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1 Introduction

1.1 Purpose

The purpose of #District Program Manager Peopleclick Mahus to provide aroutline of the Program
Manager 6s view of the Peopleclick tool. | TSA i s
Peopleclick as a partner providing the Candidate Request Application.

ITSA is the use of a Managed ServiPeovideg (OST) to manage the process 0f dtaff augmentation
betweenthe District of ColumbiaProgram Managers andC CBE IT staff augmentation vendordhis
project includes supplying a fully functional Vendor Management System to handle the worldlow fr
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 utdeFteedom of Information Act. 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 Prime Contractor tananage 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 Vendors through tReéme 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 $i6nmon 786
purchase orders with 1,286 lines to secure individual IT staff augmentatioinactors, representing
approximately 690,000 hours of workn analysis of the staff augmentation procurements for OCTO in
Fiscal Year 2007 suggested the followisayings could be achieved through 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 augmentat@murements, saving
approximatelyl2,000 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 theDi st r i ct Pr o taska mvolldé maegtag; precessing and
completing the selection of a candidate for an IT Staff requirement, using the Peopleclick Tool.
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1.4 Notational Convention

The following notational conventions will be used throughout the document:
A The first instance of an acronym walppear iritalic bold.
A The OST ITSA project team wil.| be referred to as
A ThelTSApr oj ect wi | | be referred to as the Aproject

District Program Managertl 3
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2 Peopleclick Tool
2.1 Logging In
To enter the Candidate Request Application, gbttps://vms.peopleclick.cono log in. Please contact the

ITSA Support team df SA-support@ostglobal.como retrieve your user account and permissions (NOTE: a
Peopleclick training sessionasprerequisite to having login credentials.)

Forgot My Password/Reset Passwo

User Name: I
Password I
Organization ID: I

< Peopleéiick'
VMS

Login

Service:

Help | About — | Peo
el AreementI

System Status/News
Peopleclick® VMS
© 2009 Peopleclick, Inc. All Rights Reserved.

With your first login you will be required to reset your password and define your password hint question and
answer. Once you have done this you will see the My Peopleclick page as illustrated below.

District Program Managertl 4
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(EE ] Requirements ™| Candidates Adrm'n

‘Welcome to ITSA

My Requirements Pending Approval (1)
Active Requirements i4)
Hew Candidates (]
Active Candidates (2)
Interviews Accepted (1]
Engaged Candidates (2)

b
J Items Pending My Approval or Action

Requirements {0}
Engagements [{x}
Timesheets ()

Candidates

|N1Aclive Candidates - With My User ID v|

Reguirements

|N1Aclive Reguirements - With My User ID v|

Under the DC GOV logo there are several helpful icons:

Help: available orall screens

ﬂ Search: this brings up a selection window that allows ymm

' Graphs at a Glance

| Engagements Expiring in 15-Days v|

There is no data to display.

choose from Candidates, Requirements, Timesheets, Vendors

Users

G Create a New Requirement

Candidates
Requirernents
Timesheets
Vendors

Users

[ close ]

E Delivered Reports: Peopleclick offers 35 different delivered reports ofustypes

Web Reports: Peopleclick provides an interface that allows custom reports to be created

Logout

District Program Managertl
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On theMy Peopleclicktabthere arequick menus that brinlyly Active Items to the forefront, as well as
Iltems Pending My Approval or Action:

My Active Items

My Requirements Pending Approval {0)
Active Requirements {0}
Wew Candidates {a)
Active Candidates {0)
Engaged Candidates {0)

Items Pending My Approval or Action

Requirements {0)
Engagements {0)
Timesheets {0}

These links are very helpful in getting you to the items that you will utilize most frequently in the
application. While the system will send natifications with a direct link to you should your action be
required on any item, these quick menus cantalsmyou to those items.

District Program Managertl 6
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2.2 Requesting a Resource

In the Peopleclick application, a request for a new contractor is calledgairement (or Req).
Individuals submitted by your suppliers are caltahdidates and once a Candidate has been hired, their
assignment is considered &ngagement and thus the Candidate is consideredtagaged Candidate

The District also refers to Engaged Candidates as Resources.

To request a new contractor, click on the icon fdteav Requirement This will take you to a dactory
of theReq Classes

Requirement Class Summary

Client Region: DC Gow | »

Yelect a Reguirement Class to create a reguirement:

£ DC Gov

Req Class D/
Core
Emerging
Legacy

To determine the technology type and job category that addresses your needs, pleasépmededia A
in this document.

Once you have made your decision, click on-thegn to the left of théechnology type that meets your
needs. Upon doing so you will see the job categories that are available for selection:

District Program Managertl 7
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Reguirement Class Summary

Client Region: DC Gov | w

Select a Reguirement Class to create a reguirement:

£ DC Gow
5 Legacy
Req Class Dc 7
Administrative Support
Architect
Quality Azsurance
Technical Writer

Trainer

Again, click on the job category that meets your needs to see the job titles that are available for selection:

Requirement Class Summary
Client Region:

Select a Requirement Class to create a reguirement:

5] bC Gov
Bl =3 Legacy
B S5 Quality Assurance
Req Class D Req Class ID Select
QA Analyst Level 1 16791 &
QA Analyst Level 2 16792 &
QA Consultant Level 3 16793 &
Sr. QA Analyst Level 3 16794 {:}
Sr. Tester Level 3 16755 &
Test Team Lead Level 3 16796 &
Tester Level 1 167597 &
Tester Level 2 16798 &

Simply click theradio button under th8electcolumn for the position that you need and you will be
presented with a preopulated template that you can customize for your needs. Several of the items on

the template are required to be filled out, and those are notated {ted) asterisk.

District Program Managertl 8
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In the initial sectionRequirement Detail, the systemrequired information is already filled out for you,
but may be edited if necessary:

If it is @ Round 2 or Round 3 requirement, place the previous requirement's system ID

Title/Role: QA Analyst Level 1 Client Internal Req: I:l */
Ma. of Openings: Priority:
Na. Filed: Citizen Status: US Citizen v |
~ Duration: Authorized US Worker
Start Date: I:l (mm/dd/yy) : Cdn Citizen
End Date: I:l {mm/ dd./yy) Authorized Cdn Warker pefault is US Citizen,
' ' Landed Immigrant f the requirement
Ho New Submittals After: I:l (mmiddlyy) =|_- | ?Jltlhli:erig!elscll_lgith an
UsCitizen

Worker, please
update Citizen Status
to communicate that
to the vendors

Maximum Duration for this Reguirement Class: 12 Months

To provide more information to assist your suppliers in sourcing candidates, it isecetj@t you
provide astart andend datefor the requirement.

Please note DC Gov policy requires that you create a unique opening for each resource you are
requesting. Should you need more than one of the same resolarcgeesection 2.70n how to copy a
requirement.

Requirement Rate Information & Budget Information: Nothing is required in either section, as this
data has been supplied for you:

Requirement Rate Information

Recommended Hourly Rate Range

Bill Rate Hourly Low: 50.01 USD hour
Bill Rate Hourly High: 552.03 USD hour
RatesSalary Description: | Mot To Exceed Bil Rate: ¢|52.05 1JSD

Budget Information
Hourly High Bill Rate: gl:l UsD

Requirement Description: Here again, the required information heeen providedEngagement Type

and Short Description); you are required to provide addition information in @@mplete Description

field (limit 10,000 characters). The additional information should include details about the duties and
responsibilities othe role.Behavior Characteristicsis provided should you have any to convey to the
vendors; this field has a limit of 255 characters. Please note, pasting text from other applications can
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result in stray characters, if you do so, be sure to review ymuirement once open and clean up as

necessary.
Requirement Descripbion

Engagement Type: Contract

Short Description:

QA Analyst Level 1 1-3 Tears

Complete Description:
Software testing and quality assurance through script writing,
execution, and tracking.

Behavior Characteristics:

Required/Desired Skills: This is where you list the specific applications and years of experience that you
require or desire. The more detail you provide, the easier it is for vendors to provide qualtifigthtes,

and the easier it is for you to evaluate them. Should you need additional skill items, save the requirement

as a draft, then edit requirement and additional skill items will appear for your use (2 at a time). You can

do this as many times asaessary to get the required/desired skills in your requirement. Please note, you
cannot edit theGlobal Candidate Requirements as those are program required items. Vendors are
required to reply as to their candidatebs respons

District Program Managertl 10
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Required/Desired Skills

skill Required/Desired Amount of Experience Expertise Rating
| M5 Office Suite | |required  w|[2  |vears |w| |Proficient v|
|Database-Mainframe | | Required vz |rears v | proficient v |
|Listser | | Required vz |rears v | proficient v |
| | s W[ ® [ W
| | ws @[] W [ ®
| | ws 8] W [
| | e @[] W [ W
| | w @ 8 [ W
| | s WL W [ W
| | s W[ B [ W
Global Candidate Requirements

Candidate Permission to Submit Received | required v | v| | v
Acknowiedge Background Check REQ if Selected | Requirsd vi| | v| | v

Certification and Screening Criteria: This section allows you specify any certifications necessary for
proper screeni
item proShowdt@d dtr loe fil oed toCliens& erdder n g

Certification and Screening Criteria

Description

ng

of t he

candi dat es.

Vendors ar e

Valid Location Date

(s)

[ Add Additional Itemis) ]

Achieved

O

O 0O O

Exp.
Date

O

OO O

Cert Y/N Comment Show to

#

O

O 0O 0O

Required Gefore
Engt

0o
0o
0o
0o

Questions: This section allows you to add specific questions that you wish for the vendor to respond to
regarding the candidate upon submission. Please note, there is a 255 character limit on each question.

Questions For Requirement

[ &dd Question ]

To add a questigrsimply click on the blue hyperlink, you may add more than one:

District Program Managertl
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Questions For Requirement

Question: 1

[ &dd Question ]

Contact Information: This section defaults to your user information; however, you will need to update the
client contact role to your Executive to allow them to view your opening, cdad|dsc.

Contact Information Update the "Client Contact” to your Executive ._[ Edit Contacts |

Client Contact: Reqg. Owner:

Miernate Email: I:l Reports To:

I

To select your executive, choose tRdit Contacts hyperlink on the right, and a selection window will
appear allowing you to search and select alternate individuals:

District Program Managertl 12
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_v BT T

Contact Selection Screen

Tolocate appropriate Contact for "Client Contact', ‘Reports To', and/or 'Reg. Owner’, utilize keyword search by Last or First name or by
navigating through paginated links. Click radio button to make your selection. Click Updats when finsihed.
if the name you need is not

|La5t Name v“ starts with V” |L search ] already viewable, you can
search here

Selected Contacts Y

User Hame Email Work Phone  Dept State  Client Contact Regq Owner Reports To
Program Manager | devnul@smail.peoplectick.com [ &) & ®
Frogram Manager  devnul@email.peopleclick.com &) = O
Program Manager  devnul@email.peopleclick.com ) & ()
va
User Hame Email Work Phone Dept itate Client Contact Req Owner Reports To
DCGov Executive |devnuli@email. peoplectick.com ® O O
Jeanmarie Garner jgarner01@ostglobal.com ) ) i
Geoffrey Mack geoffrev.mack@dc.gov 202, ol (&) (&) )
Program Manager |devnuli@email peoplectick.com @] & iy
dema 05T devnul@email. peopleclick.com & O &
itsa ost devnul@email. peoplectick.com | 202-467-7641 HR & Payroll Application dc & & iy
Jeremy Pease jpease@ostelobal.com & O &
ocTO PM devnuliE email. peapleclick.com & & iy
Malini Rangaraju |MRangaraju@ostelobal.com & L& &
first time devnul@email. peopleclick.com @ @ iy
GoTe: 1 2 Record Range (beginfend): 1 - 10 Total Records: 11

Page 1 Total Pages: 2
Once selected, chooSawve

Client Information : In this section youra required to specify Work Location and thelLevel of Request
for this requirement.

Chent Information

Instructions:  Please be sure to select your Executive as the Client Contact abov

Worlk Location: |EIIII Frojects: 441 4I:I| sel=pe  Cost Center: |

Civ/Branch: | | K

Project: |

*Level of Reguest:

|
<+

District Program Managertl 13
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TheWork Location is the location where the contractor will do their work. You can use the search feature at
the top, or navigate through the structure to your detect

—>» T
Find a Location

Client Region: Government of the District of Columbia

Ta find a location enter search criteria inte 1 or more of the data fields. Searches are done by substring searching and are case insensitive.

Lacation Group: w Location Name: Location Ref Code:

Cikwre
Liys

(e

tates

search by Suite #

All Locations

Location Hame By Group Location Ref Code City  State  Zip Selected
Location
Gavernment of the District of Columbia
By ocTo

Application Infrastructure: 441 4th Strest, NW, Suite 10305
Application Services: 441 4th Street, NW, Suite 10305

CIO Projects: 441 4kth Street, MW, Suite 9205

Citywide Data Warehouse: 1100 15th 5T MW 9th Floor

Citywide Metwork & Telecom Svos: 441 4th Street, NW, Suite 5305
Contracts & Procurement: 441 4th Street, MW, Suite 971N

Data Center (ODC1): 3919 Benning Rd. NE

Data Center (ODCZ): 222 Mass. Avenue W

000000 ®O00

DC Gl

L

» 441 4th Strest, NW, Suite 1045H

Simply click the radio button under tigelected Locationcolumn to make your selection and then click
eitherSavebutton. If the needed agency/location is not available, reach out to the ITSA Project Team to have
it added.

ThelLevel of Requesttommunicates to the suppliers how quickly they are required to respond.

Level of Request Meaning

Normal Candidates within 3 business days

Urgent Candidates within 1 business day

Round 2 Second round of candidates needed, initial Requirement ID iist@lient Internal Req
Round 3 Third round of candidates needed, initial Requirement ID listed in Client Internal Req

Once your selections are made, click 8wmit Req. to Open Statusbutton. Should you not be ready for
this step, simply clickSave asDraft to allow you to return to theequiremeniat a later dateCancel will
eliminate all record of your requirement.

District Program Managertl 14
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[ Submit Req. to Open Status ] [ Save as Draft ] ’ Cancel ]

Upon submission, you will be taken to the approval page, where you can add a comment for your opening,
and where you can specify yoeQ number. No requirement will be distributed to the vendors for candidate
sourcing until the RQ number is provided.

Internal Approval Request - Hew Requirement

Client Mame: Government of the District of Columbia

Reguirement Title: Administrative Assistant Level 1

Instructions:

You are required to supply your RQ number for your requirement to be released for review.

In the Justification Comment please provide any additional instructions to the ITSA Project Team.

ITSA Praject Team ITSA Project Team

‘Comment: 1 |comments are required. Additional information for
the IT5A Project Team should be provided here.

* A Number: 2 | smnsnnnsnny

Once your requirement Bubmitted, your screen will refresh, and your requirement will be giv&ystem
ID (also known as a RequirentéReq ID). This number is the quickest, easiest way to communicate with any
party about your opening.

District Program Managertl 15



<O0ST

Requirement Class Information

Reg. Class: LEGACY : QA : QA Analyst Level 1

[ Requirement Class Description ]

Requirement Details

Clisnt Hame: Government of the District of Columbia Region Description:

Title/Role: QA Analyst Level 1 System ID: 23069
Req. Status: Pending approval Client Internal Reqg:

Mo. of Openings: 1 Priority: High

Mo. Filled: ] Citizen Status: U5 Citizen
Start Date: Curation:

End Date:

Mo Mew Submittals After:

Maximum Duration for this Reguirement Class: 12 Months

Notice that your Requirement is in a Req Status of Pending Approval. Your Requirement has gone to the
ITSA Project Team, and a member of the teart kgview your requirement and contact you with any
guestions. The ITSA Project Team will approve the requirement, and Peopleclick will send the vendors a
notification alerting them to the opening.

You also have the option of attaching the SOW to theirepent for the vendors review. To do so, click the
link for Attachments, thenAdd the file:

Edit Requirement
9 Requirement Class Information

Copy Requirement

Reqg. Class: LEGACY : ADMIN : Admin Assistant Level 1

[ Reguirement Class Description ]
Candidate Summary

Requirement Setti
e Requirement Details

Attachments

Client Hame: Government of the District of Columbia

Comments g TIRYLATES Administrative Assistant Level 1

District Program Managertl 16
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Back to Regquirement Detail

Requirement Attachments:

Client Hams: Government of the District of Columbia

Reguirement Title: Administrative Assistant Level 1

Add Hew Attachment
Atachnent Tpe:

Attachment Description: |SOW |

* File Name: [c:\50W.doc [ Browse.._]

Current Attachments

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

File Type Description File Hame Created By Created Row D
Date
Mg previous attachments.

[ Back to Reguirement Detail ]

You may add as many files as yonmeed however each file is limited to 700K in size.

District Program Managertl 17
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2.3 Reviewing Candidates

As vendors submit their best candidate forapening, the ITSA Project Team will screen the candidates to

make sure they meet the openings minimum requirements. After the Response Deadline, you will receive an

email notification letting you know there are candidates for your review. You can dithethe link in the
notification, and upon entering your credentials, you will be taken to the requirementateihere select
Candidate Summaryto see the screen candidates.

To review a candidate, click on the hyperlink under their name laigledidate Detail

Candidate Summary

Search Filter:

Req. Title

QA Analyst Level 1

QA Analyst Level 1

QA Analyst Level 1

QA Analyst Level 1

[ Candidate Detail ] [ View Resume/CY ] [ Req.

| Al Active Candidates - With My User 1D b [ More Detail |
Req. Il Req.Status  Candidate Cand5Status Rate CandCreated Vendor
23069 Open Sally Candidate Active 43,75 UsD 09/24/08 02:03 PM
[ Candidate Detail ] [ View Resume/CY ][ Reg. Info ] [ Interview ] [ Reject ] [ Request Engagement ]
23069 Open Bob Candidate Active 47.50USD 0924408 01:54 FM

Info ] [ Interview ] [ Reject ] [ Request Engagement ]

23069 Open Jack Candidate Active 5200 UsSD 09/24/08 01:52 PM
[ Candidate Detail ] [ View Resume/CY ][ Reg. Info ] [ Interview ] [ Reject ] [ Request Engagement ]
23069 Open Cindy Candidate Active 48.00 USD 09/ 24/08 01:49 PM

[ Candidate Detail ] [ View Resume/CY ] [ Req.

Info ] [ Interview ] [ Reject ] [ Request Engagement ]

On the Candidate Details page, you can review all the submitted inforrifatidne c an d i

summary of qualifications, responses to the skills that were listed in the req, and the rate. A hyperlink at the

bottom allowsyou to review the resume that the vendor submitted.

Candidate Details

Candidate Mame:

Email Address:

Availability:

Interview Date:

Interviewed By:

Skill

M5 Office Suite
Database-
Wainframe

Listserv

Vendor Candidate Status:
Engagement Type:

Sys. Candidate ID:

Summary of Qualifications:

Required
Desired
Reg

Reg

Req

Reguirement Details And Candidate Match

Amaount of
Experience

2ears
Iears

1Vears

Sally Candidate

Available

Ceontract

18736

AVAILABILITY

SUMMARY OF QUALIFICATIONS

Expertise Candidate

Rating Response *
Praficient Meets
Proficient Meets
Proficient Meets

Candidate
Experience

2ears
1ears

1Years

Candidate Exp.
Rating

Praficient
Praficient

Proficient

dat eods

District
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If you prefer to review several candidates at one time, you have the option to show an abbreviated version of

t he candi dat e s umnveone Retalldy Icilnikc kiinn gt hoen ctahned iid at e s u mm

Candidate Summary
Search Filter: Al Active Candidates - With My User ID w —.- [ More Detail ]
Req. Title Req. I Req.5tatus Candidate CandStatus Rate CandCreated Vendor
QA Analyst Level 1 23069 Open 5ally Candidate Active 43.75 UsD 09/ 24708 02:03 FM
[ Candidate Detail ] [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject | [ Reguest Engagement ]
QA Analyst Level 1 23069 Open Bob Candidate Active 47.50 USD 09724708 01:54 PM

[ Candidate Detail ] [ View Resume/CV ] [ Req. Info ] [ Interview ] [ Reject ] [ Reguest Engagement ]

To rank the candidates, click on the heading labRkegl ID/Rank, and Peopleclick will rank the candidates
based on a composite score. The composite score i
the requirement. For example, a dalate that meets all requirements would score a 100, if the candidate
exceeded requirements they would score > 100 as illustrated below:

Candidate Summary
Search Filker: Custom Ssarch Filter b [ Less Detail ]
Req. Title ‘ Req.lDf Req.Status  Candidate CandStatus  Rate DesiredEmployment CandCreated Vendor
Rank
?Mﬂal"'s: el 23069 Open Jack Candidate  Active 33; Cantract 09/24/08 01:52 PM

Summary: SUMMARY OF QUALIFICATIONS

W5 Office Suite (Reg, 2 Years) (Expertise Rating - Expert)

(Expert

Database-Mainframe
Skills: Listserv

{ 2 Years) » [Ex
(Req, 2 Vears) * (Meets 2

s& Rating - Expert)
(Expertise Rating - Proficient)

Composite S5core: 107%

This is a quick way to review candidates. If a candidate does not meet your needs, you have the option to
reject he candidate from both the candidate detail and from summary. However, you may wish to delay your

rejection of a candidate until you have reviewed all available candidates. When you choose to make the
rejection, several choices are available:

District Program Managertl 19
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Reject Candidate

Candidate Information

Mame: Cindy Candidate 5ys. CandidateID: 18783

Sys. Reguirement 1D: 23069

Reguirement Title: QA Analyst Level 1

[ Back Te Candidate Detail ]

Reject the candidate for the following reason:

'C' Reject-Duplicate

(O Reject-Not Qualified

'C' Reject-Stronger Cand
Reason: (O Reject-Rate Issue

G‘ Reject-lnadeguate Info

(O Reject-Not Available

(O Reject-Reg Closed/Filled

Comments:

Make theappropriate selection and make any appropriate comments (not required) and cRejeitte
button. This feedback is provided to the suppliers and per DC GOV policy you are required to provide
feedback to the suppliers for each candidate submitted.

RejectReason Meaning

REJECT: DUPLICATE Reserved for use by ITSA Project Team

REJECT: NOT QUALIFIED Candidate did not meet required skills

REJECT: STRONGER CANDIDATE Other candidate(s) had skills and experience that more closely matchg
requirement

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

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

REJECT: NOT AVAILABLE Candidate was not available for the opportunity

REJECT: REQ COSED/FILLED By default, all candidates that have not been previously rejected will have this
assigned to them upon the filling of the requirement

District Program Managertl 20
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2.4 Scheduling Interview(s)

From either version of the candidate summary or from the candidate getaitan request an interview by
clicking on the link forinterview, then selec&chedule Interviewwhich allows you to outline the interview
information (i.e. date, time, location/phone) for the supplier.

Interview Schedule

Candidate Mame: 3Sally Candidate Client Hame: Government of the District of Columbia

Candidate ID: 187856

Current Interview \ [schedule interview]

Mo current interview scheduled.

Once vy ou 6 schedutednteriewt youdtan put forth options for the supplier to choose from. Please
note, the supplier can only choose one option, but you should proxBdepfions, spread out (morning
selection, afternoon selection, etc.) so that the supplier is more likely to find ahtinevdarks with the

candidate. Do not provide dates that you have offered to other interviewees, otherwise you could end up
double booked.

You have 2 interview types to choose from, Phone angkteon. If you are conducting a phone interview,
ask the vedor to provide a phone number where you can reach the candidate. If you are conducting an In
person interview, provide a location where the candidate should report for the interview. The ITSA Project

Team will meet your candidate and bring them to youlierinterview. Use the detail field to provide any
additional information to the supplier/candidate.

Current Interview

Enter Interview Option(s)

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

b [ ey

Time: |:| Time Zone: | (GMT-05:00) Eastern Time (US & Canada) b

Interview Type: * Interviewer: | |55l5:: clear

Location: l:l Fhone: l:l

Details:
when finished adding all
the options you wish to ?
presepnt, cIi-:T{ Submit

Upon submission of the interview options, the supplier will receive a natification alerting them to the
interview request. They will work directly witthe candidate to determine which option works best for the
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candidate, and will select that option. Should none of the options work for the candidate, the supplier will
reject the request, and provide in the rejection comments when the candidate lideastadald you decide to

reschedule. Either of these actions will trigger a system notification that will be sent to you for your
information.

Once the interview is conducted, you are required to mark it as Complete, and provide specific feedback on

theinterviewed candidate. Should you need to cancel the interview, click the cancel interview link which will
notify the vendor of the cancellation.

Current Interview [complste interview] [cancel interview]

Interview ID: 834 Interview Status: Interview Accepted ﬁ

Interview Information

Cate/Time: 1015/ 2008 09:00 AN Time Zone:  (GMT-05:00) Eastern Tims (US & Canada)
Interview Type:  Fhone Interviewer: PFrogram Manager

Location: Phone:

Details: Please provide a phone number where Sally can be reached.

Vendor Comment: Sally can be reached at 202-555-1212.

If your initial interview was a phone interview, and you wish to conduct-perison interview, simplfollow
the same instructions to schedule the -person interview.
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