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Introduction 

CTC People ATS & CRM is an end-to-end recruitment and workforce platform for recruitment and 
staffing agencies, whether you place permanent, contract or temporary staff. It brings candidate 
compliance, rostering, placements, timesheets and invoicing together in one system, so 
information is entered once and flows through to the next step automatically. 

The platform is built entirely on Salesforce, the world’s leading CRM, giving your agency enterprise-
grade security, reporting, mobile access and email and calendar integration as standard. Every 
screen, field and automation can be configured to match the way your agency works. 

This document walks through the key screens, from the consultant’s dashboard through to the final 
invoice. Sections marked NEW cover capabilities released during 2026. 

New in 2026 What it does for your agency 

Candidate Compliance 
Colour-coded compliance by group, points-based identity checks, 
expiry tracking, verification and documents that cover several 
requirements at once. 

Placement Compliance 
Each placement’s compliance list is built automatically from the 
client’s requirements, showing exactly what the candidate holds 
and what is still needed. 

Candidate Document 
Portal 

Candidates receive one branded link to upload documents and 
complete online forms from any device, with automatic reminders 
and a live tracker for the consultant. 

Automated References 
Referees complete a structured online reference with e-signature; 
responses are saved to the candidate and filed as a PDF. 

Candidate Map Search 
See search results as pins on a map, within a radius of the client’s 
site. 

AI Shift Creation 
Shift requests emailed by clients are read automatically and 
created as shifts ready for your team to fill. 

Timesheet Portal 
Candidates confirm their hours online and approvers sign off with 
an e-signature, producing a signed PDF timesheet automatically. 
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Your Consultants’ Workspace 

Home Page and Dashboards 
• Reports can show any information in the system, including bookings, timesheets, invoices, 

placements and consultant activity KPIs. 

• The most important figures appear on each consultant’s home page dashboard. 

• Each team can have its own dashboard and views. 

 
Recruitment dashboard: timesheet bookings, invoice totals, activity and shift reporting. 

Client Records 

Each client, site or branch has a single record holding its contacts, files, jobs, placements and 
agreed terms. 

 
Client record (healthcare example). 
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Candidate Records 

Every field on the candidate record can be configured. Track files, placements, availability, licences, 
registrations and banking details in one place. 

 

 

 
Candidate record: personal, professional, banking and compliance details. 
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Activities, Email and Calendar 

Log calls, meetings, tasks and emails against the candidate. Emails and calendar events sync with 
Gmail or Outlook, so every conversation is visible to the team. 

 
Activity timeline on a candidate record. 
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Compliance and Credentialing 

 NEW   Candidate Compliance 
Compliance is shown at a glance on the candidate record. Documents are organised into colour-
coded groups (for example ID, references, licences and tickets, or a state or client’s requirements): 
a group turns green once every required item is in place and red while anything is missing or out of 
date. 

• Required documents by group – define what each role, client or state needs, including 
either/or alternatives such as a passport or a birth certificate. 

• Points-based identity checks – primary and secondary points are totalled automatically 
against the 100-point standard. 

• Expiry tracking – documents are flagged as Expiring before they lapse and marked out of date 
automatically. 

• Verification – consultants preview each file side by side with its details, mark it Verified or 
Certified, and record dates. 

• One file, many requirements – a single document can satisfy several items, such as one 
medical report covering several health checks, or one training record covering several tickets. 

• Send to clients – compliance packs can be emailed to clients straight from the record. 

 
A compliance group showing what is held, certified and still missing. 

 
Points-based identity check. 
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One report covering three requirements (healthcare example). 

 
Document preview and verification. Illustrative example with sample data. 

 NEW   Placement Compliance 

Every client, site and role has its own requirements, and they change from one placement to the 
next. CTC People builds the compliance list for each placement automatically, from that client’s 
requirements together with the state and the way the candidate is paid. The recruiter no longer has 
to work out or keep track of what each placement needs: the list is ready the moment the placement 
is created. 

• Built for each placement – the right documents appear for the client, state and pay 
arrangement, and nothing that does not apply. 

• Live view of the candidate – see straight away what the candidate already holds, what is still 
missing and what is about to expire, at that point in time. 

• Clear reasons – each requirement shows why it applies, such as the client’s name, the state, 
or a requirement for every placement. 

• Collect once, reuse everywhere – documents are held on the candidate, so a police check 
provided for one placement counts for the next. 

• Close the gaps quickly – request only the missing items through the Candidate Document 
Portal, and send the completed compliance pack to the client. 
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Compliance on a placement, built from the client’s requirements. Illustrative example with sample data. 

 NEW   Candidate Document Portal 

Request outstanding documents in a couple of clicks. The system emails the candidate a branded 
link listing exactly what is needed, and the candidate completes it from their phone or computer: no 
login or password required. 

 
The consultant selects the missing items and sends the request. 

• Fully branded with your agency’s logo and colours, in both the email and the portal. 

• Candidates can complete part of the request now and return later using the same link. 

• Uploads capture expiry dates, accept photos taken on a phone, and support multi-file reports. 

• Secured by a one-time pass code, with lock-out after repeated incorrect attempts. 

• Automatic reminders list only what is still outstanding and are never sent at weekends. 

• Consultants are notified as documents arrive and can track progress, resend, pause or cancel 
at any time. 
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The request email the candidate receives. Illustrative example with sample data. 
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The candidate’s checklist: upload, download or complete online. Illustrative example with sample data. 

 
Live progress of the request on the candidate record. 

Online Forms and e-Signature 

CTC People includes its own forms solution for registrations, onboarding, employment agreements 
and declarations. Forms are completed online, pre-filled with information already held, and signed 
electronically. Answers are merged into your existing PDF forms, so the completed document looks 
exactly like your paper version and is filed against the candidate automatically. 

• Questions show or hide depending on earlier answers. 

• Progress is saved as the candidate goes, section by section. 

• Signatures can be drawn, uploaded or reused, and are recorded with the date, time and IP 
address. 

• Built in, so no separate document-signing subscription is required. 
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An online employment agreement with e-signature. Illustrative example with sample data. 

 NEW   Automated Reference Checks 

Send a reference request to a referee in one step, or record a verbal reference over the phone. The 
referee receives an email with a secure link and pass code, then completes a structured online 
reference covering skills, communication, employability and a signed declaration. Reference forms 
can follow your own templates, including industry formats such as NSW Health reference and 
clinical skills assessments. 

 
The referee’s online reference form. Illustrative example with sample data. 
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Completed references are saved to the candidate with a filed PDF, the consultant is notified, and 
each reference’s status is visible at a glance. 

 
References on the candidate record. Illustrative example with sample data. 
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Jobs, Shifts and Candidate Search 

Jobs and Vacancies 
• Track jobs for every client across temporary, contract, part-time and permanent work. 

• Manage placements and shifts from within the job. 

 
A vacancy with its placements, shifts and timesheets. 

Roster and Shift Management 

• Add shifts and assign them to candidates on a roster calendar. 

• Import shifts in bulk. 

 
Shift roster calendar. 

 NEW   AI Shift Creation from Email 

Clients can simply email their shift requirements to a dedicated address, in the body of the email or 
as a spreadsheet, PDF or Word attachment. The system reads the request using AI, matches the 
client, and creates the vacancy and shifts ready for your team to review and fill. Shifts already filled 
or closed are never overwritten, and anything the system cannot match is set aside for review. 
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A client’s email turned into shifts. Illustrative example with sample data. 

 NEW   Candidate Map Search 

Find the right person close to the shift. Search by suburb or postcode and radius, then switch 
between the list and a map of matching candidates. Each pin shows the distance and contact 
details, and the list and map stay linked as you select candidates. 

 
Candidates within 25 km of the client’s site. Illustrative example with sample data. 
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Placements, Logistics and Expenses 

Automatic Placements and Timesheets 
When shifts are assigned, the system creates the placement and the weekly timesheets 
automatically, so no booking is ever missed. 

 
Placements, timesheets and timesheet entries created from assigned shifts. 

Placements 

Manage the placement’s confirmations, rates, totals and expenses in one place, and send 
confirmations to the candidate and client. 
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Placement record. 

Logistics 

Arrange flights, accommodation and car hire for each placement, and send the complete itinerary to 
the candidate as a single pack. Each item can be assigned to a team member to book by the 
required date. 
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Creating a logistics item, and the logistics on a placement. 

Expenses 

Record expenses against a placement, timesheet or logistics item, upload receipts, and reconcile 
them with your accounts. Expenses paid by the client are added to the invoice automatically. 

 

 
Adding an expense, and the expenses on a placement. 
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Timesheets and Approval 

 NEW   Timesheet Portal 
At the end of each week, candidates are emailed a secure link to confirm the hours they actually 
worked. They update the planned shifts, add any extra shifts or call-backs, and submit the week for 
approval. The client’s approver reviews each timesheet online, queries individual days if needed, 
and approves with an e-signature. No logins, apps or paper. 

 
Works on any phone: pass code, then the week’s shifts. Illustrative example with sample data. 

• Up to four shifts a day, each with its own shift type, start, finish and break, and the week total 
updates as times are entered. 

• A review step and declaration before the candidate submits. 

• “Did not work this week” takes one tap and alerts the consultant. 

• Approvers can approve, or decline with a comment, and the candidate corrects and 
resubmits. 

• Each approval records the approver’s signature, time, IP address and a unique reference. 

• A branded PDF timesheet is filed automatically against the timesheet, placement and 
candidate. 

• Consultants can resend the email, create an unsigned PDF for paper sign-off, or submit on a 
candidate’s behalf. 
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The candidate’s week, ready to review and submit. Illustrative example with sample data. 

 
The approver’s view: review, sign and approve. Illustrative example with sample data. 

Timesheets and Invoices 

• Manage weekly timesheets, with statuses (such as In Progress and Completed) set 
automatically. 
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• Confirm days, times and call-backs. 

• Create invoices from one or more timesheets. 

 
Timesheet record with its daily entries. 

Create Invoices from Timesheets 

• Create the agency invoice, and optionally a contractor invoice, in one step. 

• Client-paid expenses are included on the invoice automatically. 

 

 

 
Creating invoices from a timesheet. 
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Invoices 

Invoices are ready to send to your finance system. 

 

 
Invoice record and invoice lines. 

Invoicing options 

Send PDF invoices directly to the client from the system, using CTC People’s built-in PDF 
generator. 
Store or send copies of contractor invoices for convenience (optional). 

Create invoices directly in your accounting system, ready for payment and reconciliation. 
Push invoices to your payroll provider to send to the client. 
Other finance and payroll systems can be accommodated. 
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Integrations 

CTC People integrates with many third-party providers across the areas below, and more. Because 
the platform is built natively on Salesforce, it also works with the wide range of applications already 
available for Salesforce, so your agency can keep the services it relies on today and add new ones 
as it grows. 

• Flexible – choose the providers that suit your agency, and change them later without changing 
how your team works. 

• Easy – connections are configured for you, so information flows between systems without re-
keying. 

• Native – results are stored on the candidate, placement or invoice in CTC People, alongside 
everything else. 

Where you would like to use a provider we are not yet connected to, we can add it. We can also 
introduce you to our integration partners where required. 

 

Job Boards and Advertising 
Australian, New Zealand and international job 
boards, and your own careers site 

Reference Checks 
Automated referee requests and reports 

Background Checks 
Police, visa, identity and right-to-work checks 

Assessments 
Psychometric, skills and eLearning 

Video Interviewing 
Recorded and live video interviews 

Document Generation and e-Signature 
Contracts, agreements and signed forms 

Payroll and Finance 
Payroll, accounting and invoicing systems 

SMS and Telephony 
Bulk and two-way SMS, calling and meetings 

Email and Calendar 
Gmail and Outlook email and calendar sync 

Resume Parsing and Search 
Importing and searching candidate resumes 

 

Find out more 

Every process and automation in this document can be configured to suit your agency. We 
would be glad to show you the system working with your own scenarios. 
 

Curtis Johnson – Managing Director 
curtis@ctcpeople.com  ·  0432 878 714  ·  www.ctcpeople.com 
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