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1

Introduction

1.1 Purpose
The purpose of the District Program Manager Peopleclick Manual is to provide an outline of the Program
al y I 3 swdbthe P8dpleclick tool.

ITSA is a contract between the District of Columbia (District) and OST to provide IT staff augmentation.

1.2 Definitions
The following terms are used consistently throughout the manual.

The District is the customer that requirdsdtaff augmentation.

OST is thiManaged Service Providéhat manages theTlstaff augmentatiorprocesshetweenthe
Districtandvendors.

Peopleclick is the partner of OST that provides the Candidate Request Application, a Vendor
Management System.

A Subontractor is a vendor that provides IT staff augmentation services. Certified Business
Enterprise (CBE) vendors have priority for filling District requests ove€B&hvendors, and must
receive at least 95% of the dollars spent each year on staff augtiemservices under this
contract.

Candidates are people who may be submitted by Subcontractors to fill a request.

Resources are Candidates who are engaged to fill a request (also called Engaged Candidate).
Requirements are requests for IT staff augmemtatihat are entered into the Peopleclick tool and
released to Subcontractors.

1.3 Public Information and Privacy Notice

All data stored in the Peopleclick tool is available to the public under the Freedom of Information Act. It will
be retained in the tool fothe term of the contract. Program Managers shall have no expectation of privacy
or confidentiality for data entered into the tool.

1.4 Notational Convention
The following notational conventions will be used throughout the document:

The first instance of an eenym will appear intalic bold.
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2 Peopleclick Tool

2.1 Logging In
TheDistrict will usePe@leclickto manage the ITSA procedhis guide has been developed specifically to
assist you in submitting your candidate to the DC GOV ITSA requirement.

Your organization will access the application at the following URL:

https://vms.peopleclick.com

Or they may launch the application from the ITSA Portal URL:

https://itsa.ostglobal.com

Your specific login information, initial passwords and unique organization ID will pkeslim you separate
from this guideby the ITSA Project Team.
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2.2 Application Management
Upon execution of th&ubcontractor Agreementith the Prime Contractor, a Peopleclick vendor workbook

is completed to initiate setup in the application.

Peopleclicks A f £ ONBI GS dzLJ G2 G662 dzaSNEXI 2yS 2F gKAOK
GSYR2NXQD& t S21L) SOt A0] 2NBIEYATFGA2y ® ¢ KS daThéerising ¢
limit on the number of vendor users to be created b$th & | RY A y ¢ ®

New UsersT2 | iRt&nald  o-gaddidate) users to Peopleclick, the admin user should click on:
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o
Search and then selectUsers

& Candidates

® Reguirements

® Timesheets

* llszers

[ clase ]

It isalways good practice to search for a user before adding, in case they already exist. If the user you are

adding is replacing someone that is no longer in your organization, search for the person being replaced, and
dzLIRF GS GKSANI NBO2NR ¢AGK GKS yPedplednkdmaimainalktyeT 2 N | G A2y
associations the previous person hédd the replacement.

Below is sample internal user record, whether adding or updating a user
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leclickwias:

My Peopleclick Requi t candi mmmin
User Detail User Detail

Organization Mame OST Global (1325)

User Attachments
Organization Type: Source Vendor

Type and Authority

Localization Settings

Linked Organizations

User Summary List
User Type: | Internal User L |

User Mame: |RGgerRecru1'ler |

Internal Status:

WM Authority Level:

Linkatie User: [}

see user authority levels

Demographics

Title First MlLast
Name: |Rﬂger || |Recru1'ler |
Gender:

Role Description: l:l Cost Center: l:l
e ]
Branch/Division: l:l Work Location Text: l:l

Address:

City:

|

|

|
State/Province: I:I

|

|

Zip/Postal Code:

Country:

Phone Humbe:

Home Phone: | | Pager: | |

Worky/ At Phone: | | Fax: | |

Tracking

Created By User: Heather pc_Schierland Created Date: 09718708 0d:46 PM
Last Change User: Heather pc_Schierland Last Change Date: 09/18/08 04:46 PM

[ Back to User Detail ]
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Please fill in the selections illustrated below.

5 S G S NI A Y SYMBAushoritizd évelds@d on the access needed by the user:

VMS User Description
Authority
Admin Admin users can change configuration information for their organization. They have the

FoAfAGE G2 YI1S FRRAGAZ2YA YR OKIFy3aSa ¢
passwords, adding users, changing settings, and running reportnAdsais can access and
edit every page of the application.

Approve Approve authority users can access all requirements, candidates and engagements, as
timesheets for candidates where they are the Vendor Rep or Contact, but are unable to
the aonfiguration settings. A limited number of reports are available for Approve level us
to run.

Create Create users can view all openings and submit candidates; however they are limited to
viewing only candidates where they are the Vendor Rep or Cotdohited number of
reports are available for Create level users to run.

Update Update users can access requirements, however they cannot submit candidates.

View View users can access requirements, however they cannot submit candidates.

Time Entry | Allcontractors are set as Time Entry users. Please note, time will be enigosllASS, the
5 A & (i NEroCuieént aPplication, and imported Reopleclick.

Toresetadzd SNRA& LI 84 62NRZ AAYLI & aSI NDK T2 NyefokSHemNI dza SNJ N
on Change User Passwouh the left menu. You have two options in changing the password.

e Type in a chosen password to both password field, then Cipdate

¢ ClickReset Passwordnd the system will generate a password and notify the userehtdw
password via email. Please note, this option will not work if the user does not have a valid email
address associated to their user record.

User Password Change

User Manme! Rogar Racruiter

M Pivsisvrord: LTI

Confirm Passwordr sssssss

Update | | Rasat Password _I

[ So to Usar Datail ]

1. Pagiword i cate gangitive
2, Cannot be the same &8 the pravious paisvord

If you choose option 1, be sure to notify the user of their new password. With both options, the usex will b
challenged upon the next login to change their password.

e +SYyR2ND& t $2LX $0t A0 e 6
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2.3 Reviewing Requirements

Peopleclick will send vendor internal users (fgamdidates) a emailnotification once a District Program
Manager haseleaseda request for &ResourceFollow thelink provdedto enteryour credentialand then
viewthe requirement detail that outlines the position details (description, skills, location, etc.).

aclickwmee

o Requirement Class Information v a

_ Req. Class: CORE : ARCHITECT : Network Architect Level 1
Candidate Summary

Attachments * see technelogy types
Requirement Details -

Comments
Client Name: ‘Government of the District of Columbia Region Description:
Title/Role: Hetwork Architect Level 1 System ID: 22895
Reg. Status: Open ‘ Client Internal Req:
Na. of Openings: 1 see table Priarity: High
No. Filled: 0 Citizen Status: US Citizen
Start Date: 10/01/2008 Duration:
End Date: 09/30/2009
Mo New Submittals After:

Requirement Rate Information T A

Rate/Salary Description: Not To Exceed Bill Rate: 572.32 USD Per Hour

Requirement Description v a

Engagement Type: Contract

Short Description:
Network Architect Level 11-7 Years

Complete Description:
Designs and builds databases, data warehouses, or networks including data acguisition, conversian, and interfaces. Optimizes arganizational goals through
enterprise standards.

Behavior Characteristics:

Required / Desired Skills 7

Skill Required / Amount of Expertise

Desired Experience Rating
Database experience Required 4 Years Praficient
Data Warehouse Required 5 Years

Global Candidate Requirements
Candidate Permission to Submit Received Required

Acknowledge Background Check REQId it

Required
Selected Ui

Certification and Screening Criteria T A

Description WValid Date Exp. Cert Y/MN Comment
Location(s) Achieved Date #

Questions For Requirement Y

Client Information 7

Work Location:  Contracts & Procurement: 441 4th Street, NW, Suite 971N Cost Center:
Div/Branch:

Project:

*Level of Request: Normal

Change Tracking 7 da

Created Date: 09/11/08 06:45 PM

[ Cancidate Summary ] [ Submit Candidate ]

Last Change Date: 09/23/08 07:59 FM

[ Attachments] [Comments ]

e +SYR2NDA t $2LX SOt A 0Y .
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TheTechnology Tablis located in Appendi.

In Requirement Detailake note of the dates. TH¢o New Submittals Aftedate is the response deadline.

Your best candidate submission is due by 6pm on that date. Also nof&tdneand End Datesand the

Citizen Statuslf the Requirement is a Round 2 or Round 3, the pre\itBsdzy R Q& wSlj dzA NBY Sy i
be noted in theClient Internal Req

TheNot to Exceed Bill Ratis the maximum rate that th€TSA Contraallows for the Job Category.
Peopleclick will not allow yow submita candidate withhigher rate

RequirementDescriptionoutlines the job duties and responsibilities.
Skillsoutline the specifics for the requirement.

Please pay special attention to the field labelexVel of Urgencyas it refers to the response deadline
needed for your best candidate submissi®tease take the time in the response deadline to find y@&st
candidate, as each vendor is limited to only one candidate submission per op@gaig, this date is
publishedinthgt b 2 b S¢ { dzo Ydateiabdvé idithe! REqhigmMNant Details. Treadline is at 6 PM
on that date.

Level Of Urgency Response Deadline

Normal 3 days

Urgent 1 day

Round 2 3 days; note original req # is noted in the field labeled Client Internal
Round 3 3 days; note original req # is noted in the field labeled Cligternal Req

In some cases the District may set for a longer Response Deadline.

Status of the requirement is updated as actions on candidates are taken.

Req Status: Meaning:
OPEN wSIjdZANBYSYyld Aa 2LISy
INTERVIEWS OCCUR| Candidate(s) are interviewing
ON HOLD The Response Deadline has expired
FILLED The requirement has been filled
CLOSED/CANCELLED The requirement has been closed or cancelle

Please ge the Requirement @mmentsin Peopleclick to ask any questions aboug gpecific opening. All
requirement comments will be viewable by all vendors, as well as the response that the ITSA Project Team
provides.

e +SYyR2ND& t $2LX $0t A0 e 8
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2.4 Candidate Submittal

To submit the candidate, click on the linkSabmit Gndidatelocated at the bottom of the reguement or

to the left of the requirement details.

Ona series of screens you can provide information to the District Program Manager, such as:

availability of the candidate
summary of qualifications

responses to all the skills for the requiremegincludng the number of years of experience

acknowledgement of the permission to submit

acknowledgement that a background check will be run if selected
employment status of candidate

vendor rep &/ contact

DC GOV bill rate

Resume attachment and any other pedim documents (please note there is a 700K limit for each
file that is uploaded). Please note, all resumes must be submitted withlth& Resume Template

Any item with a red asterisK’) is required.

My Peopleclick Requirements Candidates m

[==—7] suemIT
== Enter or select a candidate to start the candidate submission process. When you have

= CANDIDATE
:@ Step 1 of 4) selected the candidate, click Mext to proceed to Candidate Details section of Step 1,

f Columbia

Instructions

Candidate Submission User Confirmation

First Mame: Joe

hiiddle Initial: I
Last Mame: ICandwdate
“endor Candidate [Dn I

Choose next to imve to thenext step:

. +
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SUBMIT 0
= ANDIDATE Step 1: Complete the candidate detail infermation. When you have
i e .
(Step 1 of 4) completed Step 1, click Mext to proceed to Step 2

(=00 G EIED S F Il Employment Information | Rate Information | Attachments | Show Al

Requirement Title : Metwork Architect Level 1
Client Name : Government of the District of Columbia

Candidate Name : Joe Candidate 4 previous | save as draft | next»

Instructions

Use of the ITSA Resume Template is required. Contact the ITSA
Project Team with questions ITSA-Support@0STGlobal.com.

u

First Name:

Middle Initial:

Last MName:

Username:

Email Address:

Vendor Name:

Vendor 1Dz

Vendor Candidate ID:

* | devnulli@email. peopleclick.(

Candidate

JosCandidate
always submit with:

05T Global
1325

[ ]

devnull@email.peopleclick.com

Vendor Candidate 5tatus:

‘Availab‘itily goes here

Engagement Type:

Awvailability:

Summary of Qualifications:

Joe's summary of Qualifications goes here.

Requirement Details And Candidate Match

Skill Required Amount of Expertise Ci i Ci i 33 Ci i ‘5
Desired Experience Rating Response * Experience Expertise Rating
Database
: Required 4 Years Proficient  [Exceeds | [5 [vears [v| [Proficient v
experience
Data
Required 5 vears |Meets v| |E |Year5 v| ‘Prcﬂcwent v|
Warehouse

Certification and Screening Criteria

Me reguirement certifications and screening criteria found.

‘Questions For Requirement

Me reguirement questions found.

Global Candidate Requirements

Skill Required

Desired

Amount of
Experience

Expertise Candidate
Rating Response *

Candidate’s
Experience

Candidate’s
Expertise Rating

Candidate Permission
ko Submit Received
Acknowledges
Background Check
REQ'd if elected

Required Meets

|

Meets — Yes
Not at All = No

Required

Client Defined Fields

4 previous | save as draft | next»

ALL Candidatesustbe submitted with the following email address:
devnull@email.peopleclick.com

u»
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All areas highlighted above should be addressed.

Choosenextto move to the next €p:

Candidate Employment Status

Was Candidate ever contracted/employed by clienk: Yes {:} Mo {:}

If yes, detail previous contract /femployment at client:

Citizen Status: w

If other, then explain:

Candidate Yendor Contact Information

Vendor Contact: Malini Rangaraju + | By default the Vendor Contagt
& Vendor Rep will populate
Vendor Email: peg.harmoniEpeopleclick.comyith your name. Should you
Vendor Contact Phone: need to indicate another
Peopleclick User from your
Wendor Client Status: MiA

organization that needs to he
. - notified or have access to
Vendor Rep.: | v|thi5 candidate, do so here.

« previous | save as draft | next »

Please indicate in thprevious contract/employmentat clientany other names that you have worked under
for DC Gov.

Be sure to note any other name the Candidate has used while working for the District.

Choosenextto move to the next step:

e +SYR2NDA t $2LX SOt A 0Y o 11
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oeoplaeclick wis:

[==T7 susmT ) o . )
—t CANDIDATE Step 3: Ensure all rate informaticn is entered. When Step 3 is
‘_‘@ (Step 3 of 4) complete click Next to proceed to Step 4.

Candidate Detail | Employment Information RELEELIGTE Tl

Reguirement Title : Network Architect Level 1
Client Name : Government of the District of Columbia
Candidate Mame : Joe Candidate 1 previous | save as draft | next »

Instructions

Use of the ITSA Resume Template is required. Contact the ITSA
Project Team with questions ITSA-Support@0STGlobal.com.

Candidate Rate Settings
Payment Basis @

Candidate Rates

Client Bill Rate

Rate|: ¢[72.32 uso

4 previous | save as draft | next »

Pleasenote, your submittedClient Bill Ratecannot exceed th&lot To Exceed Bill Rate (NTTEOm the
requirement. If you exceed this rate, you will get an error preventing you from continuing and reminding you
of the NTE Modifying the rate to thaNTEor below will allow you to continue with your submission.

Choosenextto move to the final step, submitting the resume, and any additional documents as needed; for
example, a skills document, a certification, etc. Please note, all documents types can be uploadserho
no single document may exceed 700K in size.




SUBMIT Step 4: Attach any necessary documents for the candidate o
CANDIDATE  submission. When Step 4 is complete, click submit to complete the
(Step 4 of 4)  candidate submission,

Candidate Detail | Employment Information | Rate Information SESSEEEERE  Show Al

draft | submit »

Candidate Attachments

Add Hew Attachme

= attachment Type: I Resume fCy l

Attachment Description: IJoe Candidates Resume

*File Mame: IC:\\-’MS\DCGDV\JDB Candidate Resume Erows |

Add

Current Attachments

To wiew Or download attachment, click "wigw." vour browser settings will dete rming if the file will be viewed directly
Cr downloaded.,

File Type Description File Hame Created By Created Row ID
Date
Mo prewious attachments.

[Back to Candidate Detail

Once all attachments have been uploaded, chomganit:

% | My Peuphcﬁck\%quiremeMs Candidates m

SUBMIT Step 4 dttach any necessary documents for the candidate 0
CANDIDATE  submission. When Step 4 iz complete, click submit to complete the
[Step dof 4)  candidate submizsion,

Show All

submit »

* Attachment Type: I - l

Attachment Description: I

* File Mame: I

Add

Current Attachments

To wiew Or download attachment, click "wiew," Your browser settings will determine if the file will be viewed directly
Or downloaded.

File Type Description File Hame Created By Created Row
Date {11}
Joe Candidates Joe Candidates Heather 09/15/05 0416
Re: T 6416
r Ume Resume: Resume.doc pe_Schierland Pi
[ Wiew ]

Remaowe |

Record Range (beginfend):1- 1 Total Records:l

[Back to Candidate Detail ]
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2.5 Candidate Review & Feedback

Once submitted, the ITSA Project Team will screen the candiglaigsure the candidate meets the
minimum requiremats and thelTSA Resume Templdias been usedrheDistrict Program Manager will
then receive a system notification asking them to review your candidate.

TheDistrict Program Managewill always provide Candidate feedilan the form of Candidate Status.

Candidate Status Meani ngé
NEW Canddate is awaiting screening BySA Project Team
ACTIVE Candidate has been screened by ITSA Project Team and has been fory
to the District Program Mnager for review
SCHEDULETHERVIEW Candidate has been selected for interview and a request has been sent

vendor for acceptance

INTERVIEW ACCEPTED | Vendor has accepted an interview option for the candidate

INTERVIEW REJECTED Vendor has rejected the interview options provided floe candidate

INTERVIEW CANCELLED | An interview has been cancelled by the clientzendor
(CLIENT/VENDOR)

INTERVIEW COMPLETE | Interview candidate feedbadkas been entered by the District Program
Manager andwill be forwarded by the ITSA Project Team

NEBD INFO The District Program Manager has requestedidonal information for the
candidate

REJECT: DUPLICATE Candidate was submitted by another vendor

REJECT: NOT QUALIFIED | Candidate did not meet required skills

REJECT: STRONGER Other candilate(s) had skills and experience that more closely matched

CANDIDATE requirement

REJECT: RATE ISSUE Other candidate(s) met the requirement skills at a better bill rate

REJECT: INADEQUATE INF Not enough information was provided to evaluate the candidate

REJET: NOT AVAILABLE | Candidate was not available for the opportunity**

REJECT: REQ CLOSED/FIL Another candidate was chosen to fill the position

ENGAGEMENT REQUESTE An engagement offer has been extended and the candidate is in the on
boarding process

ENGAGER PENDING VEND The candidates engagement is pending vendor acceptgpiease note no
ACCEPT time may be imported for billing while the candidate is in this status)

**Should a candidate become unavailable during the review process, please upelate t
Candidate Availabilityin the Candidate Detail

Upon review, the District Program Manager has the option to reject candidates or request interviews.
t S2L) SOt A0] 6Aff aSyR y20AFAOIGAZ2ya G2 (K& /I YyRARLF
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Should the District Program Manager choose to interview your candidate, Peopleclick will send the vendor

contact a notification with a link to the specifics outlined by the interview requestor. Please notify the

candidate of the options and acceptotie¥ (G KS NBIjdzSad A& F2NI I LK2yS &a0ONB
number. For an igperson interview, you may accompany the candidate to meet with the ITSA Project Team,

but you will not be allowed to accompany your candidate to meet the District Proyytanager. If the

candidate is not available for any of the proposed interview times, please provide times that the candidate is
available in the rejection comments to help the District Program Manager reschedule the interview.

Please direct all questions the ITSA Project Teatpecific feedback for an interviewed candidate from the
District Program Manager will be provided by the ITSA Project Team.

Should your candidate be selected for engagement (hire), the ITSA Project Team will coordinate the start
date and albn-boarding requirementsDuring the orboarding process you will be required to provide
verification that a background check has been completed. In parallel the District Program Manager will be
obtaining the Purchase Order for the candidate.

Resources cannot begin work with the District without a completed background check gnd
purchase order

2.6 Candidate Engagement

Once engaged, as the Vendor Contact, yaustaccept the engagement terms in order for billing and

subsequent payment to occur. Rgeclick will send you a notification requesting your acceptance. Follow

the link in the email, review thEngagement DetailsandAccept/Rejecton the Approvaltab. The ITSA

Project Team will usthe justification commento communicate the number of hoson& 2 dzZNJ OF Y RA R (i S ¢
PO.

e +S8SyR2NDA t $2LX SOt A0 e 15
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My Peopleclick Reguirements Candidates Time/Expenses Admin

Engagement Links Approval
Overview
Client Name
Detail W Candidate Name
Engagement ID = 9¢ submit »
Rates/Budget
Vendor Acceptance
+ Approval
Instructions:
History
Justification: Client Request

Evaluations

* Vendor Decision: O Accept

() Do not accept
Actions
Location Details

Vendor Acceptance

Location Name:

CI0 Projects: 441 4th Street, NW, Suite 9205

Address:
Related Information
Requirement Detail City:
State/Province:

Candidate Detail
Zip/Postal Code:

Country:

Reference Information

Additional Reference: |

/ 2y 0UNI OG2NR gAff Sy SNI-Frdc8dmudt systei Dy Moyiday nodn pfeachivieék 5 A &
F2NJ 0KS LINBGA2dza 6SS1Qa 62N] @ 5AaGNAROG t NPINIY al yl
will be exportel to Peopleclick for invoicing by the ITSA Project Team. Delays in time entry will result in

payment delaysTimeis imported weekly, however the Prime Contractor will pag week period (13

times per year).

Please refer to the Subcontractor Vendor égmnent for further invoicing and payment information.

2.7 Managing Engaged Contractors

Delivered Reports:Peopleclick provides several reports to help vendors manage their Candidates and
engaged Resources. These reports are available by logging into thed#ieg&mpplication and choosing the
Delivered Reportscon in the upper left corner of the application.

e +SYR2NDA t $2LX SOt A 0Y e 16
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The following reports can be requested (several have date prompts, etc.) and will be emailed to the email
address in your user record.

e +SyR2NDA& t S2LX SOt A0 o 17



