
 
 

 Employment Applications 
Utility 

User Manual  
Version 1 

Preliminary Release, Jan 2005 
 

Copyright  1989-2005 Action Systems, Incorporated 
All Rights Reserved 

 
First Edition January, 2005 

 
RESTAURANT MANAGER is a registered trademark of Action Systems, Inc. 

 
 
 
 
 
 
 
 
 
 
 

 
 

1734 Elton Road, # 219, Silver Spring, MD 20903 
Email: support@actionsystems.com 

WWW: http://www.actionsystems.com 



Table of Contents 
 

INTRODUCTION ..................................................................................................................................3 

ACCESSING THE ADMINISTRATION PAGE .....................................................................................3 

SYSTEM CONFIGURATION................................................................................................................3 
General Settings ................................................................................................................................................................ 4 

APPLICATION FORM CONFIGURATION...........................................................................................4 
To Create a New Application Form.................................................................................................................................... 5 
To Edit an Application Form............................................................................................................................................... 6 
To Link to an Application Form From Your Website .......................................................................................................... 6 

APPLICANTS MANAGEMENT............................................................................................................7 



Restaurant Manager Employment Application Utility 
 

Copyright © 2005 Action Systems, Inc. (ASI) 3

Introduction 
 
Restaurant Manager’s Employment Applications Utility allows you to effectively manage employment 
application forms online.  Instead of having prospective employees fill out paper forms, you direct 
them to the employment section of your website so that they can fill out the form online.   An 
administration website allows you to configure the employment form per your requirements and to 
manage the applications as they come in. 
 

Accessing the Administration Page 
Access the administration logon page by clicking on the Employment Applications link found at the following 
address:  http://<your restaurant website address>/admin.htm where <your restaurant website address> is the 
address of your website.  Enter the username and password assigned to your account.  This will put you on the 
Employment Application Administration home page like the one shown below. 
 

 
 
 

System Configuration 
 
Click on the Configuration menu option on the home page and configure the fields as described below. 
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General Settings 
 
Restaurant Name:  Type in the name you wish to appear in your email correspondence. 
 
Administrator’s Login Name and password:  You will need this information to log into the control center. 
 
Restaurant Logo Upload – Use this to upload the logo for your chain.  It is displayed on the left upper corner 
of each page.  Recommended dimensions are 200 by 200 pixels or smaller.  There is a maximum file size limit 
of 100KB.  The size of the image can be changed by adjusting the height and width box and click change 
button. After this click refresh button on the browser to view the effect. 
 
Restaurant Website: Enter the full website address for your restaurant.  This is necessary for customers to be 
brought back to your site after viewing the calendar. 
 
 

Application Form Configuration 
 
On this page you can tailor the employment application form according to your requirements.  ASI provides a 
number of application form Group templates to speed up the process.  A Group is a logical grouping of 
information that forms part of an application form.  For example, the Applicant Information group contains the 
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name, address and other contact information.  The Employment group contains employment history 
information.  To create your own form you simply select the groups you wish to include by checking them off. 
 
You can configure as many employment application forms as you like.  For example, you might want to have 
different forms for servers and kitchen help. 
 

 
 
 
The Form Configuration page is divided into 2 sections.  On the left are the groups that form part of an 
application form.  Each group contains one or more “blocks” that you can choose to be part of your application 
form.  On the right is a representation of the application form according to the blocks you have selected.   
 

To Create a New Application Form 
 
Step 1: Optionally check the preamble block and write in the text you wish to appear at the beginning of the 
application form. 
 
Step 2: Check ONE block in each group that you wish to appear on the application form.   You can view the 
information in a block by checking it and browsing the contents of the group in the right pane. 
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Step 3: Click on the “Save As” button to save your settings and to assign a name to the form.  
 

To Edit an Application Form 
 
Step 1: Select the form using the Form combo box at the top of the screen. 
 
Step 2: Modify selected blocks as needed. 
  
Step 3: Click on the “Save” button to save your settings while keeping the same form name.  
 

To Link to an Application Form From Your Website 
 
Every form you create has a link or URL shown at the top of the Form Configuration screen right under the  
Save button.  To make the application form available to applicants on your restaurant’s website make a copy 
and send this link to your website designer/administrator with instructions on where you want the form to be 
accessible from (typically under an employment section.)  
 

 
 

Incorporate this link on your 
website to make form 
accessible to applicants. 
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Applicants Management 
 
Click on the Applicants menu option to obtain a list of the forms submitted so far.  To view any given form, 
click on the “Details” link to the left of each applicant’s name. 
 

 
 
From the details page you can Print and delete forms. 
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