SEVENSTEP
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

User

Requisition

Candidate

Engagement

Vendor

Disengage

Dashboard

Widgets
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EE

A

Dashboard

My Tasks

Contingent (1) Services (0)

Reguisitions
to Approve

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

Completed request
form outlining
requirements for
contingent or
service (statement
of work)
assignments.

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

Active (Engaged)
record with
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.

Termination of
assignment
(engagement)

record (good or
bad).

Interactive and
configurable home
page.

Interactive panels
that provide
actionable data
Standard widgets
are applied to each
user's dashboard,
however, users can
configure their
dashboard fo add,
remove, and move
widgets.
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SEVENSTEP
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. Ifthisisthe first time logging in, you will need to reset your password

Please enter your Username and password below.

\VeCfO rv M S Username: hiring.managet

Password: esseeees Forgot password?

Organization Key: «ssessses
¢ Login

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

WV vectonns X + ]

<« C & vms-b2vectorvms.com/portal aspx o w O

Dashboard ¢

viet e MSP Program websile ai hito:FCommanueih.e2vensleprma.com. # Canfigure Dashboard

My Tasks (-]

Requisitions Engagements i 3
to Approve ta Approve to Approve o

Current Activity | | Alerts [~]

4 [Day)| (Week| (Montn| »
] sun Hon Tus wed ™y Fri sat

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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SEVENSTEP

A Candidates

[£] Contingent Requisitions
- L Engagements

® Timesheets

E Expenses

L 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

\@/CoN AR 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 a horizontal aiternative view to A, Provdes a calendar with system events a5 | Provides a kst of short cuts to Cient
items requinng my attention. > well 35 custom user events Attachments.

R 14 Add Content 14 Reset Dashboard [ial Change Layout B
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SEVENSTEP

How to Change Your Password

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

(ASTATEWI
ST Hi, Hiring v

Adv. Search

For MSP Program Suppon, please email Commonweshth@Sevensteprpo cam or visit the MSP Program website at hiip:/Commonwealth sevensieprpo cam

My Tasks

2]

Reauicitions Fananements Timecheats Fraenees

2. Click Change User Password.

Hi, Hiring v

WMS Authority Level Intenal Status User Typs
Create Active: Internal User

User Information

Hiring Manager (196826)

Details | Region Settings = User A User L Settings
User Detail .

Login ID: hiring manager

User Type: Interal 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 Eait

3. Click Change User Password. The below will pop up.

x

Change User Password
ne|
= User Name (ID): hiring manager

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

Current Password: | ®

3.

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 | @ cancel

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

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.

7 \STATEWIDE

(@/CONTRACT Hi, Kasey v
Dashboard Create v View v Reports v Adv. Search AL Quick Find QI
E] Create Requisition Reports To Req. Status Start Date End Date
O,
Job Selection Details skills Compliance Distribution Approval
Region: Commonwealth of Massachusett [ §
» Y. Choose aJob Title and select 'Next' Type 3 characters to search... o
“ Name ow Ra igh Rate ort Description eq Class ils
N; Low Rate High Ratt Short Descripti Req Class ID Detail
July 2020 E $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.

\STATEWIDE "
\&/CONTRACT Hi, Kasey v
Dashboard Create v View ¥ Reports ~ Adv. Search XL Quick Find ql
it Reports T Req. Stal Start Dalt End Daly
[g Create Requisition s te s Sl e nabes
O,
Job Selection Details skills Compliance Distribution Approval
Region: Commonwealth of Massachusett [ %
» Y. 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 +] $41.41 $58.06 Accountant - Senior 98003 i
Accounting Support L+ ] $1.00 $25.53 Accounting Support 97956 B
Administrative Assist - Senior 4] $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 G
Certification Coordinator +] $1.00 $24.15 Certification Coordinator 97958 8]
Pladanl Cinnadt . ¢4 nn 97 AR Mlarinal Qunnnrt a7oRa = M
Page|  1jof4 b M 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: E

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

Start Date: mmiddiyyyy & @ End Date: mmiddiyyyy & =
No New 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.
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SEVENSTEP

o The complete description is similar to the actual job description.

Requisition Description -

Engagement Type: Contract O ®

Contractto Perm [ ]

Short Description: ®

0/254

Complete Description:

@ Cancel | | () Previous | [ P 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.

) \
PNV Hi, hiring v

Dashboard ~ Create v Reports ¥ Adv. Search

- Repors Req. Saus St Dat End Dat
E] Create Requisition 2 e ... 2
[ ©®)
Job Selection Details Skills Compliance
Contact Information -
Client Contact: manager, hiring y e Req. Owner: | manager, hiring
I Reports To manager, hiring ) 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.

Hi, hiring v

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

@ Create Requisition Repors 1o Req. Status Start Date End Date

hifing manager Draft 07/01/2020 12/31/2020
Sr Accountant (105266)

O O

Job Selection Details Skills Compliance

@

Required / Desired Skills -

© Add

. . " of
Remove  SKill = Required / Desired « Amount Experience

) Previous | | B Save as Draft | | || Submit Now | | (3 Next
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SEVENSTEP

SN Hi, hiring ¥
Dashboard Create v View v Reports v Adv. Search A Quick Find QI
. rer Reports To Req. Status Start Date End Date

Create Requisition

@ q hiring manager Draft 07/01/2020 12/31/2020
Sr. Accountant (105266)
™ Py ()
L 4 A Y/

Job Selection Details skills Compliance

Required / Desired Skills a
O Add
o " od of
Remove Skill = Required / Desired » Amount Experience
- ¥ e
- |Pivot Tabes [Required Il 5| Years |
v r
[ [ Vord [ Required I 3| Years |

[

tps:/fvms-b2.vectorvms.com/7000/tabReqSkills.aspx?last step=&req id=1... Sl el B Sereas Dt Il R Submi Sow

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.

¥ x  + - o x |
C @ vms-b2vectorvms.com * & @ |
SIS i, Biian =

. = z = -
Creto Rcuision pe e —
R —
()
sob eiction -4 b4 Coninee
Details Linked Global

Selected  Group Name

Page  1ofi N data b tisplay

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 S=sbe o= = =8
L g Mamager Ot wosows  sscsow
S——
,,,,,,,, -
Selected  Group Name Demits Linked Global
Background Checks 3 Mo
e Owmner Due d Ansch.
Candidat Rsfsrsnces ™
em Ownas Due d Anach.
1t Reterence Vender Opionsi [
2nd Reference Vendor Optionsi s
DOR Requiremants o
Owner d Amach.
Vendor =
Vendor
i Vendor
DOR - RMV Phote Consent Vendor
DOR - State Authorzation Form Vandor Betors Engagamsrt 503
DOR - Tax Info and Background " Vonder Befors Engagemont =0
Finger Print Check )
hem Owner Due i Amach
Fingsr Prim Chack Vendor Befors Engagemant w3
Bssares

Fage 1
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SEVENSTEP

e 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. You an add atachments to the justificiation of the requsition before submitting it.
SEsE

Hi, Hiring *
ashboard  Create v View v Reports v v sean vick Fin
Dasnboars  Great i Report adv Searcn Quick Fing
; T Rea stats S— En e
Create Requisition s
Tost 105208
Q
Job Selection Details Skills Compliance Approval
Internal Approval Request
Assigned Approver Name Approval Level
Approving Manager Hiring Manager
MSP MSP SevenStep MSP
Justification Attachments
, A New Attachment
Action  Attachment Type | Description File Name Created By Created Date
Fage| 1ot F-]

No data 1o display

Qe B m

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.

G

Hi, Hiring ¥
Dashboard  Creale View v  Repoits v  Adv. Search L Quick Find Q
. Reports To =q Stz Start Date End Daie
@ Requisition Hiing Manager a 050242020 07312020
Test (105208) @ -

Job Selection Details Skills =~ Compliance || Candidates | Distribution Reference | ApprovalHistary

Approval Summary

Date Name Level Status Comments
DB/17/2020 3:36 PM  Hiring Manager Hiring Manager Submitted - Client Approval

Approving Managar Hiring Manager Mesct Approver

MSP MSP SevenStep MSP Masct 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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SEVENSTEP

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.

1\STATEWIDE Lot
@'ConTRaCT Hi, hiring v
Dashboard Create v View v Reports » Adv. Search A Quick Find QI
Palt Reports To Req. Status Start Date End Date
@ Requisition s 2
hiring manager Open 07/11/2020 12/31/2020
Sr. Buyer (105261) B -

Job Selection Details Skills Compliance Candidates Distribution Reference Approval/History

|2 Reset View ) Save View Y. Show Filters ;i Export
[ Action & g& Candidate Cand. Status Req. Title Regq. ID Req. Status Req. Reports To Rate Vendor Submitted Date
| B - 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 & Displaying 1-2 of 2
S
2 Requisition Summary List | | (@ Bulk Actions « g Compare Candidates | [ () Print

Note: You can also easily compare submitted candidates by clicking the Compare Candidates button on
the bottom of your screen.

ST Hi,Hiring v
Dashboard Create v v v Adv. Search
s Raports T stana St 0ate Ena D
Requisition Speal® o
Forog Manager open omo1202 12012020
St Accounant (105266) [
Job Selection ~ Details || Skills | Compliance || Candidates | Diswibution  Reference  ApprovalHistory
3 Reset Vion £ Save View . Show Fitters ) Export
Ation & & O Candidate Cand. Status Req. Title Req.1D Req. Status Req. Reports To Rate Vendor Submitied Date +
B - Candidaes, Tral New St Accountant 105266 Open Manager Hirng $1507USD 0671172020 09:13 pm
Canaidate2, Tral New St. Accountant 105266 Open Manager Hiring $20 55 USD 06/1172020 09:12 pm
8 - Candidate, Trial New St. Accountant 105266 Open Manager Hiring $17.61USD 06/1112020 09:11 pm
Page  1lof1 & Displaying 1-3of3

g Compare Cancidates

2 Requistion Summary List | | 4 Buk Actons -

e 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.
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SEVENSTEP

\STATEWIDE
(@JCONTRACT

Dashboard Create v View v Reports v Adv. Search

[;] Candidate Compare

Sr Accountant (105268) -

Selection Criter A £
of 4 selected Candidate(s)

salisfy crteria

@ ) &) =)

0 Candidate(s) in pool also %

salisty criteria = 38733 38731 - | 38732 N 30311
0 Cansdats(s) do not meet Candidate3, Trial # Candidate, Trial # Candidate2, Trial # 2 Walsh, June #

selected criteria X |
Deployable Rating
o
ey 515.07 $17.81 520.55 $54.00
P ———
Mesiclor Fe S14.62 $17.28 519.83 554.00
e ———
Eaylse s11.00 $13.00 515.00 $61.44
e "
Employad Previously Yes Yes Yes No
C——
Compesite Score 29412 50 117.647 104.412
L —

e Youcan see as you chose your selection criteria, the candidates who don't meet the criteria are
grayed out.

S STATEWI

DE
'CONTRACT

Dashboard Create « View - Reports ~ Adv. Search

Candidate Compare

Sr Accountant (105265) =15

Selection Criteria & a
of 4 selected Candidate(s)
satisfy criteria

Candidate(s) in pool also
salisty criteria

(]

30011

i S »
3 Cancdale{s)donot meet 1 iy Walsh, June
selecled criteria x
- = = 18 &

1 Deployable Rating

& Client Rate o -

5 517. 520.55 564.00
———
& Vendor Rate

G— - 564.00
Pay Rate g 561,44
T——l

Emglayed Previously . - " Mo
0

Compasite Score o st 17.647 104412
L —

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

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. Ifyouare 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. Inputthe 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.

I Dashboard Create v View v Reports ¥ Adv. Search

1 Candidate Summary All Active Candidates

<O

| 2 Reset View | [ Save View Y. Show Filters §%) Export
| Action & & U Candidate Cand. Status Req. Title Req. ID
O Williams, Dolores Make Offer Admin Assistant 105262
[l # candidate Comments  loway, Lisa Active Accountant 105260
] | X, Deployable Rating iams, Johnny Active Accountant 105260
‘ 2% Forward b
Interview '
x Reject

4'5:- Request Info
|§ View Requisition
ﬂ View Offer
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SEVENSTEP

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.
@B

Dashboard Create View + Reports ~ Adv. Search

1 Candidate Summary All Candidates - With My User I3 s
2 Reset View 5 Save View - Show Filters @ Exgport
[ Action & & O Candidate Cand. Status Req. Title
I | Candidate3, Trial Schedule interview Sr. Accountant
[ | £ Candidate Comments  \didate2, Trial Candidated, Trizl idule interview Sr. Accountant
[] X, Deplyable Rating \didate, Trial Active Sr. Accountant
Fi rd
[ .‘ﬁ liams, Dolores Make Offer Admin Assistant
fy Intendiew
Ll _ Ha, Sally Engaged Sr. Buyer
X Make Offer
Ll & Reject ker, Joseph FReject-Feq Closed/Filled  Sr. Buyer
5 Request Info ]
[ 'iew Requisition
L View Offer
L\ STATEWIDE .
\&/CONTRACT Hi, Kasey v
Dashboard Create v View ¥ Reports v Adv. Search AL 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 a
No current interview scheduled.
Candidate Interview History a
Interview ID  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. The time 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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SEVENSTEP

Add Interview Option(s) x

) Enter Interview Option(s)

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

Date: | 6 = Time: #|s  Time Zone: (GMT-05:00) Eastem Time (US & Can: ¥ | =
Interview Type %o Interviewer: Type 3 characters o search Qe
Location: Phone:
Details:

01000

ubmit Canos B nother Optian
Subr Cancel | | 5 Add Another O

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.

NSTATEWIDE
@/Conmact Hi, Kasey v

Dashboard Create View v Reports Adv. Search

For MSP Frogiam Suppart, please emal visit website at hitp-UCammonwealth sevenstzprpo.com * Canfigure Dashboard
My Tasks B
Requisition Engagement Engagements Timesheets Expenses
10 Approve Requests 10 Approve 0 Approve o
Approve
Current Activity A Alerts A
4 |Day| Week |Month P
o D Sun hon Tue Wed Thu Fi sal
4 5
o r
O actieF 0
o

—

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

LOSTATEWI
SIS Hi, Kasey v

View ¥

Reports v
1 Candidate Summary A interview Accepted Candidates s

3 Resel View £ Save View Y. Show Fillers ¥ Export

‘aF ) Candidate Cand. Status Reg. Title Regq.ID Req. Status Req. Reports To Rate Vendor Submitted Date =
7 Jean, Lillian Interview Accepted  Call cemter 105282 Interviews occurring  Sciuto Alyssa $19.18 USD Sevenstep_Demo 06/15/2020 06:15 pm
Candidste Comments Displaying 1101 1
2, Deployabie Ratng
& Forward
Relect
B Requestino

[ viow Requisiion

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.
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SEVENSTEP

Hi, Kasey

Candidate Stalus Req Tita Rafarance info

Vendor
Sevenstep_Demo interview Accepled Cal center Req 1D 105282

‘. Candidate
Joan, Lilian (38744) | [ =
Details. Skills Compliance Employment Info Rate Info Reference History
Current Interview a
Interview ID: 3624 Interview Status: Interview Accepted
Actions Interview Information
Date/Time 06/24/2020 9:00 AM Time Zone (GMT-05-00) Eastern Time (US & Canada)
Phone Interviewer Hiring Manager
Phone
Zoom Call
Candidate will arrive 10 mins
Interviewer Updated Date Updated User Details
06/23/2020 335 PM  Brian Knapp

Interview ID  Status
3824 Interview Accepted Hiring Manager

@ Cancel Interview

https://vms-b2 vectorvms.com/8000/candidate_interview.aspx?cand_id=387...

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.

Hi. Kasey *

Reference Info
ReqID; 105282

Req THie:

Vender Candidate Status
Cal center

Sevenstep_Demo Interview Accepted

X candidate

Joan, Liian (38742) | =

Details  Skils | Compliance  Employmentinfo  Ratelnfo  Reference | Interview | History

Current Interview
Interview Status:  Interview Accepted

Interview ID: 3824
2 (US & Canads)

Actions  Interview Information
Date/Time
Interview Type -
@ - Location
Zoom Call Enter Interview Completion Info
Candidate will ar

062472020 5:00
s Complete Interview

Details

‘Vendor Comment

Date. 082420200 g8 » Time: 0900am % @ Time Zone: (GMT-05.00) Eastern Time (US & Cani § »

e ) Interviewer: Hiring Manager E
Details.

InterviewID  Status
Interview Accepted

@ Cancel

@ Cancel Interview

2 Candigate Summary List

Updated: 06.24.2020
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Select Candidate for Offer

SEVENSTEP

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

Offer.
PN

Dashboard Create ~ View »

_l Candidate Summary

Reports ~ Adv. Search

All Candidates - With My User ID

|53 Reset View I Save View Y- Show Filters §| Export

[ Action & a 'S | Candidate Cand. Status
L/ @ - Candidate3, Trial Schedule interview
Ll B - Candidate2, Trial Schedule interview
M @- Candidate, Trial Active
O (&l Williams, Dolores Make Offer
] | # Candidste Comments  ia, Sally Engaged
[[] X Deployable Rating ker, Joseph Reject-Req Closed/Filled

L Forward >

g _ot=riic,
Make Offer
Sk Rejext

2 Request Info
i ‘fiew Requisition
L View Offer

Req. Title
Sr. Accountant
5r. Accountant
Sr. Accountant
Admin Assistant
5r. Buyer
5r. Buyer

Req. ID
105266
105266
105266
105262
105261
105261

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
1 Offer Instructions
& Plesse enter a subject line and complete this form for the e-mail to the person who will present your offer to the vendor:
ﬂ Subject: | (1]
| Comments: -
i
o
e -
Candidate Rates
a
[ Payment Basis: Per Hour %
Currency: FuUsD
Client L] Vendar L]
Rate Type Rule Name Rate Rate Pay Rate o
Current Standard Hourly 527.40 USD 526.58 USD 520.00 USD
Offer Standard Hourly 527.40 USD £26.58 USD 520.00 USD
Dates of Engagement
Start Date: 02/03/2020 f§ =
End Date: 12/31/2020 /5 =
[sfiSend | | €@ Cancel

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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SEVENSTEP

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.
ST Hi, hiring v
I
Dashboard Create v View v Reports v Adv. Search AL Quick Find q]
I

For MSP Program Support, please email Commonwealth@Sevensteprpo.com or visit the MSP Program website al hitp.//Commonwealth. sevensteprpo.com. Configure Dashboard

My Tasks
Requisitions Timesheets Expenses
to Approve to Approve to
Approve
Current Activity B Alerts A
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 Requisitions 2 7 8 \:’ 1 12 3

0 New Candidates

2. Click Action (folder with green arrow) and select View Timesheets.

L\STATEWI "
SRS Hi, Kasey v

Dashboard Create v View v Reports v Adv Search

@ Timesheet Summary  Timeshests - All :

Timesheet Status: Al : Period End Date - From: 06/0112020 g  To: 07112020 i ©
2 Reset View £ 5ave View Y. Show Filters i) Export

Timesheet
Status
= Gaca, Sally 06/06/2020 21871 Approved 40.00 $0.00 USD Commonwealt... Manager, Hiring 38728 Sr. Buyer

B Vview Timeshest Displaying 1- 1 0f 1

Period End Date ~ Timesheet ID Hours Total Amdt Vendor Reports To Cand. ID Requisition Title Invoice ID Suspended

B View Engagement

24 View Candidate Timesheet Summary

3. Click Approve or Reject.

STATEWI%E Hi, hiring v

Dashboard Create ~ View Reports v Adv. Search

Repons To Requisition Title Vendor Reference Info
Q Timesheet
managor. hunrg St Buyor Gommerwoath of Massacus
Gacia, Sally (38726)
Start time of Dy =
End time of Day *
Non-billable hours
State Entity Cost Center
Department of Transportation Default Cost Center
Standard Houry 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

© Approve | (@ Reject

(&) View Printable Version

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

Extend Engagement

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

6CDN“AC‘ Hi, Hiring v

Dashboard Create v View v Reports » Adv. Search

For MSP Program Support, please (  Contingent Requisitions

po.cam or visit the MSE Prog athitp1C com Conlfigure Dashboard

Candidates
My Tasks 2

Engagements

Timesheets.
- 2]

Requisitions Engagements Timesheets Expenses
10 Apprave 10 Approve to Approve o
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.

LSTATEWIDE - "
\&Y/CONTRACT Hi, Hiring +
Dashboard Create ¥ View v Reports * Adv. Search A Quick Fine
Vendor Engagement Status. Req TWle Reference Info
Commonwaalth of Massachusett Demo Engaged Sr Buyer Req ID 105261

Cand ID- 387264

g Logistics istory
Candidate Information .
Client Name: Comm of Mass Demo
Engagement ID: 19832
SSNTax 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: 0711112020
Start Date: 05/25/2020
Eng. Decision Date 061102020 =
2 Engagement Summary List | | [ Bulk Actions_~ o Edit

4. You will get the below pop-up and Click Yes.

Extend Engagement *®

:/ 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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Dashboard Create v

SEVENSTEP

Hi, Hiring v

L Engagement

Solly Gacia (19632) [~

Vendar Engagement Status Req Tile Reference Info
Commonwaalth of Massachuset Demo Engaged Sr. Buyer Req ID: 1052617
Cand ID: 38726
Logistics Appr istory

Details C Settings

Engagement Details

Dispasition: 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 123172020 1

Change Reason:

—
ange Requested By: Chient

‘Work Location: Salem Juvenile Court

Engagement Contacts

S Engagement Summary List | | [ Bulk Actions ~

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

7.
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.
Would you like to submit them for approval / vendor acceptance?

Yes

No

10. The approval hierarchy will show and Click Submit Changes for Approval.

(A)STATEWIDE
EYCONTRACT

Reports +

Hi, Hiring +

‘ Engagement Vendor Engagemant Status Req Title G
of Demo Drait Sr Buyer Req ID: 105261
Sally Gacia (19832) 183 Cand ID. 36726
Details ~ Compliance T Settings Logistics it PP Y
Internal Approval Request -
Assigned Approver Name Approval Level
Approving Manager Hiring Manage
MSP MSP SevenStep MSP
Justification Attachments .
o Add New Attachment
Action Attachment Type Description File Name Created By Created Date
Page 1 i1 & Mo data to display
Engagement History .
Rate Engage... "
Transa... cpange User Change Date Reports To Client Contact Engaged By Bill Rate vendor oo pate  Effective GOS0 Type Througn  Disposition oo
# Rate Date Center D Status
Curent  Hiring Mananer DRA92020 0645 am  Mananer_Hirina Mananer Hirina Williams_Carrie $1370 §1329 $1000 05252 Default ;. Gonfrart n1g
2 Engagement Summary List | | [ Bulk Actions_+
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SEVENSTEP

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: 387267

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.

End (Disengage) Engagement

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

Hi, Hiring

Dashboard Create v View v Reports v Adv. Search

Contingent Requisitions

For MSP Program Support, please ¢ po cam of visi the MSP Prog at hp i C com Configure Dashboard
Candidates
My Tasks [
Timeshests
- B
Requisitions Engagements. Timesheets Fxpenses
10 Approve 0 Approve 10 Approve 10
Approve

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.

T\STATEWIDE

(@/CoNTRACT Hi, Hiring v
Dashboard Create ¥ View v Reports * Adv. Searc A Quick Fine
Vendor Engagement Status Req Tile Reference Info
L Engagement oo =
Commonwaalth of Massachusett Demo Engaged Sr Buyer Req 1D 105261#
Sally Gacia (19832) Cand ID: 38726#
Details | Compliand™ eI gs  Financials  Rates/Budget  Logistics istory
Candidate Information .
Client Name: Comm of Mass Demo
Engagement ID: 19832
SSN/Tax IDISIN:
Date of Birth:
Client Candidate ID: sally gacia
Candidate Email. sally g@gmail com
Engagement Details .
Disposition: Engaged
Engagement Type: Contract
Original Start Date: 071172020
Start Date: 05/25/2020
Eng. Decision Date 061012020 -
+ Engagement Summary List | | (@ Bulk Actions -~ & Edit

4. You will get the below pop-up.

Select the Reason from the dropdown.

Select Yes or No if they are eligible to return and add Comment as to why.
Ensure you have the correct end date in the Engagement Through Date field.
Click Save

an oo

© Sevenstep® - Proprietary and Confidential Updated: 06.24.2020



Disengage Dolores Williams

] Reason:
Reason Detail:
Is this candidate eligible to return?:

Return Comments:

Engt Through Date:

Current Engt Through Date:

I Change Reason:

SEVENSTEP

Disengage the candidate for the following reason

®Yes (ONo e

12/31/2020 = °

12/31/2020

4

L3

0/254

| B save | | °Cance| | p

5. The below will pop up and Click Continue.

Early Termination

X

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

this engagement.

| Continue ||

cancel |

Fnat Throunh Nate-

L _la

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

Click Close.

I Candidate was successfully disengaged I

| =

the i for the ing reason

Reason Detail:

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

Return Comments: Test
EuLeuntiEate. 12/28/2020
Current Engt Through Date: 12/31/2020

I Change Reason:

=]

I Reason: Disengaged-Terminated

4
[]

4/254

[@ciose |
= 4
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