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Customer Creation

1. Click on Add > Company from the dropdown.

Q) Find 4+ Add

‘nu n Company

Contact

2. Search for your company/branch name in the Department Owners field and select the proper
option.

Note: This field will allow all users under your department to have access to the company
record. Otherwise, they will not be able to see this record. Other departments may display; DO
NOT select them unless you are trying to share this record with another partner.
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i Add Company

B General Details

Branch Demo Branch .
Owner . Ceme e m
o
Department Owners Demo Q
A';[Demo Branch ]
°
Company Name
i .
Company Website
-

Source

Facebook Profile
Name

Linkedin Profile
Name

3. Enter the company's legal/registered business name.
fH1 Add Company

B GCeneral Details

Branch Demo Branch v
Owner i . Demo User 2=
x
Department Owners . Demo Branch Q
- X
Company Name . [DE'T\D Ccnﬂpanyi ]
L]

Company Website

hd

Source

Facebook Profile
Name

Linkedin Profile
Name

Company Notes

of the company’s background
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4. Enter the company's website URL address.
B General Details

Branch Demo Branch v
Owner @ Demo User =1
»
Department Owners . Der B Q
x

Company Name Demo Company

Company Website [.w-.-w democompany.com ]

Source
Facebook Profile

Name

LinkedIn Profile
Name

Company Notes

Culture / Perks
5. Optional: Add a source type from the Source field dropdown menu.

Note: This can be useful for reporting and analytical purposes down the road.
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Department Owners @ Demo Bran Q

Company Name Demo Company

Company Website ‘.,\".m.w.demccompany com

Source

Cold Call
Facebook Profile [ Conference ]
Name

Customer Referral
LinkedIn Profile

Name Direct Website Traffic
Company Notes Linkedin

Networking Event

Culture / Perks

Company ["

s = 1= o=
Description

iy
lih
[}

1 T

@
Bl
[BL

d B = | 52 [ Source
B I UGS x x°

6. Optional: Enter the company social media URLs, Company Notes and Culture/Perks.

Note: This information may be useful to another team member.
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Demo Branch -

Branch
Owner ® o 5 =
Department Owners ® o ek a

Company Name Demo Company

www.democompany.com

Company Website

S Conference -

r )
Facebook Profile
Name

LinkedIn Profile
Name

Company Notes
a snapshot of the company's background

Culture / Perks

\ y

Company
Description

1

i
-
-
I
e
I
Il
2
=
B

G 5 & =
@ M = & [ Source
B I UGS % x°

- - A Styles ~ | Format + | Font - | size - A- I}

CLOSE ALL TABS

7. Optional: Add a company description into the Company Description field,

Similar to the description used for Apple below.
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Company Notes 5

Culture / Perks £

Company
Description

@}
&l
i
*

W
-
=

e

{11}

Ith

I

(LN CI--2

B Source

1§
~ H
(=3l
n
mx
xru

Styles ~ | Format ~ | Font ~ | Size - A~ B~

Apple Inc (Apple) designs, manufactures, and markets smartphones, tablets,
personal computers, and wearable devices. The company offers software
applications and related services, accessories, and third-party digital content.
Apple’s product portfolio includes iPhone, iPad, Mac, iPod, Apple Watch, and Apple
TV. It also provides advertising services, payment services, cloud services, and
various consumer and professional software applications such as i0S, macOS
iPad0S, watchOS, iCloud, AppleCare, and Apple Pay. Apple sells and delivers
digital content and applications through the App Store, Apple Arcade, Apple News+,
Apple Fitness+, Apple Card, Apple TV+, and Apple Music. The company's business
operations span the Americas, Europe, the Middle East, Africa, and Asia-Pacific
Apple is headquartered in Cupertino, California, the US|

Ownership hd
8. Select an Industry that matches the Company.

Ownership >
Year Founded

Industry . Q

Human Resources

Work Week

Time Entry

Expenses

Reimbursed?

Legal

VMS/MSP

B Corporate Location Information

Main Phone
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9. If known when creating the record, select the 7-day range when the company work week
occurs.

Important Note: This field can be entered later after agreements are signed but is crucial to be
in place when jobs are being created. This is a correlated field and carries over to Jobs >
Placements.

body
Ownership -
Year Founded
Industry &
Work Week ~/ Monday - Sunday .
[ Monday - Sunday e ]
Time Entry Sunday - Saturday

Saturday - Friday
Expenses

Reimbursed? Friday - Thursday

VMS/MSP

B Corporate Location Information

Main Phone
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10. If known when creating the record, select the Time Entry method that will be used for the
company. Timesheet= Web Time Entry within our system. Batch= Paper timecards, reports
provided by the customer, or any other time entry system not provided by our system.

Ownership e
Year Founded
Industry Q
L%
Work Week Monday - Sunday s
Time Entry =
[ Timesheet ]
Expenses Batch

Reimbursed?

VMS/MSP

B Corporate Location Information

Main Phone

Address .
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11. Optional: Adding an answer for this field will signal whether the company allows for expense
reimbursements.

Year Founded
Industry Q,

Work Week Monday - Sunday -

Tirme Entry Timesheet -

Expenses =
i ?

Reimbursed Yes

VMS/MSP [ Mo ]

B Corporate Location Information

Main Phone

Address .

United States X
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12. Enter the full name of the VMS/MSP that is associated with the company. This is an optional
field but is mandatory if applicable to the customer.

Year Founded

Industry . O\
S

A e 2
Work Week Monday - Sunday g
Time Entry Timesheet .
Expenses No .

Reimbursed?

VMS/MSP [ ]

B Corporate Location Information
Main Phone

Address .

United States x

I} The Corporate Location Information section review in the next steps is strictly used for credit
approval purposes. This should be the main address that is used by the company and may differ from a
branch location and/or worksite location.
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13. Enter the corporate phone number.

Work Week Monday - Sunday v
Tirme Entry Timesheet -
Expenses bt bt

Reimbursed?

VMS/MSP

B Corporate Location Information

Main Phone [800’555’5555{ ]
Address L 2
L ® Q.
United States x

B Credit & Billing Details

Parent Company

14. Complete the corporate address information with proper and full spelling, no abbreviations.

Time Entry Timesheet hd

Expenses
Reimbursed?

VMS/MSP

B Corporate Location Information

1

[0
wun
w

800-555-¢

(93]
[0

Main Phone

Address 123 Demo Lane ddress2

Los Angeles v California X 90210

~ United States X

B Credit &Billing Details

Parent Company

Funding Type
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15. The Credit & Billing Details section is used for the back-office team to complete. These fields
will be viewing only access for you, except for the Standard Per Fee (%) field.

Bullhorn Q) Find =+ Add

= Menu (B Add Company

Add Company " United States X

B Credit & Billing Details

Parent Company

Funding Type

Prescreen Risk Score

Credit Decision No Decision i

Last Credit Change
Date

Approved Credit
Limit

Credit Screening
Notes

EIN

DUNS #

NAISC Code

Standard Perm Fee

*)

COl Uploaded?
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16. Optional: Enter a standard perm fee percentage amount that will be blanketed for all Direct
Hire/Perm placements.

Approved Credit
Limit

Credit Screening
Notes
EIN

DUNS #

NAISC Code

Standard Perm Fee I'Zj ¢]I
(%)

COl Uploaded?

B Additional Information

Job Codes

Credential

Requirements Use if company will not allow a start without proper credentials
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17. Click SAVE to complete the initial company setup.

29

4p

Creating a Location Record

I Creating a location record is required prior to creating a job order or setting up a billing profile. This
should be the next step after creating the company record initially. The corporate address on the Edit tab
of a company record does not have any operation use in Bullhorn and is just for viewing purposes.
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1. On the company record, click on the LOCATION tab.

(B3 3282 | Demo Company2 G 9

ID Status Company Name Main Phone
3282 Inactive Demo Company 2 L5 (813) 853-0499

OVERVIEW EDIT CONTACTS (2) LOCATION RATE AGREEMENTS FILES (1) AC

o~ \fic: o i - - =
Client Visit &4 Job &4 Submiss

Sl

Open Jobs

2. Click on ADD LOCATION.
< 7 ACITIUNS - ¢ R e A

VAILS PULSE SECURED SIGNING MORE +* LAYOUT =2

=D

e, Tampa, FL 33607 4858
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3. Enter a location ftitle.

Note: It's best practice to add company name first, then hyphenate with a describing location
such as "Corporate" or "City Warehouse" etc.

Q) Find + Add

Q Add Location

Company
i1 Demo Company 2

Effective Date 04/19/2024 [2=1
Location Code
Title [Demo Customer - Tampa Ware"ousd ]
Description
Status Active -
Address e

[ ] L ] O‘ [ ]

United States X
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4. Enter a location description for team awareness/reference.
V¥ Add Location

Company

[fi Demo Company 2

Effective Date 0419/2024
Location Code
Title Demo Customer - Tampa Warehouse

En Tampa, FL warehouse location for manufacturing Worka-'s]
Description 8

SRt Active
Address o
® . Qe
United States
Worksite o< No

5. Enter the full address information in without abbreviations.

Important Note: This must be the full and correct address without abbreviations otherwise the

geocoding process can fail for payroll.
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Location Code

Title

Description

Demo Customer - Tampa Warehouse

Tampa, FL warehouse location for manufacturing workers.

Status Active

Address 123 Factory Lane
Tampa Florida X v 33606
United States

Worksite ‘ les i

Bill To ‘

Sold To

6. Select whether the location entered is a worksite address or not.

Note: If "No" is selected for Worksite, then this address will not populate as an available
location when creating a job order.

19| Page




Address v 123 Factory Lane

Tampa v Florida

United States

Bill To ’ |

Yes

Sold To ’ ves | No ‘

7. Select whether this location is also a location that will have invoices sent to them.

Note: A location can be a worksite and billing location. However, if it is a satellite location, that
is strictly a worksite only and billing is sent to the corporate office, then this should be marked as
"No" to avoid confusion.
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ralripa G rivJiimda

United States

Worksite No ‘

Bill To [ No ”

Sold To ‘ Yes No ’

Decline Taxes On u Yes ‘
Location

8. Optional: Mark whether or not this location was a location where the sales process occurred

and was closed.

B add Privecy | @ Help  Demouser (@)

Bullhorn Q) Find

= Menu N
Company

Demo Company 2

04192024
ffective Date 04/19/202 o
Add Location
tion Cod
Title Demo Customer - Tampa Warehouse
Descrip Tampa, FL warehouse lacation for manufacturing workers
Active .
State
Address 123 Factory Lane
Tampa Florida X v 32606
X

United States

Bill To .
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9. Click on SAVE

e

I? The location will now be created. If you need to update the address in the future, follow the step
below.
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10. Click on NEW VERSION +.

orn Q) Find + Add
u 9 5256 | Demo Customer - Tampa Warehouse
D Title Status Effective On
5256 Demo Customer - Tampa Warehouse Active = 04/19/2024 -

OVERVIEW EDIT ACTIVITY

Details - ®
Title Demo Customer - Tampa Warehouse
Description Tampa, FL warehouse location for manufacturing workers.
Address 123 Factory Lane Tampa FL 33606 United States
Worksite Yes v
Bill To Yes
Sold To Yes w

Decline Taxes On Location  Yes

Tax Groups
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11. Click on Please choose a new Effective Date and select the effective date when the changes
should go into effect.

enu 9 *Demo Customer - Tampa Warehouse

Company

& Demo Company 2

Effective Date ® Pleasech e 3 new Effective Date 2]

< Apr 2024 >
o Customer - Ta...

Location Code ’
Su Mo Tu We Th Fr Sa

Title ==

D i 20] manufacturing workers.
escription

Status Tl 29 30 2 3 4

Address v
Tampa FL X v 33606
United States X

WorkSite EI‘
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Creating a Contact Record

1. From the company record, click on ACTIONS.

Bullhorn

= Menu

3282 | Derno Compar

CLOSE ALL TABS

&) Find

B 3282

D s

3282 Inactive

4+ Add

Demo Company2 G 9

Company

Demo Company 2

Demo U

@ Help

Name

L{813) 853-04

OVERVIEW  EDIT

Open Jobs

Opportunities

Credit Details

Prescreen Risk Score

Credit

Approved Credit Limit

NAISC Code

DUNS #

Credit Screening Notes

CONTACTS [2) LOCATION RATE AGREEMENTS  FILES(T)  ACTIVITY

NOTES (2] SUBMISSIONS (1) EMAILS PULSE  SECURED SIGNING A - AYOUT 22

Q
®

- ® Details

Branch Der i
Company Name D 2
ce
: book Profile Name
Year Founded
+ 20 P
ndustry Accounting, Banking
@ Converted
Contact Information 5]
n
& Main Phone 853-0499
Address 123 Lane Tampa FL 33609 United States
Mo Decisio & o E———
Facebook Profile Name
m Linkedin Profile Name
0o Culture / Perks
Payroll/Screening Details =

Standard Perm Fee (%) 000
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View Parent Rollup

View Organizational Chart

EMAILS PULSE securg Add Contact v  LAYOUT =2$

Add Opportunity

Change Status

Secured Signing

Demo Branch

3. Enter the contact's first name.

Q) Find =+ Add

Add Contact

First Name []a'Twes;: E]

Middle Name

Last Name *

Status New Prospect -

Company 3282 | Demo Company 2 x

Title

Type ¢ -

Department . -
Q

Reports to
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4. Enter the contact's last name.

Q) Find + Add

Add Contact

First Name James -

Middle Name

Last Name [MCD@WIUI ]

Status New Prospect -

Company 3282 | Demo Company 2 X

Title

Type ¢ -

Department b -
Q

Reports to

5. In the status field, select the appropriate status for the contact.

First Name James -

Middle Name

Last Name McDemo

[ 1
Status New Prospect =
7777 v
Company Contacting
Active
Title
Inactive
Type - DNC
Left Company
Department L4 L. |
Q
Reports to
-
Source
Owner Demo User %
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6. Enter a job title for the contact, if known.

Note: You can always update the fields later.

First Name James =
Middle Name

Last Name McDemo

Status New Prospect -

Company 3282 | Demo Company 2 X
Title [Di'ector of HP‘| ]
Type - -

Department . -

Reports to Q
Source -

Owner Demo User b'e

28 | Page



7. Select the dropdown from the Type field and select the contact type that applies.

Last Name McDemo

Status New Prospect -
Company v~/ 3282 | Demo Company 2 x
Title Director of HR

Type - -

Accounts Receivable

®
Dapartment [ Decision Maker ]

Gate Keeper
Reports to

Influencer
Source Manager
Other
Owner
Secondary Owners Q
Department Owners e O‘
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8. Select the dropdown from the Department field and select the department that this contact
works in at the company.

Company 3282 | Demo Company 2 P 3
Title Director of HR

Type Decision Maker =
2 -

Department

Customer Service
Reports to
Custormer Support

Finance
Source

[ Human Resources ]

Owner
Information Technology

Marketing
Secondary Owners

Department Owners . O‘

B ContactInformation
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9. You can add secondary owner(s) if you wish to share this contact record with specific people,
however if you want to share with your entire team, then search for your Department/Branch
name and select the option.

Reports to Q
Source -
Owner Demo User X
Secondary Owners Q
Department Owners L Demo Q
&,,[Demo Branch ]

B Contact Information
Primary Email
Seconday Email
(813) 853-0499

Company Phone

Mobile Phone
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10. Enter the contacts email address.

Q) Find =+ Add

Add Contact

Secondary Owners =

Department Owners y . Demo Branch Q
B Contact Information

Primary Emall 7 (lamesmedemo@gmailcd )

Seconday Email
Company Phone (813) 853-0499
Mobile Phone
Direct Line
Linkedin Profile
11. By default, the company main number will assign to the "Company Phone" field. You will

need to update with the "Mobile Phone" or "Direct Line" field with the contacts phone number
used.

Note: Mobile Phones can be used with the Bullhorn Texting integration.

32| Page



= NG Add

Add Contact

Primary Email james.mcdemo@gmail.com

Seconday Email

Company Phone (813) 853-0499

Mobile Phone 44447777

ﬁ'l}*
Direct Line l

Linkedin Profile

Address 123 Corporate Lane
Tampa Florida X 23609

United States x

B Desired Categories & SkKills
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12. By default, the address will carry over from the company corporate address used when
creating the company. Make sure to update these fields if they different from the corporate
address.

Primary Email pmesmcdemaggmall.com

Seconday Email
Company Phone {813) 853-0499
Mobile Phone BI3-444-7777

Direct Line

LinkedIn Profile

Address 123 Corporate Lane
Tampa Florida X 33609

United States X

B Desired Categories & Skills
Desired Categories
Desired Skilis
Ceneral Contact

Comments

Bullhorn Automation
Score

cancrr VD
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13. Enter any candidate/job categories that may apply to this contact. This can assist with auto-

matching candidates.

Direct Line

Linkedin Profile

Address 123 Corporate Lane

Tampa Florida

United States

B Desired Categories & Skills

Desired Categories i

X 33609

ospit
Desired Skills

General Contact

Comments [‘,i_—:p_\‘n:t_/n'w:]
Bullhorn Automation

Score Media and News
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14. Enter any candidate/job skills that may apply to this contact. This can assist with auto-
matching candidates.

Direct Line

WAccount Busines

Linkedin Profile
Cherry Picker
WEquipment Operatc

Address
Hospitalist
WHealthcare: Physicians
Pipe Fitting
W Construction

B Desired Categori (55-00 ]

$Manutactur

Desired Categories 3
Taping
W Construction

Desired Skills p a

General Contact
Comments

Bullhorn Automation
Score
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15. Click on SAVE

e, ()

37| Page



Creating Opportunities for Customers

1. On the customer record, Click on ACTIONS then click on Add Opportunity from the dropdown
menu.

> | ACTIONS ¥ S Q@ F 2 X

View Parent Rollup

View Organizational Chart

EMAILS PULSE seEcurgl Add Contact - LAYOUT 23

Add Opportunity ]

n : L
| 4 Interview

- _ Change Status

Secured Signing

Demo Branch

Demo Company 2

2. Once the opportunity opens up, you will be opted to select a job type from the following
option.

Note: If this is a proposal for a large opportunity with multiple jobs and locations, you can use
the RFP (Request for Proposal) option.
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https://app.tango.us/app/workflow/a254e552-5634-4343-9903-1c27869a6e1b?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links

Bullhorn Q) Find =+ Add

= Menu @ Add Opportunity

Add Opportunity

3. Set the opportunity status to "Open".

Note: All opportunities start at Open, unless you are creating one retroactively.
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Q) Find +) Add

@ Add Opportunity

TYPE
Temporary EDITTYPE #
Status ® h
[ Open ]
. ]
Title Qualified
Contract Sent
Company
Signed
Contact * e
Owner Demo User X
Opportunity B B @ B = F9r = = = = 7 N
Description
Ed A = | 51 [9 Source
B I UGS x x°
Styles ~ | Format -~ | Font - | Size - A- -

4. Enter the opportunity title. This can either be a job title or a standard title for the opportunity
such as a specific department of the business.

Note: Opportunities can be converted to Jobs and will pickup information such as the title and
description (as job description).
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Q) Find +) Add

@ Add Opportunity

TYPE
Temporary EDITTYPE 7
Status Open .
Title [Call Center Represer*tatwe{ ]
Company Demo Company 2 Y
Contact . a
Owner Demo User %
Opportunity [-@x [ I-@\ IEE 3|§ g9 R = o= om0
Description

Ed A = | 51 [9 Source
B I UGS x »x°

Styles - Format - Font - Size

5. Associate a sales contact with the record.

Note: You must search for the first 3 letters of a first and last name for a record to appear in the
search bar.
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YPE

‘emporary EDITTYPE “
tatus Open v
Title ~/ Call Center Representative 2]
Company » Demo Company 2 X
Contact ¢ James McDemo Q
[James McDemo ]
Ourmer # Demo Company 2 jamesmcdemo@amall. L \QW(B13) 853.0499
Q@ Tampa, FL O Inactive
Opportunity [é [E] [ = E & B = 4§ 4
Description
M = | 3% [& Source
B I UGS x x*
Styles ~ | Format ~ | Font ~ | Size - A- -

6. Enter a detailed job description for the opportunity. This can be a detailed overview of the
opportunity or a job description to use when converting to a job order.

James McDemo

i ma Company 2 ta
@ Tampa, FL
Opportunity B E @ « gy e YW EE EE | NN =
Description
E_E — :; @ SUUILE )
B I U § x x*
Styles - | Format - | Font - | Size - A- ¥
» Call clients and customers to inform them about the company’s new products, a
services and policies
» Guide callers through troubleshooting, navigating the company site or using the
products or services
* Review customer or client accounts, providing updates and information about
billing, shipping, warranties and other account items
= Collaborate with other call center professionals to improve customer service
» Help to train new employees and inform them about the company's customer
management policies
| v
. J
body
Deal Value uso
Expected billing for total dea
Evmartar Claca Mata @
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7. Enter the expected billing amount in the Deal Value field.

Services ana policies

a
« Guide callers through troubleshooting, navigating the company site or using the
products or services
+ Review customer or client accounts, providing updates and information about
billing, shipping, warranties and other account items
» Collaborate with other call center professionals to improve customer service
+ Help to train new employees and inform them about the company's customer
management policies

v
body
aAY e
Deal Value [SOOOd ']UE’D
Exp Silling for total dea
Expected Close Date =
Actual Close Date =
e o se date
Reason Closed M
B Email Notification
N
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8. Creating an opportunity will not automatically notify an SMG back office team member. Make
sure to add your Staffing Manager as the internal user in the Email Notifications section.

v
body
Deal Value 50000 usD
P d or total d
Expected Close Date )
Actual Close Date e
J e actu: ose d
Reason Closed ol
B Email Notification
Internal User Mary Q
-..[Mary Pillow ]

- ] @staffingmanage.. M Staffing Management G.. @ Staffing Manager
Distribution List et s - Sk § -

9. Enter and select SMG Staffing Operations (Job Review) for the Distribution List to notify.

Note: This will notify all back office team members. If you create your own distribution list, you
can notify others as well, such as your own team.
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mandygement ponckes

body

Deal Value usb
g for total deal
Expected Close Date o
Actual Close Date @
eld to fy the actual close date.
Reason Closed b
. e SMG Operations Team
B Email Notificatio P " i - .y
Owner: SMG Staffing Ops Email Date Added: 1/5/2024
Internal User [SMG Staffing Operations (Job Review)
Owner: SMG Staffing Ops Email  Date Added: 1/5/2024
Distribution List smga Q

10. Click on SAVE

CANCEL SAVE v
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Adding opportunity headcount and job description details.

Once an opportunity is created, you may need to add more information about the opportunity,
such as headcount/volume, estimated pay & bill rates, upload more job descriptions etc. Using
notes is the best way to communicate and track updates with our team members.

11. From the overview page > Actions button, you can add notes, create tasks, email the sales
contact, create appointment/meetings etc.

Note: It is important to send emails for an opportunity from the opportunity record as they will
be logged and associated with the opportunity record so you can easily track your historical
communication. Ultimately the communication logs will then store on the company record in the
activity tabs.

Bullhorn @ Find @ Add Privacy @ Help | Demouser (@)

= Menu @ 5761 Call Center Representative @
o Title Type
Call Center Representative Temporary Open Demao Use
OVERVIEW EDIT  ACTMITY  NOTE LE ’
 E——
Details o
Date Added = 04/22/2024,178 AM

Recent Notes ce

ADD NOTE +

B

CLOSE ALL TABS
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Requesting an Opportunity to Be Reviewed

12. From the Actions dropdown button, click on Add Note

Privacy ©® Help Demo User .

Add Note ]

s

n

onvert

- LAYOUT 3%
Add Appointment

Make a Copy

Email Contact
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13. Click on NOTE TEMPLATE then ALL TEMPLATES.

B Add Note

ar

m

| MY TEMPLATES (1)

Q,
MY DEPARTMENT'S TEMPLATES (1) Demo User - Lead Foll
[ ALL TEMPLATES (24) o
Si
L |
- ®
14. Search for New Opportunity and select the "New Opportunity Review" template.
EEEEEEEEEE———.
Note X
MPLATE W
TES (0) ‘ O\ new oppo ’
MENT'S TEMPLATES (0) Shane Burrell -
Review
TJTES (1)

New Opportunity ]
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15. A template will populate with bulleted items and highlighted areas, which should be

completed.
[Comments
Styles ~ Sze~ B I U A~ 2 2| 3 =
LUusSiuviigcI uUcwis a
1 « VMS Associated?: No
1 » Client Billing Address: 123 Factory Lane Tampa FL 33606 United '
y States
2 ® » Client Worksite Address: 123 Factory Lane Tampa FL 33606
United States|
« Expected Payment Terms: Insert Net Payment Terms Here
v
[ body ul h i
About
ra Demo L= |
~
< ® Action

16. Fill in the job title information such as headcount, contract duration and estimated pay/bill

rates.

Notes: Even if it's just an estimate, the team needs this ifnroamtion to calculate the required

credit coverage needed to fund the customer.
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Privacy © Help Demo User .
sentative @ @ Add Note X
Status Owner E - - E -
ary v Open Demo User
Comments
©  PULSE Marker -~ | Size~ | B I U A- )= 2 ¢

Negotiating

Q

Q

= Job Title: Customer Service Rep
o # of Potential Placements: 10

o Estimated Contract Duration: 6 Months or 1040

Hours
o Estimated Pay Rate: 15
Estimated Bill Rate: 22 .50

o

body ul li wl li span

About

Action

Copy Note
[ | |

17. If there's a second job to add, complete the Job #2 Details section or erase if there isn't.

Privacy © Help Demo User .
sentative @ @ Add Note X
Status Owner E k - E -
ary Open Demo User
Comments
©  PuLsE Marker -~ | Size ~ B I U A- |2 |:i2| =

Negotiating

Q

Q

below. If not, please delete the Job #2 Details section*
Job #2 Details

« Job Title: Insert Title Here

body ul li wl li span

*If there is an additional position known for this opportunity, please add details

o # of Potential Placements: Insert Headcount Here

About

Action

Copy Note
[ | |
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18. Click on the Action dropdown field and select "Opportunity Review".

° Action -

Left Message

< Onboarding Docs Sent

Onboarding Docs Completed

[ Opportunity Review

Other
Qutbound Call

Placement Ended
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19. Enter your Staffing Manager in the Internal user field and the SMG Staffing Operations (Job
Review) in the Distribution field of the Email Notifications section.

Schedule Next Action

SMG Operations Team
Owner: SMG Staffing Ops Email Date Added: 1/5/2024

SMG Staffing Operations (Job Review)
Owner: SMG Staffing Ops Email Date Added: 1/5/2024

smg|

be |

® Draft save CANCEL SAVE
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20. Click on SAVE.

e, [EXE
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21. If you are adding multiple jobs, you can either create a new note with the job description or
add a job description document by clicking on FILES.

e ]
5761 Call Center Representative @

Title Type Status Owner

Call Center Representative Temporary Open v Demo User

IEW EDIT  ACTIVITY NOTES (1) FILES (0O) PULSE

— |
' | Den |
‘ b P A 1

Qualifying Negotiating

retails

Added 04/22/2024, 1118 AM
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22. Click Upload + to add the file and label as a Job Description for the file type.

YOU DO NOT HAVE ANY FILES ON THIS RECORD YET,

UPLOAD =+
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23. Once you submit for review, the back office team will review the details and update the
opportunity with 2 notes: WC Review and Credit Review.

Bullhorn &) Find =5 Add

Privacy @ Help Demo User .

= Menu '@ 5761 Call Center Representative @ ) v He v B @ R ZX

Demo User

Recent Notes

&% 04/22/2024 B WC Code Update L Shane Burrell

4% 04/22/2024 [ Company Credit Review % Shane Burrel

Report uploade

&% 04/22/2024 @ Opportunity Review XL Deme User

CLOSE ALL TABS
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24. View the details of the note by clicking the binocular icon from the recent notes section.

——— — — e sy e

Contact James McDemo
Owner Demo User
Type Temporary

Recent Notes AD

04/22/2024 [E WC Code Update A Shane Burrell
o]

Our workers comp carrier has approved the following Job(s): C
Rep FL8810

. Company Credit Review Z Shane Burrell

The credit limit for the customer has been approved for: $300(¢
Day terms. Financial Report uploaded to company record files

&y 04/22/2024 B Opportunity Review 2 Demo User

5e lighted areas below.Customer Det:
ocia "’17 '\Jor ient E:w IIN; Address: 123 Factory Lane Tamps
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25. Open up the company record, and the status of the company should be changed by the team
and the credit details section will be updated.

3282 Approved to Staff Demo Company 2 @& L5(813) 853-0499
3282 | Demo Compan..

OVERVIEW EDIT  CONTACTS (3) LOCATION RATE ACREEMENTS FILES (1) ACTIVITY NOTES (5) SUBMISSIONS (1) EMAILS

Year Founded

Opportumtles DD + & @ Company Description
@ 5761 | Call Center Representative Industry
2 Demo User © Open

Contact Inforr
@ 5317 | Accountant

. i 2

= Demo User @ Converted Ml Phiors

Address

( Credit Details )e

Company Website
Prescreen Risk Score Low

Facebook Profile Name
Credit Decision Fully Approved =

Linkedin Profile Name
Credit Decision Reason Select

Culture / Perks
Last Credit Change Date 04/22/2024 g 4
Approved Credit Limit 30,000.0 Payroll/Screer
NAISC Code Standard Perm Fee (%)
DUNS # Time Entry
Credit Screening Notes Net 30 day approval Expenses Reimbursed?
VMS/MSP
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26. Once the opportunity is approved, you can move the sales process forward by using the

pipeline stages shown below.

© Help Demo User

B Find =+ Add Privacy
@ 5761 Call Center Representative ¢ \ - &e kX
D Title Type Status Owner
5761 Call Center Representative Temporary = . Demo User
OVERVIEW EDIT ACTIVITY NOTES (3) FILES (0) PULSE LA U 1
o om
Details o ®
Date Added 04/22/2024, 1118 AM
Company ® Demo Company 2
Contact James McDemo
Owner Demo User
Type Temporary =
Recent Notes + o ®
&% 04/22/2024 [ WC Code Update 2 Shane Burrell
C e carrier has approved the following Job(s): Call Center

#4 04/22/2024

&% 04/22/2024 B Opportunity Review Z Demo User
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27. To close the opportunity, click on Closed

LAYOUT g&

T Convert [ Closed ]
Update Status

28. Select "YES" if you won the opportunity or select "No" if you lost.

Note: Closing out an opportunity is important to remove the opportunity from your open
opportunities in the pipeline.
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Update Temporary

Status

Closed

Did you win this Opportunity?

UPDATE

29. Select one of the following reasons for why the deal is being closed.
upaate iemporary

Status

Did you win this Opportunity?

o Reason Closed
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30. Click on UPDATE.

UPDATE v

I You can convert an opportunity to a job at any time, which allows you to track the number of jobs
created from that opportunity and will cut some time by automatically pulling over information such as
job title, contacts and job descriptions.

31. Click on CONVERT TO JOB.
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Creating a Job in Bullhorn

1. From the company record, click on ADD JOB.

@ Help

Bullhorn @) Find & add

Demo

= Menu ff: 3282 = Demo Company2 G 9

822X

o Company Name Main Phane
3282 Demo Cot
3282 Der
OVERVIEW EDIT CONTACTS[S) LOCATION RATEACREEMENTS FILES() ACTVITY NOTES SUBMISSIONS (0} EMAILS  PULSE  SECURED SIGNING - =
4 ]
Open Jobs o9 Details 20

Company Name

Source

Facebook Profile Name

Linkedin Profile Name

Year Foun

[4]
@

Opportunities e 3 Company De

nting, Banking

¥ Ac

@ Converted

Contact Information

Q

Credit Details

813 853

Main Phone 459

Prescreen Risk Scare

Address 123 Corp:

n Fully Approved

Credit D

Company Wi

Credit Decision Reason Facebook Profile Name

Last Credit Change Date 04/22/2024 X

Linkedin Profile Name

30,000.0

Approved Credit Limit Culture / Peris

Payroll/Screening Details

B DUNS #
Standard Perm Fee (%) 0.00%

CLOSE ALL TABS &

Credit Screening Notes

e Lane Tampa FL 33609 United States

Q

0

63| Page



https://app.tango.us/app/workflow/e0c7b590-020e-448d-9708-0d912efae271?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links

2. Select the type of job you are creating. This will change the layout of the fields.

Bullhorn Q) Find () Add Privacy @ Help | Demo User .

= Menu & Add Job X

O o | (@ remrone ) [0 smecrne ] [0 ][O worsenom cormmacron | [O e cornmacs | [0

CLOSE ALL TABS

3. Enter and select the sales contact name.

& AddJob
MPLOYMENT TYPE
‘emp-to-Hire =DIT EMPLOYMENTTYPE 7/
Branch Demo Branch o
Client Company Demo Company 2 4
Contact ® James Mc Q
[James McDemo ]
Job Title ° & Demo Company 2 jamesmcdemo@gmail . (t813) 853-0499
1T
9 Tampa, Fl @ Inactive
Status L =
Priority Hot =

Nationwide Posting
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4. Enter the job title.

& Add Job

EMPLOYMENT TYPE

Temp-to-Hire EDIT EMPLOYMENT TYPE #
Bisnch Demo Branch )
Client Company Demo Company 2 1=
Cantact v/ James McDemo X
Job Title : [Call Center Representative ]
Status » N
Open/Closed v ‘
Priority pot T
Nationwide Posting Xes No

Does this jot = e post:

Statewide Posting

5. Click on

Important Note: Having the status as Accepting Candidates and the job Open will automatically
post the job to the job boards on our brands websites. If it is not set to these criteria's, then it will
not post. From their, a Staffing Manager can assist with posting the jobs out further to boards
such as Indeed, Zip Recruiter etc. via Distribte.io

65| Page


https://dstribute.io/

1emp-1o-Hire EUIT EMPLUYMENI [YPE #

Branch Demo Branch -
Client Company Demo Company 2 g
Contact James McDemo X
Job Title Call Center Representative
Status - 2
[ Accepting Candidates ]

Open/Closed ¥ Covered

Offer Out
Priority Placed

Filled
Nationwide Posting

On Hold
Statewide Posting i i

Doe is eedtobef = atewide ad ?

Work From Home ves | No ‘

6. Click on Open.

Note: Make sure to close the job out once finished with recruiting for the openings.
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Job Title / Call Center Representative

Status Accepting Candidates

Open/Closed Closed

w
D

Priority Hot

Yes No

Does this job need to be posted nationwide?

Nationwide Posting

7. Select a priority of the job.

Contact James McDemo X
Job Title ./ Call Center Representative
Status Accepting Candidates =

Open/Closed

Priority Hot =
[ i \/ ]
Nationwide Posting Warm
Cold
Statewide Posting
Does this job need to be posted statewide instead of city specific?
Work From Home ‘ Yes ‘ No ‘
Location i 2
Q

Billing Profile
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8. If posting this job on our job board and would like this job to be searchable for the USA or all
across the state without a specific city attached, then select from the radio options.

= Menu == AddJob
Job Title ~ Call Center Representative

= e Status Accepting Candidates -

Add Job

Open/Closed

Priority Hot -
Mationwide Posting Yes No
Does this job need to be ed nati e

Statewide Posting

Work From Home Yes No

Location L Q,
Billing Profile Q
Start Date 04/22/2024 X
) . a
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9. Here you can add when the job is a remote role or not.

Priority ot
z . : Yes No
Nationwide Posting
Does this job need to be posted nationwide?
: ’ Yes No
Statewide Posting
Does this job need to be posted statewide instead of city speci

Work From Home [ ‘ Yes

|

Location

Billing Profile

oW T W Vo N

10. Select a worksite location for the job. If there's several locations, then a new job must be
created per location.

Note: In earlier steps, we created a location during the company setup process. A location will
only appear from this list if it is set as a worksite location.
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Priority Hot M

Yes No
Does this job need to be posted nationwide?

Nationwide Posting

Yes No
Does this job need to be posted statewide instead of city specific?

Work From Home

Statewide Posting

Location - e
3282-4858 | Demo Company 2 - Tampa, FL
123 Call Center Ave, Tampa, FL, 53607, United States
Billing Profile S i
3282-5256 | Demo Customer - Tampa Warehouse
Srary Bt ", 123 Factory Lane, Tampa, FL, 33606, United States
Scheduled End 8
Shifts Q
# of Openings 1
owner +/ Demo User %

11. Click on YES when this message appears.

Do you want to perform the following
changes?

Selecting a location will override the address field and will render it readonly.
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12. Add a billing profile if available.

Note: Billing Profile is not a required field on a job record but will be required when setting up
placements. Adding it onto the job record make it much easier to setup placements in the future.

Priority

Nationwide Posting

Statewide Posting

Work From Home

Location

Billing Profile

Start Date

Scheduled End

Shifts

# of Openings

Oowner

13. Select the start date of the job from date selector.

Hot
Yes No
Does this job ne be posted nationw
Yes No
D is job nee e posted statewide inste ad of cit

3282-4858 | Demo Company 2 - Tampa, FL X

( )
04/22/2024 X

Q

Demo User X

Note: This start date is just an estimate and does not restrict from placements with future dates.
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3282-4858 | Demo Company 2 - Tampa, FL

Location
Billing Profile
Start Date O4A‘27_u’2024]
< Apr 2024 >
Scheduled End
st Su Mo Tu We Th Fr Sa

Shifts
g 4 8 9 10 1 12 13

) 14 15 16 17 18 19 20
# of Openings

21 wrl 23 24 25 26 27

Owner 28 30 2 3 4

14. Select an end date for the job, if known.

Note: Bullhorn Analytics pulls it's data for job orders such as profitability only if there is a
known start date and end date. If the job order or placement is left open ended, there will not be a
calculation for temp orders.
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Start Date 04/29/2024

Scheduled End

< Oct 2024 >
if
Sl Su Mo Tu We Th Fr Sa
29 30 ] 2 3 4 5
# of Openings
6 7 8 9 10 n 12

Owner

20 21 22 26

Assigned to @IZB 29 30 3 ] 2

B Rate Information

[
w
Ind
o
M
(¥}

BS

15. If applicable, for recruiting or filtering purposes, add a shift type.

Work From Home

Location 3282-4858 | Demo Company 2 - Tampa, FL X

Billing Profile .

Start Date 04/29/2024 X

Scheduled End 10/27/2024 X

Shifts Q
3rd

# of Openings Bat

Owner Nigh

Assigned to Weekend

B Rate Information
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16. Enter the number of open positions for the job order.

Note: You can exceed this limit without any issues, if necessary.

Work From Home ‘ ‘e “

Location 3282-4858 | Demo Company 2 - Tampa, FL b4
Billing Profile Q
Start Date 04/29/2024 %
Scheduled End 10/27/2024 b
Shifts Nigt Q

X
# of Openings [d :]
Owner Demo User X
Assigned to Q,

B Rate Information
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17. You can assign a job to another user from your team, if necessary.

Scheduled End 10/27/2024 X
Shifts Nigt Q
x
# of Openings 10
Owner Demo User X
Assigned to shane Q
= Shane Burrell
Shane@staffingmanag.. & Staffing Management G
Rate Informatior
Job Code
Workers Comp Code
Pay Unit Per Hour -
Pay Rate i ush
18. Enter a pay rate for the job.
& Add Job
B Rate Information
Job Code
Workers Comp Code
Pay Unit Per Hour M
Pay Rate ﬁq :]USD
Mark-up %
Client Bill Rate 15 usD
Overtime Markup .
Multiplier: Ex. 15 = 50% markup

Expected Contract
Value

SOW Signed?

75| Page




19. Enter either a mark-up % (which will automatically calculate the bill rate) or enter a bill rate $
amount.

B Rate Information
Job Code

Workers Comp Code

Pay Unit Per Hour -
Pay Rate v 15 usD
a
Mark-up % [50 v %
Client Bill Rate v @23 usD
L]
Overtime Markup
i Ex 15 =50 =
Expected Contract
Value Enter estimated profit ($) for all openings on this job. This amount should be prior to any splits
SOW Signed? L4 No In Progress Yes
' Has an agreement been signed to cover this specific job and billing rate?
PO Number

20. Enter this pay overtime multiplier amount.

Note: This will most likely always be 1.5
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Workers Comp Code

uUsD

Pay Unit Per Hour
15
Pay Rate e
Mark-up % S0
Client Bill Rate 225
Overtime Markup . [‘
Multiplier: Ex
Expected Contract
Value Enter estima

SOW Signed?

PO Number

B Skills/Experience

Incuistry

ated profit ($) for all openings on this job. This amount should be priorf to
In Progress Yes
ement been signed to cover this ate?

any splits

Q

21. Enter the amount you expect or would like to profit for the job order, based on the estimated

headcount and profitability.

Pay Unit Per Hour -
Pay Rate 15 usb
Mark-up % S0
Client Bill Rate 225 usb
Overtime Markup 15

Muiltiplier: Ex. 15 = 50° arkup

&

Expected Contract [SQDG{ v]
Value Enter estimated profit ($) for all openings on this job. This amount should be prior to any splits
SOW Signed? L No In Progress Yes

Has an agreement been signed to cover this specific job and billing rate?

PO Number

B Skills/Experience

Industry

Catannrng
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22. Select whether an SOW has been signed for the role.

ray rate
Mark-up % 50
Client Bill Rate 225
Overtime Markup 15
Multip Ex. 1.5 = 50% markup
Expected Contract 8000
bk Enter estimated profit {$) for all openings on this job. This amount should be prior to any splits
SOW Signed? v In Progress Yes
Has an agreement been signed to cover this specifi lling rate?

PO Number

B Skills/Experience

Industry

23. Enter a PO Number, if applicable.

Note: The PO # on a job order will carry over to the placements PO # field, but can be added to
the placement individually as well.
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15 usD

Pay Rate
Mark-up % 50
Client Bill Rate o225 UsSD
Overtime Markup 15
Multiplier: Ex. 1.5 = 50% markup
Expected Contract 8000
Value Enter estim ngs on tt i

SOW Signed? / @® No In Progress Yes

Has an agreement been signed to cover this specifi

PO Number [ ]

B Skills/Experience
Industry b

Category

24. Select an Industry that this job applies to.

SOW Signed? @® No In Progress Yes

d to cowver th

een sigr

PO Number

B Skills/Experience

Industry

Entertainment

Government

Category

Specialties

Required Skills

Additional Skills / P
Keywords ¢ s vallos

Minimum
Experience (Years)

PPE Requirements
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25. Select any categories that this job applies to.

Note: If you do not see a category that you need to use but is not available, please contact our IT
support team.

R [P T

B Skills/Experience

Industry 3 1l Service Q

Category

Specialties

Required Skills

Additional Skills /
Keywords

Minimum
Experience (Years)

PPE Requirements

Degree
Requirements

26. Select any specialties that may apply to the job.

Note: Specialties are related to the category and can be searched easily by entering the category
name in the specialties field. This will populate all specialty associated with the category. If you
do not see a specialty that you need to use, please contact our IT support team.
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5763 Call Center Representative Accepting Candidates  ~ Open = Temp-to-Hire  +

OVERVIEW  EDIT  ACTIVITY NOTES(0) FILES(0) RATECARDS  SUBMISSIONS (0]
> In Progress () Y

oW Signed? @ Mo n Progres: ves

PO Number

-

B Skills/Experience

Industry

stomer Servic
Category Customer Service

specialties accounting|

Accounts Payable

WAccounting/Finance
Required Skills v 9

Accounts Receivable
WAccounting,
lAdditional Skills /
Keywords Auditing
WAccounting,
Minimurm
Experience [Years)
Financial Accounting
PPE Requirements WAccounting
Financial Planning and Analysis (FP&A)
Degree WAccounting/Finance
Requirements

Forensic Accounting

DELETE B @l

27. Select any skills that apply to the job order and are required for a candidate to have.

Note: Similar to Specialties, skill are related to the category and can be searched easily by
entering the category name in the skills field. This will populate all specialty associated with the
category. If you do not see a specialty that you need to use, please contact our IT support team.

Having skills included on the job order will allow for custom automations, Ai, and auto-
matching to occur within the systems. You can also use those fields to do an advanced search
within your candidate databased. Otherwise, you will need to do a lot more manual searching.
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Industry nancial Services Q,

Category Customer Service X
Specialties Q
Required Skills Call Center Q

Additional Skills /

Keywords [:,m calling ]

Minimum
Experience (Years)

PPE Requirements q
Degree O\
Requirements
Certification QA
Requirements
g Job Description
28. Enter any other Additional Skills / Keywords.
Q) Find () Add
=2 AddJob
Category Customer Service X
Specialties Q
Required Skills Call Center Cold Callin Q,
Additional Skills / ﬁ ]
Keywords Use commas to s
Minimum ! M
Experience (Years)
PPE Requirements Q
Degree Q,
Requirements
Q.

Certification
Requirements

m ob Descrintion
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29. Enter a detailed job description in the Internal Job description section.

Note: Having a descriptive job description with keywords, skills and at least 300 characters will
allow you to take advantage of Bullhorns auto matching capabilities and casts a much larger net
to target audiences.

Q) Find +) Add

£ AddJob
T ey B @ [m == cE E PEE = =T &
Description r ‘
fld ™ = | i1 [& Source
B I U S x x*
Styles - | Format ~ | Font - | Size - A- ¥
products, services and policies a
» Guide callers through troubleshooting, navigating the company site
or using the products or services
« Review customer or client accounts, providing updates and
information about billing, shipping, warranties and other account
items
= Collaborate with other call center professionals to improve
customer service
» Help to train new employees and inform them about the company’s
customer management policie v
\ J
body ul i
The job description must be 300 characters long or it may be rejected
Published BE B « EE FfEYPE===SET NS
Description
M = |3 [8 Source

B I US55 x, x*

83| Page



30. Remove any unwanted wording in the Published Description, which will automatically
generate once an Internal Job Description is created. This is the job descriptions that will be
posted to the public job boards.

Styles ~ | Format ~ | Font ~ | size - A~ [}~
* LUIGE Callers ougn ToUDIESNooUNg, Navigaung me company sie ~
or using the products or services
= Review customer or client accounts, providing updates and
information about billing, shipping, warranties and other account
items
= Collaborate with other call center professionals to improve
customer service
o Help to train new employees and inform them about
the company’s customer management policies|
v
body ul i ul i
Ll T 3 -] ected.
r )
(b CRGEGEEN EvE =90 =
MM = i [ sSouce
B I US x x*
Styles - | Format - | Font - | size - A- Q-
A
« Take customer calls and provide accurate, satisfactory answers to
their queries and concems
« De-escalate situations involving dissatisfied customers, offering
patient assistance and support
= Call clients and customers to inform them about the company’s new
products, services and policies
= Guide callers through troubleshooting, navigating the company site
or using the products or services
= Review customer or client accounts. providina uodates and v
\ J

CANCEL SAVE «
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31. Add any specific users to receive an Email Notification in the internal users field.

d FR = | 24 [0 Source
B I US x, x*

Styles ~ | Format ~ | Font - | Size - A- B3
a
« Take customer calls and provide accurate, satisfactory answers lo
their queries and concems
= De-escalate situations involving dissatisfied customers, offering
patient assistance and support
« Call clients and customers to inform them about the company’s new
products, services and policies
+ Guide callers through troubleshooting, navigating the company site
or using the products or services
= Review customer or client accounts. providina undates and .
B Job Location
Address 123 Call Center Ave
Tampa Florida 33607
United States
[ B Email Notification ]
Internal User Q
Distribution List @ SMC Staffing Operations (Job Review Q

32. Click on SAVE

CANCEL SAVE

SAVE v

85| Page




¥ Now a back office team member will need to review the job order and make sure a worker's comp
code is properly added, otherwise a placement will not be able to be made from the job.

# Adding a Rate Card

Rate cards can be added under the Job Rate Card tab. Each Job can have only one rate card.
Jobs that do not have a rate card yet will show a blank state when looking at the Rate Card tab.
When adding a job rate card:

e No fields are required.

e Each earn code can be used only once per job rate card version.

o If'the system setting defaultEarnCodeGroup is populated with a reference to an earn code
group, the system will automatically populate the first rate card line group and
appropriate rate card lines based on the default earn code. This setting is optional and
users can manually enter all rate card lines.

o Ifyou select an earn code that is associated with an earn code group that accrues
overtime, two additional rate lines will appear, populated with the overtime and double
time earn codes. You must enter all 3 rates.
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33. Click on RATE CARDS tab on a job order.

ﬁ 5763 Call Center Representative G in @

[#] Job Title Status Open/Closed Employment Type

o-Hire =

5763  CallCenter Representative  Accepting

& @ 1 CX

W EDIT ACTIVITY NOTES(O) FILES {0)

BMISSIONS (0]

Recent Notes Details

Q
]

Branch

Client Company

Contact

ADDNOTE +

SOW Signed?

Rate Information T
Owner
Workers Comp Code
Assigned to
Job Code
Priority
PO Number
# of Openings
Pay Rate $15.00
Date Added
Pay Unit Per Hour =
Mark-up % 50.00% Contact - Details
Overtime Markup 15 Name
Client Bill Rate $2250 Company
Mebile Phone
Internal Job Description Ho®

Company Phy

. Primary Email

“Lieramare Affarine m

Demo

® Demo Company 2

James

Demo Company 2 - Tamp

No
Demo Use
Hot ~
10

04/22/2024, 415 PM

AcDemo

® Demo Company 2

W 813-444-7777

bgmail.com

Q
@
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34. Click on ADD RATE CARD +.

$=

YOU DO NOT HAVE ANY JOB ORDER RATE CARDS ON THIS JOB YET.

=
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35. You can use a template to setup a group of earn codes (Pay Code) for the job such as a travel
assignment. Click on APPLY EARN CODE TEMPLATE.

80K 2X

sed Employment Type

Temp-to-Hire

»(0) LAYOUT z&
[\ APPLY EARN CODE TEMPLATE
PAY BILL MARKUP MARKUP
PAY RATE BILL RATE
MULTIPLIER MULTIPLIER PERCENT VALUE
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36. Select an option from the drop down menu.

% Apply Earn Code Template

Earn Code Template

Y
Regular Pay w/ Holiday Pay - Earn Code Template wt
o Earn Code Template which includes Heliday pay
Description which client offers to pay for.

Standard Assignment w/ Fringe - Standard assignm¢
Select an Earn Standard assngn_ment that pay our fringe benefits
on a weekly basis

Standard Assignment w/ Mileage Reimbursement - !

reimbursements to employees each week.

Standard Assignment w/ Shift Differentials - Earn Co
Earn Codes with shift differential payments

Standard Per Diem Assignment - Assignment that p

Assignment that pays and bills a standard per
diem weekly.

37. The primary option is to manually add the earn code manually. In the Earn Code field, search
for "REG" and select the REG- Regular option.

Note: This will populate the following options.
Regular
Overtime

Double Time

90| Page



Effective Date 04/29/2024 X

BASE RATE EARN CODE ALIAS

® ® reg Q e

DIFF - Reg Differential

Regular Differentia

[REG - Regular ]

Regular Hours

38. Enter an alias for the earn codes.

Note: An alias can be used on the time entry portal or on invoices to accommodate for client
display requests.
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1D Job Title

Status Open/Closed Employment Type
5763 Call Center Representative Accepting Candidates ~ Open =« Temp-to-Hire =«
OVERVIEW EDIT ACTIVITY NOTES (0) FILES (0} RATE CARDS SUBMISSIONS (0)
Effective Date 04/25/2024 X
PAY MARKUP |3
BASE RATE EARN CODE ALIAS a PAY RATE BILL RATE
MULTIPLIER PERCENT v
@ REG - Regular X REG 1 1
OfT - Overtime T 15 15 %
D/T - Double Time DT 2 2 6
Al +
39. Enter the pay rate for the regular earn code.
0) RATE CARDS SUBMISSIONS (0)
X
PAY BILL MARKUP Y
ALIAS PAY RATE BILL RATE
MULTIPLIER MULTIPLIER PERCENT v,
X « REG 1 1 g
oT 5 s 1.5 %
DT 2 30 2 %
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40. Enter the markup percentage (%) or manually enter the bill rates (S).
LAYOUT &2

‘ APPLY EARN CODE TEMPLATE
X
PAY BILL MARKUP MARKUP
PAY RATE BILL RATE
MULTIPLIER MULTIPLIER PERCENT VALUE
& o
1 15 1 225 50 s|%7s
15 225 15 3375 50 % 1.25
2 30 2 45 50 % 15

41. Click on SAVE

CANCEL SAVE v
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42. Click on the ACTIONS button and then you can take multiple actions such as adding Notes,

Demo User .

Tasks, scheduling interviews, submitting candidates etc.

Add Note

Add Task

Add Appointment LAYOUT =¢

Add Submission

Effective |
e EW VERSION +
04/29/20

Add Client Submission

Add Placement
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Privacy ® Help

LA

ning | Convert ‘ e Closed
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Adding a Candidate into Bullhorn

I candidates can be added into Bullhorn several ways: By parsing a resume, job board applies, added
manually, orLinkedIn Recruiter integration (must have a seat under SMG's account).

1. Click on Parse Resume

Bullhorn @ Finda @& add

= Menu

CLOSE ALL TABS

9% |Page


https://app.tango.us/app/workflow/92138c98-c34c-4b0d-858d-1955c25f32f7?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links

2. Select a resume file (word document or pdf) from your file explorer.

Bullhorn Q) Find () Add Privacy @ Help | Demo User .

0%
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3. Depending on the resume layout, a lot of fields should be auto-filled. Complete the remaining

required fields.

Bullhorn Q) Fi 9 Add Privacy
- -
= Menu = Add Candidate
‘ Add Candidate [ nesume pansen pesuts ) RESUME
Complete (25.00% Confidence)
USA - Defaul mply dra the file at
Onboarding USA - Default -
Branding
D \ B & & = = F9 == = =0
Branch Demo Branch -
L [ Source
First Name Demo 15 B I U S5 x, x' Syles - | Format - | Font
A- Y-
Middle Name
Last Name Candidate
Nickname
Status New Applicant h N a I I IE
Latest Job Title Call Center Representative
Current Company Verizon I I E r E
\ J
N - JOB TITLE HER
Source
o PROFILE EDUCATION
Referred By Want to put your own image in the [School Name]

[Dates From] - [To]

circle? Itis easy! Select the image
[It's okay to brag about your

and do a right mouse click. Select

free to summarize your cours
“Fill" from the shortcut menu. Y

Referred By (Other)
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4. Select a source for the candidate.

Nickname

Status

Latest Job Title

Current Company

Source

Referred By

Referred By (Other)

Ownership

New Applicant i
Call Center Representative
Verizon
-
Indeed

Internal Referral

LinkedIn Job Post

LinkedIn Recruiter

[ LinkedIn Referral

Monster

meito AAIn e Lo

PROFILE

Want to put your own image
circle? Itis easy! Select the
and do a right mouse click.

“FilI” from the shortcut menu
Choose Picture... from the li
Navigate your computer to g
appropriate picture. Click ok

5. Confirm the contact information is completed. Requires at least a personal email address.

Bullhorn

= Menu

Q) Find i

Add

. Add candidate

| Add Candidate P

B Contact Information

Preferred Language

Personal Email

Business Email

Phone

Mobile Phone

someone@example.com

+1678-555-0103

123 Resume Lane

linitar Starac

Home Address
Tampa Florida X 33609
United States
\
B Mailing Address
Address
2

RESUME

E & @

&2 [ Source

B I US5 x x°

|2

PROFILE

‘Want to put your own image in the

ag and

o= iE 9

Styles - Format

N:¢
He

JOBT

EDUCAT!

[School Nai
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6. Category & Skills will auto-fill from the resume if formatted properly and they match the terms
used in the system.

Note: If these fields are not populated from the parse, it is recommended to add the following
fields for better auto-match to jobs and advanced searching.

o Categories

e Specialties

o Skills

e Certifications

Bullhorn Q) Find +) Add Privacy @ He
= Menu <= Add Candidate
| Add Candidate B Category & Skills RESUME
ooking to parse a resume? Simply drag and drop the file anywher
Category u r Ser Q copy and
B @ 5 B 9= = = E 9N =
Specialties 9 2% [ Source
B I U S x, x*| Shles - | Format - | Font
Skills
S| A- B
Q|
Degrees 35 Q|
o Name
State Licensures Q
- Here
Compact
" _ ' ) 7
JOB TITLE HERE
B Additional Information
PROFILE EDUCATION
- - Want to put your own image in the [School Name]
thnicity .
iy circle? Itis easy! Selec the image [Dates From] - [To] )
and do a right mouse click. Sslect (It's okay to brag about your GPA, awar
Conder . i from the shorteut mens free to summarize your coursework 100

Choose Picture __ from the: list {School N ]
. School Name]
Navioate vour comouter to aet the - - -

I A lot of these additional information/personal information fields will be completed during
onboarding and are required for placements to be successful.
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7. Click SAVE.

School Name]
Dates From] - [To]

't's okay to brag about your GPA, awards, and honors. Feel
ree to summarize your coursework too.]

School Name]
Dates From] - [To]

e nkawv tn hran ahant vanr GPA awrarde and hnnare Faal

CANCEL [ SAVE v l

If you have a large list of candidates from another database, you can provide IT support with a
CSV file to easily import those records into the system.

# Manually importing a candidate
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8. Click on + Add then Candidate.

lhorn Q) Find + Add
‘nu n Company
Contact

Lead

Candidate

Opportunity

Job

Note

Task

G000 00

? onboarding Branding is used for branding in the onboarding portal and restricts certain documents
from being viewed by internal users. Branch is used for reporting purposes to easily sort and filter which
branch a record belongs to. These fields are automated by our system and can only be change by SMG
team members.
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9. Add a first name.

Q) Find 4+ Add

2 Add Candidate

{iches Bkt RESUME
Onboarding bl i
Branding Looking to parse a resum
e . copy 2 e the
Bk Demo Branc
@B @ (@ =g
First Name [Demo E] 22 [o) Source
B I US x, x*
Middle Name
A- B3
Last Name -
Nickname
Status ’ -
Latest Job Title
10. Add a last name.
- - I e o T
OV RESUME
Onboarding - Pefault bl
Branding L ) parse a resum
2 - copy anc tet
Banah Demo Branch
E @ @ =
First Name Bemo = %2 [ Source
B I US55 x, x°
Middle Name
A- B@-
Last Name [Caﬂc:'\date ]
Nickname
Status i Y

Latest Job Title

Current Company
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11. Set a status for the candidate.

Note: New Lead will be automatically generated by web responses/job board applicants, New
Applicant is the standard status for new candidates, Active means the candidate is being
communicated with or actively responding to job postings, Onboarding In Progress and
Onboarding Completed are automated during the Onboarding Process, Placed is automatically
set when a candidate is on assignment.

Looking to parse a resu

Middle Name

B @ @ =
i Candidate
Last Name =% [0 Source
B I US x; x*
Nickname
Av m.
Status . =
New Lead
Latest Job Title [ New Applicant ]
Active

Current Company
Onboarding In Progress

Source » Onboarding Completed

Placed
Referred By

Referred By (Other)

NAaraa llear
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12. Select a Source.

B & @ 1=
Status New Applicant -
=% [o Source
2
Latest Job Title B I US x, x
A- -
Current Company
Source . [ e, =
Facebook
Referred By
[ Former Applicant ]
Referred By (Other) Glassdoor
Hourly Jobs
Ownership
Indeed

Secondary Owners Internal Referral

B Contact Information
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13. All users within the same Department/Branch of your organization will have access to
candidate records, however you can add additional users to ownership of the candidate by using
the Secondary Owners field.

T P IS Mg i - LU iy L i as a reau
copy and paste the text

Referred By Q @ @ @ =
2 [&) Source
Referred By (Other) B I US x x
A- B-
Ownership Demo User % Lad
Secondary Owners Shane Q,
;[Shane Burrell ]

Shane@staffing. & Staffing Manage.

B ContactInformation

Preferred Language

Personal Email

Business Email
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14. Enter an email address for the candidate.
«» Add Candidate

RESUME
SRR I L o Q Looking to parse a resum
X copy and
E @ @ =
B Contact Information
ot Source
B I US55 x x
Preferred Language 24
A- -
Personal Email [d@mocand\oate:_'i_ﬁexaﬂ‘.ple,corr ]

Business Email
Phone
Maobile Phone

Home Address

Q -
15. If available, enter a Phone Number or Mobile Number.

Note: Mobile phones can be used to communicate with via the Bullhorn Texting integration.
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HKESUME

aste thetext b

Preferred Language copy and

@ @ (@ 3

=a Source

Personal Email democandidate@example.com

B I US x, x°
A- B3

Business Email

Phone

S

[813-853-}:}000

Mobile Phone

Home Address

United States

B Mailing Address

Address

16. Complete any of the remaining information from the Contact Information section, if known.

Note: If you know the State and/or city of the candidate, having this information added will be
useful for searching your database. If not, the candidate can complete this during their

onboarding process.
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Bullhorn

= Menu

| Add Candidate

Q) Find + Add

= Add candidate

B Contact Information

Preferred Language

Personal Email democandidate@example.com
Business Email
Phone

813-85
Mobile Phone 813-853400

Home Address

United States

B Mailing Address

Address

United States

RESUME

te the text be

B & @ ==
<% [0 Source

B I U S5 %, x* Shles
A- B

se a resume? Simpl

irag and d

g 2

= | Format

17. Fill in any of the applicable or known information in the General Information section.
Otherwise, this is typically completed during the prescreening stage.

[’ »
B General Information

General Candidate

Comments

Employee Type w2 ]

Employment Q]

Preference

Minimum Salary usD|
ot Salar usoy

Desired Salary

Minimum Pay Rate uso|

Desired Pay Rate ushj

Date Available s |

Willing to Relocate

Desired Locations - Q

State

[Desired Locations -

City

- 7

B & @ == E

=% [0l Source
I U S x, x* Styles

B
A- B-

-
-
o
I
Iih
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18. Selecting an Employee Type or Employment Preference can be useful for database searching

to find a candidate for a specific job type.
<= Add Candidate

United States X RESUME

Looking to parse a re

m

copy and paste the text b

B General Information

@ @ @ =
; e Source

General Candidate
Comments B I US S x x
Employee Type w2 w. A- -

W2 Vs
Employment 1099
Preference

Corp-to-Corp
Minimum Salary

Locum Tenens
Desired Salary Direct Hire
Minimum Pay Rate usD
Desired Pay Rate usD
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19. Select any applicable categories.

RESUME

Desired Locations -

C|ty E->:"[_":“c".t: cities by commas and a space
B Category &Skills B R )
=% [ Source
Category | S y
Tt L B I US x, x
Construction
A- Y-
Specialties
[Cu;",':" er Service ]
—— Education
Degrees Engineering
Certifications O‘
State Licensures Q

20. Select any applicable specialties.

Note: You can search a category in the Specialties field, and it will populate all specialties

associated with that category. If not available, you can request to be added by contacting IT
Support.
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5. Add Candidate

Desired Locations -

City Separate cities by commas and a space
B Category &Skills
Category Q
Specialties ﬂ Q]
Abdominal Imaging Radiology - Diagnostic Radiology
kil W Healthcare: Physicians
Account-based Sales
G o eq
Degrees e

Certifications

State Licensures

Accounts Payable

WAccounting/Finance

Accounts Receivable

W Accounting/Finance

21. Select any applicable skills.

RESUME

Looking to ps:

Se a resum

copy and paste t

- -

B @ @

T Source

B I US5 x x°

A- B-

Note: You can search a category in the skills field, and it will populate all specialties associated
with that category. If not available, you can request to be added by contacting IT Support.
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Skills Call Center Cus 1er Serv

Degrees

Certifications

State Licensures

[T\mc Management ]

WA Advertising & Marketing, Customer Service, Sales

Compact

3 healthcare specific ield
B Additional Information

Ethnicity

Gender

22. If you wish to track Degrees or Certifications the candidate states they have, you can add
these as well.

Note: There is a different Certification tab on the candidate record that will allow you to manage
and track certifications for the candidate and their current statuses.
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Bullhorn
= Menu

Add Candidate

23. Click SAVE.

Q) Find

4 Add

. Add candidate

Degrees BS Q,
L X
Certifications Q
State Licensures Q
I
Compact Yes No

B Additional Information

Ethnicity a
Gender i
Veteran ol
Disability >

RESUME

mne? Si

the text below

1= e=

B @ @ e

B I UGS x, x| Stes
A

CANCEL

SAVE
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24. Now that the record is created, you can email the candidate, add notes, add tasks, create

meetings/appointments, create submissions etc. all from the Actions dropdown.

Find + Add

W 429509 Demo Candidate G in 9

Status Mobile Phone Personal Email

Branch

Prism Employee ID

Privas @ Help
—_—

Add Note

Add Task

Add Appointment

Add Submission

Add Client Submissior

Create Standard Resume
Create Linked Contact
Find Similar Candidates
Find Matching Jobs
Manage Distribution Lists
Manage Tearsheets

View Referrals

Secured Signing

9509 New Applicant @ (813-853-0000 democandidate xample.com Demo Branch
ERVIEW EDIT  ACTIVITY EMAILS NOTES (0} PAYABLE CHARGES FILES(0) SUBMISSIONS (0) OTE OMBOARDING CHECKR  PULSE  LINM
Pre ubmiss: W Cl Submission Offer E:
Open Tasks o Details
Status New Applicant
DNU Reason Select -
v - Date Added
Ownership Demo User
ADDTASK -+
Employee Type w2
Latest Job Ti
Resume s O]
Current Company
Source Former Applicant
Referred By
Locks like this Candidate doesn't have a resume. Referred By (Other)
Paste it into the resume field on the edit tab to see it here.

Contact Information

referred Language

ersonal Email democand

Q

Opted Out

Tearsheets

Category & Skills

Panrass

SIS

—_—

Demo Usi

Q
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25. If you are utilizing the Bullhorn Texting integration, you will click on the texting bubble next to
the Mobile Phone to open the TextUs flyout window. If you don't have the integration but wish

to, contact IT Support.

Q" Find =+ Add

:TL 429509 Demo Candidate G in ©

ID Status Mobile Phone Personal Email

429509 New Applicant @& (813-853-0000 democandidate@example.co

OVERVIEW EDIT ACTIVITY EMAILS NOTES (0) PAYABLE CHARGES FILES (0) SUE

Prescreen Submission nterview

Open Tasks
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Sending & Managing Onboarding for Candidates

1. On the candidate profile, click on the OTE ONBOARDING tab.

Demo Candidate G in @

Privacy © Hel

Mabile Phone Personal Email Branch Prism Employee ID
nt \*813-853-0000 democandidate@example.com Demo Branch
ITY EMAILS NOTES(l) PAYABLE CHARGES  FILES (0) SUBMISSIONS (0) | OTE ONBOARDING | CHECKR PULSE  LINKEDIN RSC

Submission nterview Client Submission

o ® Details
Status
DNU Reason

Date Added

w do not have any open tasks on this record

Ownership
Employee Type
Latest Job Title
Current Company

Source

Pabmrsmnl D

New Applicant
Select

04/23/2024, 3.05 PM
Demo User

w2 -

Former Applicant

2. Click on the CREATE CANDIDATE ABLE ACCOUNT button. Allow the portal to load and you will

be redirected to the Onboarding Dashboard.

Note: This will initiate a registration email to the candidate with their auto-generate username.

They will need to setup their password.
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https://app.tango.us/app/workflow/40557f4d-3ffa-4d4a-86fb-c175d9eb4dd7?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links

Demo User

429509 Demo Candidate G in ¢ s v | 8@ FTX
1D Status Mobile Phone Personal Email Branch Prism Employee ID
429500 New Applicant L*813-853-0000 Xam) Demo Branch
OVERVIEW EDIT ACTIVITY EMAILS NOTES (1) PAYABLE CHARGES FILES (0) SUBMISSIONS (0) OTE ONBOARDING CHECKR PULSE INKEDIN RSC RE - LAYOUT 322

Demo Candidate « not have an Able account.

MERGE CANDIDATE INTO ABLE LATER | 'CREATE CANDIDATE ABLE ACCOUNT

3. Click on the + NEW ONBOARDING REQUEST button.

Q) Find & Add

{ Menu S 429509 | Demo Candidate G in 9 - sorgoX

mail Branch Prism Employee ID

PAYABLE CHARCES FILES (0) SUBMISSIONS (0) OTE ONBOARDING CHECKR PULSE LINKEDIN RSC A - AYOUT 22
a
4= New Request
Profile
Onboarding .
Demo Candidate
Assessmients
E-Verify
Placements
File Uploads
Pay History
Audit Trail
BASIC INFORMAT COMPLETE
Notes -
+ NEW ONBOARDING REQUEST
tal No R € Ur ur
3 elect File
Err mnen rer
]
ult
CLOSE ALLTABS Copyright & 2024 Able. All rights reserved. | Terms of Use « Privacy Policy =
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4. If sending out initial onboarding paperwork, type either "USA Onboarding Packet" or "Everest
Onboarding Packet", depending on the brand you are with and then select the packet.

Important Note: This packet will include the following items

e Field Employee Handbook

o« W4

e I9

o Employee Support Docs Upload Task
o« EEOC Form

e WOTC Form
e Healthcare Benefits Enrollment Form
e Direct Deposit

Order Workflow

TP EY AOE AS T lac 3 cariec o nboardina e and coree
rNga Workriow cluges g series QNnpoaraing steps and < S

Packages:

USA Onboal

Packages

USA Onboarding Packet

(] Alert Me When Complete?

| WA N PN PN P S

5. If you need to send a state specific document/form or an a la carte form, then select the Forms
drop down and choose the appropriate document.

Important Note: You need to send out state specific tax forms in addition to the standard
onboarding packet. If you have any questions, you can reach out to your Staffing Manager or the
Payroll/HR Department.
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for I-9

Expiration

15

All State govt forms

2024 - TD1 - Manitoba (F)

AL State Tax 2022 (E)

AR Exemption Certificate 2023

AR State Tax 2023

AR4EC (TX)

ARW-4MS

AZ Employee Withholding Certificate 2022

AZ State Tax 2024

6. Click on Add New Authorized Representative to add a new representative to complete section

2 of the 19.

Note: You will only need to add the new rep once, afterwards you can select from the menu

options.
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Forms:

7. Enter the representatives (typically yourself) full name and email address.

Note: They will recieve an email once the section 2 is needed to be complete.
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Order Workflow

hiring workBow includes a serie se ervices that be
Packages: Forms:
USA Onboarding Packet X
B Authorized Representative for ] Repr
v
New Authorized Representative ]
Demo Authorizer B
|deme.authorizer@example.cord ]
ADD
orkflow Details
Name Expiration Notify CC's Actions
IISA Onhnardina “c A
8. Click on ADD.
New Authorized Representative

Demo Authorizer

demo.authorizer@example.com

ADD Cance

\AJAarkflasvars MDatr=i
Workflow Detalls

Name
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9. Click on SEND WORKFLOW.

Note: Once you click SEND WORKFLOW, then the employee will receive an email advising
they have tasks to be completed. The email will come from alerts@ableteams.com. If the
candidate cannot find the email, they may need to check their junk/spam folder.

A~ A AnmthAarirzad Darmr
Add New Authorized Repr

[ SEND WORKFLOW l

n Notify CC's Actions

I# onboarding has now been sent. The next steps will cover managing the onboarding process and
documents.
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10. Once sent, a package will appear under the Active Onboarding section.

Bullhorn

= Menu Su 429509 Demo Candidate G in 9 e v B @ EZ2X

o »
DemoCa
OVERVIEW EDIT ACTIVITY EMAILS  NOTES PAYABLE CHARGES ~ FILES(0) SUBMISSIONS (0] OTEC CHECKR  PULSE  LINKEDIN RSC 1 - AYOUT 52
 — ) a
New Request
Profile
Onboarding
Assessments SIGN UP BASIC INFORMATION COMPLETE
E-Verify
Placements + NEW ONBOARDING REQ
File Uploads
Pay History
Created Requester Last Activity Status Document Package
Audit Trail
Notes -
> oad \-
Select File
L~B813853000(
T Pr renc
yof
RESEND WELCOME EMAIL
B SEND ALERT TO FINISH PROFILE
CLOSE ALL TABS Copyright © 2024 Able. All rights reserved. | Terms of Use - Privacy Policy -
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11. If you scroll down the Profile page, you can assist the candidate by resending their welcome
email or sending alerts for them to finish setting up their initial profile registration.

Contact Info No Resume On File

Street Address:

Location:

Email Address: democandidate@example.com
Mobile Phone: §:8138530000

Employment Prefere
Home Phone: .

USA -
RESEND WELCOME EMAIL

SEND ALERT TO FINISH PROFILE

ATS Integration

Date Available

ATS: Bullhorn ATS
ID: 429509

Account History

SYNC FROM BULLHORN ATS Registered: Wed, Apr
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12. Scroll further to assist with resetting their password, or even Login as the candidate to assist
with onboarding documents or troubleshooting issues they are running into.

Account History
SYNC FROM BULLHORN ATS Registered: Wed, Apr 2«
Last Activity: Wed, Apr z

SYNC PLACEMENTS Last Updated: Wed, Apr

Owner: Test User

Able Applicant Login

LOGIN AS DCANDIDATE605456 ‘

SEND PASSWORD RESET ‘

Jcc Me

Copyright © 2024 Able. All rights reserved. | Terms of Use - Privacy Policy
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13. To edit an onboarding packet, click the "...".

u 5. 429509 | Demo Candidate G in 9 S leorgx
[»] Status Mobile Phone Personal Emai Branch Prism Employee ID
429509 New Applicant L 813-853-0000 emocandi te@example.corr Demo Branch

Demao Candi

OVERVIEW EDIT ACTIVITY EMAILS NOTES(l) PAVABLE CHARGES FILES(0) SUBMISSIONS(0) OTEONBOARDING CHECKR PULSE  LINKEDINRSC -
a
4 New Reguest
Profile
Onboarding .
Demo Candidate
Assessments
E-Verify
Placements EDIT
File Uploads
Pay History
Audit Trail
SIGN UP JASIC INFORMATION COMPLETE
Notes BASIC ] LE
+ NEW ONBOARDING REQUEST
tive Onboarding
Created Requester Last Activity Status Document Package
5 Contact Info No Resume On File Upload Resume
SEALLTABS Copyright © 2024 Able. All rights reserved. | Terms of Use - Privacy Palicy v

14. Select any of the options below, depending on what action is needed.

Document Package

& View

2 Resend

)n File Upload Res| “A Reorder
© Delete || —
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15. To view what documents are included in a packet, click on the SENT link in the Status column

of Active Onboardings.

SIGN UP

+ NEW ONBOARDING REQUEST

Active Onboarding

Created Requester

4/24/2024 214 PM

Contact Info

BASIC INFORMATION

Last Activity Status Doci

4/24/2024 214 PM SENT USA

No Resume On File

Copyright @ 2024 Able. All rights reserved. | Terms of Use - Privacy Policy
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16. Here you can view the active onboardings and see which items have been completed or not.

Onboarding Request .
This checklist represents all steps included in this onboarding request
Summary Details
S beme tandidate 9 eDocuments
Sent To: u e ' ‘ O Direct Deposit
- cent O 2024 Federal W-4 (E)
Expires: 5/9/2024 21423 or O 2023 1-9 Section 1and Supplement
Last Updated: 4/24/2024 21423 pm A
o QO 2023 1-9 Section 2
Activity
O Remote Document Upload
D R l::;m status (Alternative Procedure to Physical
‘ | Document Examination)
7 O EEOC Voluntary Self-1D Form
O MIAWQTC 2023
O ESC Benefits
O USA Staffing Serivces Field
Emplovee Handbook
Copyright © 2024 Able. All rights reserved. | Terms of Use - Privacy Policy v

129 |Page



17. To see further details for onboarding docs/packets, select the Onboarding tab in the dark

blue menu.

ID Status Mobile Phone
429509 New Applicant W 813-853-0000
429509 | Demo Candi..

Personal Email

democandidate@example.con

OVERVIEW EDIT ACTIVITY EMAILS NOTES (1)
4+ New Request

Profile

Onboarding .

Assessments

E-Verify

Placements
File Uploads
Pay History

Audit Trail

PAYABLE CHARGES FILES (0) St

Demo Candidate
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18. You will have a view like below to see statuses of documents and which are open still or have

been completed.
Demo Candidate

Open eDocs

Pri Last D t Expirati

Created Requester .rlrnary 5. . Status ocumen xpiration Actions
Signer Activity Package Date
Demo
Candidate — - -

Demo U . SEN '9/202. =
Burre
+
Signed eDocs
Document Date Signed

No Data
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Candidate Submission Process

I# On the candidate record, you can use the Prescreen action stage to create a note type called
"Presceen". This is used if you are not submitting the candidate to a job order yet and are just doing a

general prescreen to take notes.

1. On the candidate record, click on the Prescreen stage of the pipeline.

= Menu 5 429509 | Demo Candidate G in ©

Candidates 1D Status Mobile Phone Pel
429509 Onboarding Completed @ $~8138530000 de

5763 | Call Center ! OVERVIEW EDIT ACTIVITY EMAILS NOTES (1) PAYABLE CHARG
[ Prescreen ] Submission
Add Note
Op =
You do not have any open tasks on this re

2. Click on Comments...
Note: If you would like to log a job order in the comments section to associate this note with

other jobs that may be a potential fit, use the Hashtag symbol and enter the job title, then a list of
jobs, will appear to choose from. Ex. #Custmer service rep
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https://app.tango.us/app/workflow/bfe2879a-72aa-4c07-bb88-be5b39d8b729?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links

Privacy P Help Demo User (S

E] Add Note X
arsonal Email Brar gr;rz TEMPLATE W BDRAFTS (1) +
amocandidate@example.com Den
Comments
Styles ~ | Size ~ 7 | [t e JE &
GES FILES (0) SUBMISSIONS (0) OTE ty B I Q _ L |
Looking for a call center rep role when one opens up. Qualified and over 10 years of
CRaniew tang experience in the industry with customer service. Looking to make over $18/hy
< ® De¢
Status
DNU F body
2cord. Date 4 | J
Owne| About
Ermpl & | @ DemoCandidate L=
Latest "
Action
- ®
Currer Prescreen -

3. Click on SAVE

CANCEL
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4. The Presceen note will now appear on the Notes tab on the candidate record. It will also
appear on the job notes tab, if you tagged any jobs in the comments section.

429509 Demo Candidate G in 9

Status Mobile Phone Personal Email

509 Onboarding Completed & (8138530000 democandidate@exa

VIEW EDIT ACTIVITY EMAILS NOTES (2) PAYABLE CHARGES FILES (0) suU

¥4 Prescreen Submission nterview

Open Tasks

134 |Page



5. Click on Prescreen

iile Phone Personal Email Branch Prism Employee ID

» 8138530000 democandidate@example.com Demo Branch

5(2) PAYABLE CHARGES FILES (0) SUBMISSIONS (0) OTE ONBOARDING CHECKR PULSE LINKEL

Author C 7 Action C 7 Comments V
® Demo User [ Prescreen ] Looking for a call center rep role
@ Bullhorn Automation Bounced Email democandidate@example.com h

6. As you go through the submission process, you will notice that the pipeline with stages for the
submission process display a green checkmark as you go through the process.

Note: Each submission stage has their own statuses that can be worked through until you move a
candidate to the next stage.
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Q' Find == Add Privacy © Help Demo User

-
am 429509 Demo Candidate G in 9 < » |AcTions v~ | B @ R 2 X
o Status Mobile Phone Personal Email Branch Prism Employee ID
429509 Onboarding Completed @ Ur8138530000 democandidate@example.com Demo Branch
OVERVIEW  EDIT ACTIMITY EMAILS MNOTES(2) PAYABLE CHARGES FILES(0) SUBMISSIONS(0) OTE ONBOARDING CHECKR PULSE  LINKEDIN RSC fORE + LAYOUT I3

Open Tasks o ® Details o®
Status Onboarding Completed
DNU Reason clect ¥
t 1 t Date Added 04/23/2024, 3:05 PM
You do not have any open tasks on this record
Ownership Demo User
ADDTASK =
Employee Type w2

Latest Job Title

Resume e
Current Company
Source Farmer Applicant
Referred By
Looks like this Candidate doesn't have a resume. Referred By [Other)
Paste itinto the resume field on the edit tab to see it here.
Opted Out No
K Jr Tearsheets Bounced Records
Contact Information s
Preferred Language Select v Category & Skills -
Personal Email democandidate@example.comr Degrees BS

[P Next steps will cover creating a submission which is the first step in the process, this will begin with
pipelining. On this example, we will use a job record to process the submissions. However, they can be
created on a candidate record as well.
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7. Click on the ACTIONS dropdown button and then select Add Submission.
< > |ACTIONS v | & @2 B 2 X

Add Note

Add Task

Add Appointment LAYOUT =¢

Add Submission ]

Placement . i
Add Client Submission

Add Placement

Q
®

Schedule Interview
Demo Branch

Make a Copy
® Demo Compar Py

8. Search for the candidate(s) you wish to add to the submission. You can search by using the
candidates full name or their candidate id number.

Note: You can add multiple candidates or jobs to a submission at one time.
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Q) Find =+ Add

Add Submission

Added By Demo User g
Jobs
Candidates e 429509 Q

5. Demo Candidate

lidate@exam TAMPA Onboarding Completed
Status R 9 ° b
. Demo User
Source x
cn
Pay Rate USC
Bill Rate uso
JSD
Salary =
Bsus TEMPLATES ¥

Comments

9. Click on the Status dropdown and choose the proper status for this stage in the process.

Note: Regardless of the stage set here, the submission will be listed as an "Internal Submission"
in Bullhorn Analytics. It will not distinguish by the status.

138 | Page



Added By Demo User 2=

Jobs

| 3:Call C |
Candidates @ Demo Candidate Q
r - 1
Status Pipelined A
_’-—'——-" i o
Source Qualified
Unqualified
Pay Rate
Interested
Bill Rate Not Interested
Ai Matched
Salary L —
Comments ‘é JEMISSION TEMPLATES ¥
B &G = = = = =9 0N
e [ M = | [ Source
B I U § % x°
Stvles - | Format -~ | Font - | Size - A- RA-

10. If you would like to track the rates discussed with the candidate, you can enter the pay, bill
rate and/or salary for each submission.

Bullhorn Q) Find &+ Add
= Menu Add Submission
Candidates @ Demo Candidate Q
O a. R x
‘ Status Pipelined -
Add Submission
-
Source
Pay Rate 20 usD
Bill Rate 50 ¥ UsD
Salary usD

i}

Comments 1 1 -
B @ @ =g = M E S =EE TN
e | @ M = | 2 [B Source
B I UGS x x*
Styles - | Format ~ | Font - | Size - A- Y-
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11. The comments section is the body or notes section of the submission and is used to log and
notes, feedback or details that are important for the submission.

Note: You can create templates to shorten the process and create a streamlined logging process
by using the Submission Templates link. (Circled in orange)

Comments

E E =E E T W
e | M = | [ Source
B I US55 x, x*
Styles ~ | Format ~ | Font ~ | Size - A- B}

Piplining demo for this role. From previous prescreening notes, they are open to
wWhnAAny
this type of role and can get $2 more than their desired amount.

\
body

B Email Notification

Internal User Q
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12. Click on SAVE

e

I® Next you will navigate tp the submissions tab where you can view all submissions within the stages.
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13. Click on the SUBMISSIONS tab.

'nter Representative G in ¢

Status Open/Closed Employment Type

tative Accepting Candidates Open lfemp-to-Hire

NOTES (1) FILES (0) RATE CARDS | SUBMISSIONS (1)

Client Submission nterview Offer Extended
= Details
Branch

~11 cds o n onoain

14. You will see a list of different phases of the submission process and can expand each section.

Note: Web Response = Web Application Submission
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£ 5763 Call Center Representative G in @

Job Title Status Employment Type
5763 Call Center Representative Accepting Candidates  » Ternp-to-Hire
OVERVIEW  EDIT  ACTIVITY NOTES(l) FILES [0) RATECARDS  SUBMISSIONS (1) LAYOUT it
r n

15. Click on the Web Response section to expand the current applicants who are still sitting in the
untouched Web Response section.

Note: You will want to make a web response to a submission and mark them to an appropriate
status so you can keep your web response data updated and accurate.
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T T R ST

] Job Title Status Open/Closed Employment Type

5763 Call Center Representative Accepting Candidates  ~ Closed ~ Temp-to-Hire v
OVERVIEW EDIT ACTMITY NOTES() FILES(0) RATECARDS SUBMISSIONS () LAYOUT 3%
. 5
LAST ACTIVITY
B web Response (5) 04/24/2024
ITEMS PER PAGE: 10 -
Candidate $Y DateAdded S Y | source $Y
5 v & @savannah Vasquez ;“"4"_2_02“ dstribute.io
4/23/2024
5 - & @LAamour Ponder (‘ '.'.‘3",7‘07 USA Staffing Services
5 04/23/2024 : -
CTIONS ~ @& @ TestTam " Staffing Management Gro...
4/23/2024 2 =
CTIONS ~ & @ Tyreese Wigfall C 17’20\2 Staffing Management Gro...
14/22/2024 2
NS w &% @ Devin Rohrback ':.‘ ”’22"20‘ 3 Staffing Management Gro.
L 59 P} 4

16. To take mass action for all records, select the checkbox in the top left of the candidate list.
I 5763 | Ca” Ceﬂter ! UVEKVIEVY el ACLIIVILY NOUIEDS (1) -

[*2] Web Response (5)

ITEMS PER PAGE: 10 -

Candidate CY

ACTIONS w» & @ SavannahV:

ACTIONS ¥ & @ LAmour Por

ACTIONS ¥ @& @TestTam
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17. Then click the SELECTED button and choose any of the mass action items.

Note: Selecting Delete from the list will not delete the candidate record. It will remove them
from the web response list.

LAYOUT 22

“.-1:'_“:‘.-'5 v ‘ SSELECTED W
[ Email ]

Create Task List

Source Y

Add to Tearsheet

dstribute.io
Forward Job

USA Staffing Services Delete
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18. To move the candidate(s) to a submission status, click the MOVE button.

LAYOUT 322

U MOVE + ’ SSELECTED

Email

Create Task List
ource C Y

Add to Tearsheet

dstribute.io
Forward Job

19. Then click on Submission. This will default the submission status to Pipelined.

LAYOUT |

MOVE ¥ J S SECECTED. w

[ Submission ]

Client Submission
7 Source C Y

Interviewing

dstribute.io
Rejected

USA Staffing Service Confirmed

146 |Page



20. Now that the candidate is in the Submissions section, you can take them through the proper
statuses within this stage. Click on the Status column and change the status accordingly.

nter Representative Accepting Candidates ~ Closed = Temp-to-Hire =

ACTIVITY NOTES(1) FILES(0) RATECARDS SUBMISSIONS (1)

a

ion (1) Pipelined u
E: 10 - Qualified

D Last

Candidate Y Date Added &Y -;Iat;:'a% &Y § s AddedBy Y source T Y
Modified Ungualified
o4t 241
v & @ Demo Candidate 0_4'.24."2024 [,]4,’_2?,2,024 Demo User
T B Interested

Not Interested

Ai Matched
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21. Leave any comments necessary and choose to update the submission information such as

Pay,Bill Rate or Salary.

Change Status

Comments

Styles

Internal Email Notification

Distribution List

Would you like to edit the Submission now?

SAVE
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22. Click on SAVE.

I? The remaining steps in the submission process are dependent on your workflow. However, the most
common next step is either Client Submission or Interviewing.
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23. From the Submission section, click on the status and scroll down the list past the "Move To"

section and select Client Submission.

T T

ACTIVITY  NOTES (1) FILES (0) RATECARDS SUBMISSIONS (1)

ion (1)

E: 10 i
Date Last

Candidate C ? Date Added C 7 Modified

P 132 =
* & @ Demo Candidate O%,/{Q{,,‘SOQ!, 04’2qf202q

Ai Matched

Client Submission
C ? Aclded By c 7

Interviewing Demo User
Rejected
Confirmed

Placement

L

~
Source s ?
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24. When creating a Client Submission, you have 2 actionable steps: Move to this stage without
sending the contact an email or compose an email to send the client contact their resume.

Q

Q

CANCEL COMPOS

m
m

MAIL ‘ MOVE WITHOUT EMAIL +/
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25. Once you move a submission to the Interviewing stage, you will be able to schedule an
interview meeting directly in Bullhorn.

Al Matched

Client Submission

OV L= ov saceaey &Y
04f24f2024 Interviewing e
Rejected
Confirmed
Placement
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26. Choose whether the status of this stage is an Internal Interview with your company, or one of
the 3 interview options with the client directly.

Move 1to Interviewing

Status

Internal Interview

Internal Interview

First Client Interview

Second Client Interview

Final Client Interview
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27. Click on Yes to schedule the calendar meeting. If you do not want to schedule a meeting and

wish to just update the submission, select No.
Internal Email Notitication

Distribution List

Would you like to schedule appointments n

Yes No
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28. Once finished, select MOVE.

429509 | Dema Ca.. K

5763 | Call Center . K

Move 1to Interviewing

Scheduling a first interview on Friday 4/26/24 for the CSR position (5763)

Internal Email Notification

Distribution List

Would you like to schedule appointments now?

-8

Parse Resume B

CLOSE ALL TABS
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29. If you selected to schedule an interview, then the appointment creator page will open up

automatically. This will sync with your Outlook calendar.
Notify Attendees NC

-

.
Subject Job #5763: Call Center Representative
loinar Demo User X
attendees Q
Distribution List Q
ype Interview -
start Date 04/24/2024 X 0400PM x
End Date 04/24/2024 X 0415PM X
Reminder Mever -
[Communication Phone hd
Method
Location
Description =a -

B o E = £ 99 E 2 2= N T
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30. Click SAVE once you finished setting up the meeting.

Bullhorn @ Find @ Add Privacy = @ Help | DemoUser .
= Menu @ Add Appointment x
B
4
id Ap
ce es M X
Candidate Demo Candidat X

ob CallC Repres X
ad Q
portun <«

Q

¥ ime B
CLOSE ALL TABS canceL  [ESAVERVY
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31. If you wish to log both, an internal interview with the recruiter and an interview with the
client, then change the status of Internal Interview to First Client Interview.

Move 1to Interviewing

Status

Internal Interview

Internal Interview

First Client Interview

Second Client Interview

Final Client Interview

I} The next step is to extend an offer or a rejection, followed by the placement. Placements will be
reviewed in a different process of steps.
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32. Click on the submission status.

A Date Last ~ £t A d e
1 Y Modified CYl staws $Y REeaE o
04f24/:2024 [Jmemal Interview w ] Demo User

33. Move the status to Rejected, then select the status for this stage.

b e o 04/
- Ai Matched LAS
iion (1)
E: 10 -
. Date Las Client Submission
Candidate C 7 Date Added C Y Mojlf“:_t G ? Added By C Y Source C 7
[24f 4 r viewin
v & @ Demo Candidate 0424,2[)24 9_{'&?’?‘024 Interviewing Demo User
Rejected
Submission (1 04t
Confirmed
Placement
v Appointments (1) @
E: 10 b
startbate $ Y Candidate $Y Appointment $Y wvpe $Y Contact $Y Location
> Oz.*fz.qf,z,ozz' & @ Demo Candidate ‘,J‘:iit::':?“{f:ﬂ;(‘!ﬂ”r Interview L James McDemo
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34. Click on the appropriate status from the list show below.

Move 1to Rejected

Status

Internally Rejected

Internally Rejected

Candidate Not Interested
Client Rejected

Offer Rejected

35. Be sure to log your notes and reason in the comment section and then select MOVE.

Bullhorn
= Menu
Candidates
429509 | Dema Ca.. K

5763 | Call Center 8

Move 1to Rejected

Internal Email Notification

Distribution List

Would you like to edit the Submission now?

Parse Resume B

CLOSE ALL TABS
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36. If extending an offer to the candidate, then select the status dropdown and click on
Confirmed.

Client Submission

EAA--- adeasy &Y
04/24I2024 Interviewing erric LiEcs
Rejected
Confirmed
Placement
Appointment C V Type O 7 Contact C 7
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37. Click on Offer Extended as the status.

Move 1to Confirmed

Status

Offer Extended
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38. Update the submission if would you like to edit the pay rates and bill rates for tracking
purposes. Then click MOVE.

Internal Email Notification

Distribution List

Would you like to edit the Submission now?

Ho
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39. To track the offer being accepted, follow the previous steps for extending the offer, then
select Offer Accepted as the status.

Move 1to Confirmed

Status

Offer Extended

Offer Extended

Offer Accepted
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40. Add any notes into the Comment section.

Move 1to Confirmed

Status
Offer Accepted
Comments
Styles ~ | size -|B I U A-|=
Accepted offer for $20/Hr
body
.

Internal Email Notification

Distribution List
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41. You will now notice that all stages in the pipeline have moved to a green checkmark, meaning
they have been completed.

Q) Find == Add Privacy @ Help Demo User (B
- A . F—
am 429509 Demo Candidate G in @ ¢ ¥ - @&a@ 12X
ID Status Mobile Phone Personal Email Branch Prism Employee ID
429509 Onboarding Completed & 8138530000 democandidate@example.com Demo Branch
OVERVIEW  EDIT ACTIMITY EMAILS NOTES(S) PAYABLE CHARGES FILES(0) SUBMISSIONS(l) OTEONBOARDING CHECKR PULSE  LINKEDINRSC fORE ~ LAYOUT %
[ % proscroon | ® submission & irtorviow | %) Cliont Submission @ ofor Dended e— ]
Open Tasks = ® Details =20
Status Onboarding Completed
DNU Reason clect
" 1 ¥ Date Added 04/23/2024, 3:05 PM
You do not have any open tasks on this record,
Ownership Demo User
ADDTASK -+
Employee Type W2 -
Latest Job Title
Resume [+ N O]
Current Company
Source Former Applicant
Referred By
Looks like this Candidate doesn't have a resume. Referred By [Other)
Paste it into the resume field on the edit tab to see it here.
Opted Out No
2 Tearsheets Bounced Records
Contact Information =
Preferred Language Select Category & Skills o
Personal Email democandidate@example.com Degrees BS

# Viewing Submissions in Mass via Lists

I You view and update submissions in mass by viewing them from the Submissions tab on a candidate,
company,job record or the Submission list view.
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472 . View from a records Submissions tab.

EDIT  ACTIVIT E PULSE b u
~ 5\
LAST
o -
0 $Y CY ¢CY Y staus TY
= ~ e S S 04/24/2024 04/24/2024 -
~ B LAST ACTIVITY
G* Client Submission (1} 4[24/2024
ITEMS PER PAGE: 10 -
100 &Y Datesent &Y Se &Y C SN Contact $Y Email Y
e als 04/24/2024 Do tsa eD 1 L) r
[#] Interv ointments (1) @
ITEMS PER PAGE: 10 -
tment $ Y yoe &Y job &Y Y 1 Y
- x " ®n e L)
L J

Demo User .

Bullhorn Privacy @ Help
X Close ¥ ADD/REMOVE fIN-] < 3 ‘ NS v &2 10X
) Personal Email Branch Prism Employee ID
B democandidate@examplecom  Demo Branch
't Chnchintas Aacrmatian Companies MARGES  FILES(0] SUBMISSIONS (1) OTEONBOARDING CHECKR PULSE  LINKEDIN RSC MORE ¥  LAYOUT 2
@ e
04/24/2025
Opportunities
Date Last
pany & Contact ¥ Date Added & ¥ | [0S Y suaws CVY
Submissions o

E mo mpany 2 M @ lames McDemo ?':’g’;ff’y' ?"‘”"’\{02"' Offer Accepted
LAST ACTIVITY
al24/2024

Planner My Dashboard
a sent $Y sender T Y Company &Y contact & Y email Y
St /2024 ot S imash
Certification Requir_. o Demo User @ Demo Company 2 M  ®lames McDemo
Resources Markatplaca  Goals and Quotas
& wpe Y aob Y Contact $Y Location &Y
all Center - Call Center Bty
i Interview L e REhtive & ®James McDemeo

;]

ALL TABS

Bullhorn'
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44, You will now see all of your submissions from a list view and can sort, filter and save specific
views to your favorites list. See notes below.

Notes: See how to save a favorites list here

o Status vs Candidate Status: Is the list view, you will notice there's a column called
Status, which is referring to the status of the submission. Not to be confused with
Candidate Status, which refers to the status of the candidate.

e Web Response = Web Applies/Applicants. It is suggested to create a favorite list that is
specifically for Web Responses and show candidates within the Last 7 Days by using the
Date Added column.

o Ifyou are the job owner, you will receive a daily email from Bullhorn
automations for web applies.

Bullhorn @ rFina @ Ada Privacy | @ Help | Damouser (@)
=) L 17 Submissions mc U 1 Fa a =z X
D ~  Candidate Candidate Status ~ Candidate Ownersh ~ Candidate Source ~ Job ~ Job Status -  Sta
| ; a
. Call Center Representati :
& 92446 Demo Candidate ed  Demo User Former Applicant i Accepting Candidates o
| §
Call Center Representat
99425 Savannah Vasquez New Lead Dema User dstributeio V: enter Representatl  ccepting Candidates W
Submissions
. P Call Center Representati -
99358 Lamour Ponder New Lead Alex Rosbken UsA staffing Services 5 Accepting Candidates
P Sir NewLead Demo User ‘S]E:-l]'mq Management Gr Sz] Center Representati  \ . ovo oo didares 5
Staffing Management Gr  Call Center Representati ;
& 9930 Devin Rohrback New Lead Derma User ;‘UL DEhanagETent . SaSenta Renmameat Adsiniod Sanaidae
&% 98209 Colin kwiatkowski Placed Demo User dstribute.io Shipping Associate Placed P
o 94266 Robert Wharton Placed Dermna U dstributeio Shipping Associate Placed P
&% 97687 Jamal smiths Jamal New Lead USA Staffing Services Machine Operator Accepting Candidates u
& 97628 Johnny Florida Placed Indeed Machine Operator A g Candidates
94 Audra DiBenedetto New Applicant Demo User dstributeo Administrative Assistant  Accepting Candidates p
9
o 9475 George O'Malley New Applican Demo User Craigslist Registered Nurse Offer Qut P
o 94504 Test Candidate 2 Placed Demo User Facebook Tax Accountant Covered P
4% 94250 TAVY LATTIMER New Applicant Demo dstributeo Administrative Assistant  Accepting Candidates
& 94249 Jenil Desai New Applicant Demo User dstributeio Accepting Candidates W
4243 Brianna Chihany s Derma User dstribute.io
94231 Jennifer Naro New Applicant Demo User dstribute.io Administ Accepting Candidates W
n &M 94230 Laurette Ginter New Applicant Dermo User detribute.io Administrative Assistant  Accepting Candidates
-

CLOSE ALL TABS e
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Setting Up Placements/Assigsnments in Bullhorn

There are 2 ways to create a placement in Bullhorn: From the submission or from the job record.
There is currently no way in Bullhorns system to create multiple placements at one time. Only 1
placement can be created at time.

1. If making a placement from a submission, click on the submission status and move the status

to Placement. If you are making a placement from the job record, skip to step 3.
Privacy @ Help Demo User .

Bullhorn @ Find & add
= Menu 5 429509 | Demo Candidate G in @ oo
2 E Bra £ i
429 il
- . ! ' e I' ILES [0] SUBMISSIONS (1) OTEONBOARDING CHECKR PULSE  LINKEDIN RSC AR
£l
1y Submission (1) y
ITEMS PER PAGE: 10 =
Y 5y oV
o e L] & A e

Rejected

= B

CLOSE ALL TABS
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2. You will be prompted to begin setting up the placement. For further instruction with this
method, please skip to step 5.

Bullhorn

= Menu

5763 | Call Center Repr.

429509 | Demo Candi

Move 1 to Placement
3282 | Demo Compan...

B Review Candidate Info

Name

Deme Candidate

Status

Placed

Date Available
W2E2024

Source
Former Applicant
General Candidate Comments
v

Employes Type

>

—

Parse Resume B

CLOSE ALL TABS
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3. To add a placement from a job record, select the ACTIONS button and then select Add

Placement.

Privacy @ Help

esentative G in 9

1s Open/Closed

oting Candidates ~ Closed =

Employment Type
Temp-to-Hire

Add Note

Add Task

S (0) RATE CARDS SUBMISSIONS (1)

no User

Jemo User

Details
Branch
Client Company
Contact
Location
Billing Profile
SOW Signed?
Owner

Assigned to

Add Appointment

Add Submission

Placement
Add Client Submission

Add Placement

Schedule Interview
Demo Branch

James McDem

Make a Copy
Email Contact
Demo Company Forward Job

Find Matching Candidates
No = Manage Tearsheets

Demo User Secured Signing

LAYOU

Q
®
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4. Enter the candidates ID or full name.

Internal Email Notification m
Distribution List Q
Candidate
e 429504 Q
ﬁb[Demo Candidate ]
B democandidate@exam.. @ TAMPA @ Placed

2 Dema Likor

5. Choose whether or not you want to close out the chose order.

Note: You will want to update the job status accordingly as well. Reminder that for a job to stay
posted on the job board, it must stay as an Open Job with the status Accepting Candidates.
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Add Placement

Distribution List

Candidate
v/ Deme Candidate

Would you like to close this Job?

Yes No

B Review Candidate Info

Name
Demo Candidate

Status

Placed

Date Available
10/28/2024

6. The Employee Type will default to W2. Update if necessary for C2C or 1099 work.

Demo Candidate

Status

v Placed

Date Available
10/28/2024

Source

Former Applicant

General Candidate Comments

Employee Type
w2
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7. Click the ADD button.

ate Comments

8. The placement status should stay at Submitted. An SMG team member will move it to
Approved once reviewed and setup.

Note: A placement with an Approved status = Active Placement. This status is necessary for
time entry and payroll to sync properly.
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W 16458

Demo Candidate - Call Center Representative

Status Employment Type Job # Owner BTE Sync Status Payroll Sync Status
Submitted Temp-to-Hire @ 5763| Call Center Representative Demo User Not Synced

OVERVIEW EDIT ACTIVITY NOTES (0) PAYABLE CHARGES BILLABLE CHARGES CERTIFICATIONS FILES (0} RATE CARDS SECURED SIGNING
EMPLOYMENT TYPE

Temp-to-Hire EDIT EMP TYPE 7

Payroll Sync Status

Status

Pay Rate

Over-time Pay Rate

Bill Rate

Contact

Reporting to

[Submar‘.ed

225

225

James McDemo

us

D

usD

9. The Pay Rate, OT Pay Rate and Bill Rate will default to the rates set on the Job order. Change if
they are different as these fields are used for Analytics and the native commission calculator.

OVERVIEW EDIT ACTIVITY NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS
EMPLOYMENT TYPE
Temp-to-Hire EDIT EMPLOYMENT TYPE ¢
Payroll Sync Status ™
Status Submitted -
Pay Rate > UsD

E o5 % luso
Over-time Pay Rate a v =

al

Bill Rate g2s v JusD
Coihack James McDemo X
Reporting to » a
Location 3282-4858 | Demo Company 2 - Tampa, FL X
Billing Profile . a

SECURED SIGNII
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10. Enter the name of the Reporting To contact (Supervisor) and select them from the drop
down. This may differ from the Sales contact and/or time approver.

Note: The time approver will be entered later in this process.

Over-time Pay Rate 225 USD
Bill Rate 225 UsD
Contact James McDemo X
Reporting to ® john smith Q
John Smith
: hr o r ad L
Location
Q@ New Brunswi 9 A
Billing Profile . John Smith _
ith Demo Company 2 demo2@noemail.com L U8138530499
Q@ Tampa, FL @ Inactive
PO Number
Additional Hourly
Fee Burden (3] added into commission calculations.

Placement
Comments

m  Contract Emplovment Info
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11. Enter the proper Billing Profile if it was not included in the job order.

Bill Rate

Contact

Reporting to

Location

Billing Profile

PO Number

Additional Hourly

Fee

Placement
Comments

225

James McDemo

John Smith

3282-4858 | Demo Company 2 - Tampa, FL

[1223 | Demo Company Billing Profile

Bill-to Client: Demo Company 2

Billing Contact: Not Selected

B Contract Employment Info

Employee Type

w2

12. Enter the PO Number, if applicable.

Note: The PO # will transfer over from a job order. It must match every character exactly if it is

manually entered.
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OVERVIEW EDIT ACTIVITY NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS SECURED SIGNING

Contact James McDemo %

Reporting to John Smith X
Location » 3282-4858 | Demo Company 2 - Tampa, FL X
Billing Profile 1223 | Demo Company Billing Profile X
PO Number [ ]
Additional Hourly

Fee Burden ($) added into cormmission calculations.

Placement
Comments

B Contract Employment Info
Employee Type
Start Date 04/29/2024 X

13. If necessary, update the start date using the date picker.

lida...
Employee Type wz

Start Date 04/29/2024 )

< May 2024 >

Scheduled End 1
e i Su Mo Tu We Th Fr Sa

Workers Comp Code loyees NOC .

o
Job Code 12 @ 14 15 16 17 18 stive

B¥ 20 2 22 2B 24 X5

v

Fay Frequency 26 27 28 29 30 3

Work Week

Hours Per Week

Work From Home
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14. If necessary, update the end date using the date picker.

Note: If you do not put an end date, Bullhorn Analytics will not pick up the proper projections.

”~ T e BN AT Il A e A e TR I R et TR Y

Status Employment Type Job # Owner BTE Sync Status Payroll Sync Status

Submitted Temp-to-Hire = @ 5763| Call Center Representative Demo User Not Synced

OVERVIEW EDIT ACTIVITY  NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS SECURED SIGNING

B Contract Employment Info

Employee Type w2 -

Start Date 05/13/2024 X

Scheduled End FO/E?"ZOE& )q
8810 | FLBB10 - Clerical Office Employees NOC X

Workers Comp Code

Job Code CSR | Customer Service Representative

Pay Frequency Weekly ki

Work Week Monday - Sunday -

Hours Per Week

15. Defaulted to Weekly, however if you need to pay on a Bi-Weekly basis, you can change on this
field.

Important Note: If setting up Bi-Weekly, the Payroll department needs to be made aware of to
adjust certain required settings.
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* 16458 Demo Candidate - Call Center Representative

Status Employment Type Job # Owner BTE Sync Status

Subm

tted Temp-to-Hire * ® 5763| Call Center Representative Demo User Not Synced

Payroll Sync Status

16

OVERVIEW EDIT ACTIVITY  NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS

Workers Comp Code 8810 | FL8810 - Clerical Office Employees NOC

Job Code CSR | Customer Service Representative

FILES (0}

X

Pay Frequency [V\J’eekly

Work Week Monday - Sunday

Hours Per Week

Work From Home

Full-Time / Part-Time

PPE Required?

RATE CARDS

Choose the 7-day work period where the employee's hours will be tracked.

Status Employment Type Job # Owner BTE Sync Status

Submitted Temp-to-Hire + @ 5763| Call Center Representative Demo User Not Synced

SECURED SIGNING

Payroll Sync Status

OVERVIEW EDIT ACTIVITY  NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS

Workers Comp Code 8810 | FL8B10 - Clerical Office Employees NOC

Job Code CSR | Customer Service Representative

Pay Frequency Weekly

Work Week Monday - Sunday

FILES (0)

x

Hours Per Week Sunday - Saturday

Saturday - Friday
Work From Home
Friday - Thursday

Full-Time / Part-Time
Yes No

PPE Required?

PPE Requirements

RATE CARDS

SECURED SIGNING
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17. Select whether or not this is a remote/work from home role.

Status Employment Type Job # Owner BTE Sync Status Payroll Sync Status
Submitted Temp-to-Hire = @® 5763 | Call Center Representative Demo User Not Synced

OVERVIEW EDIT ACTIVITY  NOTES (0) PAYABLE CHARGES  BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS SECURED SIGNING

Pay Frequency Weekly x
Work Week Monday - Sunday -
8

Hours Per Week

Work From Home es m

Full-Time / Part-Time " b
PPE Required? YestQidlo
PPE Requirements Q

Equipment Provided

Equipment provided to contractor by er

/,
Equipment ® N/A No Yes

18. Select if this is a Full-Time or Part-Time role.

Note: This field will affect benefits enrollment entitlements.
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OVERVIEW EDIT

Pay Frequency

Work Week

Hours Per Week

Work From Home

Full-Time / Part-Time

PPE Required?

PPE Requirements

Equipment Provided

Equipment
Returned?

ACTIVITY  NOTES (0) PAYABLE CHARGES  BILLABLE CHARGES  CERTIFICATIONS  FILES (0)
Weekly -
Monday - Sunday v
8
L] -

[ Full-Time

Part-Time

tractor by

E yment provided to cor

® N/A No Yes

B Time and Expense

RATE CARDS

SECURED SIGNING

19. If you wish to track, you may select any PPE or other equipment provided to the employee.

In Out Indicator

OVERVIEW  EDIT ACTIVITY  NOTES (0} PAYABLE CHARGES  BILLABLE CHARGES CERTIFICATIONS FILES (0) RATE CARDS
Hours Per Week 8
Work From Home m
Full-Time / Part-Time Full-Time o
’DEE Required? yes NO o
PPE Requirements Q,
Equipment Provided Q]
ipr o " haracter
/ s
Equipment @ NiA No Ye
Returned?
- 7
B Time and Expense
Time and Expense Timesheet
Source
- -
Approval Method
Expense Indicator @ off On
Default

SECURED SIGNING
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20. Select the time capture method: Timesheet or Batch
Note:

e Timesheet = Electronic time capture via SMG's portal
e Batch = Time provided to our team via another system, spreadsheet, paper timecards etc.

Status Employment Type Job # Owner BTE Sync Status Payroll Sync Status
Submitted Temp-to-Hire = @ 5763|Call Center Representative Demo User Not Synced

OVERVIEW EDIT ACTIVITY  NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS SECURED SIGNING

Equipment provided 1o contractor by employer or custormer. Field Timit of 100 characters

EGlBEERE @® N/A No Yes

Returned?

B Time and Expense
Time and Expense Jimesheet i
Source [ Timesheet s ]
h ®

Approval Method Batch

Expense Indicator @® off ©n

In Out Indicator Default bt

Employee OT Type Default OT Rules -
Actual (no rounding) v

Rounding

External Employee

183 | Page



21. If the Time & Expense Source is Timesheet, then the Approval Method should be
Email/Electronic Approval. If The source is Batch then No approval required.

Equipiment ® N/A No Yes

Returned?
B Time and Expense

Time and Expense Timesheet e

Source

Approval Method

Email/Electronic Approval

Expense Indicator ; Fax Approver/ASAP
[ No approval required ]
In Out Indicator
Client Attached Approval

Employee OT Type Default OT Rules v

" \
Rounding Actual (no rounding) -
External Employee
1D
Alternate Work standard 7 days a week v
Schedule
Per Diem Rule =
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22. Toggling Off or On the Expense Indicator will allow an employee to upload their expenses via
the Time & Expense Portal for the client to approval.

OVERVIEW EDIT ACTIVITY  NOTES (0) PAYABLE CHARGES BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS SECURED SIGNING

Equipment provided to contractor by employer or custormer. Field Timit of 100 characters

Equipment @ NA bo ves

Returned?

B Time and Expense

Time and Expense Timesheet -
Source

Approval Method Email/Electronic Approval >
Expense Indicator 2 (@ Off On ]
In Out Indicator Default b
Employee OT Type Default OT Rules -
Rounding Actual (no rounding) -
External Employee

1D

Alternate Work standard 7 days a week -

Schedule

23. Per Diem Rules will allow for certain expense related earn codes to automatically be applied
for each day worked.

Note:

e Standard Per Diem: Will calculate 1 Per Diem unit per 4+ hours worked per day and 0.5
for 0.1 - 3.9 hours worked per day.

e Travel Assignment: Will calculate 1 unit of Housing Allowance per day on assignment
and 1 unit of M&IE per day worked on assignment.
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inwutIacETor

Employee OT Type Default OT Rules v
Rounding Actual (no rounding) -
External Employee

1D

Alternate Work standard 7 days a week e
Schedule

Per Diem Rule [ ']
Class Standard Per Diem

Travel Assignment
Prism Employee ID

Approving Client
Contact

Backup Approving
Client Contact

B Email Notification

24. Search and enter the Time approver for the assignment. A backup time approver can be enter
in the Backup Approving Clietn Contact field.

Note: If you need more than one backup, a Staffing Manger will need to assist with setting them
up in the Time Entry portal.
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Per Diem Rule

Class

Prism Employee ID

Approving Client ® john smith| Q
Contact

John Smith

t L 23-456-913

Backup Approving .
Client Contact 9 New Brunswick, N 0 Active

[John Smith ]

B Email Notificatio| # Demo Company 2 = l.cor L, L 8138530499

Q@ Tampa, FL
Internal User Q
Distribution List [ ] MG Operations Tearr Q

Schedule Next m Add Task ‘ Add Appointment
Action

25. Enter your direct Staffing Manager to be notified as they need to review and approve the
placement for it to become active.

Per Diem Rule e
Class
Prism Employee ID
Approving Client John Smith X
Contact
Backup Approving | 9
Client Contact |

B Email Notification
Internal User ( O‘]
Distribution List @ SMG Operations Tean Q

Schedule Next m Add Task Add Appointment
Action
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26. Click on SAVE.

(v -]

188 | Page



27. If there is an issue with fields that are required for the integration Validation, a red
notification will appear.

Privacy © Help Demo User ‘

Integration Validation: Please update

required fields shown at the top of this
Payroll Sync Status form.

ATE CARDS SECURED SIGNING LAYOUT 2%

28. Scroll up further on the placement for details on the missing or incorrect field(s).

Note: You can keep the placement editor open while you adjust the correction on the candidate
record instead of starting over from scratch.
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= Menu * 16458 Demo Candidate - Call Center Represe

Submissions Status Employment Type Job # Own
Submitted Temp-to-Hire » @® 5763| Call Center Representative Den

429509 | L OVERVIEW EDIT ACTIVITY NOTES (0) PAYABLE CHARGES BILLABLE CHARGES

909 | M

3282 | Demo Compan A Integration Validation - The following fields are required.

Candidate: state

16458 | Demo Candida...

EMPLOYMENT TYPE
Temp-to-Hire EDIT EMPLOYMENT TYPE ¢
€& SHOW ALL FIELDS

Payroll Sync Status

Status Submitted

29. Click on SAVE
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30. Once created. you can see an estimated Gross Profit for the placement.

Note: This GP included a 16% payroll burden, which may vary depending on the state.

Link to how commission are calculated: ATS: How are placement commissions calculated?

(bullhorn.com)

W 16458 Demo Candidate - Call Center Representative

Status Employment Type Job # Owner BTE Sync Status Payroll Sync Status

Submitted Temp-to-Hire = ® 5763 | Call Center Representative Demo User Not Synced

OVERVIEW EDIT ACTIMITY NOTES(0) PAYABLE CHARGES  BILLABLE CHARGES  CERTIFICATIONS FILES (0) RATE CARDS  SECURED SIGNING

Commission Info 2 ® Details

indida. W
Client Company ® Demo Company

MARKUP $7.50(50.00%)
HOURLY COST $17.40
URLY WORKERS' gom
COMP COST

Job # ® 5763 | Call Cente

Prism Employee ID

Start Date 05/13/2024
NTERNAL COMMISSIONS (2) EXTERNAL COMMISSIONS (0)
Scheduled End 10/27/2024
o, Demo User Lact BYE 5
ast Sync Date
= sales D
% SPLIT S MARGIN FEE SPLIT Class
50.00% 0.00% $0.00
Placement Comments
® Demo User
= Recruiting
SPLIT OF GROSS MARGIN FEE SPLIT
50.00% 0.00% $0.00

Q
®

Certification Requirement Overview

I} Next step, you will need to add or adjust the placement rate card, if it was not setup on the job order
or differs from the job order rate card.
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https://help.bullhorn.com/bhatsTopics/s/article/ATS-How-are-placement-commissions-calculated
https://help.bullhorn.com/bhatsTopics/s/article/ATS-How-are-placement-commissions-calculated
https://kb.bullhorn.com/bhone/Content/BH1/Topics/AddPlaceRateCard.htm?Highlight=rate%20card

Placement Change Requests in Bullhorn

Requesting a change request on a placement in different than a rate card change request. This is
used to end assignments, change time approvers, work weeks or any other field found on the edit
section of the placement. The reason for a change request is for an SMG team member to review
before any changes go into effect.

Creation Date: Apr 30, 2024
Created By: Shane Burrell

View most recent version

1. On the placement record, click on the ACTIONS button and select Add Change Request from
the dropdown.

roll Sync Status Add Note
Add Task
(
ARDS  SECURED SIGNING l Add Change Request ] LAYOUT =¢

Email Contact

o ®

Email Candidate

® Demo Company 2 i ia
‘ Secured Signing

® 5763 | Call Center Representative
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https://app.tango.us/app/workflow/8c337306-1ab6-467f-93c1-caf22dcfa2d4?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links
https://app.tango.us/app/workflow/8c337306-1ab6-467f-93c1-caf22dcfa2d4?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links

2. Select the request type that needs to be processed by the SMG team.

Q) Find =+ Add

Add Change Request

EMPLOYMENT TYPE
Temp-to-Hire EDIT EMPLOYMENTTYPE “

») r
Requested by Demo Use Eﬁ

Request Type

Extension

[
Request Status [ Terminated ]

Pay/Billing Change
Other Hourly Fee
Pay Change

Other Hourly Fee Billing Change
Comments
Status Change

Referral Fee

Referral Fee Type

SEaiie Submitted b
tz
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3. Set the request type to Submitted, unless you are updating an old change request that hasn't
been approved yet.

Add Change Request

EMPLOYMENT TYPE

Temp-to-Hire EDIT EMPLOYMENT TYPE ¢
Requested by Demo User 2o
Request Type Terminated =
Request Status . -
[ Submitted ]
Other Hourly Fee Rejected

Withdrawn
Other Hourly Fee
Comments

Referral Fee
Referral Fee Type

sub ted
Status Submitted -

- -
Dav Data 2 usD

4. If ending the assignment, change the Status field to either Terminated, Drop Out or
Completed.

Note:

e Terminated: The employee was let go by the end user customer or staffing firm.
e Drop Out: The employee quit or No call, no showed.
o Completed: The assignment has come to an end without any terminations or quitting.
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Referral Fee

Referral Fee Type

Submitted

-
Status v

: v
Pay Rate Approved

Rejected
Over-time Pay Rate

Completed
Bill Rate Drop Out

[ Terminated ]

Contact
Reporting to John Smith X
Location 3282-4858 | Demo Company 2 - Tampa, FL b e
Billing Profile Deme Company Billing Profile X

5. If you select Terminated, Drop Out or Completed, then the End Reason field will populate and
require a reason.

Other Hourly Fee
Other Hourly Fee
Comments

Referral Fee

Referral Fee Type

Status Terminated .
End Reason v [Derforr“.ance Based ]
Pay Rate v 15 usD
Over-time Pay Rate v 225 usD
Bill Rate A 225 D
Contact James McDemo X
John Smith X

Reporting to
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6. If the assignment is ending, then select an end date for the assignment to close out by using
the Scheduled End date picker.

Start Date 05/13/2024

Scheduled End 10727/ 2024
< May 2024 >
loyees NOC
Workers Comp Code S M e W h Fr Sa
28 29 | 30 1 2 3 =
ative

Job Code

Pay Frequency

0
[\
o
[

2 23 24 25

Work Week ' @ 27 28 29 30 3

Hours Per Week

BS
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7. Add any Comments that need to be mentioned to the SMG team.

Class

Prism Employee ID

Approving Client John Smith X

Contact

Backup Approving
Client Contact

B Email Notification

Internal User . Demo User Q
Distribution List @ SMC Operations Tean Q
*
Comments [ ]
Q

Timesheet Cycle

8. Click on SAVE

CANCEL SAVE v
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I An email will be sent to the team and any internal users included in the email notifications section.

9. To review the status of your change request, navigate to the Activity Tab then Change Request
section.

Find 58 Add

Privacy © Help Demo User

* 16458 Demo Candidate - Call Center Representative <> ne v & @ B g X
Stat Employment Type Job # Owner BTE Sync Status Payroll Sync Status
Submitted Ternp-to-Hire @ 5763 | Call Center Representative Demo User Not Synced
OVERVIEW EDIT ACTIVITY NOTES (0] PAYABLE CHARGES BILLABLE CHARGES CERTIFICATIONS FILES(0) RATECARDS SECURED SIGNING ouUT B
\CTIVITY

,.

e -
,-
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10. You will be able to see the current status of the request in the Request Status column.

uestType Y Request Status T Y ApprovingUser Y

ninated [Subm itted ]

11. Click on VIEW to see the details of the change request or to make any edits necessary.

Change Requests (1)

ITEMS PER PAGE: 10 -

DateAdded Y

04/30/2024

A
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12. From this view, you can see the changes that you requested and also select the EDIT button
to make any additional adjustments, if it has not been approved yet.

Privacy @ Help Demo User .

Q) Find &+ Add

Bullhorn

Change Request X

= Menu

Dema Use

Change Request

Make Edits Here

/

Field Changes [O

Field old value New Value
10/27/2024 6/20
Status Submitted erminate
End Reason Performance Based
al Xpel usa
DB

ime and Expense Branch

CLOSE ALL TABS
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	Customer Creation
	1. Click on Add > Company from the dropdown.
	2. Search for your company/branch name in the Department Owners field and select the proper option.
	3. Enter the company's legal/registered business name.
	4. Enter the company's website URL address.
	5. Optional: Add a source type from the Source field dropdown menu.
	6. Optional: Enter the company social media URLs, Company Notes and Culture/Perks.
	7. Optional: Add a company description into the Company Description field,
	8. Select an Industry that matches the Company.
	9. If known when creating the record, select the 7-day range when the company work week occurs.
	10. If known when creating the record, select the Time Entry method that will be used for the company. Timesheet= Web Time Entry within our system. Batch= Paper timecards, reports provided by the customer, or any other time entry system not provided b...
	11. Optional: Adding an answer for this field will signal whether the company allows for expense reimbursements.
	12. Enter the full name of the VMS/MSP that is associated with the company. This is an optional field but is mandatory if applicable to the customer.
	13. Enter the corporate phone number.
	14. Complete the corporate address information with proper and full spelling, no abbreviations.
	15. The Credit & Billing Details section is used for the back-office team to complete. These fields will be viewing only access for you, except for the Standard Per Fee (%) field.
	16. Optional: Enter a standard perm fee percentage amount that will be blanketed for all Direct Hire/Perm placements.
	17. Click SAVE to complete the initial company setup.
	Creating a Location Record
	1. On the company record, click on the LOCATION tab.
	2. Click on ADD LOCATION.
	3. Enter a location title.
	4. Enter a location description for team awareness/reference.
	5. Enter the full address information in without abbreviations.
	6. Select whether the location entered is a worksite address or not.
	7. Select whether this location is also a location that will have invoices sent to them.
	8. Optional: Mark whether or not this location was a location where the sales process occurred and was closed.
	9. Click on SAVE
	10. Click on NEW VERSION +.
	11. Click on Please choose a new Effective Date and select the effective date when the changes should go into effect.

	Creating a Contact Record
	1. From the company record, click on ACTIONS.
	2. From the dropdown, click on Add Contact.
	3. Enter the contact's first name.
	4. Enter the contact's last name.
	5. In the status field, select the appropriate status for the contact.
	6. Enter a job title for the contact, if known.
	7. Select the dropdown from the Type field and select the contact type that applies.
	8. Select the dropdown from the Department field and select the department that this contact works in at the company.
	9. You can add secondary owner(s) if you wish to share this contact record with specific people, however if you want to share with your entire team, then search for your Department/Branch name and select the option.
	10. Enter the contacts email address.
	11. By default, the company main number will assign to the "Company Phone" field. You will need to update with the "Mobile Phone" or "Direct Line" field with the contacts phone number used.
	12. By default, the address will carry over from the company corporate address used when creating the company. Make sure to update these fields if they different from the corporate address.
	13. Enter any candidate/job categories that may apply to this contact. This can assist with auto-matching candidates.
	14. Enter any candidate/job skills that may apply to this contact. This can assist with auto-matching candidates.
	15. Click on SAVE


	Creating Opportunities for Customers
	1. On the customer record, Click on ACTIONS then click on Add Opportunity from the dropdown menu.
	2. Once the opportunity opens up, you will be opted to select a job type from the following option.
	3. Set the opportunity status to "Open".
	4. Enter the opportunity title. This can either be a job title or a standard title for the opportunity such as a specific department of the business.
	5. Associate a sales contact with the record.
	6. Enter a detailed job description for the opportunity. This can be a detailed overview of the opportunity or a job description to use when converting to a job order.
	7. Enter the expected billing amount in the Deal Value field.
	8. Creating an opportunity will not automatically notify an SMG back office team member. Make sure to add your Staffing Manager as the internal user in the Email Notifications section.
	9. Enter and select SMG Staffing Operations (Job Review) for the Distribution List to notify.
	10. Click on SAVE
	Adding opportunity headcount and job description details.
	11. From the overview page > Actions button, you can add notes, create tasks, email the sales contact, create appointment/meetings etc.

	Requesting an Opportunity to Be Reviewed
	12. From the Actions dropdown button, click on Add Note
	13. Click on NOTE TEMPLATE then ALL TEMPLATES.
	14. Search for New Opportunity and select the "New Opportunity Review" template.
	15. A template will populate with bulleted items and highlighted areas, which should be completed.
	16. Fill in the job title information such as headcount, contract duration and estimated pay/bill rates.
	17. If there's a second job to add, complete the Job #2 Details section or erase if there isn't.
	18. Click on the Action dropdown field and select "Opportunity Review".
	19. Enter your Staffing Manager in the Internal user field and the SMG Staffing Operations (Job Review) in the Distribution field of the Email Notifications section.
	20. Click on SAVE.
	21. If you are adding multiple jobs, you can either create a new note with the job description or add a job description document by clicking on FILES.
	22. Click Upload + to add the file and label as a Job Description for the file type.
	23. Once you submit for review, the back office team will review the details and update the opportunity with 2 notes: WC Review and Credit Review.
	24. View the details of the note by clicking the binocular icon from the recent notes section.
	25. Open up the company record, and the status of the company should be changed by the team and the credit details section will be updated.
	26. Once the opportunity is approved, you can move the sales process forward by using the pipeline stages shown below.
	27. To close the opportunity, click on Closed
	28. Select "YES" if you won the opportunity or select "No" if you lost.
	29. Select one of the following reasons for why the deal is being closed.
	30. Click on UPDATE.
	31. Click on CONVERT TO JOB.


	Creating a Job in Bullhorn
	1. From the company record, click on ADD JOB.
	2. Select the type of job you are creating. This will change the layout of the fields.
	3. Enter and select the sales contact name.
	4. Enter the job title.
	5. Click on
	6. Click on Open.
	7. Select a priority of the job.
	8. If posting this job on our job board and would like this job to be searchable for the USA or all across the state without a specific city attached, then select from the radio options.
	9. Here you can add when the job is a remote role or not.
	10. Select a worksite location for the job. If there's several locations, then a new job must be created per location.
	11. Click on YES when this message appears.
	12. Add a billing profile if available.
	13. Select the start date of the job from date selector.
	14. Select an end date for the job, if known.
	15. If applicable, for recruiting or filtering purposes, add a shift type.
	16. Enter the number of open positions for the job order.
	17. You can assign a job to another user from your team, if necessary.
	18. Enter a pay rate for the job.
	19. Enter either a mark-up % (which will automatically calculate the bill rate) or enter a bill rate $ amount.
	20. Enter this pay overtime multiplier amount.
	21. Enter the amount you expect or would like to profit for the job order, based on the estimated headcount and profitability.
	22. Select whether an SOW has been signed for the role.
	23. Enter a PO Number, if applicable.
	24. Select an Industry that this job applies to.
	25. Select any categories that this job applies to.
	26. Select any specialties that may apply to the job.
	27. Select any skills that apply to the job order and are required for a candidate to have.
	28. Enter any other Additional Skills / Keywords.
	29. Enter a detailed job description in the Internal Job description section.
	30. Remove any unwanted wording in the Published Description, which will automatically generate once an Internal Job Description is created. This is the job descriptions that will be posted to the public job boards.
	31. Add any specific users to receive an Email Notification in the internal users field.
	32. Click on SAVE
	# Adding a Rate Card
	33. Click on RATE CARDS tab on a job order.
	34. Click on ADD RATE CARD +.
	35. You can use a template to setup a group of earn codes (Pay Code) for the job such as a travel assignment. Click on APPLY EARN CODE TEMPLATE.
	36. Select an option from the drop down menu.
	37. The primary option is to manually add the earn code manually. In the Earn Code field, search for "REG" and select the REG - Regular option.
	38. Enter an alias for the earn codes.
	39. Enter the pay rate for the regular earn code.
	40. Enter the markup percentage (%) or manually enter the bill rates ($).
	41. Click on SAVE
	42. Click on the ACTIONS button and then you can take multiple actions such as adding Notes, Tasks, scheduling interviews, submitting candidates etc.


	Adding a Candidate into Bullhorn
	1. Click on Parse Resume
	2. Select a resume file (word document or pdf) from your file explorer.
	3. Depending on the resume layout, a lot of fields should be auto-filled. Complete the remaining required fields.
	4. Select a source for the candidate.
	5. Confirm the contact information is completed. Requires at least a personal email address.
	6. Category & Skills will auto-fill from the resume if formatted properly and they match the terms used in the system.
	7. Click SAVE.
	# Manually importing a candidate
	8. Click on + Add then Candidate.
	9. Add a first name.
	10. Add a last name.
	11. Set a status for the candidate.
	12. Select a Source.
	13. All users within the same Department/Branch of your organization will have access to candidate records, however you can add additional users to ownership of the candidate by using the Secondary Owners field.
	14. Enter an email address for the candidate.
	15. If available, enter a Phone Number or Mobile Number.
	16. Complete any of the remaining information from the Contact Information section, if known.
	17. Fill in any of the applicable or known information in the General Information section. Otherwise, this is typically completed during the prescreening stage.
	18. Selecting an Employee Type or Employment Preference can be useful for database searching to find a candidate for a specific job type.
	19. Select any applicable categories.
	20. Select any applicable specialties.
	21. Select any applicable skills.
	22. If you wish to track Degrees or Certifications the candidate states they have, you can add these as well.
	23. Click SAVE.
	24. Now that the record is created, you can email the candidate, add notes, add tasks, create meetings/appointments, create submissions etc. all from the Actions dropdown.
	25. If you are utilizing the Bullhorn Texting integration, you will click on the texting bubble next to the Mobile Phone to open the TextUs flyout window. If you don't have the integration but wish to, contact IT Support.


	Sending & Managing Onboarding for Candidates
	1. On the candidate profile, click on the OTE ONBOARDING tab.
	2. Click on the CREATE CANDIDATE ABLE ACCOUNT button. Allow the portal to load and you will be redirected to the Onboarding Dashboard.
	3. Click on the + NEW ONBOARDING REQUEST button.
	4. If sending out initial onboarding paperwork, type either "USA Onboarding Packet" or "Everest Onboarding Packet", depending on the brand you are with and then select the packet.
	5. If you need to send a state specific document/form or an a la carte form, then select the Forms drop down and choose the appropriate document.
	6. Click on Add New Authorized Representative to add a new representative to complete section 2 of the I9.
	7. Enter the representatives (typically yourself) full name and email address.
	8. Click on ADD.
	9. Click on SEND WORKFLOW.
	10. Once sent, a package will appear under the Active Onboarding section.
	11. If you scroll down the Profile page, you can assist the candidate by resending their welcome email or sending alerts for them to finish setting up their initial profile registration.
	12. Scroll further to assist with resetting their password, or even Login as the candidate to assist with onboarding documents or troubleshooting issues they are running into.
	13. To edit an onboarding packet, click the "...".
	14. Select any of the options below, depending on what action is needed.
	15. To view what documents are included in a packet, click on the SENT link in the Status column of Active Onboardings.
	16. Here you can view the active onboardings and see which items have been completed or not.
	17. To see further details for onboarding docs/packets, select the Onboarding tab in the dark blue menu.
	18. You will have a view like below to see statuses of documents and which are open still or have been completed.

	Candidate Submission Process
	1. On the candidate record, click on the Prescreen stage of the pipeline.
	2. Click on Comments…
	3. Click on SAVE
	4. The Presceen note will now appear on the Notes tab on the candidate record. It will also appear on the job notes tab, if you tagged any jobs in the comments section.
	5. Click on Prescreen
	6. As you go through the submission process, you will notice that the pipeline with stages for the submission process display a green checkmark as you go through the process.
	7. Click on the ACTIONS dropdown button and then select Add Submission.
	8. Search for the candidate(s) you wish to add to the submission. You can search by using the candidates full name or their candidate id number.
	9. Click on the Status dropdown and choose the proper status for this stage in the process.
	10. If you would like to track the rates discussed with the candidate, you can enter the pay, bill rate and/or salary for each submission.
	11. The comments section is the body or notes section of the submission and is used to log and notes, feedback or details that are important for the submission.
	12. Click on SAVE
	13. Click on the SUBMISSIONS tab.
	14. You will see a list of different phases of the submission process and can expand each section.
	15. Click on the Web Response section to expand the current applicants who are still sitting in the untouched Web Response section.
	16. To take mass action for all records, select the checkbox in the top left of the candidate list.
	17. Then click the SELECTED button and choose any of the mass action items.
	18. To move the candidate(s) to a submission status, click the MOVE button.
	19. Then click on Submission. This will default the submission status to Pipelined.
	20. Now that the candidate is in the Submissions section, you can take them through the proper statuses within this stage. Click on the Status column and change the status accordingly.
	21. Leave any comments necessary and choose to update the submission information such as Pay,Bill Rate or Salary.
	22. Click on SAVE.
	23. From the Submission section, click on the status and scroll down the list past the "Move To" section and select Client Submission.
	24. When creating a Client Submission, you have 2 actionable steps: Move to this stage without sending the contact an email or compose an email to send the client contact their resume.
	25. Once you move a submission to the Interviewing stage, you will be able to schedule an interview meeting directly in Bullhorn.
	26. Choose whether the status of this stage is an Internal Interview with your company, or one of the 3 interview options with the client directly.
	27. Click on Yes to schedule the calendar meeting. If you do not want to schedule a meeting and wish to just update the submission, select No.
	28. Once finished, select MOVE.
	29. If you selected to schedule an interview, then the appointment creator page will open up automatically. This will sync with your Outlook calendar.
	30. Click SAVE once you finished setting up the meeting.
	31. If you wish to log both, an internal interview with the recruiter and an interview with the client, then change the status of Internal Interview to First Client Interview.
	32. Click on the submission status.
	33. Move the status to Rejected, then select the status for this stage.
	34. Click on the appropriate status from the list show below.
	35. Be sure to log your notes and reason in the comment section and then select MOVE.
	36. If extending an offer to the candidate, then select the status dropdown and click on Confirmed.
	37. Click on Offer Extended as the status.
	38. Update the submission if would you like to edit the pay rates and bill rates for tracking purposes. Then click MOVE.
	39. To track the offer being accepted, follow the previous steps for extending the offer, then select Offer Accepted as the status.
	40. Add any notes into the Comment section.
	41. You will now notice that all stages in the pipeline have moved to a green checkmark, meaning they have been completed.
	# Viewing Submissions in Mass via Lists
	42. View from a records Submissions tab.
	43. To access the list view, click on Menu then click on the Submissions icon.
	44. You will now see all of your submissions from a list view and can sort, filter and save specific views to your favorites list. See notes below.


	Setting Up Placements/Assignments in Bullhorn
	1. If making a placement from a submission, click on the submission status and move the status to Placement. If you are making a placement from the job record, skip to step 3.
	2. You will be prompted to begin setting up the placement. For further instruction with this method, please skip to step 5.
	3. To add a placement from a job record, select the ACTIONS button and then select Add Placement.
	4. Enter the candidates ID or full name.
	5. Choose whether or not you want to close out the chose order.
	6. The Employee Type will default to W2. Update if necessary for C2C or 1099 work.
	7. Click the ADD button.
	8. The placement status should stay at Submitted. An SMG team member will move it to Approved once reviewed and setup.
	9. The Pay Rate, OT Pay Rate and Bill Rate will default to the rates set on the Job order. Change if they are different as these fields are used for Analytics and the native commission calculator.
	10. Enter the name of the Reporting To contact (Supervisor) and select them from the drop down. This may differ from the Sales contact and/or time approver.
	11. Enter the proper Billing Profile if it was not included in the job order.
	12. Enter the PO Number, if applicable.
	13. If necessary, update the start date using the date picker.
	14. If necessary, update the end date using the date picker.
	15. Defaulted to Weekly, however if you need to pay on a Bi-Weekly basis, you can change on this field.
	16. Choose the 7-day work period where the employee's hours will be tracked.
	17. Select whether or not this is a remote/work from home role.
	18. Select if this is a Full-Time or Part-Time role.
	19. If you wish to track, you may select any PPE or other equipment provided to the employee.
	20. Select the time capture method: Timesheet or Batch
	21. If the Time & Expense Source is Timesheet, then the Approval Method should be Email/Electronic Approval. If The source is Batch then No approval required.
	22. Toggling Off or On the Expense Indicator will allow an employee to upload their expenses via the Time & Expense Portal for the client to approval.
	23. Per Diem Rules will allow for certain expense related earn codes to automatically be applied for each day worked.
	24. Search and enter the Time approver for the assignment. A backup time approver can be enter in the Backup Approving Clietn Contact field.
	25. Enter your direct Staffing Manager to be notified as they need to review and approve the placement for it to become active.
	26. Click on SAVE.
	27. If there is an issue with fields that are required for the integration Validation, a red notification will appear.
	28. Scroll up further on the placement for details on the missing or incorrect field(s).
	29. Click on SAVE
	30. Once created. you can see an estimated Gross Profit for the placement.

	Placement Change Requests in Bullhorn
	1. On the placement record, click on the ACTIONS button and select Add Change Request from the dropdown.
	2. Select the request type that needs to be processed by the SMG team.
	3. Set the request type to Submitted, unless you are updating an old change request that hasn't been approved yet.
	4. If ending the assignment, change the Status field to either Terminated, Drop Out or Completed.
	5. If you select Terminated, Drop Out or Completed, then the End Reason field will populate and require a reason.
	6. If the assignment is ending, then select an end date for the assignment to close out by using the Scheduled End date picker.
	7. Add any Comments that need to be mentioned to the SMG team.
	8. Click on SAVE
	9. To review the status of your change request, navigate to the Activity Tab then Change Request section.
	10. You will be able to see the current status of the request in the Request Status column.
	11. Click on VIEW to see the details of the change request or to make any edits necessary.
	12. From this view, you can see the changes that you requested and also select the EDIT button to make any additional adjustments, if it has not been approved yet.


