@SD Contract User Guide for PRF71

OPERATIONAL SERVICES DIVISION

PRF71: Enterprise Temporary Help Services

UPDATED: July 22, 2020
Contract #: PRF71
MMARS MA #: PRF71*
Initial Contract Term: July 1, 2020 — June 30, 2023
Maximum End Date: Two-year extension to 2025
Current Contract Term: July 1, 2020 — June 30, 2023
Contract Manager: Ann-Maria Bennett, 617-720-3114, AnnMaria.Bennett@mas.gov
This Contract Contains: Small Business Purchasing Program, Supplier Diversity Office (SDO)
Business and Prompt Payment Discount Program.
UNSPSC Codes: 80-11-16 Temporary Personnel Service
*The asterisk is reauired when referencing the contract in the Massachusetts Management Accounting Reporting Svstem (MMARS).
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Contract Summary

This is a Statewide Contract for Temporary Help Services. Under PRF71, a single Managed Service Provider (MSP) in the
vendor neutral space of the labor industry will manage the contract on behalf of the Commonwealth. Under this model, the
MSP, serving as the single point of contact for the Commonwealth will access all available and qualified labor providers in
the temporary labor market. It is expected that under this model, all pre-registered staffing suppliers are given an equal
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opportunity to fill each request for labor made by the Commonwealth without the MSP giving preference to a specific
supplier. Suppliers or labor providers are selected for each request based on criteria as defined by the Commonwealth. The
MSP is restricted from deciding on its own, which orders are routed to any supplier.

COVID-19 Updates

Buyers are encouraged to engage with Sevenstep for temporary labor participating in remote work to obtain additional
information. See vendor list and information table below.

Contract Categories

This contract includes two categories of services as listed below. Details of the job categories for each category can be found
in Appendix D:

Category 1: Main Service

Category 2: Other Service

Eighty percent of the Commonwealth’s concentration of spend for temporary help services falls within the job classifications
in Category 1.

Benefits and Cost Savings

Statewide contracts are an easy way to obtain benefits for your organization by leveraging the Commonwealth’s buying
power, solicitation process, contracting expertise, vendor management and oversight, and the availability of
environmentally preferable products.

This MSP will allow for the Commonwealth of Massachusetts to benefit from the competition and quality of labor that
exists among the vast number of suppliers that currently exist in the temporary labor market whilst not having a
competing interest of its own as the MSP is itself is not an employer of temporary labor. Other cost reduction drivers
include:

e Centralized Order Management for reduced costs — Single point of contact

e Rates are inclusive of all vendor travel considerations and other ancillary charges

e Rates are inclusive of vendor costs associated with providing candidates

e Electronic Timecards and Consolidated Billing that saves time and expenses

e Dedicated Vendor Management System (VMS) for PRF71 and its buyers

e 30% of total program spend is expected to come from diverse suppliers

e Volume Discount: 0.5% for all program spend after realizing an initial S$6M in total spend.
e  Prompt Payment Discount

Find Bid/Contract Documents
e To find all contract-specific documents, including the Contract User Guide, RFR, specifications, price sheets and
other attachments, visit COMMBUYS.com and search for PRF71 to find related Master Blanket Purchase Order
(MBPOQ) information.
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Who Can Use This Contract

Applicable Procurement Law
Executive Branch Goods and Services: MGLc. 7, § 22; c. 30, § 51, § 52; 801 CMR 21.00;

Eligible Entities
Please see the standard list of Eligible Entities on our Who Can Use Statewide Contracts webpage.

Each eligible entity is responsible for executing its own purchase orders and paying its own invoices for goods and/or
services acquired from this Contract. Contractors will be responsible for marketing their goods and/or services to
Commonwealth Agencies and other eligible entities.

Subcontractors

The awarded vendor’s use of subcontractors is subject to the provisions of the Commonwealth’s Terms and Conditions
and Standard Contract Form, as well as other applicable terms of this Statewide Contract. Combined, subcontractors will
provide service to all counties within the Commonwealth of Massachusetts. The below are the sub-contractors currently
associated with this contract. This list will be continuously updated as additional suppliers are added.

Vendor Name Diversified Supplier* Central Location
Sigma Systems Yes Marlborough, MA
Infojini No Boston, MA

Save DD LLC No Haverhill, MA
Vajrasoft Yes Birmingham, AL
IT Mantra Yes Wellesley, MA
Advans IT Services Yes Marlborough, MA
Contemporaries Yes Boston, MA

The Resource Connection Yes Middleton, MA
CQ Personnel dba Back Bay Staffing Group Yes Boston, MA
Cleary Consultants Yes Boston, MA

The Panther Group Yes Maynard, MA
Hire Initiatives, Inc. Yes Newburyport, MA
Hire Partnership Yes Boston, MA
Diskriter Yes Pittsburgh, PA
Bethel Staffing Yes Worcester, PA
KNF&T No Boston, MA
Dutech Systems Yes Reading, MA

DB Healthcare Yes Burlington, MA
United Personnel Services Yes Springfield, MA
Professional Staffing Group (PSG) No Boston, MA
Resource Logistics Yes East Brunswick, NJ
ACE Employment Services No Boston, MA
Preferred Staffing & Recruiting No Newton, MA
Stafforward Yes Indianapolis, IN
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Alten Calsoft Labs No King of Prussia, PA
Complete Staffing Solutions No Marlboro, MA
WinterWyman No Bedford, MA
Partnership Employment No Worcester, MA
RightWorks Yes Austin, TX

Johnson & Hill Staffing Yes West Springfield, MA

e These may or may not be certified by the OSD SDO but will throughout the life of the contract be working at
obtaining certification.

Pricing, Quote and Purchase Options

Purchase Options
The purchase options identified below are the only acceptable options that may be used on this contract:

e  Purchases made through this contract will be direct, outright purchases
e Thisis a fee for service contract

Pricing Options
e Ceiling/Not-to-Exceed: Contract discounts and other pricing published under the contract represents “ceiling” or
“not-to-exceed” pricing, and may be further negotiated.

e  Pricing Markup for Temporary Help Services Categories
o The hourly pay rate charged to any Commonwealth eligible hiring entity will be based upon a maximum mark-
up (37%) of the hourly pay rate for the temporary help worker. Markup is the fee charged over and above the

hourly wage paid to the temporary help worker.

e  Pricing Direct/Executive Hire
o Adirect-hire or contingency fee is paid to Sevenstep for the service provided, until the candidate represented
by Sevenstep accepts and starts a position with the Eligible Hiring Commonwealth Entity. The fee for this
service will be presented as a percentage of the hired candidate’s annual starting salary only after a candidate
begins employment at the Commonwealth.

e Project Based Compensation
o Sevenstep may be asked by an Eligible Hiring Entity to provide a project-based price instead of what has been
established by the hourly rate. Under such requests Sevenstep must include any and all ancillary services in
the project price. Eligible Hiring Entities under no circumstance will pay for additional services related to
project-based procurements outside of what has been agreed beforehand.

e Conversion Policy
o Sevenstep must arrange with its suppliers to follow the conversion policy for hiring a Temporary Help Worker
as a state employee, without a fee to the Commonwealth after the individual has fulfilled any Commonwealth
or eligible entity assignment generated from any contract resulting from this contract.
= 30days-15%
=  60days—-10%
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= 90days—5%
= QOver 90 days — None

Product/Service Pricing and Finding Vendor Price Files
Pricing for each job classification may be found here.

Setting Up a COMMBUYS Account

COMMBUYS is the Commonwealth’s electronic Market Center supporting online commerce between government
purchasers and businesses. If you do not have one already, contact the COMMBUYS Help Desk to set up a COMMBUYS
buyer account for your organization: (888)-627-8283 or OSDhelpdesk@mass.gov.

When contacting a vendor on statewide contract, always reference PRF71 to receive contract pricing.

Quick Search in COMMBUYS

Log into COMMBUYS, and use the Search box on the COMMBUYS header bar to locate items described on the MBPO or
within the vendor catalog line items. Select Contract/Blanket or Catalog from the drop-down menu.

How To Purchase From The Contract

All eligible entities must submit and approve their temporary help request through Sevenstep’s Web Portal - VectorVMS.
For instructions on how to do this, please review the PRF71 SOW Instructions, the job aid provided in Appendix C or
contact Sevenstep. SOW instructions can be found by navigating the MBPQO’s attachment tab in COMMBUYS. Awarded
vendor may be contacted at Commonwealth@sevensteprpo.com.

Purchase via VectorVMS

o Entities with a temporary hiring need should submit their request via VectorVMS. The request should
include a thorough job description, skills required, qualifications and geographic location. Sevenstep MSP
will reach out to conduct an intake call to further understand your needs and preferences.

o Access and information related to Vector VMS and Sevenstep can be found at
commonwealth.sevensteprpo.com

o Sevenstep’s VMS tool (Vector) will track all temporary worker assignments start and end dates — therefore a
report can be requested from Sevenstep to identify duration of each temporary worker (Hiring Managers
will also receive email reminders).

o Use the rate card posted under the attachment tab in COMMBUYS. PRF71 rate card only lists hourly ceiling
pay rates and bill rates. Discuss your needs with Sevenstep during the intake call to get the right candidate
with the right level of experience and at the best value.

o Entities may request project-based pricing instead of the bill rate that will be based on an hourly rate and
include all ancillary services in the project price.

o Entities should never pay more than the maximum markup rate of 37% above the pay rate.

o Entities must adhere to the Commonwealth HRD Policy effective 1/1/2014 as in Appendix A.

How to Purchase from PRF71 MBPO through COMMBUYS
e  Submit and approve your temporary help request through Sevenstep’s Web Portal as described above.
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Once Logged into COMMBUYS, select DOCUMENTS > REQUISITIONS > NEW

e General Tab
o Inthe drop-down menu for Requisition Type, be sure to select “Release.”
e ItemsTab
o Select Search Items and click the + to open Advance Search fields Next type “PRF71” into the
Description field and Find It! (alternatively, you can also search by Vendor Name)
o Review the Item Description to identify the temporary help job category you have requested through
Sevenstep’s vendor Web Portal
Select and add Quantity for the temporary help job category.
Click Add to Req. & Exit or Add to Req. & Next if you need to add more items.
For each line item added to the Requisition you will need to add Catalog Price/ Unit Cost. To do so click
Enter Info. Catalog Price/ Unit Cost should be the agreed upon Bill Rate for the position.
e Inthe Attachment Tab, you will need to attach the following:
o Statement of Work from Sevenstep’s Portal
o Candidate (s) Resume (This information is only viewed by you and the vendor)
o Any other document (s) at your discretion
e Summary Tab
o Review and Send for Approval
o Once the Requisition has been approved, the user can then convert to PO and send the order to the
vendor.

e Document items in COMMBUYS that have already been purchased
PRF71 contract allows buyers to document a contract purchase in COMMBUYS that already has taken place through a
Request for Payment Authorization (RPA) Release Requisition. It also allows MMARS users to easily keep track of
spend. NOTE: MMARS and COMMBUYS do not interface —payment request and invoice should be reported in both
MMARS and COMMBUYS separately.

For a description of how to complete this purchase in COMMBUYS, visit the Job Aids for Buyers webpage, and select:

» The COMMBUYS Requisitions section, and choose the How to Create an RPA Release Requisition job aid.

Instructions for MMARS Users

MMARS users must reference the MA number in the proper field in MMARS when placing orders with any contractor.

Contract Exclusions and Related Statewide Contracts
PRF 71 excludes the following service categories:

e Information Technology Services

e  Service categories related to direct care to patients

If the needed temporary help job classification cannot be found in the rate card, it is recommended to contact Sevenstep
directly to inquire if it is available for purchase on this contract. A buyer may also contact the Contract Manager to inquire
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further. If the temporary help meets the scope of the contract category, the vendor may be able to add it with prior approval
from the OSD Contract Manager.

Emergency Services

Many statewide contracts are required to provide products or services in cases of statewide emergencies. ML - 801 CMR
21 defines emergency for procurement purposes. Visit the Emergency Contact Information for Statewide Contracts list
for emergency services related to this contract.

Additional Information/FAQs

Background/CORI checks

All temporary labor will be subject to background or/and CORI checks based on the level of clearance required for
different entities. If after a candidate who has been recommended for hire by Sevenstep, has failed to clear the required
background checks, the hiring manager will request another candidate. The hiring manager’s denial of the candidate
based on the results of a background check should never include any details or specifics regarding why a candidate did
not pass the background check. Vendors and subcontractors should not ask further questions from the hiring manager
regarding what specifically within the results of the background check resulted in the denial of the candidate.

Geographical Service Area

Sevenstep will provide services to all the counties in Massachusetts.

Other Discounts

e  Prompt Pay Discounts: A discount given to the buyer if paid within a certain time period. These discounts may be
found below. All discounts offered will be taken in cases where the payment issue date is within the specified number
of days listed by vendor and in accordance with the Commonwealth’s Bill Paying Policy. Payment days will be measured
from the date service performance was completed OR the date an invoice is received by the Commonwealth, whichever
is later to the date the payment is issued as an EFT (preferred method) or mailed by the State Treasurer. The date of
payment “issue” is the date Volume Discount:

o 4% - If payment is issued within 10 days

e 2%-15days

o 1%-20days

e 1%-30days
e  Volume Discount:

o Sevenstep to provide a ‘blanket’ discount on markup of 0.5% for all program spend after realizing an initial

S6M in total spend. This discount applies to the life of the contract, and all spend after S6M.

Performance and Payment Time Frames Which Exceed Contract Duration

All agreements for services entered into during the duration of this Contract and whose performance and payment time
frames extend beyond the duration of this Contract shall remain in effect for performance and payment purposes (limited
to the time frame and services established per each written agreement). No written agreement shall extend more than 6
months beyond the current contract term of this Statewide Contract as stated on the first page of this contract user
guide. No new leases, rentals, maintenance or other agreements for services may be executed after the Contract has

expired.
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Transition from PRF57 to PRF71

o All employees who are employed through The Resource Connection (TRC) prior to June 302020 may continue
their engagement through TRC up to December 31, 2020

e As of December 31, 2020 all employment activities with TRC should end.

e AsoflJuly 1, 2020 all new requests for temporary employees shall be made through Sevenstep through their
VectorVMS portal. Information on how to conduct this process can be found here.

e All requests for employment to commence on July 1, 2020 shall be made between June 24-30, 2020 with
Sevenstep (with exceptions for urgent, last-minute or same day requests). This should be made by way of the
Vector VMS portal as above.

e Sevenstep will provide training prior to and after go-live of July 1, 2020 and will have office hours for one-on-one
assistance for requests. Please make requests to Commonwealth@sevensteprpo.com.

Escalation Procedures

It is the aim of the Sevenstep MSP to resolve any and all issues that may arise during the day-to-day operations of the
engagement. Any issues that arise through the MSP will be logged into the Program Management Log and then brought
to the attention of the Commonwealth of Massachusetts on an on-going basis. Issues beyond the capabilities of the
Sevenstep MSP which require support by VectorVMS will be solved via a request ticket.

The Sevenstep MSP will escalate to the Commonwealth OSD in the following areas:
e When candidate submissions by Suppliers are insufficient for the Hiring Manager need
e When Suppliers are not following the hire conditions associated with a given assignment
e Suppliers not adhering to the business processes of the MSP program
e Any other areas of concern that could affect the Commonwealth’s strategic goals or project timelines

Hiring Managers should submit all queries to Sevensteps Contract Manager who will route through the following escalation

hierarchy:
TOPIC RESPONSIBLE CONTACT INFORMATION
All Supplier-related issues and Anamarie DeVito Phone: 817.437.8930
questions from current and Sevenstep - Senior Manager commonwealth@sevensteprpo.com

prospective Suppliers

Overall Commonwealth/Sevenstep Anamarie DeVito Phone: 817.437.8930
Temp Labor Program Direction Sevenstep - Senior Manager commonwealth@sevensteprpo.com
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Koye Adejumo
Sevenstep - Executive Director

Phone: 617.250.8865
Koye.Adejumo@sevensteprpo.com

Brian Knapp
Sevenstep - Head of MSP Programs

Phone: 770.416.2327
brian.knapp@sevensteprpo.com

Procedural / navigational issues and
questions on the use of the VMS

Anamarie DeVito
Sevenstep - Senior Manager

Phone: 817.437.8930
commonwealth@sevensteprpo.com

Supplier Contracts

Brian Knapp
Sevenstep - Head of MSP Programs

Phone: 770.416.2327
brian.knapp@sevensteprpo.com

Commonwealth of MA Sponsor -
escalation point for issues unresolved
- contract issues

Ann-Maria Bennett
Strategic Sourcing
Operational Services Division

Phone: 617.720.3114
Annmaria.Bennett@mass.gov
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Strategic Sourcing Team Members

e Donna Poulos HRD

e Mary Murray DOR

e Judith Johnson DOR

e Kathryn Duarte DOR

e David Harvey DPH

e Selina Johnson MassDOT
e Alyssa Sciuto DClIS

e Mike Chandrankunnel EHHS

e Sam Chan 0osD

e Ann-Maria Bennett OSD

e Maureen Hagerty VET

o Natalie Obas DCAMM
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Vendor List and Information*

Vendor Master Contact Phone # Email Categories Counties Discounts MBE
Blanket Person (PPD, MWBE
Purchase Dock WBE
Order # Delivery, Veteran
Other)
**Master Contract | PO-19-1080- Ann-Maria 617-701-3114 Annmaria.bennett@mass.gov N/A N/A N/A N/A
Record Vendor: All | OSD03-OSD03- | Bennett
contract 19329
documents)
Sevenstep Brian Knapp 770-416-2327 Brian.knapp@sevensteprpo.com N/A All PPD, Volume Yes
Discount

* Note that COMMBUYS is the official system of record for vendor contact information.

**The Master Contract Record Vendor MBPO is the central repository for all common contract files.

The Sevenstep team:
e  MSP Program Manager — Emily White
e MSP Program Coordinator — Katelyn Orlando
e Senior Manager, MSP Programs — Anamarie DeVito
e Executive Director, Sevenstep — Koye Adejumo
e Head of MSP Programs — Brian Knapp

Team Email: Commonwealth@sevensteprpo.com
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Appendix A: Commonwealth of Massachusetts Human Resources Division (HRD) -
Temporary Worker Policy - Effective 1/1/2014

Scope

For the purposes of this policy, temporary employment is considered to be separate and distinct from contract and seasonal
employment. This policy applies only to positions that fall within the Office of the State Comptroller object code J46. It
does not apply to temporary workers who may be hired to perform information technology work. It is recommended that
state agencies consult with ITD when hiring temporary workers to perform IT duties.

Definition

Temporary workers are defined as individuals who are engaged through a third-party vendor to fill positions that are
temporary in nature. Temporary workers should not work more than 52 weeks without approval from the Secretariat-level
Human Resources Director. Contract employees are individuals who do not occupy state positions, nor contribute to the
State Retirement System or group insurance programs, but who must contribute to the Alternate Retirement
System. Contract employees have employee-employer relationships pursuant to individual contracts with the
Commonwealth. Contract employees are paid through the payroll system, have tax withholdings, and other deductions.?

Process for Hiring Temporary Workers

Hiring of temporary workers is subject to Operational Services Division (OSD) requirements. Among other things, OSD
requirements state that Executive Departments must use statewide contracts, if available, for commodities and services
unless there is a prior written approval from the State Purchasing Agent. The process that agencies must follow when
requesting this approval is explained in OSD Policy Guidance 05-19, Procurement and Contract Management Policy
Changes (6/2/05).

Allowable Reasons to Hire Temporary Workers
Acceptable reasons to hire a temporary worker may include the following:

e Toassume the job duties of an employee who is on leave due to Family and Medical Leave Act (FMLA) leave or any
other period of extended leave;

e To provide continuity of services during an emergency situation;

e To work on a project or task that is anticipated to be for a defined period of time (not to exceed 52 weeks without
the approval of the Secretariat-level Human Resources Director) where it is impracticable to hire a regular state
employee. If during the course of a temporary project or task, it becomes clear that the project or task is more
permanent in nature, the agency must take action to hire permanent employees to work on the project consistent
with ANF budget and policy guidelines.

Compensation
Temporary workers shall be compensated by the third-party vendor and shall not be eligible to receive benefits provided
by the state to permanent state employees (e.g., health insurance, retirement benefits, etc.)

Cannot Hire Temporary Workers to Circumvent Other Rules, Policies, and Laws
e An agency may not hire a temporary worker as a substitute for or to avoid filling a vacant position that would
otherwise be filled by a permanent hire or to circumvent other rules, hiring caps, or policies that govern hiring
Commonwealth employees or contracts staff.
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e Temporary workers may be hired on a short-term basis for a period not to exceed 52 weeks without approval from
the Secretariat-level Human Resources Director or his /her designee and/or Labor Relations personnel or other
appropriate reviewer designated by the agency.

e Secretariat-level Human Resources Directors or their designees shall conduct an annual review of all temporary
worker appointments in agencies within their Secretariat. When an agency has the need to employ a temporary
worker for more than 52 weeks, the Secretariat-level Human Resources Director or his/her designee may approve
the extension.

e If an agency has hired temporary workers to work on projects funded by capital funds or federal funds which
restrict the hiring of full-time, permanent employees, a notation should be recorded in the agency’s internal files
reflecting this to be the reason for the hiring of any temporary workers.

e HRD reserves the right to audit agency’s use of temporary workers at any time. Agencies not in compliance with
this policy will be notified and must become compliant immediately.

e This policy is not intended to supplant any existing Commonwealth policies governing the hiring of contract and/or
seasonal employees.

Questions & Answers

Question: If an agency hires a temporary worker for a three- week project and, at the conclusion of the project, wishes to
retain the temporary employee for another four- week project, how does that get counted towards the 52- week period
under the policy?

Answer: The 52-week temporary employment period is intended to be project-specific rather than individual

specific. If Temporary Project #1 is completed after three weeks and the agency wishes to hire a temporary
employee for Temporary Project #2, then a new 52-week period would apply to Temporary Project #2 (even if it

hires the same temporary employee who worked on Temporary Project #1).

Question: What if an agency has hired a temporary worker to work on a task not to exceed 52 weeks and the temporary
worker leaves because s/he has found permanent employment elsewhere? If the temp agency sends a new employee to
complete the task, does that start a new 52-week period?

Answer: As previously indicated, the 52-week temporary employment period is intended to be project or task-
specific. So, if one temporary worker leaves before the project or task is completed and another temporary worker

is hired to complete the project or task, it will all count towards the same 52-week maximum.

Question: Can an agency fill a particular position (e.g., receptionist) by hiring a different temporary worker every 52 weeks
year after year?

Answer: No. Under the Temporary Worker Policy, a temporary worker may not be hired as a substitute for or to

avoid filling a vacant position that would otherwise be filled by a permanent employee. Temporary workers are

only intended to fill staffing needs that are for a specified duration. If an agency determines that its particular

staffing need is continuous or cyclical in nature, then it should consider hiring a permanent or seasonal employee
consistent with ANF budget and policy guidelines.

Question: What if the particular assignment is temporary but the agency knows from the outset that the project will exceed
52 weeks?

Answer: If the agency has determined that it cannot fill the position with a contract employee, then it may hire a
temporary worker and, at the end of the 52 week temporary employment period, extend the temporary worker

as necessary after approval by the Secretariat-level Human Resources Director or his/her designee.
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Question: What if an agency realizes that the need for a temporary worker, originally intended to be less than 52 weeks,
will now be greater than 52 weeks?

Answer: The agency must file with their Secretariat-level Human Resources Director a request to extend the
services of a temporary worker beyond the 52-week period at least 45 days prior to the end of the 52 week period.

Question: Can an agency hire a temporary worker into a permanent position?

Answer: Any permanent hires must be done consistent with existing budget, human resource and policy
guidelines. In addition, the agency must ensure that hiring the temporary worker into a permanent position would
not violate any provisions of the temporary help contract used to secure the services of the temporary worker.

Question: Can a temporary worker supervise the work of a regular, permanent employee?
Answer: No.
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Appendix B: Maximum Pay Rate/Ceiling Price per hour worked

Service Category Maximum Pay Rate/Ceiling Price per
hour worked
Administrative Support $17.50
Accountant $30.00
Accounting Support $18.50
Buyer $20.00
Certification Coordinator $17.50
Clerical Support $17.00
Communications Specialist $20.00
Customer Service $16.50
Data Analyst $50.48
Data Entry Operator $16.50
Database Specialist $43.27
Desktop Support $38.46
Dispatcher $18.00
Event Support $15.50
Executive Assistant $28.00
Executive Legal Assistant $38.00
Filing Clerk $15.38
Financial Analyst $43.27
Floating Teller $19.51
Grant Coordinator $38.68
Grants Administrator S44.72
HR Coordinator $31.58
HR Generalist $39.98
HR/Payroll Assistant $21.00
Information & Referral Specialist $34.91
Intake Coordinator $30.18
Legal Administrative Assistant $20.00
Legal Specialist $38.00
Light Labor $15.50
Medical Administrative Assistant $17.36
Medical Transcriptionist $17.00
Note Taker $15.00
Paralegal $20.00
Program Coordinator $21.41
Program Support $16.40
Project Administrator $26.44
Project Assistant $23.86
Project Coordinator $27.94
Project Manager $44.35
Project Support $21.62
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Service Category Maximum Pay Rate/Ceiling Price per
hour worked
Purchasing Clerk $18.50
Receptionist $16.00
Research Analyst $31.84
Research Assistant $22.67
Research Data Assistant $22.67
Research Polices and Data Analyst $45.67
Senior Data Entry Operator $19.89
Senior Light Labor $16.98
Senior Accountant $42.07
Senior Administrative assistant $34.13
Senior Customer Service $20.00
Senior Medical Administrative Assistant $21.00
Senior Paralegal $36.06
Stockroom Clerk $18.50
Tax Collector $24.00
Telephonic Operator $16.50
Transcriptionist $17.00
Writer $45.00
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Appendix C: VectorVMS User Guide

VectorVMS User Guide for Hiring Managers

Below is a step by step guide on how to use VectorVMS, Sevenstep’s portal, to support the MSP program at
the Commonwealth. VectorVMS also has a very comprehensive help section and user guides within their
platform, so please feel free to reference their materials in addition to this guide. To access their reference
materials, click the drop-down next your name and select Help.

If you have any questions or concerns, please reach out to us at Commonwealth@sevensteprpo.com.

VectorVMS Terminology

An individual
provided with a
VectorVMS user
record and login to
perform actions or
view information

User

Completed request
form outlining

requirements for
Requisition [g contingent or
service (statement

of work)
assignments.

Individual submitted
to a contingent
requisition or
service
engagement based
x on qualifications.
May also refer to a
worker on
assignment
(Engaged
Candidate).

Candidate

Active (Engaged)

record with
Engagement L assignment details;
work order.

A staffing company
who submits and
manages
candidates/workers.
In some programs,
this term may also
refer to an
independent
contractor/1099.

Vendor
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Termination of
assignment

Disengage & (engagement)
record (good or
bad).

Interactive and

Dashboard [Dashboard configurable home
page.

My Tasks Interactive panels

— that provide
Contingent (1) Services (0) actionable data
I . Standard widgets
are applied to each
Widgets user's dashboard,
however, users can
configure their
dashboard to add,
remove, and move
Requisitions widgets.
‘to Approve

Logging In / Dashboard Overview

1. Login_here
2. Type inyour username (firstname.lastname) password, and i4625 for the organization key and click
the Login button
a. Ifthisis the first time logging in, you will need to reset your password

Please enter your Username and password below.

\VeCfO rv M S Username: hiring.manager

Password: sssssene Forgot password?

Organization Key: sseessees

€ Login
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The below screenshot is what your dashboard should look like upon logging in.

W VectorVMs x  + o
€« C @ vms-b2vectorvms.com/portalaspx o~ % ° e
(SEETAS Hi, Hiring v

Dasnboard

m or vist s MSP Proges # Congurs Casnaoan

My Tasks =@

Requisitians Engagements i
to Approve to Approve to Approve to

Current Activity ||| Alerts (-]

4 [Day] [week| [Montn | B
O Deslt Requisiions [l Sun Man Tue Wed Ty Fri sat

cle|e|e

If you have any tasks to complete, such as requisitions to approve, timesheets or expenses to approve,
the icon under My Tasks will have a number over it based on the number of items you need complete.
Under Current Activity, you can see your requisitions, candidates, interviews, and engagements. If you
click the green arrow icon, it will expand to show you the actual requisitions, candidates, interviews or
engagements. You can also just click the box and it will expand to show you.

The Alerts (or calendar) will show you any temporary workers with upcoming end dates, as a reminder
or alert.

The black toolbar has additional options to select, as well as dropdowns with further options.

The Quick Find box allows you to search (quickly) and you can click the green person icon to change
the selection based on what you are looking for. Example: If you are looking for a requisition you just
created, click the green person and select Contingent Requisition from the dropdown.
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L |Quick Find Q,
2 Candidates

[£] Contingent Requisitions
L Engagements

@ Timesheets

E Expenses

2 Users

Vendors

e You can also configure how you'd like to arrange your dashboard view. You can accomplish this by
clicking, Configure Dashboard (right under the quick find box). You can add content to your dashboard
view and change your layout. After you make any changes, click the Save and Close button.

. L Quick Find Ql

I & Configure Dashboard I

5 Hi, Kasey v

Hide Catalog Save and Close

Dashboard Create v View v Reports v Adv. Search

My Tasks (Icon View) Calendar => Client Attachments
Provides 2 horizontal alternative view to A, Provides a calendar with system events as Provides 3 kst of short cuts to Cient
items reguiring my attention . well 35 custom user events. Attachments.

4 43 Add Content 14 Reset Dashboard [ia Change Layout B
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How to Change Your Password

1. Click My Account under your name dropdown on your dashboard.

(IVSTATI il
QTG Hi, Hiring

Dashboard Creale v View v Adv. Search

Reporis *

For MSP Program Support, p com or visit the

Hel
My Tasks
Sign Out
Bt B
2. Click Change User Password.
SR Hi Hiring v
Dastioad  Grose = View = Fopors v Adv Soarch
User Information Creane Active Imternal User

Hifing Manager (196325

Details Region Settings User A User L Settings
User Detail -

Login ID: hiring manager

User Type: Internal User

Internal Status Active

VMS Authority Level Create

MSP User: No

Linkable User: No

Cost Center Contact: No

Compliance Contact: No

View Unscreened Candidates: No

Allow user to edit rates with rate effective date in the past: No

User can edit Requisition Title Yes

Engagement Process User Setting Make Offer

Demographics
o Edit

3. Click Change User Password. The below will pop up.
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Change User Password
User Name (ID): hiring.manager -

:l Current password could be a system generated temporary password, an admin-created password or the [
last password you specified.

Current Password: | @

3.m

New Password: ®
nal

Confirm Password: @
Password Hint Question: SITA °
Password Hint Answer: °

Email associated to this anamarie devito@sevensteprpo.com @
account:
Password Requirements

- Password is case sensitive

- Cannot be the same as the previous password

B save ocance\ )

4. Type in your current password, your new password, update your password hint Q&A, if you'd like and
Click Save.

How to Create a Requisition (Work Order for Temp Help Worker)

1. Click the Create dropdown from the black toolbar on your Dashboard and select Contingent
Requisition.
2. Click the folder with the green arrow icon to further drill down on title of requisition.

(A)STATEWIDE 5
(@CONTRACT Hi, Kasey v

Dashboard Create v View v Reports v Adv. Search &L Quick Find Q I

it Reports T Req, Stat Start Dat End Dats
E] Create Requisition 2 cti e i =
O,

Job Selection Details skills c Di Approval
Region: Commonwealth of Massachusett [ §

»| Y. Choose a Job Title and select 'Next' Type 3 characters to search... o

© Name Low Rate High Rate Short Description Req Class ID Details

July 2020 $0.00 $0.00 July 2020 Rate Card 97952 =)

3. Click the Green +icon for the job title you want to use for your requisition and Click Next.
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Hi, Kasey v
Dashboard Create v View v Reports v Adv. Search A Quick Find Ql
E] Create ReqUiSitiOn Reports To Req. Status Start Date End Date
©
Job Selection Details Skills Compliance Distribution Approval
Region: Commonwealth of Massachusett [ &
» %. Choose aJob Title and select 'Next' Type 3 characters to search... )
“/ Name Low Rate High Rate Short Description Req Class ID Details
Accountant m $1.00 $41.40 Accountant 97955 =] -
Accountant - Senior Q $41.41 $58.06 Accountant - Senior 98003 =
Accounting Support (+ ] $1.00 $25.53 Accounting Support 97956 B
Administrative Assist - Senior '+ | $1.00 $47.10 Administrative Assist - Senior 98004 B
Administrative Support (+ ] $1.00 $24.15 Administrative Support 97954 =
Buyer + ] $1.00 $27.60 Buyer 97957 )
Certification Coordinator + ] $1.00 $24.15 Certification Coordinator 97958 =)
Pladanl Cinnadt a ¢4 nn 97 AR Mlarinal Qunnart a7oRa ™ M
Page 1of4 b Ml Displaying 1 - 15 of 58

@ cCancel | [ Next

4. Beginfilling in the requested fields. Any field with a red circle is a required field.

Requisition Detailz

Requisition Template: O

Requisition Class: July 2020 : Accountant Region Name:

Title/Role:

No. of Openings: 1 - No. Filled: o

Start Date: mmiddlyyyy B @ End Date: mmiddlyyyy B =
No Mew Submittals After: mmiddlyyyy B

Max Submittals by Vendor: 3 = Per Opening

e When you get to the Requisition Description section —you will see a field for a short description and a
complete description.
o The short description should be anything specific or required that we should know about the
requisition.
o The complete description is similar to the actual job description.
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Requisition Description -

Engagement Type: Contract O °

Contractto Perm [

Short Description: ®

Complete Description:

@ Cancel | [ () Previous | | B Save as Draft | | § Submit Now | [ Next

e When you get to the Contact Information section, whoever you add in the Reports To field will receive
email notifications when a temporary worker’s assignment is ending.

e The Client Contact on the requisition and agreements will be able to see all requisitions and
engagements associated with that client contact and this role can be distinct and separate from each
Hiring Manager|Reports To field.

[PN: Ve Hi, hiring v

Dashboard Reports v Adv. Search

g] Create Requisition Reports To Req. Status Start Date End Date

P
@
Job Selection Details Skills Compliance

Contact Information -

Client Contact: manager, hiring A e Req. Owner: | manager, hiring 3 e

I Reports To manager, hiring y e I

e When you get to the Required / Desired Skills section — click the Green +Add icon to include any
required or desired skills, along with number of years of expeience they should have.
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EN IS Hi, hiring v

Dashboard Create ¥ View ¥ Reports ¥ Adv. Search L Quick Find Q.

Reports To Req. Status Start Date End Date
hiring manager Draft 07/01/2020 12/31/2020

@ Create Requisition

Sr Accountant (105266)

(v )

Job Selection Details Skills Compliance

©

Required / Desired Skills .

© Add

B o " of
Remove ~ Skill = Required / Desired = Amount Experience

& Previous | (B Save as Dratt | ( Submit Now | (€3 Next

~SI'AI'EWIIE$ Hi, hiring v

Dashboard Create v View ¥ Reports v Adv. Search XL Quick Find QI

Reports To Req Status Start Date End Date
hiring manager Draft 07/01/2020 12/31/2020

@ Create Requisition

Sr Accountant (105266)

1
w
Job Selection Details Skills Compliance

o O
@)

Required / Desired Skills a

(2 Add

) . ) of
Remove Skill » Required / Desired » Amount Experience

O Pivot Tables ‘ Required "' 5]['Years ]

r

r
=) Word ‘ Required " 3” Years |

L

1ttps://vms-b2 vectorvms.com/7000/tabReqSkills.aspx?last_step=8ireq_id=1... QPrevious | | A Save as Draft | | J Submit N"W

e Click Next after you complete the requisiton details.

e The next screen will show you the compliance tasks that need to be completed as part of the
Engagement process.

e Youshould select the compliance tasks that are required for your specific requisition or need. This is
accomplished by clicking on the data sheet icon in the upper right corner of the grid.

NOTE: Contract User Guides are updated regularly. Print copies should be compared against the current version posted on mass.gov/osd.
Updated: July 22, 2020 Page 25 of 51

Operational Services Division | One Ashburton Place, Suite 1017 | Boston, MA 02108 | 617-720-3300 | www.mass.gov/osd



OPERATIONAL SERVICES DIVISION

. apom T - S T
S— s =
R —
()
sob eiction -4 b4 Coninee
Details Linked Global

Selected  Group Name

Page  1cf1 Mo data e isplay

e You will then be presented with a list of compliance options that you can choose from as appropriate
for your specific requisition, per below.

E Create Requisition

Tt Accometant (W52

Selected  Group Name Deuils Linked Global
Sackground Checks o
hem Owner Due d Anach.
Candidate Refersnces o

Dwmas Due d Amach.
Vender Opsonal w55
Vende Gpsona e

Owner d Amach.
Vandor =n
Vender 501
Complancs Agresmant Vendor 05
DOR - RMIV Photo Consant " Vendor 505
DOR - State Authorizaion Form Vendor =0
DOR - Tax Info and Background " Vendar Bators Engagament =02

Fingar Print Chack No

hem Owner Due ] Asach.
Fingar Print Chack Vandor Bafors Engagament um

Fage .1 Sasareg
e C(Click Next.

o Thiswill bring you to the final page (approval) before your requistion is complete.
o The approval path/hierarchy will be specific to each agency and/or Hiring Manager. The MSP
will always be the final approver.
5. Click Submit to complete your requisiton. The requistion will follow the approval hierarchy for
approval before the requisiton is released to suppliers.
a. Youanadd atachments to the justificiation of the requsition before submitting it.
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[EN ]

Hi, Hiring ¥
Dashboard  Creale + View Reports + Adv. Search & Quick Find Q
. ors To Feg. Status Siart Date End Date.
E Create Requisition L - !
Hiring Manager Drsft 032472020 077312020
Test(106288)
Q
Job Selection Details skills Compliznce Approval
Internal Approval Request
Assigned Approver Name Approval Level
Approving Manager Hiring Manager
MSP MSP SevenSizp MEP
Justification Attachments
o Add New Attachment
Action  Attachment Type | Description File Name Created By Created Date
Page|  1]oft 2

Ho dats to display

Eele- [Fe]

e Afteryou click Submit, your rquisition status should be showing as Pending approval. If you click the
Approval/History tab of the requisiton after submittal, you are able to see who the requisiton is sitting
with for approval.

PRV

Hi, Hiring ¥

Dashboard Create View v Reports v Adv. Search 4L Quick Find Q
o T Req. Status Start Date End Date
Requisition )
@ q Firing Manzger Sending approval 087242020 0773172020
Tast(105288) @ -

)

Job Selection Details Skills || Compliance || Candidates | Distribution Reference | ApprovalHistory

Approval Summary

Date Name Level Status Comments
08/17/20203:35 PM_ Hiring Manager Hiring Manager Submitted - Client Approval

Approving Managar Hiring Manager Masct Approvar

MSP MSP SevenStep MSP MNext Approver

e The Hiring Manager and requisition owner will receive an email when the requistion has been
aproved. The status will also change on the dashboard
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Review Submitted Candidates

1. There are two ways to view submitted candidates:
a. By Clicking View > Candidates from the black toolbar, or
b. By Clicking Active Candidates from Current Activity on your Dashboard.
2. You can click the candidate’s name to review the candidate and all of their details.

Hi, hiring v
Dashboard Create v View ¥ Reports * Adv. Search L Quick Find QI
Palt Reports Tt Req. Stat Start Daty End Date
@ Requisition P s s
hiring manager Open 07/11/2020 12/31/2020
Sr. Buyar (105261) & -
Job Selection Details Skills Compliance Candidates Distribution Reference Approval/History
|3 Resel View [ Save View Y. Show Filters @ Export
[l Action & & andidate Cand. Status Req. Title Req. ID Req. Status Req. Reports To Rate Vendor Submitted Date
[ & - Active Sr. Buyer 105261 Open manager hiring $13.70 USD 06/10/2020 05:0...
B @- Walker, Joseph Active Sr. Buyer 105261 Open manager hiring $27.40 USD 06/10/2020 04:5..
Page 1 of1 &2 Displaying 1-2 of 2
& Requisition Summary List | | [ Bulk Actions - @Compare Candidates L;;]Prinl

Note: You can also easily compare submitted candidates by clicking the Compare Candidates button on the
bottom of your screen.
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Hi, Hiring v
Dashboard  Create v  View v

Adv. Search

] Raports T st SOt EndDate
Requisition spaa feg
forog Manager Open om1z0n 12012020
St Accouran (105289) |
Job Selection  Details | Skills | Compliance || Candidates | Diswibution  Reference | ApprovalHistory
7 Reset View £ Save View Y. Show Fitters ) Export
O Adion & @ O Candidate Cand. Status Req. Title Req.1D Req. Status Req. Reports To Rate Vendor Submitied Date ~
- Candidate?, Tral New St Accountant 105266 Open Manager Hirng $1507USD 0671172020 09:13 pm
A - Candidatez, Tral Newr St. Accountant 105266 Open Manager Hiring $20 55 USD 06/1172020 09:12 pm
.- Candicate, Tral New st Accountant 105266 Opsn Manager Hiring $1781UsD 06/112020 09:11 pm
Page et = Displaying 1-3of 3
= Requistion Summary List | | 3 Buk Actons + g Compare Canidates | [l Frint
]

You can use the toggle on the left-hand side of the screen or click the green + icon to choose your
selection criteria you want to use to compare the candidates.

@SYA]EWI DE
CONTRACT

Dashboard ~ Create v View v Reports ¥ Adv. Search

Candidate Compare

Sr Accountant (105268) -

Iselenicm Criteria & I
of 4 selected Candi

satisty crteria

9 @ 9 9
Canddate(s) in pool also
satisty criteria

38733 38731 " 38732 . 30311
(0 Canadate(s) do not meet Candidate3, Trial # Candidate, Trial & Candidate2, Trial & o Walsh, June #
selected criteria X

e

A B~ &
Deployable Rating

|} Client Rate $15.07 $17.81 $20.55 $64.00
P ——

|, Vendor Rate $14.62 $17.28 $19.93 $64.00
H—0
Pay Rate $11.00 $13.00 $15.00 $61.44
r——
Employad Previously Yes Yes Yes No
o—C
Composite Score 29412 50 117.647 104.412
G—
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e You can see as you chose your selection criteria, the candidates who don’t meet the criteria are
grayed out.

Dashboard Create ~ view ¥ Reports * Adv. Search

Candidate Compare

Sr Accourtant (105268) | (4 = |

Selection Criteria [+ ! >
of 4 selected Candidate(s
sallsfy criteria

0 Candsdate(s) in pool also
sallsty criteria = 38733 3873 BT32 - 30311

4 Canddale(s)donoimeet Canidete3, T g ¢ idate? F3 Walsh, June #
selected criteria x =
o = - B~ &

1 Deployable Rating
. - N

4 Client Rate £20.55 564.00

e —(
& Vendor Rate

oo 4 564.00

Pay Rate i 561.44 |
—

Employed Previously Mo
—0

Compasite Score 23413 5 7,647 104.412
-

This is a helpful tool for Hiring Managers to narrow down the candidate pool.

NOTE: Contract User Guides are updated regularly. Print copies should be compared against the current version posted on mass.gov/osd.
Updated: July 22, 2020 Page 30 of 51

Operational Services Division | One Ashburton Place, Suite 1017 | Boston, MA 02108 | 617-720-3300 | www.mass.gov/osd



OPERATIONAL SERVICES DIVISION

Select Candidate to Interview

1. View your candidates (by following the step above).
2. Ifyou are a Hiring Manager who prefers to interview your candidates:
a. Click the Actions icon/dropdown next to the candidate you would like to interview and Select
Interview (and proceed to the next step; inputting interview availability).
3. Ifyou are a Hiring Manager who does not want to interview your candidates and would like the MSP
to interview your candidates:
a. Click Forward next to the candidate you would like to interview to share with the Program
Manager.
b. Input the Commonwealth@sevensteprpo.com email address into the alternate emails field,
include a subject line and comment and click Send.
c. The Program Manager will work with the supplier from there to schedule and conduct the
interview.
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I Dashboard Create v View v Reports ¥ Adv. Search

1 Candidate Summary All Active Candidates

4

g Reset View in Save View Y. Show Filters ¥ Export
[ -Action. & & © Candidate Cand. Status Req. Title Req. ID
O &= Williams, Dolores Make Offer Admin Assistant 105262
] # candidate Comments  loway, Lisa Active Accountant 105260
] X, Deployable Rating iams, Johnny Active Accountant 105260
‘ % Forward b
Interview '
_x Reject

";E;. Request Info
i View Requisition
ﬂ View Offer

Input Interview Availability

NOTE: You only need to complete this step if you plan on interviewing the candidate versus having the MSP
handle the interview process.

1. Click onthe Candidate Name for the candidate you would like to interview and Click Add Interview
Option.
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GBS

Dashboard Create ~ View Reporis - Adv. Search

1 Candidate Summary All Gandidates - Witn My User 1D B
= Raset View = Save View . Show Filters §| Export
[ Action & & O Candidate Cand. Status Req. Title
| Candidate3, Trial Schedule intarview Sr. Accountant
[[1 | & Candidate Comments  \didate2. Trial Candidate3, Trizl \dule intarview Sr. Accountant
[] X, Deployable Rating \didate, Trial Active Sr. Accountant
Ll wﬁm liams, Dolores Make Offer Admin Assistant
f, Intenisw
Ll _ Ha, Sally Engaged 5r. Buyer
X Maka Offer
[ & Reject ker, Joseph Reject-Req Closed/Filled  5r. Buyer
L% RequestInfo ]
[ Wiew Requisition
L \fiew Offer
LSTATEWIDE "
\&/CONTRACT Hi, Kasey v
Dashboard Create v View ¥ Reports v Adv. Search L Quick Find O\]
: Vendor Candidate Status Req Title Reference Info
Candidate
1 Commonwealth of Massachuse Active Accountant Req ID: 105260#
Williams, Johnny (38723) &~

Details Skills Compliance Employment Info Rate Info Reference Interview History

Current Interview

No current interview scheduled.

Candidate Interview History

InterviewID  Status Interviewer Updated Date Updated User Details

& Candidate Summary List &9 Add Interview Option

2. Input the date, time, interview type, any additional interviewers, and location. In the details field, you
can include anything the candidate should be aware of for their interview.
a. Thetime zone field should default to Eastern Time.
b. There are only two options for interview type (phone or in-person), if you would like to use
Zoom, Go To Meeting, etc. for your interview, select phone as the interview type and input
the Zoom (or whichever technology you are using for the interview) information including
login info in the details field.
3. You can either Click Submit or Add Another Option.
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Add Interview Option(s) x

! Enter Interview Option(s)

| Please enter a date and fime you'd like to offer to this candidate for an interview. Feel free to add additional options by clicking on the
button fo "Add Another Option". The vendor will be allowed to acoept one of the opfions you make available

Date: | | @ Time: %= Time Zone (GMT-05:00) Eastern Tima (US & Can: % @
Interview Type /@  Interviewer: Type 3 characters to search... Qe [
Location: Phone:
Details:

01000

Iusm:mn @ Cancal | | 5 Add Another Option I

e Theinterview request will be sent to the supplier who will then confirm the interview details with the
candidate. Upon acceptance of the interview request, the Hiring Manager will be notified via email.

Provide Interview Feedback

1. To provide interview feedback on a candidate, click the box with the number next to Interviews
Accepted under Current Activity on your dashboard.

T STATEWIDE
‘q’s%umum Hi, Kasey *

Dashboard

For gram Supgort, M o viil 1 MSF Prograr wbsite at BIp:/Commonise ah §6vensieprpo com Congure Dashbaard
My Tasks B
Requisitions Engagement Engagements Timesheets Expenses
Requests to Approve: to Approve to
Approve
Current Activity ] Alerts B
4 Day  Week  Month P
9 Draft Requssibons 2 1 Sun Mon Tue wea hu Fr Sat

2. Click the clipboard with green arrow icon and select Interview or click the candidate name and go to
the interview tab.

NOTE: Contract User Guides are updated regularly. Print copies should be compared against the current version posted on mass.gov/osd.
Updated: July 22, 2020 Page 34 of 51

Operational Services Division | One Ashburton Place, Suite 1017 | Boston, MA 02108 | 617-720-3300 | www.mass.gov/osd



OPERATIONAL SERVICES DIVISION

LOSTATEWI
SIS Hi, Kasey v

Dashboard Creale v View v Reports Adv_Search

1 Candidate Summary A interview Accepted Candidates $
3 Resel View £ Save View Y. Show Fillers ¥ Export
Action & @& O Candidate Cand. Status Req. Title Regq.ID Req. Status Req. Reports To Rate Vendor Submitted Date =
e 4 Jean, Lillian Interview Accepted  Call center 105282 Interviews occurring  Sciuto Alyssa §19.18 USD Sevenstep_Demo 06/15/2020 0615 pm

didate Comments Displaying 1- 1011
8, Depioyable Rating

A Foard

2 Requestinto

[@ View Reauisiion

3. Click the clipboard with green arrow icon under Actions and select Complete. You have to mark the
interview as complete in order to provide feedback.

1 \STATEWIDE .
(@/CONTRACT Hi, Kasey *
Dashboard Create *  View *  Repors ¥  Adv Search
: Candidate Vendor Candidate Staius Req Titie Refarancs inio
Sevensiep_Demo Interview Acceptes Can center ReqID: 1052827
Jean, Lillan (38749) |08 =

Details. Skills Compliance Employment Info Rate Info Reference History

Current Interview

Interview ID: 3824 Interview Status: Interview Accepted

Actions Interview Information

Date/Time 062412020 §:00 AM Time Zone © (GMT-05-00) Eastern Time (US & Canada)
Interview Type Phone Interviewer Hiring Manager
S Zoom Call
v EC nent Candidate will arrive 10 mins
| Add to Calentar
v ve AistOry -
Interview D Status Interviewer Updated Date Updated User Details
3824 Interview Accepted Hiting Manager 06/23/2020 3:35 PM  Brian Knapp
https://vms-b2 vectorvms.com/8000/candidate_interview.aspx?cand_id=387... @ Cancel Interview

4. After marking the interview as Complete, the below will pop up and you can add your interview
feedback into the Comment field and click Submit.
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QTS Hi, Kasey v

1 Candidate Vendor Candidate Status. Feq Tale Reference Info

Sevensten_Demo Interview Accepted Can canter ReqID; 1052824
Joan, Lilian (38744) |08 =

Details | Skills  Compliance  Employmentinfo  Ratelnfo  Reference | Interview | History
Current Interview B

Interview ID: 3824 Interview Status: Interview Accepted

Actions  Interview Information

DaterTime 06/24/2020 5:00 2 (US & Canada)
RisaiaaT7aE B Complete Interview x
@- Locaton
Details Zoom Call Enter Interview Completion Info
Vendor Comment - Candidate will 3t
Date: 062472020 g8 » Tme: 0900am # o  TimeZone: (GMT-05.00) Eastem Time (US & Cani & o
Candidate Interview History Interviewer: _ Hiring Manager . =

— | -
3824 Interview Accepled (]
oca”&'

3 Candidate Summary List @ Cancel Interview

Select Candidate for Offer

1. Click onthe Candidate Name for the candidate you would like to make an offer to and Click Make

Offer.

(. TATEWIDE
l("’] ONTRA

Dashboard Create - View Reporis ~ Adv. Search

1 Candidate Summary Al Candidates - With My User ID B
= Reset View i Save View Y. Show Filiers E_, Export
| Action & Candidate Cand. Status Req. Title Req. ID
= O
M @- Candidate3, Trial Schedule intervi sr. 105266
M @- Candidate2, Trial Schedule intervi SrA 105266
[ Candidate, Trial Active Sr. Accountant 105266
O SR Williams, Dolares. Make Offer Admin Assistant 105262
|
[ | § candidate Comments  kia, Sally Engaged Sr. Buyer 105261
[ | & Deployable Rating ker, Joseph Reject-Req Closed/Filled  Sr. Buyer 105261
A, Forward
) F
R Internvisw
A Wake Ofier
Reject

2, Requestinio
:'Q iew Requisition
& View Offer
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2. Input “Candidate Name — Offer” in the Subject field, input start and end date and other pertinent
information in the Comments field.

—-
x

Make Offer

Offer Instructions

| Please enter a subject line and complete this form for the e-mail to the person who will present your ofier to the vendor:
j Subject: | [']
| Comments: .
it
v
Candidate Rates
Payment Basis: PerHour 4
Currency: 5USD
Client L] Vendor L]
Rate Type  Rule Name Rate Rate Fay Rate o
Current Standard Hourly $27.40 USD $26.58 USD $20.00 USD
Offer Standard Hourly $27.40 USD $26.68 USD $20.00 USD

Dates of Engagement

Start Date: 08/03/2020 | @
End Date: 123172020 @ *
[Bisens (@ cancei |
3. Click Send.

4. This will then go to the Sevenstep MSP team to review, approve, and submit to the Supplier.
5. The supplier will then review the offer and approve or reject the request.
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Timesheet Approval

1. Ifyou have any timesheets to approve, you will have a number on the Timesheets to Approve Icon on
your Dashboard, but you can also check by going to View on the black toolbar and selecting

Timesheets.
(A)STATEWIDE e
@/CONTRACT Hi, hiring ¥
I
Dashboard Create v View v Reports v Adv. Search A Quick Find Q ]
I
For MSP Program Support, please email Commonwesith@Sevensteprpo.com of visit the MSP Program website at hitp:/Commonwealth. sevensteprpo.com # Configure Dashboard
My Tasks
Requisitions Timesheets Expenses
to Approve to Approve to
Approve
Current Activity B Alerts B
4 |Day||Week | | Month| P
O Draft Requisitions 0 Sun Mon Tue Wed Thu Fri Sat

Jun 1 2 3 4 5 6
O Pending Requisitions

O Active Reguisitions 2 7 8 ] I:’ 1 12 13
0 0 =

New Candidates

0 Active Candidates

ST Hi, Kasey v
Dashboard Create View v Reports v Adv. Search X Quick Find
Q Timesheet Summary  Timesheets - Al s
Timesheet Status: | Al s Period End Date - From: 06/012020 g  To: 071172020 g ©
2 Reset View £ Save View ¥. Show Filters £ Export
Perlod End Date~  TimesheetID Eeatiot Hours Total Amdt Vendor Reports To Cand.ID  Requisition Title  Invoice ID Suspended
E 0610672020 mani Approved 4000 50,00 USD Commonwealt  Manager, Hiring 28726 St Buyer

& View Timeshest

B, View Engagement

Displaying 1-10f 1

B View Candidate Timeshest Summary
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3. Click Approve or Reject.

L \STATEWIDE

\@/CONTRACT Hi, hiring =

Dashboard Create v By Adv. Search X Quick Find Q

Repons To Requisition Tite ‘Vendor Reference Info
@ Timesheet - o

manager, hiring s Buyer Commonweaith of Massachust
Gacia, Sally (38776)

Start time of Day =
End time of Day *
Non-billable hours

State Entity Cost Center
Department of Transportation Default Cost Center

Standard Hourly 08:00 08:00 08:00 08:00 08:00 40:00
Standard Hourly 40:00

Total Billable Hours (Day) 08:00 08:00 08:00 08:00 08:00 40:00

Rate Summary

Comment:

Attachments

(& View Printable Version © Approve | [ @ Reject

NOTE: You can approve (or reject expenses) the same way you do for timesheets but click Expenses instead of Timesheets.

Extend Engagement

1. Click View and select Engagements from the black toolbar of your dashboard.

écomug Hi, Hiring

Dashboard Create v View v Reports v Adv. Search Quick Find

Contingent Requisitions

For MSP Program Support, please ¢ rpo.cam or visi the MSP Program wabsita at hi iCommanvraalih sevensteprpo com Configure Dashboard
Candidates -
My Tasks [
Engagements
Timeshests
(- 2] o)
"
Requisitions Fngagements. Timesheets Fxpenses
to Approve 1o Approve to Approve to
Approve

2. Click the Candidate Name or Click the Action dropdown and Select View Engagement for the
Candidate you would like to extend their engagement. Either way it is going to bring you to the
Engagement Screen.

3. Click the Clipboard with green arrow dropdown and Select Extend Engagement.
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(OSTATEWIDE R
(@TONTRACT Hi, Hiring v

L Engagement Vendar Engagement Status Req Tile Referenca Info
Commonwaalth of Massachusett Demo Engaged Sr. Buyer Req ID: 1052615

Sally Gacia (19832) Cand ID: 38726

B Extend Engagement

Details | Complian gs  Financials  Rates/Budget  Logistics A P istory
Candidate Information .
Client Name: Comm of Mass Demo
Engagement ID: 19832
$SN/Tax ID/SIN:
Date of Birth:
Client Candidate ID: sally gacia
Candidate Email. sally g@gmail com
Engagement Details .
Disposition: Engaged
Engagement Type: Contract
Original Start Date: 07/11/2020
Start Date: 05/25/2020
Eng. Decision Date: 06/10/2020 =
2 Engagement Summary List | | (i Bulk Actions -~ & Edit

4. You will get the below pop-up and Click Yes.
Extend Engagement x
2 Do you want to extend this
\‘/ engagement
Yes No

5. It will now allow you to edit the extend through date field under Engagement Details in the
candidate’s record.
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@LONTRACT Hi, Hiring v
Dashboard  Create v View ¥ Reports ¥ 2 Quick Find Q
: Engagement Vendar Engagement Status Req Title Reference Info
Commonwsalih of Massachusett Damo Engaged St Buyar Req ID: 105261
Sally Gacia (19632) B Cand ID- 38726 %
Details | C Settings inanci Logistics Appr ¥
Engagement Details a
Disposition: Engaged
Engagement Type: Contract
Original Start Date: 07/11/2020
Start Date: 05/25/2020
Eng. Decision Date: 06/10/2020
Current Through Date: 12/31/2020

Extend Through Date 12/3172020 =8

Change Reason:

m—
ange Requested By: Client
Work Location: Salem Juvenile Court

Engagement Contacts a

6. Eithertype in or select the new end date for the engagement in the Extend Through Date field.

7. Enter a Change Reason in the Change Reason field.
8. Click Save.
9. The Supplier now needs to accept the extension, so you will see the below pop up. Click Yes.

Approval / Vendor Acceptance Required *

Recent changes require approval / vendor acceptance.
Woould you like to submit them for approval / vendor acceptance?

[ ves || nNo |

10. The approval hierarchy will show and Click Submit Changes for Approval.
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(A STATEWIDE N
(@TONTRACT Hi, Hiring v
Croto +  Viow v Repats v A Seacn
: Engagement Vendor Engagement Status Req Title Referenca Info
of Demo Draft St Buyer Req|D: 105261
Sally Gacia (19632) | [@ ~ Cand ID: 38726
Details  Compliance Settings inanci; Logistics PP y
Internal Approval Request -
Assigned Approver Name Approval Level
Approving Manager Hiring Manages
MSP MSP SevenSiep MSP
Justification Attachments -

o Add New Attachment

Action Attachment Type Description File Name Created By Created Date
Page 1 of1 & No data to display
Engagement History a
Rate Engage...
Transa... . " Vendor " Cost Disposition
¥ Change User Change Date Reports To Client Contact Engaged By Bill Rate Rate  PovRate Effective < Type Through gt C Comn

Current  Hirinn Mananer DRMY2020 08 45 am  Mananer Hirina Mananer Hirina Williams Carrie $1370 §1329 $10.00 05252 Default C. Contract 01 .
 Engagement Summary List | I Buk Actons -

11. After you Click Submit Changes for Approval, you will see the engagement status will be changed to
Changes Pending Approval.

Vendor Engagement Status Req Title Reference Info
Commonwealth of Massachusett Demo [Changes Pend Approval Sr. Buyer Req ID: 105261+
Cand ID: 387264

12. Once the approval process is complete, including supplier acceptance, then the change is applied, and
timesheets and expenses are eligible for entry up to the new date.

NOTE: Engagements are not extended until all approvals/acceptances are complete.
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End (Disengage) Engagement

1. Click View and Select Engagements from the black toolbar of your dashboard.

Hi, Hiring

Dashboard Create « View v Reports v Adv. Search Quick Find

For MSP Program Support, please{ CONNNGENt REQUISIHONS ) o o1 icit the MSP Program wabsite at hitp:/iCommonwaalth sevansteprpo.com Configure Dashboard

Candidates -
My Tasks [

Engagements

Timesheets
- 2]

Requisitions Engagements Timesheets Expenses
to Approve to Apprave to Approve to

2. Click the Candidate Name or Click the Action dropdown and Select View Engagement for the Candidate
you would like to end their engagement. Either way it is going to bring you to the Engagement
Screen.

3. Click the Clipboard with green arrow dropdown and Select Disengage Candidate.

ST Hi Hiring +

Dashboard Create v View v Reports » Adv. Search A Quick Find

‘ Engagement Vendar Engagement Status Req Tile Referenca Info

Commomwealth of Massachusstt Demo Engaged Sr. Buyer Reg ID: 1052612
Cand ID: 307262

Sally Gacia (19632)

Details | Compliant™% o Pos  Financials  Rates/Budget  Logistics Al P istory
Candidate Information .
Client Name: Comm of Mass Demo
Engagement ID: 19832
SSNTax IDISIN:
Date of Birth:
Client Candidate ID: sally gacia
Candidate Email sally g@gmail com
Engagement Details .
Disposition: Engaged
Engagement Type: Centract
Original Start Date: 0711112020
Start Date: 05/25/2020
Eng. Decision Date: 06/10:2020 1
2 Engagement Summary List | | [l Bulk Actions + g Edit

4. You will get the below pop-up.

a. Selectthe Reason from the dropdown.

b. Select Yes or No if they are eligible to return and add Comment as to why.

c. Ensure you have the correct end date in the Engagement Through Date field.
d. Click Save
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n
Disengage Dolores Williams
j Disengage the candidate for the following reason B
] Reason: ] [
Reason Detail: 2 8
Is this candidate eligible to return?: @Yes (ONo @
Return Comments:
0/254
Engt Throl.lgh Date: 12/31/2020 = L]
Current Engt Through Date: 12/31/2020
] Change Reason: [
| A save | | @cancel |
5. The below will pop up and Click Continue.
Early Termination x

9 The end date of this engagement is listed as 12/28/2020. If this is correct, click "Continue” to
L continue, or click "Cancel” and edit the "Engt Through Date” to reflect the correct end date of
this engagement.

| continue || cancel |

Fnat Throuah Nate- [aninmnnn —| a

6. Afteryou Click Continue, you should see the candidate shows as being successfully disengaged. Click
Close.
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I Candidate was successfully disengaged I

Disengage the candidate for the following reason

Reason: Disengaged-Terminated e

Reason Detail:

LC
®

Is this candidate eligible to return?: OYes @No e

Return Comments: Test
4/254
Engt Through Date: 12/28/2020 =
Current Engt Through Date: 12/31/2020
] Change Reason:
| @ close | |
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APPENDIX D: SERVICE CATEGORIES

Main Service Category:

e  Administrative Support to include Executive Administrative Functions
e  Customer Service

e Data Entry Operator

e  Receptionist

e Paralegal

e Account Support

e  Clerical Support

Eighty percent of the Commonwealth’s concentration of spend for temporary help services falls within the seven job
classifications identified above.

Other Service Category (include but may not be limited to):
e  Program Support
e Legal Administrative Support
e Data and Research Analysts
e  Project Coordination
e Accounting Position
e  Accounting Support
e Medical Administrative Assistant
e Light Labor and Light Industrial Labor
e  HR/Payroll Assistant
e Telephonic Operator
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Appendix E: Performance Measures

Sevenstep will be measured by Key Performance Indicators (KPIs) which will include the minimum contractual performance
metrics required, as detailed in the following table. Sevenstep is required to maintain scorecards for each state agency as
well as an overall performance scorecard. Sevenstep shall adhere to the following service levels in responding to requests

for Services:

Performance .. Performance . Review
. Description Goal Calculation
Indicator Target Frequency
Average response Number of requisitions
Job request time from receipt of which received
Confirmation request to 1 day* 95% confirmation within 24 monthly
Response Time acknowledgement hours / total number of
requisitions
Average response Number (?f requisitions
Resume time from receipt of that received resumes
submittal request to delivery of 3 days 95% to review within 3 monthly
response time candidates resumes days/total number of
requisitions
Vendor’s ability to
fulfill requisitions
satisfactorily. Where
. requested, vendor to # of candidates
Request fill rate submit at least 3 100% 95% submitted / # required monthly
resumes for every
position requested
Measures resource
turnover due to
unplanned situations
that caused by the Number of unplanned
Attrition Rate State, not including 5% 8% turnovers/total number monthly
inadequate of resources
performance, death,
illness or force major
events
Number of candidates Number of turnovers
Termination dismissed due to due to inadequate
Rate inadequate 0% 3% performance / total monthly
performance number of resources
:/uegr:ci)tr;aizlilcl:lt:tz Number of temps hired
Billable Rates below the maximum 100% 95% ?t below maximum monthly
orice agreed in the billable rate/ n'umber
cost tables of temps hired
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*exception to the 1 day goal made for agencies operating 24 hours a day or for emergency requests- requests that need
urgent and immediate attention

Days for this purpose refers to business days.

As required, Sevenstep shall submit reports showing performance indicators, performance targets and actual results
achieved. The report shall be provided for each state agency using the contract.

In addition to the KPIs above, Sevenstep will be subject to a monthly customer performance review executed by each agency
that hired persons for that period. The review will highlight positive and negative points about the Vendor's processes and
resources in order to identify areas for improvement. The hiring manager will review the results and include overall results
as part of the supplier’s scorecard.

Sevenstep will be allowed a sixty (60) day grace period during the implementation phase of the Contract to ramp up services
without scoring on the performance metrics. After the sixty (60) day grace period, report tracking will begin. The first report
shall be due by the MSP to the SST team one month after the grace period ends.

Corrective Action Process

Progress meetings shall be scheduled and held with Sevenstep monthly for the first six months of the contract and quarterly
for the remainder of the contract regardless of whether or not there are contract violations. These meetings are geared
towards managing the supplier relationship and ensuring that the contract is being executed as per the contract’s terms
and conditions. Contract violations will be documented by the state agencies in which they occurred and submitted to the
vendor and the SST team each month for the appropriate action to be taken.

Failure to perform contractual obligations
Failure to perform as per the RFR terms of this contract may result in a corrective action plan, inclusive of termination
consistent with the provisions of the Commonwealth Terms and Conditions.
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APPENDIX F: FREQUENTLY ASKED QUESTIONS (FAQS)

Q: Is there a Contract User Guide (CUG)?
A: Yes. Click here to view.

Q: What if | missed the training sessions for PRF71?
A: The training presentation and training recording is on Sevenstep’s PRF71 website, here.

Q: What if | haven't received a username and password for VectorVMS?
A: Email the Sevenstep MSP team for the Commonwealth PRF71 contract at Commonwealth@sevensteprpo.com

and they can provide this information to you.

Q: Who do I reach out to if | have any questions related to the temp help process or problems with VectorVMS?
A: Email the Sevenstep Commonwealth team for the Commonwealth PRF71 contract at
commonwealth@sevensteprpo.com.

Q: Is there a SOP/FAQ about how to create logins and create login/approval paths within an agency?

A: Yes. There is a Contract User Guide (CUG), FAQ guide, and VectorVMS user guide on Sevenstep’s PRF71
website, here. CommBuys will also have some of this information. If you or someone within your agency does not
have a VectorVMS login, please reach out to the Sevenstep MSP team at commonwealth@sevensteprpo.com and

they will be able to create logins and discuss the approval path for your agency.

Q: How do | request a temp worker?
A: Login to VectorVMS and Create a Contingent Requisition. See step-by-step directions in the Hiring Manager
Vector User Guide stored on CommBuys or on Sevenstep’s website, here.

Q: What happens after | create a requisition for a temp help worker?

A: The Sevenstep Program Management Team will review your requisition for completion and submit to necessary
approvers. Once the requisition is approved, the Sevenstep Program Management Team will reach out to you to
see if you are open to scheduling a 10-15-minute intake call with you and the Program Suppliers to help the
Program Suppliers better understand the role and requirements. From there — the Program Suppliers will submit
resumes and the Sevenstep Program Management Team will shortlist the resumes and share with you via
VectorVMS. The Sevenstep Program Management Team will discuss the process with you during your first intake
call.

Q: How long can | hire a temporary help worker for? What if it's over a year?
A: Atemp help worker cannot have an assignment that exceeds 52 weeks. If you need them to work more than 52
weeks, you will need to create two separate assignments, as one assignment can't be longer than 52 weeks.
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Q: Where can | access reference materials for VectorVMS?

A: There is a VectorVMS User Guide for Hiring Managers via CommBuys, as well as on the Sevenstep PRF71
website, here. For additional materials, login to VectorVMS and select the drop-down next to your name and click
Help. There is a wealth of information, including step-by-step directions.

Q: How do | change my password for VectorVMS?
A: Click My Account under your name drop-down on your dashboard and select Change User Password.

Q: What categories of temp help does Sevenstep support via the PRF71 contract?

A: The main service categories include: Administrative Support to include Executive Administrative functions,
Customer Service, Data Entry Operator, Receptionist, Paralegal, Account Support, Clerical Support. The other
service categories include: Program Support, Legal Administrative Support, Data and Research Analysts, Project
Coordination, Accounting Position and Accounting Support, Medical Administrative Assistant, Light Labor and
Light Industrial Labor, HR/Payroll Assistant, Telephonic Operator.

Q: What are the rates?
A: Please see the rate card on CommBuys or on Sevenstep’s website, here. The rate card details the maximum
rates by specific role.

Q: To whom would agencies make payment to when we have an ongoing engagement?
A: The agency would pay Sevenstep and Sevenstep would pay each supplier.

Q: Are invoices separated by cost-center if designated?
A: Yes. Invoices can be separated by cost-center, if applicable.

Q: What do | do if  want to extend an engagement?

A: Go to your Engagements in VectorVMS, select the candidate you'd like to extend and select Extend
Engagement. This will allow you to select a new end date. The extension will go through approvals and then the
supplier will need to accept the extension.

Q: What do | do if  want to end an engagement early?

A: Go to your Engagements in VectorVMS, select the candidate you'd like to end early and select Disengage
Candidate. Ensure you have the correct end date in the Engagement Through Date Field, include a reason as to
why you are ending the assignment. The supplier will notify the candidate and return any equipment and/or badges
to the Commonwealth.

Q: Is it possible to retain the same employee once their contract with The Resource Connection (TRC) expires?
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A: Yes. TRCis still a supplier in our program. You do not need to go through the entire hiring process with
Sevenstep. Please notify the Sevenstep MSP team that you would like to transition the employee from TRC to
Sevenstep once their current engagement ends.

Q: Are the temporary workers employed through Sevenstep vendors eligible for any healthcare or time off benefits
through Sevenstep or the vendors?
A: Typically, yes, but the benefits offered to an employee will vary by supplier as their employer.

Q: How many VectorVMS logins can an agency have and approval path in VectorVMS (i.e. if my agency has one
person who needs to approve everything, but also needs a Hiring Manager at every one of our sites to enter the
skills for the requisition, and someone else to approve timesheets for ongoing engagements)?

A: There is no limit to the number of VectorVMS logins an agency can have. Sevenstep can also configure the
approval path to align with what you need. You may have one person that enters the requisition, another person
that needs to approve the requisition, and a different person that needs to approve timesheets, and that is fine.
Sevenstep can configure VectorVMS appropriately.

Contact Information and Helpful Links

VectorVMS Link - https://vms.vectorvms.com/Login_Entry.aspx

VectorVMS Organization Key - i4625
Sevenstep Team Email — commonwealth@sevensteprpo.com
Sevenstep Website for the Commonwealth - https://commonwealth.sevensteprpo.com/
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