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LOGIN INFORMATION

This training guide details the web-based requisitioning system known as Peoplefluent and how
it’s used to procure and manage IT staff augmentation resources under the Ohio IT Staff
Augmentation Services Contract. This guide covers various stages of the requisitioning process,
including:

B Tool navigation
Requisition creation and approval
Candidate/response review and selection

Timesheet and expense approval

Engagement evaluation

Please feel free to use this page to record your personalized login information.

Peoplefluent Login Information

URL: https://vms.peopleclick.com
User Name:
Password:
Org ID: i4245
Ohio IT Staff Augmentation Services Contract 1
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NAVIGATING THROUGH THE SYSTEM

This section provides you with a high-level overview of Peoplefluent.

Login
B Open internet browser
B Enter appropriate URL

B Enter login Information

Please note: When you enter the site for the first time, you will need to sign-off on a Software
Service Agreement. After your initial log-in, you won’t need to do this again.

Enter your login info here and click on the
“Login” button. When you login to the
system the first time, you will need to

Please enter your Username and password below change your password.

Username: hiring1

ppeopleﬂuent“

via email. Be sure to check your Spam filter, as

y / If you can’t remember your password, click here
Password: essseses Forgot password>#=———— o have Peoplefluent send you a new password
the new password email may end up there.

Organization Key: essssssss

Peoplefluent solutions help you achieve sustainable business results through a

consistent, integrated talent management process.

Click here to view the
Peoplefluent Service
Agreement you will need to
sign-off on when you login to
the system for the first time.

Click here to go to Peoplefluent’' s website.

Click here for
login assistance
and for a list of

people to
contact if you

have any

questions.

Ohio IT Staff Augmentation Services Contract
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Accessing Key Sections of the System

The following section highlights five main areas of the Peoplefluent system:

B Home Page
[
[
[
[

Home Page

This is the main page of the system, and it’s the first you’ll see after logging into the system.
Also known as the dashboard, you can initiate the following tasks from the Home Page:

Requisitions (Requirements)
Candidates
Timesheets

Expenses

B View or edit your user information
B Enter a new requisition
B Access your active regs.
B Review regs. that may need your approval
B View candidates that have been submitted to your reqgs.
B Search for regs., candidates, and timesheets.
H View reports
HiHiring! My Account  Log Off Help
G s . /E§ @ Create 3 View :  »/ Reports ; QuickFind L click here to view
peop!eﬂuent 5 T and edit your Click here to access
personal information help directory.
" . . (e.g. reset your
i Click here to Click here to Use the quick search d b e O
Fyou e ctll;ctm:?—:-:;l;:r;at;;" =2 create a new view reqs., Click here to  [FP@  functionality to search for password) o e :f"‘: board
requisition. candidates, view standar regs., candidates,
from any other part isiti did i dard did H
‘6 of the application. 1gager reports. engagements, and timesheets. Click here to customize
¥ ti nd ts, the layout and content of
dashboard.
Contingent (5) Project Services (0) expenses. Plea‘?eurref:: tunt:re Help
directory for more info.
Click here to view and Click here to view and Click here to view
\ approve requisitions. \ approve timesheets. \ and approve
expenses.
1
Requisitions Timesheets Expenses
to Approve to Approve to
Approve
&L_ Current Activity Project Services won't be used for Staff Aug. positions. I (A~ @ Alerts B
- 3 4 Day Week Month P
Contingent (12) Project Services (0)
Sun Mon Tue Wed Thu Fri Sat
O Draft :-EGU\SitiCI‘EQ—| Click to view the reqs. that you've created but haven't submitted. I 3 War 1 2
Pending Requisition: Click to vi . that d I o
0 Pending Requisitior 54—‘ ick to view reqs. that need approval ' B . 0
Active Requisition - . The Alerts Calendar will highlight
0 Active Requisitior s‘—‘ Click to view your open reqs. i Key points of the requisition process
1 12 (e.g. interviews, engagements set to 1 1
2 New Cal‘didat&sq—‘ YOU WON'T BE USING THIS LINK. i 0 start, and engagements set to end).
0 Active Card\datesq—{ Click to view candidates forwarded by CAI AM for your review. ' 3 12 19 20 21 2z 23 2
0 El‘gag&me\‘ts{—‘ Click to view candidates currently engaged against your regs. '
25 26 2 28 2 30 1
Ohio IT Staff Augmentation Services Contract 3
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Requisition Summary Page

The following screen shots illustrate how to access the Requisition Summary Page and
summarize the main points of the page.

@ Create >

T§ view Reports + = Quick Find 3 ~ el

Q ppeop!eﬂuent'

Contingent Requisitions | Click here and here to access
If you experience any problems or have any questions about th s=k at Ohio_H the Requisitions page. P
Candidates
- G My Tasks Engagements =
Contingent (5) Prolect Services (0) Project Requisitions
Proposals
\ Engagements/SOW
Timesheets
Expenses
Requisitions Milestones Timesheets Expenses
to Approve to Approve to
Approve
If you've added or removed columns, you can click on Fw ¥ »/ Reportsz QuickFind 3 - Fel
"Reset View" to return to the original column view or
"Save View" to implement your column changes.
——— 3 K Click here to search for regs.,
ad Equlsltlon Summary All Active Requisitions - With My User ID e using various search filters. Click here on each column
| Click here to filter the data. ' heading to sort the data
- Click here to export the displayed columns (and and add/remove columns.
|3 Pese Save View ¥ shn‘ Fiters it)expoi 44— corresponding data) to an Excel spreadsheet.
This will allow you to create a report "on the fly."
Action Requisition Title Req. ID Req. Status # Openings Active Candidates Req. Created ~ Reports To Client Region
eql eq. eq. pening: 4. poi egi
] AS Programmer pen :06 pm ort Ascending ate of Ohio
o & DAS Pi 31723 0 1 4 01/2612 05:08 4\ sort Ascendi State of Ohil
(R} .?ge o1 | b H & / % pri Descendng attach !
[EH umns. 3
) Click on the "Requisition =
Click here and choose Title” or the Req. Status
"Candidate v" corr ding "Regq. ID"
option to see the list of to access complete # Openings
candidates submitted details of a specific req. ) :
for your review. Active Candidates
Req. Created
Reports To
Client Region
[F] #Filed
[ Location
[C] costcenter
[ 6L
[F] Open Until
[ Reguisition Class
[[] startDate
[C] Client Internal Req. ID
[C] Contract Tier
[£] s Template?
Ohio IT Staff Augmentation Services Contract 4
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Candidate Summary Page

The following screen shots illustrate how to access the Candidate Summary Page and
summarize the main points of the page.

ﬁ " Creale ¥ View Reports v Quick Find 3 - yel
a peoplefluent o 0 ’V-{’\ .
Contingent Requisitions Click here and here to access
If you experience any problems or have any questions about th ﬁ(/—ﬁﬁm the "Candidate Summary” page.
Candidate:

'é My Tasks Engagements

Project Requisitions

Contingent (5) Project Services (0}

Proposals

Engagements/ SOW

Timesheets

Expenses

Requisitions " Timesheets Expenses
to Approve SIEANIEE to Approve to
Approve
If you've added or removed columns, you can click on riew *  »/ Reports ¥  Quick Find 5 yel
“Reset View™ to the original column view or "Save
View" to implement your column changes.
Click here to search for candidates,
ndidate Summary All Active Candidates - With My User ID using various search filters.
| Click here to filter the data. i
Click here to export the columns {and
Save Vi ¥ Show Filt iT|export 4—{ corresponding data) to an Excel spreadsheet.
ave e W o riers P This will allow you to create a report "on the fly.”
) Aftachments ;
[ Action & é 'S ) Candidate Cand. Status Req. Title Req.ID Req. Status Req. Reports To Vendor Submitted Date ~
Duplicate
1 7. & é Rogers, FPhil Active DAS Programmer 5 31723 Open zl Sort Ascending DBE 02/05/12 05:58 pm
Screen
= . %l sortDescending

= & é Smith, John Active DAS Programmer 5 31723 Open A O DBE 02/05M12 04:43 pm
| B: é Candidate, Mary Active DAS Programmer 5 31723 Open Columns 3 Candidate DBE 02/05/M12 04:12 pmi

Cand. Status

Req. Title
Click here on each column
Click here to heading to sort the data ool
initiate various Click here to and add/remove columns. Req. Status
enextsteps” ||V Coments. S
Interview, (e.q. resume) —
Engagement, or Wendor
Reject) Submitted Date
[7] CostCenter
[F 6L
[F] cand.D
[C] Engagement D
[C] Composite Score

Displaying 1 - 3 03

Ohio IT Staff Augmentation Services Contract
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Timesheet Summary Page

[T Staft Augmentation MSP

Managed by CAl

The following screen shots illustrate how to access the Timesheet Summary Page and

summarize the main points of the page. This page enables you to view and approve timesheets
for the engaged candidates’ timesheets for whom you have approval authority.

on "Reset View" to return to the original column
view or "Save View" to implement your changes.

ﬁ - Create ¥ Y View »/ Reports ¥ QuickFind 3 - Fel
G peoplefluent © =
Contingent Requisitiol
If you experience any problems or have any questions about th :<k at Ohio_Help@compaid.com or call 1-800-635-5138 & Conf
Candidates
Engagements Click here and here to access [
‘_6 My Tasks the "Timesheet Summary” page.
Contingent (5) Project Services (0) i EElE T
Proposals
Engagementsi S
Timesheet:
Expenses
Requisitions Milestones Timesheets Expenses
to Approve to Approve to
Approve
If you've changed the column display, you can click | Views ,»/ Reports QuickFind 3 - F

Timesheets - With My User ID

o

imesheet Summary

Click here to search for timesheets,
using various search criteria.

Click here to display timesheets based on their
status (Submitted, Approved, Rejected)

Change dates and click here to display

Timpsheet StatusN\Submitted v : - Period End Date - From: | mm/dd; To: |mmidd {—— limesheets based on a specific time period.
‘ Click here to filter the data. i wy | L Please note: The weeks in Peoplefluent run
A — 'P Sunday through Saturday, so you will want to

|7 Reset view Save View [ ShowFiters ) Export enter the Saturday date in the field.
[ Action Candidate Period End Date Timesheet ID 'ﬂr;!;ﬂseel Hours Total Amdt Vendor Reports To Cand. ID Invoice ID Suspended
B B- smith, fred 021112 21316 Submitted 40:15 DBE Manager1, Hiring 26323
O @& - smih,fred 02/0412 21309 Submitted 40:00 DBE Manager1, Hiring 26323
O @& - smith,fred 012112 21287 Submitted 3z.00 DBE Manager1, Hiring 26323
= ‘ i ‘ smith, fred 011412 21286 Submitted 40:00 DBE Manager1, Hiring 26323
1 o |view Timesheet Displaying 1 - 4 of 4

‘h View Engagement
5 [iew candidate Timesheet Summary Click here to export the columns (and Click here on the column
corresponding data) te an Excel spreadsheet. heading to sort data and
This will enable you to create an ad-hoc report. add/remove columns.
Click here to view timesheet,
view the complete engagement
details, or see a complete list of
timesheets associated with the
candidate’s engagement.
Ohio IT Staff Augmentation Services Contract 6
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Expense Report Summary Page

The following screen shots illustrate how to access the Expense Report Summary Page and
summarize the main points of the page. This page enables you to view and approve expenses
incurred by engaged candidates. Please note: Expenses will be reimbursed only if they are

pre-approved by the hiring manager and if they are within State guidelines.

? e Create ¥ View % »/ Reporis ¥ QuickFind 3 - 2

G ﬁpeopfeﬂuent'

Contingent Requisitidys

If you experience any problems or have any guestions about th 2=k at Ohio_Help@compaid.com or call 1-800-635-5138.

Candidates
4 My Tasks Engagements Click here and here to access the [
- "Expense Summary” page.
Contingent {5) Project Services (0) [hE R s
Proposals
\ Engagements/SOW
\! Timesheets
Expenses
Requisitions Milestones Timesheets Expenses
to Approve to Approve to
Approve
If you've changed the column display, click m View v | x4 Reports ¥ | Quick Find 3- 2
"Reset View" to return to the original display
or "Save View" to implement changes.
P 9 Click here to search for expenses,
Expense Report Summary Expenses - With My User ID using various search filters.
Click here to display expenses
based on status (e.g. Pending
tatus: | Pending Approval \/ Approval, Approved, Rejected)
Click here to filter the data. '
[ et view o) Save View ¥ show Fitters® Export
Action Candidate CandiD Vendor ExpenseReport [PeriodEndDate PA D S VA CA R+  ReportAmount A:;':’:’T Submitted Date,  Begin Date End Date
I | smith, fred 26323 Requirements. .. 02/0412 1 0 1 0 0 o $16.00 USD 02in9m12 0z/0212 02/0212
| ‘ View Candidate Expense Report Summary Displaying 1-1 of 1
‘ View Expense Report
¢ Click here to export displayed -
| View Engagement 1 (and c[:.m paye Click here to sort data and

data) to an Excel spreadsheet.
This enables you to create an
ad-hoc report.

Click here to view the
expense report (approve
or reject), view all the

candidate’s expenses

associated with his or
her engagement, or view

engagement details.

add /remove columns.

Ohio IT Staff Augmentation Services Contract
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ENTERING A REQUISITION

The following pages detail the workflow Hiring Managers must follow in order to fulfill a staff
augmentation requirement (requisition) under this contract.

Initiate a New Requisition

After discussing the need with the CAIl Account Manager and all appropriate internal users, you
will need to enter your requisition into Peoplefluent.

G lﬂoeop!’eﬂuenr' /I> @ Create ¥ View ¥ | »/ Reports ¥ = QuickFind § - yel
e | Click here and here to

create a new reguisiton

If you experience any problems or have any o 3 con (requirement). .com or call 1-800-635-5138. # Configure Dashboard
Project Requisition
4 My Tasks
Contingent (5) Project Services (0)

&

Requisitions
to Approve

Timesheets
to Approve

Expenses
to
Approve

Select the Job Title and Skill Category

There are five levels to a req. class that must be selected when creating your requisition:

B Job Position (Refer to Job Titles and Descriptions document for more details)
Job Category

Experience Level

Economic Area (This will be denoted as A1, regardless of title)

Skill Category (Legacy, Core, or Emerging; refer to contract Skill Matrix for details)

|§ Create Requisition

Reports To Status

Start Date: End Date
Job Se\ecuon‘/ ) Details Y Skills L Compliance / Approval )]
/
Region: State of Ohio 4
Job Hierarchy [ Choose a Job Title and select 'Next' Enter 3 |etters to search b
[ State of Chio %] Name Low Rate High Rate Short Description Req Class ID Details
» (CJFunctional Architect
3 Programmer Legacy @ §95.00 $95.00 Legacy 24424 E
> CIPRA Core @ 58272 $8272 The Programmer is responsib_ 24425 =z
> QPR2 Emerging @ 588.51 58851 Emerging 24426 =]
. C1PR3

S CJPR4

L Select the appropriate geographic area.
Senior Business SHE Currently, Al is used for all reqs.

() Systern Administrator

Select the job title and experience level
for you req. Please consult the "Job
Titles” document for complete

Page 1 of1

Click on the appropriate skill category for
this req. Please refer to the "Skill Matrix™
to determine the appropriate category,
based on the supply and demand of the
skills associated with this req.

Once you have chosen the
appropriate title, level,
area, and skill category,
click "Next".

Displaying 1 3 of 3

G
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Enter the Detalils

After you select the req. class, you can now begin creating your need. Some information is pre-
populated depending on the requisition.

g ﬁpeop!'eﬂuent' ? @) create » [ view: 4 Reports: QuickFind 3 - el

|a Create Requisition T Status Start Date End Date

\ \ \ \ \ The Progress Bar tells you where you currently are in the req. creation process.
g g A 2 If a section is checked, that means it's complete.
Jab Selection / Details Skills / Compliance / Approval 7\_ If it's highlighted, that's the section you're currently completing.

If it's gray with no check mark, that's a section that still needs completed.

Entry Instructions

Flease review all information prior to submittal. Any changes after submittal must be handled by your designated CAl representative.
PLEASE COMPLETE ALL FIELDS WITH A RED DOT.

Requisition Details

The default requisition class values have been copied to this requisition.
This displays the title, level, and skill category you selected. If

Requisition Class: PROG PRS- Al Core—————— this is incorrect, please click on the "Job Selection” tab above to
Use default values from req class template: [v
o Enter your tile for this req. Please be sure to keep the job
Title/Role: DAS Programmer 5 == title and add your agency name/acronym to the beginning.
This should always be "1". i\‘
. . Choose the anticipated end date
Ho. of Openings: 1 s Choose the anticipated start date | 5 fieq: 0 ® H
pening E./ for the assignment. B/ for the assignment.

Start Date: 04/0112 L] End Date: 1213112 | @

No New Submittals After: mm/ddfyy | Click here to denote if the req. should go to MBEs Only, MBEs and EDGE

- = Vq/ Only, the Entire Network, or if it's a direct request for one

Market Solicitation: Entire MNetwork @

Selected Vendor/Resource: 4+ If it's a direct r - denote the fc e name here. i

Worksite Address: 4200 Surface Road, Columbus, 0H¢-———| Enter the physical address for the primary work location. i

Agency Interview Type: In Person Only Choose the interview type (e.g. In Person Only, Both Phone and In Person, Webcam, etc.) i

Expenses Allowed: Mo
‘H Denote if exp will be rei sed. Select "yes” or "no”. i
=
v;
bR
|

Account Manager: Lori Hubbard
SLA Exempt: Mol Don’t change these three fields. These will be
changed by the CAI Account Manager, as needed.
Priority: Mormal
Release and Permit Nbr (if “+- 1 Enter the Rel and Permit number, if known. Note: It's not required in order to submit. i
available):

Job Selecnon\f / Details ) Skills / Compliance / Approval /)

Rate Information

Bill Range:
Bill Rate Low: 58272 usp PerHour
Bill Rate High: PerHour Click he.re, and when the pop-up box appears, key in the bill_rate
i rateHia $82.72 usp already listed, enter the hours per day, days per week, and click on
Not To Exceed Bill Rate: 58272 usp PerHour the Save button at the bottom of the box.
Do Not Allow Submission Above Maximum Bill Rate: Yes

. . . Once you have done the Calculation, the estimated budget will automatically
Hourly High Bill Rate: 5 ® usD populate. If you need to change the’budget, do so by changing the number of
hours or by adjusting the Estimate Budget field itself.

Current Budget

- Work Hours/Units = . . .
Rate # of Openings per Week ation (Weeks) Estimated Budget = Estimated Hours
$82.72USD 1 X |40 % 39.2857 = 15129988.52 UsSD 1571.43
Total: §129985.52 USD 1571.43
Ohio IT Staff Augmentation Services Contract 9
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Job Selection 4 / Details ) Skills / Compliance / Approval /',

Requisition Description

Engagement Type:

Short Description:

Complete Description:

Contact Informati

Client Contact:

Contract

v

/ Keep this box checked. r

The Programmer is responsible for analysis, desian, coding, component and assembly testing of all application code p/@
owned by the Application Team

Delete the pre-filled info that first
appears when creating a req. for the
first time and enter a high-level
overview of your opportunity.

145--'2544—‘ Please note the character limit. i

The Programmer is responsible for analysis, design, coding, component and assembly testing of all application code

owned by the Application Team. Programmers typically are involved in maintenance (including production support),
enhancement and development work. Programmers have a range of skills and knowledge of the technologies used

and applications supported by the Application Team. The Programmer works with the Functional Architect and

—

Technical Architecture Specialist on an as needed basis to ensure that design and code meets customer

requirements

FRE

This section will automatically
default to the User who is
logged in and entering the req.

Delete the pre-filled info and enter
specific assignment details. This should
| describe a "day in the life” of the person
who will be working in this position.

Ianager1, H*ng

Ple

| Please do not change this field. i

If you need to change the contacts, click on
the Magnifying Glass, and when the pop-up
box appears, search for the person by name,
and when the name appears in the Results S~
appear, click on the name, and click on Make
Selection button at the bottom of the box. |

v
14;2-‘100504—‘ Please note the character limit. i

Req. Owner:

Reports To:

Wanager1, Hiring

Wanager1, Hiring

This field will automatically
default to the agency to which
a| you're associated. If you need
to change, click here to choose
A another agency from the drop-

Client Information

Work Location:

State of Ohio

Lle

t

Cost Center:

Project:

This field should always say State of Ohio. To
choose, click on the Magnifying Glass, and when
the pop-up window appears, click on the line with
the State of Ohio, and click on Select Location at
the bottom of the screen.

Administrative Semices

i0S Mobile Computing|

Search option.

/ down box, or use the Advanced

Enter project name,
{/ as you wish.

Click "Next” if you have completed everything in its entirety or "Save as Draft”.
DO NOT HIT "SUBMIT NOW"™ UNTIL YOU'VE COMPLETED EVERY STEP OF THE PROCESS.

——
|HSaue as Draﬂ-H 1 Submit Now | Mext

Enter Skills and Ask Questions

Use this section to list all the required/desired skills for the requisition and create any questions
you would like the vendor/candidate to answer.

N . " \
Job Selection 4/ / Details 4/ / Skills ) Compliance / Approval y

Required / Desired Skills

The default requisition class values have been copied to this requisition.

© Adde—]|

Remove

O

O
O
O

Click here to add more rows.

Skill @

| Full SOLG experience
l Experience with Object oriented development
l Experience with HTML development
i Experience with relational database development
l Experience with I0S SDK development

|
Strong oral communication skills

If you'd like to remove a skill, click on the
check box associated with the skill, and when
you go on to next step, it will be removed. b

List all the skills you would like
the candidate to poccess.

Required | Desired =
Required
Required
Required
Required
r

Desired

Required

Amount ol
Experience

r r
101 Years

r v
5 Years

r r
5| Years

r r
3| Years

r r
1| Years

Note if each skill is

@AHCIH Click here to add more rows. i

Remove

Description @

| Are you willing to work weekends?

"Required”, "Desired”, or
“Nice to Have", and then
note the amount of
experience required for
each skill, if applicable.

Question 1 Click here to save ik |
and complete at a Click here
later date. Dng:?(T '| to continue
| HERE | onto the
If you'd like to remove a question, click on the Click here to go back next step.
check box associated with the question, and when to the previous step
you go on to next step, it will be removed. in the process. & L
JPrevious | | ke Save as Draft 1 submit Now | | (3 Wext
Ohio IT Staff Augmentation Services Contract 10
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Skip the Compliance Section

This section isn’t being used at this time, so you can skip to the final step, Justification for

Approval.

[T Staft Augmentation MSP

Managed by CAl

Enter Justification and Submit for Approval

Once you have entered the necessary justification for entering this requisition and click the
Submit button, the requisition will go to the approver for sign-off.

Job Selection 4 / Details 4/ / Skills 4 / Compliance 4 / Approval 4 )

Internal Approval Request

Instructions:

Assigned Approver Name
Agency Approvert

Justification Comment:

Incumbent Resource Bill Rate:

Please include any justification to ensure approval of your requisition.

Approval Level This section tells you who will be approving your requisition next, whether it
+—— be another internal user within the State or the CAT Account Manager.

Hiring Manager

Flease approve this req. because this person will be vital to the successful completion of the project

$95.00] - If resource is currently in this position,
please enter the hourly rate you are
currently paying.

@

<+

Provide detailed justifciation as to
why this req. should be approved.

10210004

Please note the character limit.

Justification Attachments

. add_new_attachment
4

action Pmtachment‘rype Description File Name

age 4 (of1| &

Pl

&

Created By Created Date

No data to display

Click here to add any attachments that will help get the req.
approved. When the pop-up window appears, choose the
Attachment Type from the drop-down box {Justification doc),
enter brief description of the attachment, browse for the file,
and click Submit at the bottom of the drop-down box.

Once you have entered all the
Justification information, click
Submit to send for approval.

|OPrewous | ‘HSave as Draft | ‘ 1 submit |

Ohio IT Staff Augmentation Services Contract
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APPROVING A REQUISITION

If you're desighated as an approver responsible for reviewing and signing-off on the requisition
before it's released to the CAl Account Manager, you'll receive a Peoplefluent email notification
informing you that a requisition is awaiting your approval. Within the email, you can click on
the link that will take you directly to the requisition that requires your approval.

You can also access the Peoplefluent requisition by logging in and navigating the system in the
following manner.
‘(j PO :
- £ Create ¥ Viewz = »/ Reports ¥ QuickFind % - »
G peoplefluent 2 (O 0 = >
If you experience any problems or have any questions about this website, please contact the help desk at Ohio_Help@compaid.com or call 1-800-635-5138. # Configure Dashboard
6 My Tasks @
Contingent {3) Project Services (0)
Click here to view the requisition(s) that need your approval.
Requisitions Timesheets
to Approve to Approve
&= Current Activity @ | & Alerts &
- - 4 Day Week Month P
Contingent {0) Project Services (0)
Sun Man Tue Wed Thu Fri Sat
0 Draft Requisitions har 1 2 3
D Pending Requisitions Y . - - _ N . 10
D Active Requisitions 0
11 12 13 15 16 17
0 New Candidates 0
0 Active Candidates 0 18 13 20 el 22 23 24
W Engagements 0
25 26 27 28 29 30 H
] - g Create » View ¥ = »/ Reports ¥ QuickFind 3 - R
-g peoplefluent = © & :
|a Requisi[ion Summary All Requisitions Pend. My Approval v
[ Reset view [ save view Y show Fiters 1= Export
[ Action & Requisition Title Req. ID Req. Status # Openings Active Candidates Req. Created Reports To Client Region
[ @~ DAS Programmer 5 32109 Pending approval 1 0 03114121252 pm  Manager1, Hiring State of Ohio
0| @ - DAS Programmer 5 31839 Pending approval 1 V] 021512 02:46 pm Manager1, Hiring State of Ohio
F OB~ DAS Programmer 5 31802 FPending approval 1 1] 021012 02:24 pm Manager1, Hiring State of Ohio
Page: 1 of1 #l L@‘ Digplaying 1 -3 0f 3

Click on the "Requistion Title" of
the req. that needs your

approval.
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|a Requisition

DAS Programmer 5 (32109) &~

Job Selection Details Skills Compliance Candidates

Requisition Details

Requisition Class: PROG :PR5:A1: Core

Title/Role: DAS Programmer 5
Req. Status: Pending approval
No. of Openings: 1

Start Date: 0410112

No New Submittals After:
Market Solicitation: Entire Network
Selected Vendor/Resource:
Worksite Address: 4200 Surface Road, Columbus, OH
Agency Interview Type: In Person Cnly
Expenses Allowed: Mo

Account Manager: Lori Hubbard
SLA Exempt: Mol

Priority: Mormal

Release and Permit Nbr (if
available):

Digtribution

Reports To Status

Hiring Manager1 Pending approval

Reference ApprovalHistory
1= Region Description: State of Ohio
No. Filled: 0
End Date: 12131112

Start Date
040112

End Date
123Nz

Review the Details tab for complete information on the requisition, including:

Assignment logistics
Start and end date
Rate and budget information
Complete assignment description
Contact information

Rate Information

Bill Range:
Bill Rate Low: 58272 USD  PerHour
Bill Rate High: $82.72 usD  PerHour
Not To Exceed Bill Rate: $8272 USD  PerHour
|a Requisition Reports To Status Start Date End Date
Hiring Manager1 Pending approval 040112 123112
DAS Programmer 5 (32109) | &=
Job Selection Details Skills Compliance Candidates Distribution Reference ApprovalHistory
Required / Desired Skills
Skill Required | Desired Amount (E)I(nerieme
Full SDLC experience Required 10 Years
Experience with Object oriented development Required 5 Years
: . Review the Skills tab and make
Experience with HTML development sure the Required/Desired Required 5 Years
] ] ] Skills are in line with the chosen
Experience with relational database development title/level/skill category Required 3 Years
Strong oral communication skills Required
Questions
Description
Are you willing to work weekends? If there are questions, check to makes sure they
Question 1 are complete and appropriate to the position.
Ohio IT Staff Augmentation Services Contract 13
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Managed by CAl

Once you have reviewed the information, go to the Approval/History tab, as illustrated below.

G %eop!eﬂuenr‘ /E\ @ Create ¥ ER view r »/ Reports ¥ QuickFind 3 - el

‘a Requisition Reports To Status Start Date End Date

Hiring Manager1 Pending approval 040112 123112
DAS Programmer S (32109) &~

Once you have reviewed the
"Details" and "Skills" tabs, dlick here
to approve or reject the requisition.

Job Selection Detailz Skillz Compliance Candidates Digtribution Reference Approval/History -—

Submit Approval

Instructions: Please include any relevant reasons for your approval of rejection of this requirement.
Justification: Flease approve this req. because this person will be vital to the successful completion of the project.
Incumbent Resource Bill Rate: §95.00

Approval: Approve Do not approve

Approver Comments:

0/1000
1 Submit o — " S o . .
Click "Approve" or "Do not approve” and click "Submit". If you're not approving the
requisition, please be sure to include detailed comments as to why the requisition
cannot be approved. This will allow the person that submitted the req. to know what
to correct when submitting it for approval the next time.
Approval Summary -
Date Name Level Status Comments
031412 5:40 PM Hiring Manageri Hiring Manager Submitted - Client Approval Please approve this req. because this person will be vital to the successf...
Agency Approver] Hiring Manager Mext Approver
Check the "Approval Summary” section to
Review any "Justification Attachments" see who 5“bf"'tt‘?d the req. and. 'f_ anyone
Justification Attachments that may have been added by the person [ approved it prior to you receiving it.
submitting the req. for your approval.
Attachment Type Description File Name Created By Created Date
Page 1 |of1 L | ;’9 No data to dizplay

If the Requisition is rejected at any point in the approval chain, the Hiring Manager will be sent
an email indicating the rejection. The Hiring Manager can then make corrections to the
requisition and resubmit for approvals.

If the Requisition is approved, it will go onto the next approver in the approval chain.

Ultimately, all requisitions will be reviewed and approved by the designated CAl Account
Manager who will do a final review of the requisition to ensure it is clear and complete before
sending it to the vendor network for competition.

Ohio IT Staff Augmentation Services Contract 14
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SELECTING YOUR CANDIDATE

Once the requisition is released to the Vendor network and candidates are submitted, the CAI
Account Manager (AM) is responsible for screening the vendor network’s candidates that are
submitted against your requisition. The CAl AM examines the information provided for each
candidate and reviews the score that has been calculated by the candidate responses in the
Required/Desired section of Peoplefluent. In addition, the CAl AM compares the responses
against the resume to make sure they match.

If the CAl AM feels the candidate has the necessary skills, he or she will call the candidate to do
an initial screening of the candidate’s qualifications. If the CAl AM still feels the candidate is a
match for the position, the candidate will be forwarded to you via Peoplefluent.

Access the Candidates

When a candidate is forwarded for your review, you’ll receive an automatic email notification
from Peoplefluent. Within the email, you can click on a link that will take you directly to the
candidate’s detail page. You can also access all candidates forwarded against your requisition
by navigating through Peoplefluent in the following manner.

A . . -
G r?)eopieﬂuent' £ @ Create ¥ View = ! Reports ¥ QuickFind § - Fel
. » Click here and here to view your active
‘Contingent Requisitions - requisitions and the candidates

If you experience any problems or have any questions about th sk at submitted against them. # Configure Dashboa

Candidates

@ My Tasks Engagements

Contingent (5) Project Services (0 Project Requisitions

Proposals

W Engagements/SOW
Timesheets
~

Expenses

Requisitions Milestones Timesheets Expenses
to Approve to Approve to
Approve

& Current Activity B || % Alerts

- - 4 Day Week Month P
Contingent (16) Project Services (0)
8un Mon Tue Wed Thu Fri

0 Draft Requisitions 6 Mar 1 2

0 Pending Requisitions

0 Active ReqUISitions sfe— You can also access your active requisitions 1
and candidates by clicking here.

O New Candidates o

0 Active Candidates 3 18 18 20 21 2z 23

]
sl

G ?Deop!eﬂuent' /I.\ @Create: Ea Views »/ Reports + QuickFind % - el

|_a Requisition Summary All Active Requisitions - With My User ID ~

[ Reset View [ save view T Show Fiters =] Export

Action & Requisition Title Ren. 1N Ren. Status # Openings Active Candidates Req. Created ~ Reports To Client Region

Click here on the Action icon and click on 1 4 01/26M205:06pm  Manager!, Hiring State of Ohio

<] "Candidate Summary" to see the list of

Account Manager for this requisition.

Jo submit Candidate

. Candidate Summary‘/ -l candidates forwarded to you by the CAI Displaying 1 -1 071

Ohio IT Staff Augmentation Services Contract 15
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Compare the Candidates

Once you’'ve accessed the list of candidates submitted against your requisition, you can choose
to compare the candidates’ skills and experience, as illustrated in the following screen shot.

[T Staft Augmen

tation MSP

Managed by CAl

|a Requisilion Reports To Status Start Date End Date
- Hiring Manager1 Open 04i0112 1273112
DAS Programmer 5 (31723) B -
Job Selection Details Skille Compliance Candidates Distribution Reference ApprovalHistory
[ Reset view 55 save view F show Fiters ] Export
Action & a2 9 Candidate Cand. Status Req. Title Req.ID Req. Status Req. Reports To Rate Vendor Submitted Date ~
@ - & @ Rogers, Phil Active DAS Programmer 5 31723 QOpen Manager1 Hiring DBE 02/05M2 05:58 pm
= - & @ Smith, John Active DAS Programmer 5 31723 QOpen Manager1 Hiring DBE 02/05M2 04:43 pm
= - & @ Candidate, Mary Active DAS Programmer 5 31723 QOpen Manager1 Hiring DBE 02/05M2 04:12 pm
q Page 1loft1 | B Bl | & Displaying 1 -3 of 3

Click the check boxes next
to each of the candidates
you would like to compare.

|§Requisitmn Summary List ‘ | [Z) Bulk Actions  ~ |

Once you've selected the candidates

you woul

d like to compare, click here.

&° Compare Candidates

After clicking on the “Compare Candidates” link, you’ll be directed to a page that matches the
candidates side-by-side, based on various criteria including:

B Composite Score (System-assigned score based on responses to Required/Desired Skills)

B Each required/desired skill listed on the requisition and the candidate response

B Previous employment (Did the candidate work for the State before)

The following screen shot highlights the various parts of the Candidate Compare page.

|ﬁ Candidate Compare

DAS Programmer § (31723}

of 3 selected Candidates satisfy
criteria.

[ -

Click here to go back to the
Candidate Summary or view
the requisition.

This screen represents a typical Candidate Compare screen.

0 Candidates in pool aiso —g
satisfy criteria.

G

Selection Criteria

Click here to add (or remove)
selection criteria to the "Candidate
Compare”. You can also rearrange

the order of the criteria.

5. Compasite Score.
B w—

1. Deployabie Rating

Please note: Once you add or
remove criteria, your changes will
carry over to the next time you
access the "Candidate Compare™
section for this requisition.

1 Employed Praviousty
My Etar Rating

You can reduce the

candidate pool by adjusting

each of these bars.

26472
Rogers, Phil &
__<_\.“ -

Criteria

Composite Score: 118844
Deployable Rating: 10
Employed Previously No

@

26432
Candidate, Mary #
V __ﬁ -

@

Criteria

Composite Score: 105.085
Deployable Rating: 10
Employed Previously Yes

|

26452
Smith, John #
(f’ __ﬁ -

Criteria

Composite Score:
Deployable Rating:
Employed Previously

The candidate ranking goes left to right, with the top

candidate on the left.

SortBy: | Name My Rating
%) You can sort (rank) the

candidates by Name
(Alphabetical Order) or Criteria
(It will rank the candidates
based on their response to the
first criteria listed).

&
100 ——i
10
No

Composite Score is the
system-assigned score
given to the candidate,
based on responses to the
Required/Desired skills
listed on the requisition.
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The following screen shot illustrates how you can change the selection criteria used for the
candidate comparison. Please note: Once you alter the selection criteria, your changes will
carry over to the next time you are doing a candidate comparison for this particular requisition.

r’preopfre:"lf..reni"

e Create E View =

@ Candidate Compare

DAS Programmer S (31723)

3 of 3 selected Candidates satisfy
criteria.

() Candidates in pool alss. ?,
satisfy criteria.

(@~

Click here to bring up the

SelectionCriteria  C=—| complete list of Selection
Criteria.
5 Employed Previously Criter|
o o
Emplo?
g Compasite Score Comp
—0
These criteria are unique to
# Depleyatiz Rating the requisition. These are
the Required/Desired Skills.
My Star Rating T
—0

)_‘l Reports ¥

I-a“ experience with i0S SDK developm

Requisition Criteria

Double-click or Drag and Drop desired criteria

=23 Criteria
=<3 Quick Compare Criteria
& Composite Score
& Deployable Rating

& Employed Prevmuslz

< Screened

2 Bill Rate

& My Star Rating
& Vendor Name

These criteria
are standard for
every
requistion.

= Requisition Specific Criteria
& full SDLC experience as an applications developer
&* experience with OO development
#* experience with HTML development
<" experience with relational database development

#* Strong oral communication skills

" Experience in architecting & developing mobile wek
" Experience developing applications on multiple mo
& Experience wisynchronization of data captured on 3
" Experience w/integratjon of data captured on a mot

< f

Double-click to add criteria to
the Candidate Compare.

- >

Click here to remove criteria
from the Candidate Compare.

Selected Criteria

& Employed Previously

' Composite Score
Deployable Rating
My Star Rating

bk

© o 0

The candidates are ranked by the
first criteria listed. So, if you'd
like the candidates to be ranked
based on their Composite Score,

you can move it to the top by
clicking on the row and sliding it
up to the first position.

Click here to cancel any
changes you made and

return to the previous
Candidate Compare.

Candidate Compare.

Click here to save your
changes and update the

@

The following screen shot depicts what your Candidate Compare screen may look like if you

make changes to the Selection Criteria.

G ﬂpeop!eﬂuent'

FON
E8

@ Creater [ View v

|ﬁ Candidate Compare

DAS Programmer 5 (31723)

of 3 selected Candidates satisfy
criteria.

( Candidates in pool also a‘?g
=atisfy criteria

Selection Criteria 3

1 Composite Score
P
5 Employ=d Previously
R
g full SDLC experience as an
applications d

T ————"

=r

‘experience with OO devalkopment
—0
‘experience with HTHL development
—0

rience with relational database
elopmant

g

R e —
experience with 05 SDK developm
R e —

Strong oral communication skills

Experience in ar
davaloping mobi

@ -

skills:

Experience in architecting & Excds
developing mobile web

applications:

Experience developing
applications on multiple
mobile computing platforms :

Experience

wisynchronization of data
captured on a mobile

device :

Experience wiintegration of Excds

skills:

»/ Reports v = Quick Find J - £
o L

Rogers, Phil # Candidate, Mary #

B & B &
Criteria Criteria
Composite Score: 118.644 Composite Score: 105.085
Employed Previously: No Employed Previously: Yes
full SDLC experience as an Excds full SDLC experience as an Excds
applications developer: applications developer:
experience with 00 Excds experience with 00 Meets
development: development:
experience with HTML Excds experience with HTML Meets
development: development:
experience with relational  Excds experience with relational  Excds
database development: database development:
experience with i0S SDK  Excds experience with i0S SDK Meets
developm: developm:
Strong oral communication Excds Strong oral communication Meets

Experience in architecting & Meets
developing mobile web

applications:

Excds Experience developing Meets
applications on multiple
mobile computing platforms :

Excds Experience Meets

wisynchronization of data
captured on a mobile
device :

Experience wiintegration of Meets

Smith, John #

@ -
Criteria
Composite Score: 100
Employed Previously: No
full SDLC experience as an Mests
applications developer:
experience with 00 Meets
development:
experience with HTML Meets
development:
experience with relational  Mests
database development:
experience with i0S SDK Meets
developm:
Strong oral communication Meets

skills:

Experience in architecting & Meets
developing mobile web

applications:

Experience developing Meets
applications on multiple

mobile computing platforms :
Experience Meets

wisynchronization of data
captured on a mobile
device :

Experience wiintegration of Meets

Sort By:

Name My Rating
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Review a Specific Candidate in Greater Detail

If you've done your candidate comparison and would like to look at an individual candidate’s

complete details, you can do
screen shot below.

so right from the Candidate Compare page, as illustrated in the

@ {geop!effuent' =

|§ Candidate Compare

DAS Programmer 5 (31723)

&=

of 3 selected Candidates satisfy
3 criteria.

() Candidaies in pool also =
satisfy criteria

Selection Criteria )

5 Composite Score L
—C

5 Employsd Praviously
—C

5 full SDLG experience as an
applications developar

—

©) create =

[ views .4 Reportsy | QuickFind § - pel
SortBy: | Mame My Rating
r 9
@ @ 2]

26472 26432 26452

Rogers, Phil # Candidaf‘ Mary # Smith, John &

[Le-ihd! & Click here (on the Candidate’s @ - 4

Name) to access the candidate’s

Criteria complete details. riteria
Composite Score: 118644 Composite Score: 100
Employed Previousty: No Employed Previously: Yes Employed Previously: No

full SOLC experience as an Excds
applications developer:

full SDLC experience as an Excds
applications developer:

experience with 00 Excds

development:

experience with 00 Meets

development:

full SDLC experience as an Meets
applications developer:

experience with 00 Meets

development:

The Candidate Summary provides key information, including availability, summary of
qualifications, skills, previous work experience, and resume. The following screen shots
highlight these areas.

G ?}eop!'eﬂuent' —

3 Candidate

Candidate, Mary (28432} | [ = |

Details Skills
Candidate Information

Compliance

First Name:

Middle Initial:

Last Name:

Username:

Email Address:

Client Region:
Candidate Status:
Vendor Name:

Vendor 1D:

Vendor Candidate ID:
Vendor Candidate Status:
Engagement Type:
Interview Date:
Interviewed By:
Alternate Vendor Name:
Availability:

Summary ofOuaHchatlons:

&) create =

Viewx »/ Reports¥ Quick Find 3 ~ el
Wendor Internal Status
DBE Active
Employment Info Rate Info Reference History

Mary

Candidate

MaryCandidate

a@a.com

State of Chio
Active

DBE The "Details” section of the Candidate
760 Summary contains the candidate’s email
address, availability {(when he or she can
start), and summary of qualifications.
Available
Contract
immediately

lary has a exp
DAS last year.

ise with these technologies. She also worked on a similar project at

The "Summary of Qualifications” section is used by vendors to enter
information about the candidate that sets he or she apart from the others.
Vendors will use this section to note if the candidate worked on a similar

project or at any Agency.

Reg Title

DAS Programmer 5

Reference Info

Req ID: 317238

PLEASE DO NOT EDIT THE CANDIDATE.
If information needs to be updated, please
inform the CAI Account Manager. The CAI

Account Manager will work with the vendor
to change the information, if needed.

Additional Information

Candidate Phone Number:

555-655-5555

&+ Edit
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P - Create ¥ Viewr »/ Reportsy QuickFind 3 - R
G peoplefluent © O =
d Candldate L . - . . |_ Internal Status Req Title Reference Info
The "skills” section lists the Reguired/Desired Active DAS Programmer 5 Req ID: 317238
Candidate, Mary (26432) | [/~ | skills from your requistion, as well as the
candidate’s response to each.
Detai Comp Empi 1t Infi . . . -
=] e fusptl Lttt L This section also includes any questions you
asked, along with the candidate response.
Requisition Details And Candidate Match 1
of of
Skill Requi Desired Amount Experience Response Amount ~ Candidate’s
Experience
full SDLC experience as an applications developer
Required 10 Years Exceeds 15 Years
experience with 00 development
Required 5 Years Meets 5 Years
experience with HTML development
Required 5 Years Meets 5 Years
Strong oral communication skills
Required 2 Years Meets 2 Years
Experience in architecting & developing mohile web applications
Desired Meets
Experience developing applications on multiple mohbile computing platfiorms
Desired Meets
Experience wi/synchronization of data captured on a mobile device
Desired Meets
Experience wiintegration of data captured on a mobile device
Desired Meets
Questions For Requisition T
Question v Response
Absences greater than two weeks MUST be approved by CAl management in advance, and Yes
Anacting 4 contact information must be provided to CAl so that the resource can be reached during his or her
P " tg? Create ¥ View z  »/ Reports v QuickFind 4 - Pel
a peoplefluent™ | =& o 3 :
j Candidate Vendor Internal Status Reqg Title Reference Info
DBE Active DAS Programmer 5 Req ID: 31723#
Candidate, Mary (26432) | 3| v |
Detailz Skills Compliance Employment Info Rate Info Reference History
Candidate Employment Status
Is Candidate currently employed by Vendor: Yes
Isiwill be Paid-Employee\NV2 to Vendor: Yes
If not, list candidate employer if subcontracted to vendor:
Independent Contractor: Mo
If yes, incorporated, 1099/ Self-Employed Or NiA:
i i The "Employment” section details the candidate’'s
Was Candidate ever contracted/employed by client: Yes employment relationship with the submitting
vendor, as well as any previous Agency experience.
If yes, specify what type: Temporary This section also contains Vendor contact
information.
If yes, when did the last employment end?: 097301
- Please remember not to contact the vendor directly.
3 2: Engagement Fulfilled . -
Ifyes, why did the employment end gag If you need any information from the
If yes, detail previous contract/employment at client: Similar DAS Project vendor/candidate, let the CAI Account Manager
know. He or she will get that information for you.
Candidate Vendor Contact Information /
Vendor Contact: Linda Leiby .
Vendor Email:
Vendor Contact Phone:
Vendor Client Status:
Vendor Rep.: Linda Leiby
Ohio IT Staff Augmentation Services Contract 19
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ﬂ - Create ¥ Quick Find % - P
g peoplefluent ©
& Candldate Vendor Internal Status Req Title Reference Info
DBE Active DAS Programmer 5 Reg ID: 31723#
Candidate, Mary (26432) | |3} - |
Details Skills Compliance Employment Info Rate Info Reference History
Candidate Comments
User Name Org. Short Name Date/Time Comment Sys. ID
P ott] b bl | @ The "Reference” section lists any comments that may have been h ty ts
1 4 age o | added by the Vendor, the Agency, or CAL ere are currently no commen
Please note that these comments are specific to this particular
submittal. Tt is also worth noting that the Candidate C ts are
Internal Comments viewable by the Vendor, and the Internal Comments are only :
viewable by you and the CAT Account Manager.
User Name Org. Short Name Date/Time Comment Sys. 1D
4 4 Page 1lof1| b bl | The "Reference” section also contains the [ There are currently no comments.

candidate resume, as well as any additional
attachments that the vendor may have submitted.

To view the file, simply click on the File Name.

Attachments 1
Attachment Type Description File Name Created By Created Date
Resume/CV Mary Candidate Resume Wary Candidate Resume.doc Linda Leiby 02/05M12 9:13 PM
[4 4 [Page] 1fof1| b K| & Displaying 1 - 1 of 1

9 o Create ¥ View® »/ Reports ¥ QuickFind % - Fel
g peoplefluent © & - .
3 Candidate Vendor Internal Status Req Title Reference Info
DBE Active DAS Programmer 5 Reg ID: 317234

Candidate, Mary (26432} |3 - |

Detaile Skills Compliance Employment Info Rate Info Reference History

Candidate History

First Name: Mary The "History” section enables you to see if the
candidate has been submitted against any other

Middle Initial: requistions within the Peoplefluent system.

Last Name: Candidate

User ID: 14942
Job Title Submitted To Date By Candidate ID
Database Administrator Commonwealth of Pennsylvania 12M4/2004  Jackie Boas 7809
DCNR - Database Administrator Commonwealth of Fennsylvania 01M17/2005 Linda Leiby 8037
DCNR - Database Administrator Commonwealth of Pennsylvania 0117/2005  Linda Leiby 8040
DCNR - Database Administrator Commonwealth of Pennsylvania 01M7/2005 Linda Leiby 8043
DCHNR - Database Administrator Commonwealth of Pennsylvania 01M7/2005  Linda Leiby 8046
DCNR - Database Administrator Commonwealth of Fennsylvania 01M17/2005 Linda Leiby 8049
DCNR - Database Administrator Commonwealth of Pennsylvania 01/17/2005  Linda Leiby 8052
DCNR - Database Administrator Commonwealth of Pennsylvania 01M7/2005 Linda Leiby 8055
DCHNR - Database Administrator Commonwealth of Pennsylvania 01M7/2005  Linda Leiby 8058
DCNR - Database Administrator Commonwealth of Pennsylvania 0117/2005  Linda Leiby 8061
4 4 |Pagel 1jofs| b M| & Displaying 1 - 10 of 44
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From any part of the Candidate Summary page, the Hiring Manager can do the following:
B Request additional information about the candidate
B Forward the candidate to another person for review
B Request an interview with the candidate
B Reject the candidate
B Request that the candidate be engaged

These action items, highlighted in the screen shot below, are sometimes referred to as “email
generators”, as they initiate emails to CAl, requesting that action be taken.

G r’eo efl - Reports = = Quick Find § ~ p
s Click here and select the appropriate action.
H Wendor Internal Status Req Title Reference Info
4 Candidate -
DBE Active DAS Programmer 5 Req ID: 3172348
Candidate, Mary (26432) |_2_\.‘ -
Details Skills Compli f" Coppiisiconene Rate Info Reference History

‘} ; Defjloyable Rating

Instructions s Forkard
fs Interview

Default candidate submit messa
Sx Reject

) R “s} Request Engagement

Candidate Information
fz) Request Info

First Name:
@ View Requisition

Middle Initial:

Last Name: Candidate

Username: IMaryCandidate

Email Address: a@a.com

The following sections describe these “email generators” in greater detail.

Request Information

The Request Information action item enables you to request additional information about the
candidate. Note the additional information needed in Peoplefluent, and the CAlI AM will work
directly with the vendor/candidate to get this information.

Fﬁpeopleﬂuent' {j_\_ 0 Creater =[] Views ! Reports vy QuickFind 3 - ye]

‘j Candidate Vendor Internal Status Req Title Reference Info
. = DBE Active DAS Programmer 5 Req ID: 317234
Candidate, Mary (26432} | [~ |

Details Skills Complianc: E

. Request Additional Information
Instructions

Default candidate submit message Send the following message to vendor for additional information

Subject: Information Request

Candidate Information
Body: @

First Name:

Middle Initial:

* Enter your request here and click Send.

Last Name:

Username:

Email Address:

Client Region:
Candidate Status:

Vendor Name:

Vendor ID: r

Vendor Candidate ID:

Vendor Candidate Status: Available
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Forward Candidate

The Forward Candidate action item allows you to send an email to another person, asking

them to review the candidate. Please note:

[T Staft Augmen

tation MSP

Managed by CAl

In order for the other person to review the

candidate’s information, he or she must have access to the Peoplefluent system.

ppeop!eﬂuent' {i} 0 Create ¥ B View y  »/ Reports ¥ QuickFind 3 -

3

. L ;
‘i Candldate w—m Req Title Reference Info
B DAS Programmer 5 Reg ID: 31723+
Candidate, Mary (26432) Forward Candidate
Details Skills Compij
Forward To A
Instructions ) Requisition Owner @ Hiring Manager1 m|
Default candidate submitmessa | O Requisition Contact Linda Leiby
Reports T iri < Choose to whom you would like to send the
,Q sports 1o Hiring Managert " candidate, fill in the Subject line, add any
i i 5% Atternate Email @ additional comments, and hit Send.
Candidate Information /—
) Subject: % M
First Name:
Middle Initial: Comments:
Last Name:
Username: 1200
Email Address:
Client Region:
Candidate Status: ”
Send C |
. )
Vendor Name: T L1
The Request Interview action item should be used to request an interview. Enter the
complete details, and the CAlI AM will coordinate scheduling with the vendor/candidate.
ﬁ o {j_\_‘ e Create ¥ m’ View s = »/ Reports ¥ QuickFind § - Fel
peoplefluent '
F Vendor Internal Status Req Title Reference Info
Candidate
= DBE Active DAS Programmer 5 Req ID: 317238
Candidate, Mary (26432) | &~ |
Details Skill= Compliance Employment Info Rate Info Reference History
Instructions [~}
Default candidate submit message B
Request Interview
Candidate Information (~]
i : M .
First Name = Request Interview Enter complete interview
Middle Initial: details here, including place
Subject: Interview Request and times. Click Send, and_
Last Name: Candidate the CAI Account Manager will
Body: & coordinate the interview.
Username: MaryCandidate

Email Address:

Client Region:

Candidate Status:
Vendor Name:

Vendor ID:

Vendor Candidate ID:
Vendor Candidate Status:

Engagement Type:

a@a.com

State of Chio

Active

DBE

760

Available r
Contract
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Reject Candidate

The Reject Candidate action item allows you to remove a candidate from consideration.

—
p A i
¥ - h Create ¥ view ¥ »/ Reports ¥ QuickFind 3 - £
. peoplefluent™ | © & & 4
i Candidate Vendor Internal Status Req Title: Reference Info
Candidate, Nary (26432) ||:d | DBE Active DAS Programmer 5 Req ID: 31723#
andidate, Mary -
Details Skills Compliance E Rejec‘t Candidate
Instructions 1 I
Reject the candidate for the following reason
Default candidate submit message
Reason; O Reject-Duplicate
Candidate Information g O RejectInadequate Info -
© Reject-Not Available Click on the radio button next to the reason
First Name: ) ) for rejecting the candidate, provide info in
: O Reject-Not Qualified the C ts field, and click Save.
Middle Initial: ject-
O RejectRate ssue Please note: When a candidate is engaged
Last Name: () Reject-Req Closed/Filled in Peoplefluent, all remianing candidates
X submitted against the requisition are
Username: © Reject-tronger Cand automatically rejected by the system.
Email Address: Comments:
Client Region:
Candidate Status:
Vendor Name: 0/182
Vendor ID:
Vendor Candidate ID: —
Vendor Candidate Status: v

Engagement Type: Contract

Request Engagement

The Request Engagement action item is used when you’ve selected a candidate. When the
CAIl AM receives the notification, CAIl will begin the engagement process.

meop!eﬂuent' ‘{j_} é Create ¥ i Viewr »4 Reports v QuickFind J§ - Pl

3 Candid Request Engagement Aeterence nfo
andidate
. Req ID: 31723#
Candidate, Mary (26432) |||
Details ]
Details Skills Complian|
Subject: Flease engage this candidate... ® Enter the following information in the
. Comments field and click Send:
Instructions 1 Comments: @ 1. Engagement start and end dates
“4———— 2. When and where the candidate
Default candidate submit message should report on the first day of work.
3. Additional info that needs to be
0/300 conveyed to the candidate (parking,
Candidate Inf 5 | person to whom he or she should |
andidate Information report to on the first day, etc.)

First Name:
Middle Initial:
Last Name:
Username:

Email Address:
Client Region:
Candidate Status:
Vendor Name:
Vendor 1D:

Viandnr Candidsta 10 & Send P
- —
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APPROVING A TIMESHEET

Each engaged candidate will be required to enter a weekly timesheet by noon on Monday into

Peoplefluent.

If you're desighated as the candidate’s time approver, you will be required to

approve the timesheet by the close of business on Tuesday of each week. Approval
indicates the hiring manager has accepted the time entered as being valid and approved for

invoicing.

Once the timesheet is submitted, you’ll receive an email from Peoplefluent. Within the email,
you can click on a link that will take you directly to the timesheet that is pending your approval.
You can also access all Peoplefluent timesheets pending your approval in the following manner.

Go to the Timesheet Summary Page

You can access this screen via the Home Page, as illustrated in the following screen shot.

meopfeﬂuent' @

@ Create x

[ view >

»/ Reports ¥ QuickFind 3~

o

If you experience any problems or have any questions about this website, please contact the help desk at Ohie_Help@compaid.com or call 1-800-535-5138.

b My Tasks

Contingent (5) Project Services (0)

Requisitions
to Approve

& Current Activity

Contingent {16)

Project Services (0}

0 Draft Requisitions

3 Candinn Danicitinne
—

Timesheets
to Approve

D A

Sun

@

Click here to access the timesheet(s)
that needs to be approved.

erts

4 Day \Week

Mon Tue Wed

Expen
to
Approve

Month b
Thu

ses

Mar 1

Fri Sat

ra

Access the Timesheet

Once you've accessed the Timesheet Summary Page, you can pull up the timesheet, as
illustrated in the following screen shot.

@ Timesheet Summary

Timesheet Status: Submitted o
._;3 Reset View uE}i Save View
Period End
[] Action Candidate o
o i smith, fred 021112
[} ‘h Wiew Timeshest
D ‘h View Engagement
D ‘ View Candidate Timesheet Summary

)

Page 1lof1] » Bl | w5

Timesheets - With My User ID

Period End Date - From: | mm/ddAy

 show Fiters @ Export
Timesheet ID “r;‘f;:?‘ Hours Total
21316 Submitted 40:15
21309 Submitted 40:00
21287 Submitted 32:00
21286 Submitted 40:00

Click here to view the actual timesheet that needs approval, view the
candidate's engagement details, or view all the timesheets submitted by the

candidate for his or her engagement.

Use this feature to search for timesheets

previously submitted.

Click here once you have entered the dates.

@ To: mmiddyy [ e
Amdt Vendor Reports To
DBE Manager1, Hi...
CBE Manager1, Hi...
DBE Manager1, Hi...
DBE Manager, Hi...

Cand. ID

26323
26323
26323
26323

Invoice ID Suspended

Dizplaying 1 - 4 of 4
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The approval (or rejection) of a timesheet is highlighted in the following screen shot.

oS . . . .
G ﬂpeopl'eﬂuenr' £ @ Create s =[] Viewy »/ Reportss QuickFind § - el
@ Timesheet Reportz To Requisttion Title Vendor Reference Info
smith, fred (26323) Manager1, Hiring DAS Programmer S DBE cC:

GL:
PO

| [ Previous Back to Summary | Next M | ftem 3 of 4

Period (Begin - End): Sunday, January 15, 2012 - Saturday, January 21, 2012

Timesheset

Timesheet ID: 21287 Submitted by: Linda Leiby

15 16
Sun HMon

DAS - 01/01/2012 - Project Name | PO 12345 | PROG~L00001
03:00
Straight Time

Total Billable Hours (Day) 08:00

Rate Summary

Comment:

17
Tue

08:00

08:00

Status: Submitted (Linda Leiby) 2/5/2012 6:14:15 PM

19
Thu

08:00

20 21 Total
Fri Sat
32:00
32:00
32:00

Please provid_e l:l_)mments ir|_ regards to
-— app_rovlal or rE]I_ECtIDrI of the tlmesheet._ If
rejecting the timesheet, please use this
field to let the candidate know what needs
to be done to fix it.

Comment History

Comment

1420 - out sick; no hours warked

!

User Date
Linda Leiby 02/05/12 06:14 PM

Review any comments the candidate may have entered.

Click here to print the timesheet.

@View Printable Version

Click here to approve or
reject the timesheet.

If you reject the timesheet, the candidate will be notified via another Peoplefluent email and will

have the opportunity to resubmit a corrected timesheet for approval. This process will continue
until the timesheet is approved.

If it is determined that a timesheet was submitted in error after it was approved, an amendment
can be done to the timesheet. However, only the CAl Administrator can create an amendment.
Please note: You will need to approve the amendment just as you would the regular timesheet.
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APPROVING AN EXPENSE REPORT

Like timesheets, any engagement-related expenses that the State has agreed to reimburse must
be approved by the Agency Hiring Manager through Peoplefluent. Please note: Expenses
should only be approved if the candidate’s PO includes a line item specifically for such
reimbursements.

If you an expense report has been submitted for your approval, you’ll receive email notification
from Peoplefluent. Within the email, you may click a link that will take you directly to the
expense report that is pending your approval. You may also access all expense reports that
require your approval by navigating through Peoplefluent in the following manner.

Go to the Expense Report Summary Page

You can access this screen via the Home Page, as illustrated in the following screen shot.

G ?)EO,D!EHUED{ /H> @ Create ¥ Viewz »/ Reportsz QuickFind %~ yel

If you experience any problems or have any questions about this website, please contact the help desk at Ohio_Help@compaid.com or call 1-800-535-5138. # Confi

5 My Tasks @
Contingent (5) Project Services (0)
Click here to access
the expense report
that needs to be
approved.
Requisitions Timesheets Expenses
to Approve to Approve to
Approve
& Current Activity | &) Alerts &
- 4 Day Week Month P
Contingent (16) Project Services (0}
gun Mon Tue Wed Thu Fri Sat
0 Draft Requisitions 6 Mar 1 2 3

Access the Expense Report

Once you’'ve accessed the Expense Report Summary Page, you can pull up the expense
report, as illustrated in the following screen shot.

I‘L\b‘) Expense Report Summary Expenses - With My User ID b4
Expense Status: |Pending Approval w
Lﬁﬂeset View ._éSave View [ Show Fitters @ Export
" " Expense Period End Report Approved Submitted =
Action Candidate CandiD Vendor Report Date - PA 1] 5 VA CA R e e Date Beaqin Date End Date
eS| smith, fred 26323 Requiremen... 02/04M12 1 0 1 0 0 0 $16.00 UsSD 0zroamz2 02/02M12 02/02M12

| 4 View Candidate Expense Report Summary Displaying 1 - 1 of 1
‘ View Expense Report

‘t{ View Engagement

Click here for a summary of the expense reports submitted by the candidate during
the engagement, view the actual expense report that needs approval, or view the
candidate's engagement details.
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Approve the Expense Report

The approval (or rejection) of an expense report is highlighted in the following screen shot.

G ﬁpE‘OpJ'E‘HUEnI- /EB @ Createx [ Views »J Reportsy QuickFind J§ ~ Fel
ﬁ Expense Repo rt Reportz To Requisttion Title Vender Reference Info
)

: ¥
Click here to Approve All or Reject All expense DBE Engt D: 13718

smith, fred (26323}
‘ lines associated with this report.

Expense Report Line ltem Summary
Line Items @ hpprove All @xﬁed All | Line Item Detail
-
§ Approve  Reject Status Date Description Type Amount Date: 02/02/12 i
Submitted 02/02M12  Mileage reimbursement for requir...  Mileage $16.00 USD
. Amount: $16.00 usD
Status: Submitted
Type: Mileage
Click Approve or Reject for each line. Please note: When you check "Approve™ Project: PROG~LO00D1
or "Reject”, the "Comment” box in the "Line Item Detail” section will appear.
Reason:
Description: Mileage reimbursement for requirements
gathering trip to Dublin from Columbus

Location:
Comment History
02/08/12 - Draft by fred smith
Comment:
02/09/12 - Submitted by fred mith

Additional comments entered by the Comment: 4

candidate will be viewable here. Enter comments here, especially if you
| are rejecting the expense. | Tomment. v
Expense Repaﬁ Comments
Date User Name Comment
Receipts and additional documentation will be added to
the "Attachment” section. If there are any attachments,
they can be viewed by clicking on the "File Name." Click here to initiate
T approval/rejection.

Attachments

I Approve/Reject

| = Engagement Detail | ‘ = Expense Approval Summary |

Expenses should only be approved if they have provided complete information, and have
attached receipts for all expenses requiring such documentation. If you are not sure which
expenses should include receipts, please feel free to contact your CAl Account Manager.

If you reject the expense report, the candidate will need to resubmit. If you discover an error
on the expense report after you have already approved it, please contact the CAl Account
Manager or the CAl-managed help desk. The CAIl team will then ensure that it is corrected.

Ohio IT Staff Augmentation Services Contract

27
Agency Peoplefluent Training Guide




[T Staft Augmentation MSP

Managed by CAl

EVALUATING A CANDIDATE

For each candidate you have engaged under the contract, you will also receive an email request
to complete an engagement evaluation form. Evaluation requests will be made after first thirty
(30) days, six (6) months, and one (1) year. The evaluations are not required but highly
recommended as they will be available for future reference.

If you receive a Peoplefluent email request, simply click on the link within the notification and fill
in the fields as instructed in the last screen shot in this section. Or, if you decide to do an
“unscheduled” evaluation, you can access the form by completing the steps detailed in the next
four screen shots and then completing it, as instructed in the last screen shot.

—
N e i
o g Create ¥ View ¥ ' Reports ¥ QuickFind % - §=)
G peaplefluent =z © & = >
If you experience any problems or have any questions about this website, please contact the help desk at Ohio_Help@coempaid.com or call 1-800-535-5138. # Configure Dashboard
+f My Tasks [~
Contingent (5) Project Services (0)

Requisitions Timesheets Expenses
to Approve to Approve to
Approve
&= Current Activity @1 ) Alerts ~
- - 4 Day Week Month
Contingent {16) Project Services (0}
Sun Mon Tue Wed Thu Fri Sat
0 Draft Requisitions B Mar 1 2 3
0 Pending Requisitions 5
g Req 4 g g 7 3 9 10
D Active Reguisitions 1
1" 12 13 14 16 7
D nNew Candidates 0
@ Active Candidates 3 138 19 20 21 2z 23 24
‘__,_I Click here to view engaged candidates. i .
W Engagements 1
25 26 27 28 29 30 31
Wil
4‘{‘, Engagemem_ Summary All Engaged Candidates - With My User ID v
2 Reset view [ save View ' Show Fitters = Export
Action = & Candidate Engt. ID Engt. Status Req. Title Req. ID Engt. Reports To Rate Vendor Engt. Crevated Date
[T 'kéy smith, fred 13718 Engaged DAS Programmer 5 31647 Manager1 Hiring $8272U8D DBE 02/05/12 01:00 pm

| I Assign\mm\ iR Displaying 1 - 101 1
'F‘ Candidate Comments’

Click here and here to access
Engagement Details for the candidate
3y Forward you want to evaluate.

‘5 Dizengage Candidate

“y Request Engagement
@ View Requisition

jl View Engagement™s
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fred smith (13713} | [/ - |

Managed by CAl
Vendor Engagement Status Req Title
DBE Engaged DAS Programmer 5

Reference Info

Req ID: 31647#
Cand ID: 26323 4#

Evaluation Date: 01/31/2012 12:00 ( Evaluation 1) v e

Resourcel/Client Relationship:

Attitude towards work and job, ability to work without direction, effectiveness when working with
others, ability to communicate in an effective manner, professional appearance, professional
personality.

Resource's productivity:
Ability to finish assigned work on time, ability to work on multiple assignments, ability to plan and

maintain workload.

Resource's quality of work:

Accuracy of work completed, thorough at following, through, effectiveness of work produced, quality

of work when completed.

Resource's tech capability:

Knowledge of requirements and standards, knowledge of required technical disciplines.

Resource's overall performance:

Overall performance.

Details Compliance Timeshest Settings Financialz Rates/Budget Logistics Attachmentzs Eval*ﬂiun Timeshestz Expenses History
Candidate Information . . . )
Click on the Evaluation tab of the Engagement Detail.
Client Name:
Details Compliance Timesheet Settings Financials Rates/Budget Logistics Atftachments Evaluation Timesheets Expenses History
Evaluation History [
Mo Engagement Evaluations Found.
On the "Evaluation” tab, click here
to bring up the evaluation form.
| 2 Engagement Summary List | ‘ [ Bulk Actions = | |@New Evaluation
Evaluation Criteria [~]

O q-'—
Unsatisfactory
Poor

Rate the candidate in each area by selecting the
appropriate rating from each drop-down box.

Satisfactory
Above Average @
CQutstanding

COutstanding LAl
Qutstanding v|a
CQutstanding | @

The total average is a numerical value based on the
Total Average: 04— responses above, with 1 being assigned to Unsatisfactory
and 5 being assigned to Outstanding.

Final Comments:

4:'— Add comments here.

Once you've
! leted the

0/1000

evaluation, click Save.

| 2 Engagement summary List | | 2 Bulk Actions - | | @ New Evaluation |

’mé_vT‘ € Cancel
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SEEKING ASSISTANCE

You are now ready to begin using Peoplefluent to fill all your Ohio IT Staff Augmentation
Services Contract requisitions. Should you need assistance, please contact CAl’'s Help Desk at
Ohio_Help@compaid.com or 1-800-635-5138.
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