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Contact Information

Comsys System Support:

itsms@gtasms.com - all general inquires including billing/payments, staff set up/changes, system access, and training

supplier@gtasms.com - background checks, vendor performance, and general vendor questions

jobs@gtasms.com - all questions regarding job requests, candidate submittals, and short listing

GTA Support and Contact

Nancy Curtis - ITSMS Contract Administrator
Telephone: 404-657-7726

Fax: 404-651-5333

Email: ncurtis@gta.ga.gov

System Access Information:

System Link https://ecinsight.econometrix.com/cc/gtasms.vins

GTA/Comsys Information Website http://www.gtasms.com
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Changing Your Password?

1. Click on iassword from the common menu items at the toi riiht hand section of the screen.

2. A new screen will be displayed.

Change Password

Please enter the following passwords

Current Password: [

MNew Password: [

Confirm New Password: [

Submit Cancel

3. Type in your old password. A series of asterisks will be displayed.

4. Press the tab key to move to the next field.

5. Type in your new password and press the tab key. Note that the new password must have a minimum of seven (7) characters.
6. Re-type your new password for verification purposes.

7. Click the submit button. Your password has now been changed. Please make note of your new password.



Contacting Your Client Service Representative

Note: You may contact the client service representative with a click of a button. Notify them of changes to your status, vacation time,
missing projects, or any other questions you may have.

1. Click on messages from the common menu items at the top right hand section of the screen.
« Help « Messages e Password  « Logout

2. Your internal e-mail application will be launched. A new blank email screen will be displayed.
Fle Edit %iew Insert Format Tools Actions  Help Type a question for help =

Heerd & 4 B2l R0 @S ! 4| v tjogons. & 2,

To... | Iecdemol@yahoo.com
c. |

Subject: I

3. Type in any information in the subject line. Type in the detailed information in the body of the e-mail.
4. Click the send button to send the e-mail.



How do I run reports?

Note: Adobe Acrobat must be installed on your computer to view reports. If you do not have this software on your computer, it can be
downloaded for free at the following location: http://www.adobe.com/products/acrobat/

System Reports
System Reports are reports with a predefined format, content and filtering criteria. Perform the following steps to run a System Report:

e Select the Reports icon from the Main Menu.

e  When the Report Menu is displayed, select a report fr

System Reports Ad Hoc - Select a Category My Reparts

Activity and Cost activity and Cost Activity and Cost - Created Jul-22-04

Activity By Accournt Assignment Budgets Activity and Cost - Created Oct-12-04
. Contractors Contractors - Created Oct-15-04
Tl LS (EE TSl Hiring Contractors for Highmark - Created
Activity By Department wendaors Aug-16-04
Activity By Location TEST DD - Created Dec-02-04

o ] Test for Highmark reporters - Created

Activity By Project Oct-18-04

Timesheat Activity by vendaor

Requisitions
Requisition Detail

Hiring

e A screen will be displayed allowing you to specify the criteria for which you would like to filter the content of the report.
x Report Criteria o =

Department Start Date End Date
[ee =][20 =][200 5] [Dec =[20 =][2004 =]
Customer Service
Finance Division
Hurnan Resources
Information and Technology Services
Infarrnation Technology Shos

Legal
Purchasing-IT

Wil Cancel

e  Once you have specified your criteria, click the View button to view the report and/or print it to paper. Click the Export button
to export the content of the report to a file that can be opened in Excel.



See below for more detailed instructions on Viewing and Exporting reports.

Ad Hoc Reporting
Ad hoc reporting allows you to ‘Build’ a report by specifying its format, content, and filtering criteria. Perform the following steps to
create an ad hoc report:

e Select the Reports icon from the Main Menu.

e  When the Report Menu is displayed, select an Ad Hoc Report Category from the Ad Hoc section.

e When the Add Items screen is displayed, select the items you would like to include on your report. Selectable Items are items
for display only. Calculated Items are typically numeric values that can be totaled on the report. Click the Submit button when

e Next, a screen will be displayed allowing you to name the report, sort the items and add filters.

hame

you have finished selecting your items.

Activity and Cost - Created Oct-12-04

Category

e To change the Order of the report items, change the value in the Order box next to the corresponding report item and click the

Update button.

e Toremove a report item, select the Remove check box next to the item you would like to remove, and then click the Update

button.

Activity and Cost - Created Oct-12-04

Activity and Cost

Add Ttems

[tems Crder Remaove
Assignment Start Date m O
Assignment End Date 7 - O
Bill Rate 3 = O .
Assignment e O
Approved By 5 - O

Add Items =

Selectable Items Add Calculated Items Add
Account O Adjustment Amount Total O
Account Code O Bill Amount Total O
Approval Date O Expense Amount Total O
Approved By O Fized Fee Amount Total O
Assignment O MTD amount Total O
Assignment End Date O MTD Prior Amount Total O
Assignment Start Date O Tax amount Total O
Bill Rate O Time Armount Total O
Code O Tirme WUnits Total O
Code 2 O YMS Fee Amount Total O
Contractor Code 1 O ¥TD Amount Total O




e To add additional items, click the Add Items link and specify the items you would like to add. Click Submit.

Add Ttems o
Selectable Items Calculated Items Add
Account Adjustment Amount Total
Account Code Bill Amount Total
Approval Date Expense Amount Total
Code Fixed Fee Amount Total
Code 2 MTD Amount Total

Contractor Code 1 MTD Prior Amount Total

Contractor Code 2 Tax Amount Total
Cost Center Time Amount Total
Time Units Total

YMS Fee Amount Total

¥TD Amount Total

Cost Center Code

Custamer

oooooonooooofg
oOOoOoooonoonn

Customer Code

e To add a filter to the report, click the Add Filter link and select the items on which you would like to create the filter, and then
click the Submit button. Filters allow you to limit the content that will be displayed on the report. For example, on an "Activity -
Spend' report, you might add a filter on the Item Date to limit the report's content to a specific date range. Once you have
selected the filters, specify the Operator (equal to, greater than, less than, etc...) and Value of the filter and click the Update
button. You can add multiple filters to the report.

Add Filter

Selectable Items Add Calculated Items Add
Account O Adjustment Amount Total O
Account Code O Bill Amount Total O
Approval Date O Expense Amount Total O
Approved By O Fized Fee Amount Total O
Assignment O MTD amount Total O
Assignment End Date O MTD Prior Amount Total O
Assignment Start Date O Tax amount Total O
Bill Rate O Time Armount Total O
Code O Tirme WUnits Total O
Code 2 O YMS Fee Amount Total O
Contractor Code 1 O ¥TD Amount Total O :

o To give a specific name to your report, type the name into the Name box and click the Update button. The format, content and
filtering criteria you have specified will be saved with the report to be accessed at any time. Once saved, the report will be listed
as the name you specified in the My Reports section of the Report Menu.

To delete a report click the Delete Report button.
To view and/or print the report, click the View button. Click the Export button to export the content of the report to a file that
can be opened in Excel. | |




See below for more detailed instructions on Viewing and Exporting reports.

Viewing, Printing and Saving Reports

All reports can be viewed on-line, printed to paper, or saved to your computer. To view a report, click the View button. The report will
be displayed in Adobe Acrobat. Once displayed, to print the report to paper, click the ‘Printer’ icon. To save the report, click the ‘Disk’
icon and specify a file name and location on your computer.

BS@mo-8sEoamE| «» e - DETED-|M
e - B-@ | B-7-£-B&|0E DD
4
b Activity and Cost - Created Apr-24-03
EEE [ Wordor [ Enam | Acoourt I Cost Canker I [=T: I Profect I Cusiomar JBT Fake]Invoica Hir [Invoica Dak
§ Borotok noo E;Sr:ir;du Expansa - 10TEIGELZE Informafon Eysiames ERF - Paopl ascit Demec Cusiomar .o 00 Mo D200
m Borotok ooo Egs:?zﬂw Expansa - 0TEIGEA3E Informafion Eysiames ERF - Paopl ascit Deamic Customar ool 10002 Mo T-200
y/ Aarotok 000 Conraptor Expenss - 10TEIGE435 Informaion Eysiames ERF - Paoplescit Dimo Customar 0.0 hlreec) Hoy-24-Z000
E Aorotok noo é‘:r‘:;zﬂﬂ Expensa - 10TEISEAEE IMomalon Eyskeims ERF - Paoplasolt Demo Customar .0 10004 Dap-01-z002
lE Aarotak noo lz:lzmzdﬂ Expansa - 10TEIGEAEE Infomalion Eysiems ERF - Peoplasolt Demo Cusiomer .o loe e Duc-0B-Z002
'E Aarctek 000 Conractor Expenss - 10TEISE43E Informefion Eysiames ERP - Paopl escit Dsamec Cusiomar .o loee:] Dsic-1 5-2002
E Borotok noo éi:::d:r Expansa - 10TEIGEAZE Informafion Eysiames ERF - Paopl ascit Demec Customar .o 00T Dap-22-200
= Aorotok ooo é‘::;zl‘!:r Expansa - 0TEIGEA3E Informafon Eysiames ERF - Paopl ascoit Demc Customar oo 0008 [xip-20-200
V Aorotok noo é‘:r‘:;zﬂﬂ Expensa - 10TEISE43E ImMomalon Eyskeims ERF - Paoplasolt Demo Customar .00 10000 JAnHOE-2000
% Aarotak ooo é‘;:ls:;zd:l Expensa - 10TEISEAEE Infomaion Eysiems ERF - Paoplasolt Demo Cusiomar .o o0 Jan-12-2003
E Borotok ooo é‘;:ls:rizd:r Expansa - 10TEIGEAZE Informefion Eysiames ERF - Paoplascit Deimec Customar .o oo Jan- 192003
g Borotok ooo éi::rgzl‘!:r Expansa - 10TEIGEA3E Informafon Eysiames ERF - Paopl ascit Demio Cusiomar oo ooiz Jan-PE-3003
= Aarotok oon gS:;!uu Expansa - 10TEIGE435 Infomalion Eysiames ERF - Paopdescit DCsmo Customar 0.0 D013 Fabe0z2-2003
W Aorotok noo ESEIEH:HII Expensa - 10TEISE43E ImMomalon Eyskeims ERF - Paoplasolt Demo Customar .00 100H Fab-0e-2000
(] Aarotak 000 Conracior Expensa - 10TEISEAEE Infomalion Eysiems ERF - Peoplasolt Demo Cusiomer .o 0215 Feb-15-2003
g Aarotek noo gs:;zdﬂ Expansa - 10TEIGE43E Informefon Eysiems ERP - Paopl ascit Demec Cusiomer .o 0218 Fat-23-2003
-‘E Borctok ooo éi;:ls:rfd:r Expansa - 10TEIGEAZE Informeafion Eysiames ERF - Paopl ascit Deimec Customar .o 0247 Mar-2-2003
i:,lgj-l Borotok 3E0 éi::;zl‘!:r Expansa - 10TEIGEA3E Informafon Eysiames ERF - Paopl ascit Deamio Cusiomar 1.00 10002 Mo T-200
Aorotok 4.80 é‘::gzuu Expensa - 10TEISEAEE IMomalon Eyskeims ERF - Paoplasolt Demo Customar 1.00 10004 Dap-01-z002
Aarotak 4.80 é‘i:lsr‘lirgzd:l Expensa - 10TEIGEAEE Infomaion Eysiems ERF - Paoplasolt Demo Cusiomer 1.00 loee:] Dup-20-2002
Aarctek 4.80 gs:;zdﬂ Expansa - 10TEISE43E Informefion Eysiames ERP - Paopl escit Dsamec Cusiomar 1.00 ploee ] Jan-E-2003
Borotok 4.80 é‘;!s:rizd:r Expansa - 10TEIGEAZE Informafion Eysiames ERF - Paopl ascit Demec Customar 1.00 iz Jan-2e 2003
Aorotok 4.80 éi::rgzl‘!:r Expansa - 0TEIGEA3E Informafon Eysiames ERF - Paopl ascoit Demc Customar 1.00 0015 Febw-18-2003
Aorotok 4.80 éiﬁsr‘lirizﬂﬂ Expensa - 10TEISE43E ImMomalon Eyskeims ERF - Paoplasolt Demo Customar 1.00 10018 Fab-23-2000
Aarotak B00 é;fr‘ljrgfd:l Expensa - 10TEISEAEE Infomaion Eysiems ERF - Paoplasolt Demo Cusiomar 1.00 00 Mow-10-Z002 -
M4 10f7 » M 1ix85n O = # 4] ’




Exporting Reports

All reports can be exported to a file in ‘Comma Delimited (CSV)’ format that can be opened in an external spreadsheet application such
as Excel. To export a report, click the Export button. You will be given the option to Open or Save the exported file. If you select Open,
the report should be automatically opened in the default spreadsheet application on your computer (most likely Excel). If you select

Save, you will be prompted for a file name and location on your computer to which the report will be saved.

Ed Microsoft Excel - export[1].cs¥ ;lilil
File Edit Yew Insert Format Tools Data  window  Help M Twpe a questionforhelp = o & X
D@.fﬂﬁ%&ﬁ? & B <f | = - ® - Times New Roman -~ a vI@%E_'&'ﬁv?
i T ¥ & g
C1 - A Account
A | B C o | E F c |H] 1 [ 4 ] 3‘
Bill Bill
']_Vemlur Amit |Account ) Cost Center Depariment  Project Customer Rate Inv Nbr Inv Date J
| 2 |Aerotek 48 Contractor Exp - 565432 10762554 Info 3ys ERF - Peoplesoft Diemo 1 10008 12/20/02
| 3 |Aerotek 4.8 Contractor Exp - 565432 10762554 Info Svs ERFP - Peoplesoft Demo 1 10016 2423003
| 4 |Aerotek 6 Contractor Exp - 565432 10762554 Info Svs EFRF - Peoplesoft Demo 1 100011141002
| 5 |Aerotek 6 Contractor Exp - 565432 10762554 Info Bys ERF - Peoplesoft Demo 1 100061211502
| B |Aerotek 216 Contractor Exp - 565432 10762554 Info 3ys ERF - Peoplesoft Diemo 6 10002 1141702
| 7 |Aerotek 288 Contractor Exp - 565432 10762554 Info Sys ERFP - Peoplesoft Demo 6 10004 1271502
| O |Aerotek 36 Contractor Exp - 565432 10762554 Info Svs EFRF - Peoplesoft Demo 6 10003 1142402
| 9 |Aerotek 36 Contractor Exp - 565432 10762554 Info Bys ERF - Peoplesoft Demo 6 10013 272703
10 | Aerotek 1800 |Contractor Exp - 565432 10762554 Info 3ys ERF - Peoplesoft Diemo T5| 10002 111702
11 |Aerotek 2400 Contractor Exp - 565432 10762554 Info Sys ERFP - Peoplesoft Demo 75| 1000% 1229402
|12 | Aerotek 3000 Contractor Exp - 565432 10762554 Info Svs ERFP - Peoplesoft Demo T5| 10005 127802
| 13 | Al Star Cnslting 0 Contractor Exp - 565432 10762554 Info Bys ERF - 3AF Demo 010022 4603
| 14 | AN Star Chslting 0 Contractor Exp - 565432 T3630017 Info Sys Diatabase Mamt-DBEA Demo 0 10022 4603
| 15 |AD Btar Cnslting | 200 Contractor Exp - 565432 10762554 Info Svs ERF - 3AF Demo 25 10022 44,03
| 16 | Al Star Cnslting | 200 Contractor Exp - 565432 T3630017 Info Svs Database Mgmt-DEA Demo 25| 10022 446403
| 17 |Extraprise 0 Capital Exp - 827266 10762554 Human Rercs ERP - Peoplesoft Demo 0 10009 1,503
| 18 |Extraptise 0 Capital Fxp - 227266 10762554 Human Rates ERP - Peoplesoft Demo 0 10022 4603
| 19 |Extraprize 084 Capital Exp - 827266 10762554 Human Rsres ERP - Peoplesoft Diemo 110009 17503
| 20 |Extraprise 168 Capital Exp - 827266 10762554 Human Rsres ERP - Peoplesoft Demo 110012 1426403
| 21 |Extraprise 168 |Capital Exp - 827266 10762554 Human Rercs ERP - Peoplesoft Demo 1 10014| 2/33/03
| 22 |Extraptise 1.9 Capital Exp - 327266 10762554 Human Rates ERP - Peoplesoft Demo 1 100z20| 323703
23 |Extraprise 2.1 Capital Exp - 827266 10762554 Human Rsres ERP - Peoplesoft Diemo 10 10010) 112403 -
M4 4 » M|\.cs¥]expori[1 |4| | LIJ_‘
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Creating A New Job Requisition

1. Click on the Source menu item at the top of the screen. Click on the Staff Augmentation sub menu item to display a listing of all job
requests. Notice the Job Request options available: Draft, Pending, Rejected, Approved, Open, On Hold, Withdrawn and Filled.

Draft Fending jected Approved Wy ith Filled

5194  Oracle DBA Hiring Manager Jul-22-04 06:23
5127  Business Analyst Manager Carroll May-06-04 13:10

Add Request

2. To add a new Job Request, click the Add Request button.

3. The Job Catalog Screen will be displayed. Select your department and select a job template and click the submit button.

&dd Request o =

Highmark IT Business Analyst -- Junior Level

Business Analyst -- Mid Level

Busginess Analyst -- Senior Level
Contractor - Blank

Programmer — Legacy Technologies
Programmer — Mew Technologies
Programmer — Specialty Skills

Programmer Analyst — Legacy Technologies
Programmer Analyst — Mew Technologies
Programmer Analyst — Specialty Skills

Submit

4. Use the drop down options where available to properly complete the request. Use the scroll bar to display the complete screen.

11



Job

Buziness Analyst —- Mid
Level

Highrnark IT

Kathy Koerbel

Job Template:

company:
Hiring Manager:

Job Marme: IMid =

Highmark Project: |HighElar

Cost Estimate
Fees

Expenses

Total

Classification
|Ar1hur (Todd) Clark - 04272

Project:

Department: [Billing, Rev & AR Sys

Cost [04272 <]

Center:
Account:

|mum1 'l
IIT Staffing 'I

Service
Type:
Location:

Address:

Amount

IEDDDD.DD
IQDDD.DD

52,000.00

additional Infarmation

Business Justification/Reason:

Candidate will report to:
Backup Timesheet Approver:

How many candidates do you want to review?

MNeed to replace contractor, Jane Doe,
who recently left

[Todd Clark

|Ke|ly Kealing
10

Maximum number of candidate submittals per vendor: Iz

Replacement Of:

Job Summary:

Required Skills/Compentancies:

Preferred Skills:

Shift/Scheduled Hours:

Criminal background, reference checks and drug
screening are required. List any additional:

Iz Travel Required?

Other Comments (For Recruiters):

Cther Comments (Internal Use Only):

bmit For Approwal

I.Jane Do

Responsible for providing support to
technical professionals with regard to
a variety of adwministrative, systewms,
and business operations problems, and
participation in related system

FEequires strong interpersonal and
communication skills, increased lewvel
of business knowledge and experience in
g defined area (i.e. claims,
mwewbership, accounting, serwvice,

[h-F Ba-5p (flex)
|nfa

IYes vl

12




5. To save the job requisition as a draft, click the save button. You may retrieve this draft any time by clicking on the Draft tab on the job
request options. When the job requisition is complete, click the submit button for approval.

6. A confirmation message will pop up. Click yes if you are sure you want to submit this job request. Your manager will be notified via

email to approve the job request.
= Submit Job

Please specify any additional comments for the approvers of this job requisition.

=

[ -

Submit
7. Repeat steps 2 through 6 to complete another job request.

8. Click the logout common menu item at the top right hand part of the screen.
9. You will be notified via email when your job request has been approved.

Viewing the Job Request Status
1. To view the different phases of the job requisitions, click on the Source menu item. Click the Staff Augmentation tab. To access any of
the following tabs, click on the designated tab from the Job Request Screen. The following are the different phases of a job requisition:

Draft -- when a hiring manager has yet to send the job requisition for manager approval (work in progress, not yet finalized).

Pending -- when a hiring manager has submitted a new job request and is pending management approval.

Rejected -- when the job requisition has been rejected (not approved) by senior management.

Approved -- after a job requisition has been fully approved, but before the job request has been submitted to the Preferred Staffing
Agencies.

Open -- after job requests are sent to the Preferred Staffing Agencies and before the job has been filled.

On Hold -- represent either jobs requests temporarily on hold pending a management decision or when no additional resumes are being
accepted.

Withdrawn -- when the hiring manager withdraws or closes the job. A message is automatically sent to all Preferred Staffing Agencies
and the System Administrator.

Filled -- when a candidate has been hired for the job request. A message is automatically sent to all Preferred Staffing Agencies and the
System Administrator.

Draft Pending ejectec =1 v e O Hold Withdrawn Filled

Number Requested By Posted Candidates
5194  Oracle DBA Hiring Manager Jul-22-04 06:23 11
3127  Business Analyst Manager Carrall May-06-04 13:10 2

Add Request
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2. To view a specific job request in any of the designated tabs, click on the ID #.
3. A new screen will be displayed showing the general information tab, which consists of the job request.

4. To edit the job request (prior to posting to a vendor), click on the edit button at the bottom of the screen. A new screen will be
displayed allowing the job request to be changed. Make the necessary changes and click update when complete. Note that once a job has
been posted to the vendors, a job request cannot be edited. The Cost Estimate can not be edited once submitted for approval.

With drave

5. To withdraw the job request (prior to posting to a vendor), click on the withdraw button. A new screen will be displayed confirming
that the job request is being withdrawn. Click yes to withdraw the job request. Note that once a job has been posted to the vendors, a job
request cannot be withdrawn.

6. To copy a job request, click on the copy button. A new screen will be displayed confirming that the job request is to be copied. Click
yes to copy the job request. A new screen will be displayed with the new job request. At this point, the job can be edited for any specific
information. Once complete, click the submit button for approval.

7. To review the list of all current candidates attached to the job request indicated on the title bar, click on the candidate tab. A view of
the candidate name, availability, rate, status and date posted will be displayed. You will only see short listed candidates after a job is
closed / placed on hold.

Cracle DBA - 5194
Approval MNotes History
MName Available Rate Status Posted
Frank Fun Jul-22-04 69.75 Hire Jul-22-2004 06: 44
Alli Micholas Jul-22-04 72.00 Hire Jul-22-2004 06: 57
Gracie Bell Jul-22-04 62.75 Hire Jul-22-2004 07:04
Larry Jones Jul-22-04 70.00 Interview Jul-22-2004 06: 42
Marsha Brady Jul-22-04 &2.00 Interview Jul-22-2004 06: 58
Ashton Blake Jul-22-04 60.00 Interview Jul-22-2004 07:00
Kaleigh Polk Jul-22-04 63,45 Interview Jul-22-2004 07:08
Anna Micole Jul-22-04 75.50 Pending Hiring Manager  Jul-22-2004 06:34
David Dixkon Jul-22-04 74.75 Pending Hiring Manager  Jul-22-2004 06:35
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8. Click on the candidates name to view their specific information (i.e. resume, skill set). Click close to return to the main menu.

Histary
Candidate Availability / Rate / Status
First Marne: Larry Date Available: Jul-z2-04
Middle Name: Bill Rate: 70.0000
Last Mame: Jones Pay Rate: 0
Email: Rate Type: Hourly
Phone: Status: Interview
Job Summary Posted By
Company: Dimension Data Post Date: Jul-22-04
Mame: Oracle DBA
Mumber: 5194
Start Date: Aug-01-04 A
End Date: Dec-31-04
Submittal Cutoff Jul-25-04
Date:
Rate Range: £5.00-80.00 Hourly

Maximurn Bill Rate: 30.00

Additional Information

Has this candidate ever worked for us before as a Mo

contractor?

Has this candidate ever worked for us before as an

employeae?

If yes, list terms/dates of employment and separation:

Skill Summary Oracle Education 7.x/8.:/8/91 Hewlett Packard
Education

S0l oAand PLASON Natahase administratinn. HP-11 1
Perfarmance Tuning

Backup and Recowvery

9i Mew Features

Resume

Objective: Senior Database Administrator

Experience:

2001-2003 Pier 1 Imports Fort Waorth

Senior Database Administrator

Provided Oracle, SQL Server and DB2 database administration for D Edwards, PeopleSoft and Oracle
Financials systems.

Built logical and physical data models and implemented physical model in development, Q4 and production
databases. Created database objects for replicating real-time data from other production databases.
Implemented combined hot and cold backups of the database.

Developed migration plans and performed in lead DBA capacity to upgrade JD Edwards to XE and Oracle 9i.
Created data refresh, instance-cloning procedures for all database environments using both physical and
logical backup/restore techniques for test, development and Qa environments.,

Created and maintained dewvelopment, test, ga and production database environments including source
management and migration standards to insure production integrity.

Developed and implemented standardized database maintenance procedures and scripts.

Developed and implemented standardized physicalflogical backup/recovery solutions for all database
environments.

Diagnosed and resolved database, application and system configuration issues.

Implemented a standard Quest and BMC tool set to monitor databases and applications for performance,
availability and fault tolerance using Quest tools for real time and historical monitoring and BMC Patral for
proactive monitoring of Unix hosts and databases.

Created and maintained dewvelopment, test, qa and production database instances and migration standards o
insure production integrity,

Installed and managed Legato Metworker backup/recovery systems for Sun, SGI, HP and Oracle/Sybase
database environments including RMAN integration.
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9. To sort any of the information listed, click on the column headings (name, available, rate, status and posted). A new view will now be
displayed.

“
Spproyal
Frank Fun Jul-22-04 69.75 Hire Jul-22-2004 06: 44
Alli Micholas Jul-22-04 72.00 Hire Jul-22-2004 06: 57
Gracie Bell Jul-22-04 62.75 Hire Jul-22-2004 07:04
Larry Jones Jul-22-04 70.00 Interview Jul-22-2004 06: 42
Marsha Brady Jul-22-04 63.00 Interview Jul-22-2004 06; 58
Ashton Blake Jul-22-04 60.00 Interview Jul-22-2004 07:00
Kaleigh Palk Jul-22-04 63.45 Interview Jul-22-2004 07:08
Anna Micole Jul-22-04 75.50 Pending Hiring Manager  Jul-22-2004 06:34
David Dixon Jul-22-04 74.75 Pending Hiring Manager  Jul-22-2004 06:35

10. Click on the approval tab to review the approval history for this particular job request. Click close to return to the main menu.

approver Carroll Approved Mar-04-04

=l

11. Click on the history tab to review the history sequences for this particular job request. Click close to return to the main menu.

YWendor Management Company Jill Carrall Jul-22-04 Posted
Yendor Management Company Jill Carraoll Jul-20-04  Created
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Reject, Interview & Hire Candidates

1. You may reject, interview and hire candidates directly from your today screen. From the “to do” list, select from the list and perform
the action.

pariners

To Do List Quick Stats
Interview Candidates Spend Analysis Wiew
Larry Jones for Job #5194 - Oracle DBA
Marsha Brady for Job #5194 - Oracle DBA Contractors
ashton Blake for Job #5194 - Oracle DBA ST e 10
Expiring Within 30 Days El

kaleigh Polk for Job #5194 - Oracle DEA

Requisitions
Under 50% Utilized g
50% to 75% Utilized 1

Items Pending Your Approval
Timesheet - Gracie Bell - Oct-10-04
Timesheet - Nathan Matthews - Oct-10-04

2. You may also click on the Source main menu item at the top of the screen. Click on the Staff Augmentation sub menu item. A screen
listing all job requests will be displayed.

Draft Pending ejected Approve Ope Filled
Requested By Posted Candidates

Dimension Data - program analysis DD Manager Oct-05-04 08:35 z)

Dimension Data - Programmer Analyst Bill Jones Oct-04-04 07:51 1

Demo Company - Software application Ryan Manager Mar-28-03 14:13 10
developer

3. To view a listing of candidates pending your action, click on the number of the job request under the On Hold status, for which you
wish to review candidates. Click on the candidates tab. A new screen will be displayed listing all candidates short-listed by the vendor
manager and their current status.

Spproyal y
Marne Available Rate Status Posted
Frank Fun Jul-22-04 69.75 Hire Jul-22-2004 0f; 44
Alli Micholas Jul-22-04 72.00 Hire Jul-22-2004 06: 57
Gracie Bell Jul-22-04 62.75 Hire Jul-22-2004 O7:04
Larry Jones Jul-22-04 70.00 Interview Jul-22-2004 06: 42
Marsha Brady Jul-22-04 62.00 Interview Jul-22-2004 06; 58
Ashton Blake Jul-22-04 60.00 Interview Jul-22-2004 07:00
Kaleigh Polk Jul-22-04 63.45 Interview Jul-22-2004 07:08
Anna Micole Jul-22-04 75.50 Pending Hiring Manager  Jul-22-2004 06:34
David Dixon Jul-22-04 74.75 Pending Hiring Manager  Jul-22-2004 06:35

4. The candidate’s status will determine the available buttons:

Pending: Candidates are pending once they have been “short listed” by the System Administrator and yet to be selected for an interview
or rejected by the hiring manager. Click on the candidate’s name. A new screen will be displayed detailing the candidate’s general
information. After a review of the profile, either click the interview button or reject button. A dialogue box will appear. Enter your
comments and click the submit button. Note that these comments will be viewed by the vendor.

Interviewing: Candidates are interviewing after the Hiring Manager reviews the pending candidates and selects them for an interview.
Click the candidate’s name. A new screen will be displayed detailing the candidate’s general information. After you have completed the
interview, either click the hire button or the reject button. A dialogue box will appear. Enter your comments and click the submit button.
Note that these comments will be viewed by the vendor.

Rejected: Candidates are rejected when the Hiring Mgr reviews the pending candidates and declines to interview or hire them.

Hired: Candidates are hired when the Hiring Manager interviews the approved candidate and makes a hiring decision.
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To Approve a Job Requisition

1. From your Today Screen, click on the job number you would like to approve and follow the prompts.

NE

o Carroll

Itemns Pending Your Approwval Spend Analysis
Extension for Jennifer Kirkland
Job Reguisition - 5305 - Sr Developer Contractors

Job Requisition - 53320 - Admin Asst Current Count

Expiring Within 30 Days

Timesheet - Temp Carroll - Mar-07-04

2. A listing of job requests requiring approval may also be viewed by clicking on the approval menu item.

Job Requisition - 3330 - Admin Asst May-09-2005 12:31
Timesheet - Linda Carter - Mar-20-05 Apr-20-2005 06:37
Job Requisition - 5305 - Sr Developer Nov-08-2004 10:41
Extension for Jennifer Kirkland Sep-20-2004 08:45
lob Requisition - 5158 - Admin Assistant Mar-02-2004 12:53

3. To approve an individual Job Request, click on the ID Number of the Job Request to be approved.
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4. A new screen will be displayed listing the General Information of the Job Request. Review the information. Use the scroll bar to scroll
down to review the entire request.

Appri

Job Template:
Job Marme:

Job Code:
Comparny:
Hiring Manager:
Email Address:
Phone MNumber:

Job description:

Preferred skills:
Required education:
Shift / scheduled hours:

allowed Expenses

Job
Web Developer
Sr Developer

Dimension Data
Hiring Manager
jcarroll@comsys.com
FIO0-257-1021

Bill Rate
Job Type: Contract
Bill Rate Range: +35-55
Maximum Bill Rate: 0.00
Rate Type: Hourly

Is & criminal background check required?

Are reference checks required?

Cther required background checks? (please list):
Other comments for vendors:

Cther comments - internal purposes only:

|

Classification

Project: Consumer Response
System Re-write

Department: Information Technology
Srves

Cost Center: 1001209

Account: 700701

Service Type: IT

Location: Pittsburgh, PA

Address: 65 5th Avenue Place

Status / Dates )

Status: Pending Approwval

Submittal Cutoff Date: MNow-13-04

Start Date: Mow-18-04

End Date: Dec-08-04

Developer to help with developing web based
applications using database connectivity tools
interfacing with data residing in SQL Server and Cracle
databases. Will be creating and maintaining web
applications using professional development techniques
and standards, and creating and maintaining detailed
design documentation for web applications developed.
Required skills include corporate experience using
Active Server Pages, JavaScript, WBscript, HTML and
Dream \Weaver to create web applications for Microsoft
Internet Explarer. Must be a self starter with ability to
work under pressure, complete multiple tasks, meet
deadlines and adapt to changing policies

6 yrs training in PS modules

Bachelars in IT

M-F flex time

YEs

Yes

MNeed this person immediately.

Please submit only to Ciber for Joe Contractor. Agreed
rate of 55.00

airfare
Meals

5. To Approve the Job Request, click the approve button.

6. A confirmation message will pop up. Click yes if you are sure you want to approve this job requisition.
7. To review the list of previously approved job requests, click on the approval tab.

8. Repeat steps 5 to 7 to approve any additional Job Requests.

To Deny a Job Requisition

1. To Reject/Deny a Job Request, click the reject button. Enter an explanation in the message box as to why the Job Request is being
denied. Click the reject button. Repeat steps as needed to reject any additional Job Requests.

2. To review a list of previously rejected job requests, click on the approval tab. You will be able to view all previously approved and
rejected job requests.
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Approving a Timesheet

1. A screen listing all timesheets

To Do List Quick Stats
Interview Candidates Spend Analysis
Larry Jones for Job #5194 - Oracle DBA
Marsha Brady for Job #5194 - Oracle DBA Contractors
#shton Blake for Job #5194 - Oracle DBA s (Eelge
kaleigh Polk for Job #5194 - Oracle DBA Eupiring Within 30 Days

Requisitions
Under 50% Utilized
S50% to 75% Utilized
90% to 100% Utilized

Items Pending Your Approval
Timesheet - Gracie Bell - Oct-10-04
Timesheet - Mathan Matthews - Oct-10-04
Timesheet - Geoffrey Arm - Nov-07-04
Timesheet - Laura Contractor - Mov-21-04

To approve a timesheet, click on the name of the person whose timesheet you would like to approve and follow the prompts.
o Laura ¢ - I 15-04 th ' 21-04 B
Approval
Day Assignment Warning

Mon-Nov-15 Database Administration Regular Time None
Hours

& hour holiday

Tue-Mow-16 Database Administration Regular Time
Hours

wWed-Nov-17 Database Administration Regular Time
Hours

Thu-Mow-18 Database Administration Regular Time
Hours

Fri-Now-19 Database Administration Regular Time
Hours

left earfy, dr's appt

Expenses
Assignment Date Type Amount
Database Administration Dec-02-04 Dinner
Took sharon to dinner after meeting

Total:

Approve
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2. A listing of timesheets requiring approval may also be viewed by clicking the approval menu item at the top of the screen. The
consultant’s timesheet will be displayed under the pending tab.

Timesheet - Laura Contractor - Mov-21-04 Dec-14-2004 12:04
Timesheet - Geoffrey arm - Noy-07-04 Dec-02-2004 07:28
Timesheet - Mathan Matthews - Qct-10-04 Qct-21-2004 08:11
Timesheet - Gracie Bell - Oct-10-04 Qct-14-2004 0740

3. Review information, e.g., units/hours and expenses.
4. To approve the timesheet, click the approve button.

Mon-Nov-15 Database Administration Regular Time
Hours

& hour hohday

Tue-Nov-16 Database Administration Regular Time
Hours

Wed-Nov-17 Database Administration Regular Time
Hours

Thu-Nov-18 Database Administration Regular Time
Hours

Fri-Nowv-19 Database Administration Regular Time
Hours

laft early, dr's appt

28

Database Administration Dec-02-04 Dinner
Took sharon to dinner after meeting

Total:

5. If you have questions or wish to deny the timesheet, please see denying a timesheet below.
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6. A confirmation message will be displayed. Click yes to complete the approval process.

Approve TimeSheet

Are you sure you want to approve this timesheet? Doing so will authorize VYendor
Management Company to bill your company for the items on this timesheet.

7. Repeat steps 1 -6 for each timesheet being approved.

8. If there are no more timesheets to approve, click the logout common menu item at the top of your screen.

Rejecting a Timesheet
1. If you do not want to approve the timesheet, click the reject button located on the lower part of the screen.

2. The System will prompt you for comments.

R

Please enter your reason for rejecting this timesheet

I B

[ |

Cancel

3. Type in your comments in the space provided, click reject upon completion.
4. A notification will be sent automatically to the consultant. The consultant must correct and resubmit his/her timesheet.

5. Once complete, click the logout common menu item at the top of the screen.
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To Approve an Invoice

1. From your Today Screen, click on the invoice number you would like to approve and follow the prompts.

| 670 =g =g

Items Pending Y¥our Approwval Spend Analysis
Extension for Jennifer Kirkland
Invoice Mumber 10132 Cantractars

Invoice Number 10133 Current Count

Invoice Number 10133 May-23-2005 1018
Invoice Number 10132 May-23-2005 10:17
Job Requisition - 5330 - admin asst May-09-2005 121321

3. To Approve an Invoice, Click the ID Number to select the desired Invoice listed under the pending approval menu.

4. A new screen will be displayed listing all invoice information for the projects that you are responsible for. This information includes
the contractors by project, number of hours worked, timesheet approval history, hourly rate, extended dollars, related expenses, and the
invoice approval history.

Linda Carter
Tirme Hiring May-15-05 55,00 22,00
MManager

Vendor Management Fee Hiring May-15-05 2.00 0.00
Manager

Invoice Total:

5. To Approve an Invoice, click the approve button. A confirmation message will pop up. Click approve if you are sure you want to
approve the invoice.

To Reject/Deny an Invoice

1. To Reject an Invoice, click the deny button. Enter an explanation in the message box about why the Invoice is being denied. Click the
deny button.

2. Click the logout button to exit the system.
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Creating Extensions
1.To request an extension for a contractor, Go to your "Today" Screen where you will find two options.

Select from the “Quick Stats” the "Requisition " detail section and click on the % Utilized / over budget category that your contractor
falls under OR Click on “Current Count / Contractors Expiring Within 30 Days”.

Interview Candidates Spend Analysis
Larry Jones for Job #5194 - Oracle DRA
Marsha Brady for Job #5194 - Oracle DBA Contractors
Ashton Blake for Job #5194 - Oracle DBA E
Kaleigh Palk for Job #5194 - Oracle DBA Expiring \Within 20 Days

Requisitions
Under 50% Utilized
50% to 75% Utilized
90% to 100% Utilized

Items Pending Your Approwal
Timesheet - Gracie Bell - COct-10-04
Timesheet - Mathan Matthews - Oct-10-04
Timesheet - Geoffrey Arm - Mov-07-04
Timesheet - Laura Contractor - Mov-21-04

2. Click on the name of the contractor you wish to extend. A new screen will be displayed showing the budget information for that
particular contractor. Select the “Request Extension” option at the bottom left of the screen.

Contractor: Weekly Carroll Requisition Amount: 40,000.00
Assignment: Cracle DBA Billed Amount: 37,561.50
Requisition Code: Pending Amount: 0.00
Requisition Code 2: Remaining Amount: 2,438.50

Utilization Pct: 93.90 %

Pre-Existing Bill Amount: Z0,000.00

Start Date: Jul-01-04 Regular Time
End Date: Dec-31-04

Jill Carroll Jul-01-04 40,000.00 Initial req amt

Carroll Company - Manager, Hiring Dec-14-04 Febh-14-08 Approved 30,000.00
Carroll Company - Manaager, Hiring Dec-02-04 Feb-02-05 Approved Z5,000.00
Carroll Company - Manager, Hiring Mow-08-04 Jun-01-058 Approved 25,000.00

Request Extension

4. A new screen will be displayed. Select the extension template “Temporary Extension” and click the submit button.
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5. A new screen will be displayed. Complete the extension template including new rates (if applicable) and extension start and end dates.
Note that these dates are only related to the extension and will not modify the underlying assignment effective date. Select the
assignment(s) to be extended by clicking on the check box located next to the name of the assignment. Complete the additional
information section. To save the extension in a draft status, click the “Save” button. To submit the extension for approval, click the
submit for approval button.

Add Extension
: Weekly Carroll : Hiring Manager
INC Custamer: Carroll Campany

.~ Rates  Cument  Reguested Dates
Eill Rate: 62,00 Igg_gg Extensian End Date: IFeh j|3 j|ggg5j

Dimension Data - Oracle DBA Jul-01-04 Dec-31-04 Cpen
Carroll Company - Database Administration Aug-11-03 Aug-31-04 Cpen |'

Dimension Data - Oracle DBA (Jul-01-04 to Dec-31-04) 40,000.00 37,561,850 0,00 2,438.50 03,90 %
Carroll Company - Database administration (Aug-11-03 to Aug- 60,000.00 14,477.00 29,00 45,494.00 24,18 %

Expenses

Extension Total

Total

are there any cost center changes?

Aany additional changes to original assignment details?

Submit Far A W, Cancel

6. A dialogue box will appear. Type in any pertinent information you wish the approver of the extension to see. When complete, click
the submit button. Note: If you Click Submit for Approval, the extension will route through the appropriate approval process.
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