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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 

Managerôs view of the Peopleclick tool. ITSA 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 Provider (OST) to manage the process of IT staff augmentation 

between the District of Columbia Program Managers and DC CBE IT staff augmentation vendors. This 

project includes supplying a fully functional Vendor Management System to handle the workflow from 

beginning to end.  The overall ITSA 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 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 Procurement (OCP), on behalf of the 

Office of the Chief Technology Officer (OCTO) is in need of a Prime Contractor to manage IT staff 

augmentation needs for the District by assembling a network of Subcontracting Vendors. A mandatory 

requirement is for 95% of the staff requirements to be satisfied by the Certified Business Enterprise (CBE) 

Subcontracting Vendors through the Prime Contractor.  The Prime Contractor provides resources on a not-to-

exceed hourly rate basis in response to District requests. 

 

In Fiscal Year 2007, the Office of the Chief Technology Officer (OCTO) procured $56 million on 786 

purchase orders with 1,286 lines to secure individual IT staff augmentation contractors, representing 

approximately 690,000 hours of work. An analysis of the staff augmentation procurements for OCTO in 

Fiscal Year 2007 suggested the following savings could be achieved through the implementation of a staff 

augmentation master agreement 
  

1) Hourly rate caps can save $5-10 million dollars paid to contractors for their work. 

2) District staff may also be spared from working on staff augmentation procurements, saving 

approximately 12,000 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 document applies to the District Program Managerôs tasks involved in creating, processing and 

completing the selection of a candidate for an IT Staff requirement, using the Peopleclick Tool.   

 

  



 

 

 

 

District Program Managerôs Peopleclick Manual  3 

 

 

1.4 Notational Convention  
 

The following notational conventions will be used throughout the document: 

Á The first instance of an acronym will appear in italic bold. 

Á The OST ITSA project team will be referred to as the ñOST teamò throughout the document. 

Á The ITSA project will be referred to as the ñprojectò throughout the document. 

 



 

 

 

 

District Program Managerôs Peopleclick Manual  4 

 

 

 

2 Peopleclick Tool   

2.1 Logging In  
 

To enter the Candidate Request Application, go to https://vms.peopleclick.com to log in.  Please contact the 

ITSA Support team at ITSA-support@ostglobal.com to retrieve your user account and permissions (NOTE: a 

Peopleclick training session is a pre-requisite to having login credentials.) 

 

 

Forgot My Password/Reset Password 

 
   

  

 

 

  

  User Name:   
 
  

  Password:   
 
  

  Organization ID:   
 
  

  
 

Login
 

 

 

 

 
 Help  

|   About  

|  
 Services 

Agreement  

|   Peopleclick®  

         

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. 

 

https://vms.peopleclick.com/
mailto:ITSA-support@ostglobal.com
https://vms.peopleclick.com/9000/forgotpwd1.asp
https://vms.peopleclick.com/help/login_help.asp
https://vms.peopleclick.com/about.aspx
https://vms.peopleclick.com/help/Svc_Lic_Agmnt.htm
https://vms.peopleclick.com/help/Svc_Lic_Agmnt.htm
http://www.peopleclick.com/
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Under the DC GOV logo there are several helpful icons: 

 

 Help: available on all screens 

 

 Search: this brings up a selection window that allows you to 

choose from Candidates, Requirements, Timesheets, Vendors, and 

Users 

 

 

 Create a New Requirement 

 

 Delivered Reports: Peopleclick offers 35 different delivered reports of various types 

 

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

 

 Logout 
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On the My Peopleclick tab there are quick menus that bring My Active Items to the forefront, as well as 

Items Pending My Approval or Action: 

 

 

 
 

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 notifications with a direct link to you should your action be 

required on any item, these quick menus can also take you to those items.  
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2.2 Requesting a Resource 
 

In the Peopleclick application, a request for a new contractor is called a Requirement (or Req). 

Individuals submitted by your suppliers are called Candidates, and once a Candidate has been hired, their 

assignment is considered an Engagement, and thus the Candidate is considered an Engaged Candidate. 

The District also refers to Engaged Candidates as Resources. 

 

To request a new contractor, click on the icon for a New Requirement. This will take you to a directory 

of the Req Classes: 

 

 
 

To determine the technology type and job category that addresses your needs, please refer to Appendix A  

in this document. 

 

Once you have made your decision, click on the + sign to the left of the technology type that meets your 

needs. Upon doing so you will see the job categories that are available for selection: 
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Again, click on the job category that meets your needs to see the job titles that are available for selection: 

 

 
 

Simply click the radio button under the Select column for the position that you need and you will be 

presented with a pre-populated 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 with a *  (red) asterisk.  
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In the initial section, Requirement Detail, the system required information is already filled out for you, 

but may be edited if necessary: 

 

 
 

To provide more information to assist your suppliers in sourcing candidates, it is required that you 

provide a start and end date for 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 resource role, see section 2.7 on 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 Description: Here again, the required information has been provided (Engagement Type 

and Short Description); you are required to provide addition information in the Complete Description 

field (limit 10,000 characters). The additional information should include details about the duties and 

responsibilities of the role. Behavior Characteristics is 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 your requirement once open and clean up as 

necessary. 

 
 

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 qualified candidates, 

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 as necessary to get the required/desired skills in your requirement. Please note, you 

cannot edit the Global Candidate Requirements, as those are program required items. Vendors are 

required to reply as to their candidateôs response to each line item. 
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Certi fication and Screening Criteria: This section allows you specify any certifications necessary for 

proper screening of the candidates. Vendors are required to reply as to their candidateôs response to each line 

item provided the ñShow toò drop down is changed to Client & Vendor . 

 

 
 

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. 

 

 
 

 To add a question, simply click on the blue hyperlink, you may add more than one: 
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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, candidates, etc.  

 

 
 

To select your executive, choose the Edit Contacts hyperlink on the right, and a selection window will 

appear allowing you to search and select alternate individuals: 
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Once selected, choose Save. 

 

Client Information : In this section you are required to specify a Work Location  and the Level of Request 

for this requirement.  
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The Work 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 selection: 

 
 

 

Simply click the radio button under the Selected Location column to make your selection and then click 

either Save button. If the needed agency/location is not available, reach out to the ITSA Project Team to have 

it added.  

 

The Level of Request communicates 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 listed in Client Internal Req 

Round 3 Third round of candidates needed, initial Requirement ID listed in Client Internal Req 

 

Once your selections are made, click the Submit Req. to Open Status button. Should you not be ready for 

this step, simply click Save as Draft  to allow you to return to the requirement at a later date. Cancel will 

eliminate all record of your requirement. 
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Upon submission, you will be taken to the approval page, where you can add a comment for your opening, 

and where you can specify your RQ number. No requirement will be distributed to the vendors for candidate 

sourcing until the RQ number is provided. 

 

 
 

Once your requirement is Submitted, your screen will refresh, and your requirement will be given a System 

ID  (also known as a Requirement/Req ID). This number is the quickest, easiest way to communicate with any 

party about your opening.  
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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 team will review your requirement and contact you with any 

questions. 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 the requirement for the vendors review. To do so, click the 

link for Attachments, then Add the file: 
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You may add as many files as you need, however each file is limited to 700K in size.
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2.3 Reviewing Candidates   
 

As vendors submit their best candidate for the opening, 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 either click the link in the 

notification, and upon entering your credentials, you will be taken to the requirement detail, once there, select 

Candidate Summary to see the screen candidates. 

 

To review a candidate, click on the hyperlink under their name labeled Candidate Detail.  

 

 
 

On the Candidate Details page, you can review all the submitted information ï the candidateôs availability, 

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

bottom allows you to review the resume that the vendor submitted. 

 

 
 



 

 

 

 

District Program Managerôs Peopleclick Manual  19 

 

 

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

the candidate summary by clicking on the ñMore Detailò link in the candidate summary. 

 

 
 

To rank the candidates, click on the heading labeled Req. ID/Rank, and Peopleclick will rank the candidates 

based on a composite score. The composite score is calculated based on the supplierôs response to the skills in 

the requirement. For example, a candidate that meets all requirements would score a 100, if the candidate 

exceeded requirements they would score > 100 as illustrated below: 

 

 
 

This is a quick way to review candidates. If a candidate does not meet your needs, you have the option to 

reject the 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: 
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Make the appropriate selection and make any appropriate comments (not required) and click the Reject 

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. 

 
Reject Reason 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 matched the 

requirement 

REJECT: 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 CLOSED/FILLED By default, all candidates that have not been previously rejected will have this status 

assigned to them upon the filling of the requirement 
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2.4 Scheduling Interview(s)  
 

From either version of the candidate summary or from the candidate detail, you can request an interview by 

clicking on the link for Interview , then select Schedule Interview which allows you to outline the interview 

information (i.e. date, time, location/phone) for the supplier.  

 

 
 

Once youôve selected schedule interview, you can put forth options for the supplier to choose from. Please 

note, the supplier can only choose one option, but you should provide 2-3 options, spread out (morning 

selection, afternoon selection, etc.) so that the supplier is more likely to find a time that works 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 and In-person. If you are conducting a phone interview, 

ask the vendor 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 you for the interview.  Use the detail field to provide any 

additional information to the supplier/candidate. 

 

 
 

Upon submission of the interview options, the supplier will receive a notification alerting them to the 

interview request. They will work directly with the 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 is available should 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 

the interviewed candidate. Should you need to cancel the interview, click the cancel interview link which will 

notify the vendor of the cancellation.  

 

 
 

 
 

If your initial interview was a phone interview, and you wish to conduct an in-person interview, simple follow 

the same instructions to schedule the in-person interview.


