANT STATUS: WORKING THE
APPLICANT THROUGH THE SYSTEM

In order to assign the OFFERED or HIRED status to an
applicant you must first have a job and position created.

From the summary screen, you may take the following actions:

To change an applicant's status, simply click on the desired status so it is
highlighted (in bold).

● NEW – The application has not yet been reviewed.
● IN REVIEW – Applications that have been viewed and are in

progress (interviewing, follow-up questions, etc.)
● DECLINED – Removes the applicant from further

consideration either because the company cannot place the
applicant or the applicant is no longer available.

● SHARED – Applicant will not be assigned to a specific job/
position in this status

● OFFERED – This will hold and save the applicant until you
receive confirmation and acceptance of the offer

● HIRED – Applicant has accepted the job/position offer
● ASSIGN – You may assign the applicant to a different job/

position if they are not a fit for your department and
location
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The system will record any action taken in the NOTES
section of the Applicant Record (or summary screen) with a
time/date stamp as well as capturing the user who took the
action.

You can also create a new note using the

If the applicant doesn’t necessarily fit any of the job choices they selected,
you can assign them to another job within the system. When you click
“Assign” other job, it will open a new pop-up window for you to choose from
a drop down list of all other departments in the system.

To move an applicant to a different job, click on “Assign” next to the desired
job you wish to push the applicant to.
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REFERENCES

Applicants are asked to provide employment history and/or personal
references on the application. This information is captured in the SC System
and presented on the APPLICANT RECORD.

By clicking on the Name or the
Company Name of the Professional
Reference, a separate Reference
window will pop up.

Here you can see
details, make notes,
find a phone number
or email address if
provided.

You can make Notes
related to the
Reference.

You can send an email
to the reference
through the system
and it will be captured
here as well.

The status can be updated as References are checked and
cleared. If a Thumbs Up / Thumbs Down is checked, it will
also appear on the Applicant Dashboard.
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CORRESPONDENCE: NOTES & EMAILS

The SC ADMIN has the ability to deploy a setting whereby
viewing a NEW application automatically changes the status to
IN REVIEW and creates a note for that action.

At the bottom of the summary screen are two sections called Notes and
Email Correspondence. These features are helpful in keeping all SC USERs
on the same page regarding an applicant’s progress through your hiring
process as well as documenting the information and progression of vetting
the applicant.
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CORRESPONDENCE: NOTES

Notes can either be system created or manually created.

When an SC USER clicks to change the status or move an applicant from
one job to another, a note is automatically created in the system.

It might also be helpful to create a note when you schedule an applicant
for an interview. You can add a note by clicking on the in the Notes
section.

If you DECLINE the applicant in the system (for a specific position), the
system will automatically change their status and create a note. State the
"why" as the subject with greater details in the note so others know what
your reasons were. This is also a place where you can upload a file to attach
to the applicant’s record, like a resume.

Notes are also good for adding information received from an applicant
throughout the process. If they respond to you with an email, you can add a
note and then enter “Email Received - MM/DD/YY” in the subject line paste
the contents of the email in the note. This way you can see and document
all threads of the communications.
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CORRESPONDENCE: EMAILS

For instructions on how to create or edit email templates
please reference the Staffing Center Admin section. This
feature requires the user to be an ADMIN, please reach out
to your ADMIN if necessary.

To create new emails simply click on the in the bottom right of the
Email Correspondence box.

Emails sent to applicants from this section will be tracked in the system so
you can view them later. Email templates* can be set up so you don’t have
to re-create the wheel for common messages sent to applicants. When
crafting new emails, you can select the templates from a drop down list or
compose a new message.
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AUTO EMAILS TO REFERENCES

This is a global setting - all applications would be handled
the same way. Reach out to the CW Team if you want to
discuss any of these options.

The SC System offers the option to auto-send emails to references.

The SC system captures Previous Employer and Personal Reference data.

The applicant may offer email addresses for these contacts.

If you have a process in place - an online reference form, for instance, that
you would like to send a link to - you can create an email message that
would automatically be sent to an email address of any reference that is
connected to an application.

You may choose to create a Reference Email Template and send these out
on a case by case basis instead. Or, you may also have a whole different
reference process and don’t need either of these options.
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MAKE OFFER

● OFFER DATE: the date you offer a Job/Position by email,
verbal, etc. and thus want to reserve a position for this
applicant pending his/her acceptance

● HIRED DATE: Should be left blank at the time of OFFER; the
HIRED date reflects the date that the applicant formally
accepts the position.

● START DATE: The date the job/position begins - and/or the
date you request they arrive on site to begin onboarding.

● END DATE: The final date of employment for this applicant/
job/position.

● RATE OF PAY: Document it here if necessary, to track the
OFFER details.

Once you have defined the JOB and the POSITION, you’ll enter the
following:

You can create / add / edit a POSITION from the JOB page. However, you
can also create a POSITION on the fly if you are going to OFFER a position
and one doesn't exist in the system that fits the hiring situation.

When you are working with an applicant and click OFFER to update their
status, you'll see the MAKE AN OFFER screen pop up.

You'll be prompted to choose
the appropriate POSITION from
the drop down list, OR you can
click on the to create a new
POSITION.

You will then see the ADD
POSITION window pop up (See
Section "Adding a Position").
Enter the details and click "Save
Changes", and you'll be taken
back to the MAKE OFFER
window to complete your action.



19

HIRED

When the HIRED status is clicked, it opens up a HIRE APPLICANT window
which looks the same as the MAKE OFFER window.

The HIRED DATE will be populated with “today’s” date. Any changes or
updates to the START/END date or JOB/POSITION can be made.

Be sure to click “Update Status” in order to save changes.
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SEARCH / ADVANCED SEARCH

This can allow you to search for detailed criteria, such as - search for all
applicants that applied after a certain date, or search for all applicants that
applied for a certain position (including where they rank that position in
their top three job choices), or applicants currently in a certain status. You
can also search for a combination of various search criteria for more refined
search results.

From the main dashboard screen, you can also search for applicants by
their last names. Simply type the last name of the applicant into the upper
right corner and click ‘Go’. All applicants with that last name will appear.

You may also select the ‘Adv Search’ link to view more comprehensive
search options to include first name, address, position, available dates, and
more.
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JOBS

If your SC Access is limited to specific Divisions and/or
Locations, you will see only those jobs which fall under
your access level.

● View who has applied for the job
● Open or close the job
● Create, view or edit a job description (dependent

upon access; any changes should go through your
Staffing Center Administrator)

● Create positions; plan for the number of positions you
will have for each job by creating Job IDs within the
job itself (ex: Busser 1, Busser 2, AM Server, PM Server,
etc.)

You will create individual JOBS to populate your dashboard and outline your
staffing needs. There will be one JOB - think of a job as the title - even if
you need to hire 15 POSITIONS of that JOB.

You'll create a JOB using the when you are working under the correct
DIVISION/LOCATION/DEPARTMENT.

From this page, you will be able to complete the following tasks:

Each job that is created will have its own dashboard page within the
CoolWorks Staffing Center.
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ADDING A JOB

Hiring an applicant in the system requires that you have a JOB/POSITION
created. This can be done in advance, or at the time of hire if required.

You can add jobs at the Location Level, or follow instructions below:

● At the bottom right of the Job
Manager box, click the to
add a new job.

● A pop up window will open.
● Add the job name.
● Select the appropriate

Department from the drop
down list, if necessary.

● Click in the white space below
to add the job description*

● Click “Add Job” to save.



23

EDITING A JOB

Click on the when the job name is at the top of the page. The Update
Job pop up window will appear. This is where you will add/edit the job
descriptions.

*If you are pasting
a description from
Word, be sure to

use the Paste button with
the blue “W” logo. A new
window will pop up. Copy
your description. Keyboard
click “Control” + “V” to add
the text to the box and
click “OK.” Be sure to click
“Update Job” in order to
save changes.

ADD

EDIT

COPY

DELETE

Click on a Job (i.e. "Instructor") and the Job Dashboard will open.
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JOB DESCRIPTIONS

* The Staffing Center JOB LIST can be integrated with
your own website as well as with your Enhanced
Employer Profile if you are advertising on CoolWorks.com.

Job Descriptions are important, they will display to the job seeker from the
public view of the JOB LIST.*

The JOB DESCRIPTION is nested within the Job Dashboard. You can get to
that with the PENCIL icon as shown in the screen shot or you can scroll
down on the Job dashboard and look for Job Description and there is
another PENCIL icon available.
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VIEWING THE JOB LIST

* Advertising on CoolWorks.com is an additional product/service. Please
reach out to help@coolworks.com for more details and pricing.

The Staffing Center
provides secure, stand

alone web pages for your
job list and application
form. These pages can

integrate with your
company website or

careers page.

The Staffing Center is the
only ATS that integrates with
the recruitment marketing
services offered on
CoolWorks.com. Partner your
Staffing Center with
CoolWorks Enhanced
Employer Profile* to have a
hassle free list of all available
positions presented to job
seekers seeking their next
opportunity. As you update
position openings in your
Staffing Center those changes
are seamlessly reflected on
your recruiting materials.

To view how the jobs look on the job list, click “View Job List” at the top of
the main Staffing Center screen.

mailto:help@coolworks.com
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JOBS MANAGER

If your SC
Access is

Limited to
specific

Division and/or
Locations, you
will see only

those jobs
which fall

under your
access level.

This will display the JOBS MANAGER. The jobs will display alphabetically -
and you can filter to have them display by Locations - Department - Job.

You may view all of the jobs in your system by selecting “View All Jobs*" at
the bottom right of the main login page.
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JOB STATUS

You can change the Job Status anywhere you see the
word OPEN or CLOSED by clicking on it and rotating
between the two.

OPEN JOBS
OPEN means a job will be visible to the public on both the JOB LIST
and the APPLICATION FORM.

To open the job (so it shows on your job list and job application), click
the word “Closed” which will turn to “Open”.

CLOSED JOBS
CLOSED means a job is not visible to the public on either the JOB
LIST or the APPLICATION FORM.

When you have stopped hiring for a position, to close the job (so it is
removed from your job list and job application), click on the word
“Open” which will turn the job to “Closed”.

OPEN/CLOSED is an easy toggle function from the dashboard

From within the Job Manager you can change the Job Status.
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POSITIONS

You may need to scroll down the page
to see the Position Manager box.

The Position will be labeled "Unfilled" until you move an applicant into
"Offered" or "Hired" status. If the position has been "Offered", the status will
read "Pending" and if the position has been "Hired", the status will read
"Filled". These labels help you easily identify the status of your staffing at any
time.

● Positions may be added individually by clicking on the
● Positions may be duplicated to create large numbers at one

time by clicking on the
● Positions may be edited by clicking on the to change the

dates or Position ID.
● Positions may be deleted by clicking in the box next to the

position and then by clicking the
● To delete multiple positions, make the selection and then

click the to delete all of them.

Positions are needed to complete the hiring process. Each applicant is hired
to a unique position ID with the dates and descriptions of the position. Plan
for the number of positions you will have for each job by creating Position
IDs within the job itself (ex: Busser 1, Busser 2, AM Server, PM Server, etc.)
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ADDING A POSITION

DUPLICATING A POSITION
To duplicate a position, click on the . The pop up box will ask you to
clarify how many more positions you want. Once you have entered the
desired number to be duplicated, click “Duplicate”.

DELETING A POSITION
To delete positions, check the box(es) for the one(s) you want to delete,
followed by clicking on the

You will always be asked to confirm if you want to delete the selection.

Positions can be very specific with start and end dates, or generic. If more
than one person is needed for a job, you may create multiple positions with
the same dates by duplicating them and updating their Position IDs and
start/end dates.

Click “Save Changes”

Enter dates

When the job is showing at the top of the page, click the in the
Position Manager box to add a new position.
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EXPORTING / REPORTS

If there is a field on the application that you would like to
capture as an export, but it’s currently NOT one of the 5 App
Highlights questions, the CW Team can work with you to
make very temporary changes to the App Highlight settings,
grab the export, then revert back.

To imagine the Export possibilities, click on a number - for instance - the
total number of HIRED. When you click on that total - let’s say it’s 50 - you’ll
then see the list of applicants.

On the bottom right hand corner of the screen:

EXPORT: Apps | Work History | References | Emails | Notes | Addresses

Click on Apps and you’ll soon have a .csv spreadsheet downloaded to your
local system. This report will have tons of helpful information - including
name and position and start date (if you were hoping for that “arrival list”).

You’ll notice the App export will also include the applicant’s responses to
the 5 App Highlight questions. Many companies using the SC will be able to
grab “referral source” information this way, or, maybe they want to track
“former” employees, or if you have a “refer a friend” program, the name of
the referring employee.

Another export option is to capture email addresses to send
communication pre-season or post-season (maybe you use Mail Chimp or
another email system that can process a bulk upload).

The SC System has collected data that can be used for all sorts of
applications related to employment.

For example, the system knows who you’ve hired in what jobs, and what
arrival date has been assigned to each. Voila! You now have an “arrival list”
that you can use to order name tags, have rooms prepared, schedule
orientation, etc.
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Archiving overwrites any data that had previously been
archived. This is important to note so that you have access to
records as needed. Once an archive is completed, you can no
longer "actively" manage the application data that is stored
there.

We want the system to work for you - and with you - not
against you! The Staffing Center “grid” or layout may have
been created by a predecessor, a season ago, or what seems
like the dark ages!

The CW Team delights in helping clients re-imagine a fresh grid, and
we’ll be happy to work with you to make adjustments as needed. Easy
updates include editing JOB TITLES and JOB DESCRIPTIONS, but for
more complicated edits, give us a shout.

RENEWALS
The Staffing Center System has an Annual Renewal / Billing Cycle. If you are
not familiar with your Renewal Date, please contact a CW Rep to assist you
with your Budgeting and Billing.

EEO DATA
One of the options with the Staffing Center is to collect EEO data from
Applicants and hold that in a separate data base, as mandated by
employment laws. SC Admins have a link to EXPORT EEO DATA, which will
allow you to pull that information into a spreadsheet and gives you
information needed to create and submit required reports. Please contact
the CW Team for more information.

ARCHIVING
This is usually an annual action that allows you to “clear” your dashboard of
applications from one season, so that you can have a clean slate before the
next hiring cycle.

There is a separate log-in for the Staffing Center Archive
https://scarchive.coolworks.com/

Contact the CW Team and we’ll need to know what your desired Archive
date is. (ie, "Please archive all applications that were received prior to
September 1.") We’ll suggest that you complete an export of data to your
local files as a backup prior to Archiving.

https://scarchive.coolworks.com/
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CORRESPONDENCE: EMAIL TEMPLATES

Employers will find the TEMPLATES most useful - this allows for the
creation of standardized email messages, which can also be used as a
starting point, and personalized if needed.

● TEMPLATES - create and/or manage existing email templates
used to streamline communication with applicants

● SIGNATURE TEMPLATE - establish formatting for SC user email
"signatures"

● AUTOFORWARD EMAIL - create and/or manage emails that can
be sent to applicants when their application has been re-routed
to their next job choice (*Note: New/InReview AutoForwarding
must be enabled)

● REFERENCES EMAIL - create and/or manage an email that can
automatically be sent to applicants' reference email addresses
(*Note: The Auto-Send Reference Email function must be
enabled)

Four tabs will be available:

CoolWorks
Suggests at
least an annual
Review of your
automated messages
and templates.

SC Admin access users will see a link for MANAGE TEMPLATES on their
Dashboard.
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Available tokens

Use complete formatting with dual hashtags to avoid errors.
(eg, #FirstName#)

Use the
Signature

Template so the
email appears

to be sent from
the individual
SC User, or a
designated
general HR
Signature, if

desired.

The Template option utilizes tokens to create messages that will appear with
specific data that has been captured in the system (eg, Applicant First
Name).
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AUTO FORWARD

Some SC Clients use AUTO FORWARD during the times they
have a heavy load of incoming applications, to ensure that no
application falls into the big black hole. They may change their
settings or turn off AUTO FORWARD at other times of the year.

If the AUTO FORWARD is activated, we help you create a FINAL FORWARD
job / location - this would allow the capture of any application who doesn’t
get “picked up” along the way and needs attention from the HR Team. At
this point, it might be weeks or months “old”, and may just need to be
declined and notified.

Let’s say you want to be somewhat aggressive and proactive -
you might choose to set the AutoForward to 7 days for NEW
applications, and 14 days for IN REVIEW applications. This
means that the hiring manager needs to review and change
the status of a NEW application within the 7 day window -
and if they don’t - the system will AUTO FORWARD that
application to the second (or third) JOB choice.

The same goes for any application in the IN REVIEW status -
the hiring manager would have 14 days to make the next
action decision or the application moves on.

If you choose to activate the AUTO FORWARD option, you’ll
want to be sure all your hiring managers understand your
expectations and are prepared to manage accordingly.

As an Admin, you have the option to set a specific number of days
applications can “hang out” after they are submitted. The application will
be captured when submitted, and held in the first JOB choice.
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FINAL FORWARD

Stale App settings can be adjusted by CW Team, please reach
out to request updating these settings.

“New” status applicants will be forwarded onto their next job
choice if they remain in the same status after ## days.

“In Review” status applicants will be forwarded onto their next
job choice if they remain in the same status after ## days

STALE STATUS
When an applicant remains in a status for a certain period of time, they will
be considered “Stale” and forwarded onto their next job choice.

If your company has the AUTOFORWARD setting enabled, Final Forward is
a job title used to collect applications that have cycled through their three
choices without being selected for review.

If your company does not have the AUTOFORWARD enabled, the SC Admin
may also choose to create a JOB to collect applicants who have been
passed on for their initial three choices.

SC Admin, HR or a designated hiring manager would then have the
responsibility of assigning the applicant to a fourth choice for additional
review, or into the Declined status.


