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1 Introduction

1.1 Purpose

The purpose ofhe VendorPeopleclick Manual is to provide an overview of Beopleclick tool for Vendor
usge on the Information Technology Staff Augmentation Projd@@&A is a contract between the District of
Columbia and OST, with Peopleclick as a partner providing the Candidate Request Application.

ITSA is the use of a Managed Service Provi@ST) to maage the process off Istaff augmentation
betweenthe District of ColumbiaProgram Managers andC CBE IT staff augmentation vendord his
project includes supplying a fully functional Vendor Management System to handle the workflow from
beginning to end.The overalllTSA project increases the efficiency of the staffing process for all involved
parties, while increasing process transparency and reducing costs.

All data stored in the Peopleclick tool is available to the public under the Freedom of Iindarett It will
be retained in the tool for the term of the contract.

1.2 Background

The Government of the District of Columbia, Office of Contracting and Procurd@é&t), onbehalf of the

Office of the Chief Technology OfficefOCTO) is in need ofa Prine Contractor tomanage IT staff
augmentation needs for the District by assembling a networgubtontracting VendorsA mandatory

requirement is for 95% of the staff requirements to be satisfied by the Certified Business Ef€gise
Subcontracting Viedors through th€rime Contractor The Prime Contractor provides resources on ataot
exceed hourly rate basis in responsBisirict requests.

In Fiscal Year 2007, the Office of the Chief Technology Officer (OCTO) procured $56 milhori86
purchaseorders with 1,286 lines to secure individual IT staff augmentationtractors, representing
approximately 690,000 hours of workn analysis of the staff augmentation procurements for OCTO in
Fiscal Year 2007 suggested the following savings could be\aghithrough the implementation of a staff
augmentation master agreement

1) Hourly rate caps can save-$8 million dollars paid to contractors for their work.
2) District staff may also be spared from working on staff augmentation procurements, saving
approximately12,000 to 18,000 hours of staff time.

OCTO is targeting these savings by awarding the contract to the Prime Contractor which is OST.

1.3 Scope

This documentapplies to theéVendor® tasks involved inreviewing requirements submitted by District
Program Managers, submitting candidates for these requirencamididate review and feedbadgndidate
engagemengnd finallymaintaining the engaged resourcssig the Peopleclick Tool.
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1.4 Notational Convention

The following notational conventionsitiwbe used throughout the document:
A The first instance of an acronym will appeaitatic bold.
A The OST | TSA project team will be referred to as
A ThelTSAproj ect wi | | be referredocumentas t he Aproject

1.5 References

This subsection provides a complete list of all documents referenced anetiteon of theCBE Vendor 0 s
Peopleclick Manual

Title Version Date Status
OST Organization Policy Manual PAL PAL Final
OST Project Management Process Main PAL PAL Final
OST Quality Assurance Process Manual PAL PAL Final
OST Process Improvement Training Recorq PAL PAL Final
OST CM Audit Process Manual PAL PAL Final
ITSA Policy Compliance and Tailorin| https://pwa.ostglobal.com/projects 08/25/2008| Final
Package DCGOV-

ITSA/Shared%20Documents/Forn
[Allitems.aspx

ITSA Statement of Work https://pwa.ostglobal.com/projects 04/28/2008| Final
DCGOV-
ITSA/Shared%20Documents/Forn

[Allltems.aspx

OST Technical Proposal https://pwa.ostglobal.com/projects| 05/27/2008 | Final
DCGOV-
ITSA/Shared%20Documents/Forn

[Allitems.aspx

OST Cost Proposal https://pwa.ostglobal.com/projects 05/27/2008| Final
DCGOV-
ITSA/Shared%20Documents/Forn

[Allltems.aspx

Table 1; Document Reference List
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2 Peopleclick Tool

2.1 Logging In

The application that is being utilized is Peopleclick. This guide has been developed spedaifiaadlistt 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 fronetir SA Portal URL.:

https://itsa.ostglobal.com

Your specific login information, initial passwords and unigue organization ID will be supplied to you separate
from this guideby the ITSA Project Team.

paopleclickwvms=~
Welkom = Bun venit [abrvensor
I_.| '._"! =i | CkHi I

......

System Statusfsews
Paoplachek VME™
£ 2007 Pespledice, bac. Al Rights Bessrvad,

Vendords Peopleclick Mat 6
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2.2 Applicati on Management
Upon execution of th&ubcontractor Agreememiith the Prime Contractor, a Peopleclick vendor workbook
is completed to initiate setup in the application. Peopleclick will create up to two users, one of which must be

an Aadmind weeestalbhioshttyhe vendor és Peopleclick or
many vendor usersasneedecher e i s no | imit on the number of venco

New Users:Shoul d you have t internald e €-dandidate) asdrsel to Reopleelick,ithe
admin user should click on the link for:

o
Search and then seledisers

® Candidates

® Requirernents

® Timesheets

® llzars

[ close ]

It is always good practice to search for a user before adding, in case they already exist. If the user you are
adding is replacing someottieat is no longer in your organization, you should search for the person being
replaced, and update their record with the new use
all the associations the previous person held to the replacement.
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Below is sample internal user record, whether adding or updating a user, please fill in the selections illustrated
below.

lzclickwvmms:

Q% TG [ [\

User Detail [RUCTDetal

Organization Name OST Global (1325)

User Attachments
Organization Type: Source Vender

Type and Authority

Localization Settings

Linked Organizations

User Summary List
User Type: |\nlernal User v‘

User Name: |RogerRetru\Ier ‘

Internal Status:

VNS Authority Level:

Linkable User: ]

see user authority levels

Demographics

Title First MI'Last

Naree: froger [ [recraer |

Gender:

Role Description: l:l Cost Center: l:l
) N T T 1
Branch/Division: l:l Waork Location Text: |:|

State/Province: l:l

Phone Humbers

Home Phone: | | Pager: ‘ ‘

Work/Mt Phone: | | Fax: ‘ ‘

Change Tracking

Created By User: Heather pc_5chierland Created Date: 09/18/08 04:46 PN
Last Change User: Heather pc_Schierland Last Change Date: 09/18/08 04:46 PM

[ Back to User Detail ]
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Det er mi neVMS Awhorityd @/el dased on the access needed by the user:

VMS User Authority | Description

Admin Admin users can change configuration information for their organization. ]
have the ability to make additions and changes within the application, sy
resetting other usersod passwords,
report. Admin users carceess and edit every page of the application.

Approve Approve authority users can access all requirements, candidateg
engagements, as well as timesheets for candidates where they are the Ven
or Contact, but are unable to edit the configurasiettings. A limited number o
reports are available for Approve level users to run.

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

Update Update users can access requirements, however they cannot submit candig
View View users can access requirements, however they cannot submit candidat
Time Entry All contractors g by default set as Time Entry users. Please note, no timg

be entered directly in the Peopleclick application, all time will be imported
OCTO6s PASS system.

Should you need to reset any user 6 &koptsmwotoview si mpl
their record, then oiChange User Passwordn the left menu. You have two options in changing the
password.

1. Type in a chosen password to both password field, thenldfidate

2. Click Reset Passwordnd the system will generate a paerd and notify the user of the new
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

Hiw Passvrord: LTI

Confirm Passwordr sssssss

Updats | | Rasat Password |

[ So to Usar Datail ]

1. Pagiword i§ cate sangitive
2, Cannct ba the sama af the pravious paisvord

Vendor6s Peopleclick Mart 9
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If you choose option 1, be sure to notify the user of their new passWaitd both options, the user will be
challenged upon the next login to change their password.

2.3 Reviewing Requirements

Peopleclick will send all vendors internal users foandidates) a notification once a District Program
Manager has submitted a requestd contractor through the application. A link is provided in the email, and

if you choose to follow it, once youbve entered yo
that outlines the position details (description, skills, locatitm).e

Vendor6s Peopleclick Mart 10
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Submit Candidate
bt Cancidate Requirement Class Information va

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

Attachments * see technology types
Requirement Details oA

‘Comments
Client Name: Government of the District of Columbia Region Description:
Title/Role: MNetwork Architect Level 1 System ID: 22895
Req. Status: Open Client Internal Reg:
Me. of Openings: 1 see table Pririty: High
No. Filled: 0 Citizen Status: US Citizen
Start Date: 10/01/2008 Duration:
End Date: 03/30/2009

Mo New Submittals After:

Requirement Rate Information 7 A

Rate/Salary Description: Mot To Exceed Bill Rate: 572.32 USD Per Hour

Requirement Description Y

Engagement Type: Contract

Short Description:
Network Architect Level 1 1-7 Years

Complete Description:
Designs and builds databases, data warehouses, or networks including data acquisition, conversion, and interfaces. Optimizes organizational goals through
enterprise standards.

Behavior Characteristics:

Required / Desired Skills T

Skill Required / Amount of Expertise

Desired Experience Rating
Database experience Required 4 Years Proficient
Data Warehouse Reguired 5 Years

Global Candidate Requirements
Candidate Permission to Submit Received Reguired

Acknowdedge Background Check REQU if

Selected Required

Certification and Screening Criteria oA

Description Valid Date Exp. Cert Y/N Comment
Location(s) Achieved Date #

Questions For Requirement va

Client Information oA

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

Div/Branch:
Project:

*Level of Request: Mormal

Change Tracking oA

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

Summary ] [ Submit Candidi

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

[ Candidi

Attachments] [Comments ]

TheTechnology Tablés located in AppendiA.

In Requirement Detail, take note of the dates. NbeNew Submittals After date is the response deadline.

Your best candidate submission is due by 6pm ohdhte. Also note th&tart and End Dates and the

Citizen Status I f the Requirement is a Round 2 or Round 3
will be noted in theClient Internal Req.

Vendords Peopleclick Mat 11
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The Not to Exceed Bill Rateis the maximum rate that thegwrement will allow you to submit your
candidate with. The opening(s) are capped at this rate.

Requirement Descriptionoutlines the job duties and responsibilities.
Skills outline the specifics for the requirement.

Please pay special attention to fiedd labeledLevel of Urgency, as it refers to the response deadline needed
for your best candidate submission. Please take the time in the response deadline to biedtgandidate,

as each vendor is limited to only one candidate submission pemgpAgain, this date is published in the
AiNo New Sub muatetatzovesn tha Ragurentent Details. The deadline 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 notedthe field labelecClient Internal Req
Round 3 3 days; note original req # is noted in the field lab&édnt Internal Req

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

Req Status: Meaning:

OPEN Requirementisopentolal CBE6s f or submissi g
INTERVIEWS OCCURING | Candidate(s) are interviewing

FILLED The requirement has been filled

CLOSED/CANCELLED The requirement has been closed or cancelled

Please utilize th&equirement Commentsin Peopleclick to ask any questions about the specific opening.
All requirement comments will be viewable by all vendors, as well as the response that the ITSA Project
Team provides.

Vendor 6s Peopleclick Mart 12
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2.4 Candidate Submittal

To submit the candidate, click on the littkSubmit Candidate located at the bottom of the requirement or to
the left of the requirement details.

You will be guided through a series of screens where you can provide information to the District Program
Manager, such as:

availability of the candida

summary of qualifications

responses to all the skills for the requirenieimcluding 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 caiahte

vendor rep &/ contact

DC GOV bhill rate

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

Please note, any item with a rég @sterisk is required.

My Peopleclick Requirements Candidates m

Enter or select a candidate to start the candidate submission process, When you have

CANDIDATE
selected the candidate, click Next to proceed to Candidate Details section of Step 1.

—_= SUBMIT
I istep 1of 4)

Instructions

Candidate Submission User Confirmation

First Mame:

whiddle Initial:

Last Name: ICandwdate
Wendor Candidate ID: I

Choose next to move to tihext step:

Vendords Peopleclick Mat 13



ALL Candidatesnmustbe submitted with the following email addres®reply@peopleclick.com

SUBMIT . . . o
st CAMDIDATE Step 1: Complete the candidate detail information. When you have
(Step 1 of 4) completed Step 1, click Hext to proceed to Step 2.

LN EIERE ET Il Employment Information | Rate Information | Attachments | Show Al

Reguirement Title : Network 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 [TSA-Support@0STGlobal.com.

First Nare:
Middle Initial: D
Last Home:

Username: JoeCandidate B ;
! - always submit with:
I LTS i devnull@email.peopleclick.com
Vendor Name: 05T Global
Vendor 103 1325

Vendor Candidate Status:

Engagement Type:

Availability: ‘Auailamlily goes here

Summary of Qualifications:

Joe's Summary of Qualifications goes here.

Requirement Details And Candidate Match

Skill Required Amount of Expertise Ci i i i s i i s
Desired Experience Rating Response * Experience Expertise Rating
Datab:
anaase Required 4%ears Proficient |Exceed5 v| ‘E IYears v‘ | Proficient v|
experience
Data =
Required 5 Years |l\'eet5 v| ‘5 IYears v‘ | Proficient v|
Warehouse

‘Certification and Screening Criteria

Mo reguirement certifications and screening criteria found.

‘Questions For Requirement

Mo requirement questions found.

Global Candidate Requirements

Skill Required  Amount of Expertise Candidate Candidate's Candidate’s

Desired Experience Rating Response * Experience Expertise Rating

Candidate P
toSubmit Receiveg S —e ¥ [

Meets = Yes
Acknowiedge

Not at All = No
Background Check Required -—N Meets A | |
REQYd if Selected

Client Defined Fields

1 previous | save as draft | next»

opleclickvms:

All areas highlighted above should be addressed.

Choosenextto move to the next step:

Vendords Peopleclick Mat
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Candidate Employment Status

Was Candidate ever contracted/employed by client: fes {:} Mo {:}

If yes, detai previous contract femployment at clienk:

Citizen Status: W

If other, then explain:

Candidate YVendor Contact Information

Vendor Contack: Malini Rangaraju + | By default the Vendor Contalct
& Vendor Rep will populate
peg-harmon@peopleclick.comwith your name. Should you
Vendor Contact Phone: need to indicate another
Peopleclick User from your
organization that needs to he

- notified or have access to
Vendor Rep.: | v|this candidate, do so here.

4 previous | save as draft | next»

Please indicate in tharevious contract/employmentat client any other names that you have worked under
for DC Gov.

Vendor Email:

Yendor Client 5tatus: MSA

Choosenext to moveto the next step:

Vendords Peopleclick Mat 15
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My Peopleclick Requirements Candidates m

[ SUBMIT . . . 9
= CANDIDATE Step 3: Ensure all rate information is entered. When Step 3 is

= e 5

—@ (Step 3 of 4) complete click Next to proceed to Step 4,

Candidate Detail | Employment Information EUEICHNGIG Il Attachments | Show All

Requirement Title : Network Architect Level 1
Client Name i Government of the District of Columbia
Candidate Mame : 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.

Candidate Rate Settings

Payment Basis :

Candidate Rates

Client Bill Rate

Rate|: ¢[72.32 Uso!
4 previous | save as draft | next»

Please note, your submitt&lient Bill Rate cannot exceed thiot To Exceed Bill Rate (NTE)from the
requirement. If you exceed this rate, you will get an error preventing you from continuing and reminding you
of theNTE. Modifying the rate to thBITE or below will allow you to continue with your submission.

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

@ % [@ l&'ﬁ My PeopEcUCk\MquirBMBMS Candidates mm

SUBMIT Step i Attach any necessary documents for the candidate o
CAMDIDATE  submizsion. When Step 4 is complete, click submit to complete the
(Step 4 0T 4) candidate submission.

Show Al

4previous | sawe asdraft | submit »

Candidate Attachments

Add Hew Attachment
= Attachment Type: | Resume /CY - I

Attachment Description: IJDE Candidates Resume

*File Mame: IC:\VMS\DCGDV\JDE Candidate Resume Browse. .. I
Add | \
Current Attachments

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

File Type Description File HName Created By Created Row ID
Date

Mo previous attachments,

[Back to Candidate Detail |

= draft | submit »

Once all attachments have been uploaded, clsubseit:

Vendords Peopleclick Mat 16



My Peupbcﬁck\kquiremeMs Candidates m

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

Candidate Detail | Employment Information | Rate Information i Show All

lumbia

draft |
Candidate Attachments

dd Hew Attachme
* attachment Type: I I

Attachment Description: I

*File Mame: I Browss... |

Add

Current Attachments

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

File Type Description File Hame Created By Created Row
Date {11}
Joe Candidates Joe Candidates Heather 09/15/08 0416
Res SN 6416
r SUme SUME. Resume. doc pc_schierland P
[ Wiew |

Remowe

Record Range (beginfend):1- 1 Total Recards:1

[ Back to Candidate Detail |

submit »

Vendor 06s
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2.5 Candidate Review & Feedback

Once submitted, the ITSA Project Team will screen the candidstreathe candidate meets the minimum
requirements and thdSA Resume Templathas been used, the District Program Manager will receive a
system notification asking them to review your candidate.

Candidate feedback wikhlways be provided by the District Program Manager in the form of Candidate
Status.

Candidate Status Meani ngé

NEW Candidate is awaiting screening by ITSA Project Team

ACTIVE Candidate has been screened by ITSA Project Team and haj
forwarded tathe District Program Mwinager for review

SCHEDULE INTERVIEW Candidate has been selected for interview and a request hag
sent to vendor for acceptance

INTERVIEW ACCEPTED Vendor has accepted an interview option for the candidate

INTERVIEW REJECTED Vendor has rejected the interview options provided for
candidate

INTERVIEW CANCELLED | An interview has been cancelled by the cliemtendor

(CLIENT/VENDOR)

INTERVIEW COMPLETE Interview candidate feedbackas been entered by the Distr
Program Manageandwill be forwarded by the ITSA Project Tear

NEED INFO The District Program Manager has requestdditonal information
for the candidate

REJECT: DUPLICATE Candidate was submitted by another vendor

REJECT: NOT QUALIFIED Candidate did not meet reqed skills

REJECT: STRONGER Other candidate(s) had skills and experience that more cl

CANDIDATE matched the requirement

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

REJECT: INADEQUATE INFO Not enough infomation was provided to evaluate the candidate

REJECT: NOT AVAILABLE Candidate was not available for the opportunity**

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

ENGAGEMENT REQUESTED An engagement offer has been extended the candidate is in th
on boarding process

ENGAGED i PENDING VEND | The candidates engagement is pending vendor acceppaace note

ACCEPT no time may be imported for billing while the candidate is in this status)

**Should a candidate become awailable during the review process, please update Ghedidate
Availability in the Candidate Detail.

Upon review, the District Program Manager has the option to reject candidates or request interviews.
Peopleclick will send notifications to the Candida 6 s Vendor <contact for any of

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 request@sePletify the
candidate of the options and accept one. I'f the r

Vendor 6s Peopleclick Mart 18
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number. For an irperson interview, you may accompany the candidate to meet with the ITSA Project Team,
but you will not be allowedo accompany your candidate to meet the District Program Manager. 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 Mareggredule the interview.

Please direct all questions to the ITSA Project T.e8pecific feedback for an interviewed candidate from the
District Program Manager will be provided by the ITSA Project Team.

Should your candidate be selected for engagethée), the ITSA Project Team will coordinate the start date

and allon-boarding requirementfuring the orboarding process you will be required to provide verification

that a background check has been completed. In parallel the District Program Maitidge obtaining the
Purchase Order for the candidate. No candidates can begin their engagement with the DC Gov without the
completion of both.

Vendor 6s Peopleclick Mart 19
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2.6 Candidate Engagement

Once engaged, as the Vendor Contact, you will be required to accept the engagenseirt tadar for

billing and subsequent payment to occur. Peopleclick will send you a notification requesting your acceptance.
Follow the link in the email, review thEngagement Details and Accept/Reject on the Approval tab.

Please note in the justificaticcomment the ITSA Project Team will communicate the number of hours that
are associated to your candidatebs PO.

@% @% My Peopleclick Requi it (ZUN LR, Time/Expenses m

Engagement Links Engagement Details | Timesheet Settings inanci isti Approval

Overview

Reguirement Title : DWH Architect Level 2

Client Name of the District of Columbia
Candidate Name
Engagement I submit »

Detail

Rates/Budget
Vendor Acceptance

» Approval
Instructions:
History

) Justification: Client Request
Evaluations

* Vendor Decision: (™) azcept

() Do not accept
Actions
Location Details

Yendor Acceptance

Location Mame:

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

Address:

Related Information
Requirement Detail City:

Candidate Detail statefProvince:

Zip/Postal Code:

Country:

Reference Information

Additional Reference: |

Contractors wil/l enter t HPredurement isystem, by iMionBaf 8d®n of ¢éabhe Di s
week for the pr estrictroggamWanaded will appravekthe tide in PASS, and then the

time will be exported to Peopleclick for invoicing by the ITSA Project Team. Delays in time entry will result

in payment delays. Please note, time is imported weekly, however the PrittradBwr will payin 4 week

periods (13 times per year).

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

Vendords Peopleclick Mat 20



<O0ST

2.7 Managing Engaged Contractors

Delivered Reports: Peopleclick provides several reports to help wesdmanage their Candidates and
engaged Resources. These reports are available by logging into the Peopleclick application and choosing the
Delivered Reportsicon in the upper left corner of the application.

&

The following reports can be requestedviral have date prompts, etc.) and will be emailed to the email
address in your user record.
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