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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.vms 
 
GTA/Comsys Information Website     http://www.gtasms.com 
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Index of Frequently Asked Questions 
 

 
 

 
Page #  FAQ  
 

4   How do I change my password? 
 
5   How do I contact the system administrator with a question? 

 
6-10  How do I run reports? 
 

11-16  How do I submit a job requisition?   
 

17   How do I review candidates and select them for interview and hiring? 
 

   18-19  How do I approve a job requisition? 
 
20-22  How do I approve a timesheet? 
 
  23   How do I approve an invoice? 
 
24-25  How do I create an extension? 
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Changing Your Password? 

1. Click on password from the common menu items at the top right hand section of the screen. 
 

 

2. A new screen will be displayed. 

 

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.  
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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. 
 

 

2. Your internal e-mail application will be launched. A new blank email screen will be displayed. 

 
 

 

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.  
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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: 

• Select the Reports icon from the Main Menu. 
 

• When the Report Menu is displayed, select a report from the System Reports section. 

 

 

• A screen will be displayed allowing you to specify the criteria for which you would like to filter the content of the report. 

 

 

• 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. 
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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:  

• Select the Reports icon from the Main Menu.  
• When the Report Menu is displayed, select an Ad Hoc Report Category from the Ad Hoc section.  
• 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 
you have finished selecting your items. 

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

  
• 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.  
• To remove a report item, select the Remove check box next to the item you would like to remove, and then click the Update 

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

 

 

• 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. 

 

 

• 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. 
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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.  
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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. 
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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.            

 

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. 

 

 

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

                                                
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.     
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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.  
                     

                                      
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.   
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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. 
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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.                                

 

 

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

 

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

 

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. 

 

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. 

 

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. 

 

 

 

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

 

 

 

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. 

 

 

 

 

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 pending your approval will be displayed in the To Do List. 

 

 

To approve a timesheet, click on the name of the person whose timesheet you would like to approve and follow the prompts. 
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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. 

 

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

 

 

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. 

 

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. 

 

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. 

 

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

 

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.  

 
 

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”.   

 
 
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.   

 
 
 
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.  

 
 

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. 


