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Hiring Manager Experience ~ the basics

Welcome to the Hiring Manager Experience!

From your initial Log in to your final Log out signoff, the Hiring Manager Experience is designed to
simplify your Beeline Enterprise usage by providing easy access to your online tasks, summary lists, and
reports. Everything is accessible within a few clicks along with the ability to drill down for detailed records
when more insights are needed.

This overview provides instructions on how to navigate throughout the Hiring Manager Experience
along with descriptions of the key features and highlighted screenshots for easy identification.

O For a more interactive learning experience, try our eLearning module. It walks you through the Hiring
Manager Experience using a series of instructional modules, followed by a frequently asked questions
section, and finally, a knowledge assessment quiz to test what you've learned. Click the link provided
below to begin:

N\

e Hiring Manager Experience Training Module (;

Use the Directory links in the chart below to skip to the topic of your choice. (Hold down the <Ctrl> key

and click the linked text.) Or use the Table of Contents feature available in your web browser to navigate

throughout this document. Not sure how to accessa we b b rToavbsleer 6bosf Cont ent s f eat ur
included instructions beneath the Directory table.

Please note : The Table of Contents functionality varies by web browser.

Directory
Home Create Approvals
Candidates My Data Reports
Appendix

i Microsoft Edge : Click the Table of Contents icon (E) in the pdf header bar and a slide-out panel displays all
headings as a Table of Contents. Click any heading to navigate directly to that section.

0 Chrome : A page thumbnail index automatically displays to the left of the document. To switch to a Table of
Contents view, click the TOC icon ) in the panel. Click each arrow ( ’ ) to expand the headings sections;
then click any heading to go directly to that section.

0 Mozilla Firefox : Click the Toggle Sidebar icon (Ej) in the pdf header bar and the thumbnail index displays to

the left of the document. Click the Show Document Outline icon (E) to view the Table of Contents. Double-
click to expand all sections in the TOC. Click any header to go directly to that section.
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The first screen yoisHbind. Nosioe that iv is divieled ynto two dreag) the navigation
panel on the left and the work area on the right.

Home u ‘

Hello,Kevin ) GotoClassic (Q Search Beeline j. m e

Action Required

These time-sensitive items require your immediate action.

Create 1 6 O 3 (%
o Approvals Candidates
' Alerts
Approvals These items may need your attention.
g o ® You have 157 missing timesheets where you're the Hiring Manager
# You have 2 delegations ending within 30 days

Candidates

Track Progress
These items are in progress.

My Data Requests 128  SOWs 137  CompetitiveBids 121  Projects 83

ID: 55831 Created 3/11/2025
Web Developer Pending
Start Date: 3/16/2025 ® EndDate: 3/16/2025 @ Openings: 1 ¢ Resumes Received: 0

ID: 5558-1 Created 2/21/2025
Administrative Assistant1 Mot Submitted
Start Date: 2/26/2025 & EndDate: 2/26/2025 ® Openings: 1 ® Resumaes Received: 0 -

Selections highlighted in yellow are visible only to programs with an active Services Procurement and/or Resource Tracking solution.

Each button in the navigation area is a separate, direct link to one of the My Apps . The panel includes a
direct link to Home, Create, Approvals , Candidates , My Data, and Reports apps. A green circle
displays in the upper right corer of any app button as an alert to let you know that there are items in that
app that need your attention.

The Home button navigates you directly back to Home from any location throughout the Hiring Manager
Experience application.
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Action Required, Alerts, and Track Progress

Action Required

These time-sensitive items require your immedizte action.

160 36
Approvals Candidates
Alerts

=1 These iterns may need your sttention.
? ‘You have 157 missing timesheets where you're the Hiring Manager
# ‘You have 2 delegations ending within 30 days

Candidates

Track Progress

! These items are in progress.

—

i Logo i . SE———
: : Hello, Kevin #) GotoClassic (Q Search Beeline |
{47564 § 2 5 <) CEI

My Data Requests 126  SOWs 137  CompetitiveBids 121  Projects 83
ID: 55831 Crested 3110/2025
Web Developer Pending

Start Date: 3/16/2025 ® End Date: 3/14/2025 # Openings: 1 ® Resumes Received: 0

ID: 55581 Created 2/21/2025
Administrative Assistant1 Mot Submitted
Start Date: 2/26/2025 & EndDate: 2/26/2025 ® Openings: 1 ® Resumas Received: 0

Feedback

©.

Selections highlighted in yellow are visible only to programs with an active Services Procurement and/or Resource Tracking solution.

Action Required 1 shows the total number of standard approvals and submitted
candidates waiting for your review and action. Click the number to navigate
directly to your list.

Alerts 1 shows activity you need to be aware of, even if you are not the
designated system approver. Click the number to drill down for details. Alerts can
inform you of a variety of system issues such as missing timesheets or even of
upcoming events such as assigned delegation rights that are about to expire.
Each listing displays the number of associated items but also the reason for the
posting.

Track Progress 1 shows key information for each of your active records.
10: 51421 Created 3212023

Business Systems Analyst Pending
StartDate: 3/21/2023 ® End Date: 5/20/2023 ® OCpenings: 1 ® Resumes Recsived: 0

Click the Status (Pending, etc.,) to drill down and view the Process Graph where
you can check to see which workflow steps still remain to be completed.

Process Graph

Sourcing Offer Extended Onboarding Filled (Dof 1)

Step lofs
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' Alert Button 1 highlights which apps have actions waiting on your attention.
m Click for access to standard Beeline Help or for access to a Guide d Tour, client-

specific guides, forms, or this guide and the eLearning module that goes with it.

Candét find what PFeadbacknirkeodibmilysuequestioers or
reach out to your Program Office.

Click your initials to access/edit the Manage Preferences options on your Beeline
Enterprise account recordd or to use the Reset Password link.

Need to delegate your tasks/ aDelegateswuaders
Manage Preferences , then click + Add New . Follow the prompts to fill in the
Delegate, Date, and Approvals sections. Additional settings can be added for
Reports, Delegate Subordinate, Visibility, and Impersonation. Click OK to save
your changes.

When you are ready to exit Beeline Enterprise, use the Log Out option.

Help us, help you! Use the Feedback option to share your insights, make
suggestions, or just let us know how we can make the Hiring Manager
Experience better suit your needs.

Click the Home button to navigate directly back to Home at any time.

Hoeme

Click any app button to navigate directly to that app. Remember, the green alert
circle identifies which apps have items that need your attention.

Clients or a Program Office can now brand the Hiring Manager Experience  with

@ their company logo to replace the @ logo displayed in the upper left corner of
the work area. Instructions to add logo are posted in Beeline Community .
Please note: The dimensions for this logo slot are 47.5 x 64 pixels.

Click the UserWway® Widget button located at the bottom right corner of the
screen to open the slide-out panel. The widget lets you adjust accessibility
features and functionality for a variety of disability profiles and adjust settings to
your personal preferences. Details are provided in the Appendix.

° Qe j

Product Release Announcements

Keep informed of the new Hiring Manager Experience features and functionality as they are released by
viewing the posted items shown in the Product Release Announcement & dialog window display. Use
the Back or Next button to navigate through the items. The il d o ih thedrotation section indicate the total
number of items and which item is the current display. Use the checkbox in the lower left corner to
activate t he A Doaopfioh Use the Xvbuttoh in the uppgraighncorner to close the window
and return to your Home screen.
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Product Release Announcement

S0Ws now avallable in the My Data app

By b 12 srwcared 3 new gy 0 R

oy Data 00 It sl jed 1) B04%8 & SPapahal of

your Satermentof Worke (S0Wa ). This besture

irchager

¥ Acoess b ey SOV information

# Filtee, Sort nd Kot featuers

< Muitgie vy Baurd on ya grelenencs (cerd
weTiu Eabie]

+ A on dela, poch o% eriracting mdormeton (Dot
SN et i SetaE

Whenyouwanttorestoret he di spl ay, | ust labeliatche topg di your sckéénat 6 s

‘What's New? | Hallo, Dianna  #] Go to Classic '.:.O‘ Search Beeline .\-:I 0
Search Beeline

Q

Located in the upper right section of the screen is the Search Beeline feature. This global search feature
is accessible on all major screens throughout the Hiring Manager Experience

1 Click in the Search field and a pop-up displays with your search results.

r 2

[=]
27 [ E—— H \
Search Requests (@] Tvpehere | x )
- ey
Recent Requests:

_____________ ey ——————
eratabase Developer: |r Pending ‘} .
.............. Cmmm———

ID:5530-1 = HMt: Parham Kevin & Openings: 1

Database Developer Mot Submitted

I0:5529-1 ® HW: Parham, Kevin @ Openings: 1

Database Developer Mot Submitted

ID:5519-1 ® HM: Parham Kevin @ Openings: 1

Administrative Assistant1 Not Submitted

ID:5514-1 ® HM:Parham, Kevin ® Openings: 1

(3o -
_____ -

1 Use the down arrow in the Search field to select a different search option or enter text in the Type
here field to refine your current search. Use the scroll bar to navigate to the bottom of the results and
click the See All link to be redirected to the My Data App to view your full list of results. To drill down
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to the Details screen, click either the hyperlink on the left or the status displayed on the right for any
item posted in the results list. Request and Assignment records are visible to both the Hiring Manager

as wel

manager.

I as the Hiring Manag egvigisle andeaatiangbéeiby eithera ki ng

Search options include:

| Sample search result record:

Option:

Assignments

Aaron, Jacob

IC: 21304 w» JobTitle: DataWarehouss Manager @  Industry: 1T

Active

Candidates
Tsunami, Johnny Business Systems Analyst
10 3003-1
Competitive
Bids* US Services ID: 3507
Cheaner: Parhiam, Kevin
Expenses Aadland, Sharen SAadland2293
ID: 15960
Master
Hierarchy 2021 Master Project Active
IC: 7 » PR Parham, Kavin
Milestones*
IT Infrastructure Enhancements - Equipment Supplier Approved
I 321-3 ® Type:Catalogltem @ Supgplier:
Projects*
IT Infrastructure Enhancements - £321
Supplier: 8 SOW T Infrastructure Enhancements  ® SOV #3328
ReportS % Spend vs Budget Financial
Type: Published Adhoc
RequeStS Database Administrator Pending
ID: 4993-1 @ HM: Manager, Hiring Manager @ Openings: 1
SOWs* , ,
Independent Contractor - Graphic Designer
ID:3411 @ Owner: Manager, Hiring Manager @ Supplier:
Timesheets Aaron, Jacob JAaron2218

1D: 13294

*Only visible to a client with an active Services Procurement account.
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Create u

U Need to submit a request for a new contingent worker?
0 Need to onboard a new tracked resource?
U Need a new project-related statement of work (SOW) or competitive bid?

The Create app is where you begin. And like all beginnings, the path, and the task, is easier when there

is guidance along the way. Select the Guide Me option if you want a digital assistant to direct you

throughoutther equest process. Once youbre familiar with the
Request option and repurpose a previous request to create your new one. Or just follow the standard

process with the Contingent Staffing Requestoptiond but noti ce t haditNewead He | pd dGed t i n
St ar tsectiof to provide helpful insights and search filters to narrow your search by geography and

industry. T h evereadcspy option that lets you adjust a previous request to create a whole new

different oned t h aduite s timesaver!

Hello,Kevin 4) GotoClassic (Q SearchBeeline ) °

4= Back | Q Advanced Search

Contingent Staffing Request Templates

Save time by searching a job title and customize or edit the details.

' ™y
Copy Request q Industry > ) (Q Search Job Title _/,'

Need Help Getting Started? ?

Youbl |l find t hese awimbledor ResourpefTradkingfardesSOWS. @ompetitive Bid has
all these features as well, with the exception of being able to copy.
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Hello,iKevin ) GotoClassic (Q Searchbeeline ) (g °

Home
Create
| . Select a card, create, copy, or customize the template.
Create
9 Guide Me

Not sure how to get started! We will help you decide.

@ Quick Request

Save time and reuse details from one of your recent requests.

Candidates

My Data

B Contingent Staffing Request

Find a job title and customize the details.

R Tracked Resource Request

Find a tracked resource via a job title and customize the details.

IS SOwW

Find a staternent of work template and get started.

G Competitive Bid
Find or create a competitive bid template.

Selections highlighted in yellow are visible only to programs with an active Services Procurement and/or Resource Tracking solution.

Guide Me

Guide Me walks you through the decision process to create a request by having you answer a series of
guestions. The system responds to these question by advancing you through the workflow steps based

on your answers. The questions and responses are based on client configuration settings to ensure that
the process follows the path intended by the client.

NOTE: Some programs use Guide Me as their default method for all new Requests, which makes it the
only visible option.

B Guide Me *

WELCOME

Welcome to the Beeline Resource Decision Tool. Ifyou 2
the "Guide Me" below

re unsure of where to go to procure your labor, click on
o helpyou get started.

Please note: If you do not see a Guide Me card on your Create App landing screen, then reach out to your Program
Office to verify if Guide Me is a valid option for your Beeline Enterprise account.
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Quick Request

The Quick Request option lets you use a previous request as a model for a new one. In instances where
there are few differences between the request you need to create and a prior request, this method can be

a real time saver. The data field selections have already been made. You just need to review them and
make any necessary adjustments needed for the new request. Be sure to check the auto-populated fields

to verify that the entiesarewhat you need for your AnewoOo request

el Kein ) Goto Casic (@ semrsnsesie ) (IR °
4= Back

Quick Request

Save time and reuse details from one of your recent requests.

“ar | sortevie ) '€ sesrchRequests
1 N

Administrative Assistant1 Craatnd 2202
Estimated Cost: $398.24 Wiork Location: Madison, W
Bill Rate: $4% 78 Hourly Reguest Type: Temporary Worker - US E
Database Developer Crasad 232003
Estimated Cost: $0.00 ‘Wiork Location: Madison, W
Bill Rate: $85.00 Hourly Request Type: Contingent Worker

Please note: If you do not see a Quick Request card on your Create App landing screen, then reach out to your
Program Office to verify if Quick Request is a valid option for your Beeline Enterprise account.

Contingent Staffing Request

When thereds no prior request thatodéds a closeflenough ma
out the complete form by first selecting the jobtitle. Check t he FfANeed HetoptenGewtti ng St
guidance and potential shortcuts. Take care when making selections and filling in fields so that you can

uset hi s r e g u e sar Quicls Requesfioptmmiry tide future. Time and effort invested now, can

save you time and effort in the future.

r

Hello,Kevin %) GotoClassic (D searchieeine ) ({ENITRD o

P

= Back |]Q Advanced Sc_'archl

Contingent Sfaffing Request Templates

Save time by searching a job title and customize or edit the details.

@« (- . G
S A AN A
) —
Meed Help Getting Started? ( > ) ‘
L]

Recent Job Tites Used

Web Developer
Ryte Range: S40.80 - $5400 Hourly

ot Clas: Internetl & E-Commarce

Ceogratyt United Sates

industry. 1T - Onshore Dffshore

Description

Diesigra, develops, and implements software packapes for web sites. Troubleshoots, debugs and implements softwane code. May
require 3 backelors defrae in arelited 3res 3nd 3t beadt 2 years of expaciende inthe Beld or in 3 related aned Has ncwledge of
sandard concepts, practices, and procedures withina partioular Beld e SOL C++ HTML CG1and JavaSeript). Refies on mited
—Read More

Gt Staried
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§ Advanced Search

If you need more than an industry and/or job title search to locate the request template you need, and

none of the items in the Recent Job Title Used list are a workable option, then click Advanced Search at

the top of the screen. From the Advanced Search screen, you can filter your search by Geography,

Industry,Job Class, and/ or Job Titl e. Ther eSétshe fitérstotheselestioremn dar d S
of your choice, then click Apply Search to start the search process and your results display in table format

on the bottom section of the screen. Table columns include Job Title, Job Class, Industry Name,

Geography, Rate Range, and Job Description.

- Back _________________

__________________

Save time by searching a job title and customize or edit the details.

Gt
Search Request Templates
s N ~N ~N ~N R
Search | Geography = | ( Industry » | [ JobClass » | | JobTitle - )
(\Q /J . o AN o AN o AN o vy
( ClearAnFilters )
Job Title Job Class Industry Name Geography Rate Range Job Description

Software Development Software Development T United States $57.00 - $117.00 Hourly @ Show

Showing 1of 1

You can copy any request from the search results or even export the list of request templates for offline
review. Advanced Search lets you spend less time looking for request templates so you can spend more
time focusing on time-to-fill tasks.

Tracked Resource Request

Resource Tracking is used to track third-party workers who work onsite at client work locations but whose
time and expense processing is handled by their third-party employer. This tracking provides oversight
and visibility at work locations for both onboarding and offboarding protocols to ensure that only
authorized workers are onsite at a work location at any given time. Review the fiNeed Help Getting

St ar t ed ? for helguhtipsamorking with these records.

Hello,Kevin +) Go to Classic \Q Search Beeline °

Resource Tracklng Templates
Search and select a template that can be easily customized.

Q, search Job Title

‘ Need Help Getting Started?

-~
AV |
.’

Recent Job Titles Used

Janitor
Rate Range: §75.00 Hourly

Job Class: Tracking
Geography: United States
Industry: Resource Tracking- US

Get Started

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved 10
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Click the Get Started button and the screen refreshes to display the full request form. Parts of the form
are similar to the Contingent Staffing Request form but they are not the same. Take care that your entries
reflect Resource Tracking rather than a Contingent Staffing request. Fill in the fields as indicated; then
click Save to complete your request and forward it to the Approver.

8 Advanced Search

The Advanced Search option includes additional search filters that let you narrow the focus of your
search for the request template you need. Results display details for Job Title, Job Class, Industry Name,
Geography, Rate Range, and Job Description in table format making it easier to compare and locate the
template you need. Check the Advanced Search section in the Contingent Staffing Request entry above
for additional details.

SOW'i Statement of Work (Services Procurement)

Beeline Enterprise's Services Procurement solution supports the entire Services Procurement lifecycle
from sourcing, through negotiation, into engagement management, and invoicing. Programs can use the
full range of components or just the basics. Services Procurement is a project-based solution with
payments based on milestones and/or units of measure (UOM). Some programs may also incorporate
time and expense payments for their projects-based contingent workers. Check t he fANeed
Started?0 content for hel pf Théovérdll pbiectivedor theiSOW pracess it
to create a legally-binding agreement between the client and the vendor that details the Terms &
Conditions to be followed throughout the active Project.

7
MelloKevin +] GotoClasic [ CL Search Beeline °

= Hack

Statement of Work Templates

Search for a template and customize the details.
«==D a

Meed Help Getting Started?

.
7 Result Returned E

Independent Contractor

Project Type:  Insdeperadent Contracier
Geospraphy. United Stades

Industry, Projects

Curvency. USD

Buminess Justification

Thiks is the susmary of the SOW

Click the Get Started button and the screen refreshes to display the initial step in the SOW creation
ribbon. Follow the prompts to complete the steps; then click Submit to forward the SOW to the approval
process. Depending on program requirements, terms and financials may be negotiated after this initial
approval and prior to releasing to the vendor.

Competitive Bid (Services Procurement)

For some Projects, the client may already know who the service provider will be and the bidding process
can be skipped. In those instances where a formal process is needed to identify and request products

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved 11
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and/or services from multiple potential service providers, a Competitive Bid

the successful applicant. Revi ew the content i

n

|_r—

= Hack

Competitive Bid Templates

Search for a template and customize the details.

Need Help Getting Started?

Hello, Kiviny #] GotoClassic [0 Search Beeline

1 Foetacle Retarrond

U5 Services - ERP

Project Type:  US Services ERP
Ceograchyt United States
Ay, PropctE

Currency; USD

Sheowing 1081

Click the Get Started button and the screen refreshes to display the initial step in the Competitive Bid
creation ribbon. Follow the prompts to complete the steps; then click Submit to complete the
Competitive Bid and forward it for approval before it can be released to the designated vendors.

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved
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Approvals u ‘

Readytotakeact i on? Let d6s start with Approvals

Click either the Approvals number in the Action Required section of the Home screen or the Approvals

app button in the navigation panel. Your screen refreshes to display all approvals waiting for you to take

action. The slide-out panel located between the navigation panel and your work area separates the

approvals into sections by Approval Categories , Additional Approvals , and Surveys . What you see

listed depends on which tasks are assigned to YOU within Beeline Enterprise. Request and Assignment

related approvals are visible to both the Hiring Manag
these records visible and actionable by either manager.

In the sample below, the client program has active Beeline Time and Beeline Expenses modules as well
as Contingent Staffing and Services Procurement solutions. The Approvals slide-out panel displays tally
numbers to give you a quick overview of your current activity. It also helps you determine which areas
need your attention first. Click any tally number to refresh the screen to display the associated list of
tasks.

Approvals Hello,Kevin ) GotoClassic (Q SearchBeeline ) °

A central hub of identifying

tasks and approvals

Assignment Early Termination Approvals

«

Review, approve and reject.
................... .
Approval Categories
r/’ \.
Creste Assignment Early | @ search Approvals )
A 2 \ S
Termination
Candidate Offer 2 [’. i | SortBy:w ) View e [=2]
A A
Competitive Bids 2
. I Y
, Doris ( TakeAction = )
Expenses 5 S S
—
Candidates Milestone Payments 1 Assignment ID: 21014
Mame: Kannstatt, Doris E
Requests 1 Job Title: Netwerk-systeembeheerder 3
Start Date: 12/19/2022
SowW & Proposed Termination End Date: 3/2/2023
Cost Center: IT
Timesheets 17 Event Name: Engagement issues
------------------- Approval Tracking
................... -
Additional Approvals 110
------------------- - , Hellie './ Take Action = \.'
Surveys b -
. Assignment ID: 18572
ASSIB?MM. 8 Name: Humpton, Hellie
Questionnaire . ..
Job Title: Datzbase Administrator
Mil losed
e 2 Start Date: 4/25/2022
Survey
Proposed Termination End Date: £/24/2022
R 4 Cost Center: IT
Survey - N

Event Name: Accepted Another External Assignment

Selections highlighted in yellow are visible only to programs with an active Services Procurement solution.

Notice the white line next to Approvals in the navigation panel. This indicator is a quick way to always
know which app is currently active.

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved 13
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Views and Bulk Processing

The screen layouts are similar for all Approval Categories to provide consistent ease of use. You have
the option to display records in Card View or Table View. There are a total of twelve Approval
Categories , however only those that are valid for your program will be visible. Even if the Approval
Category is valid for your program, it will only appear in the panel if there are active records needing
approval. Any approval that does not fall under one of the twelve Approval Categories will be included in
the Additional Approvals section.

A Card View

. . e o o n
Hello, Kevin +) Go to Classic |\CL Search Beeline ) °

Assignment Early Termination Approvals

Review, approve and reject.

(Q Search Approvals )

. Is i ~
, Doris [ TakeAction = |
o A

Assignment ID: 21014

Feedback

Mame: . Daris

Job Title: Metwerk-/systeembeheerder
Start Date: 12/19/2022

Proposed Termination End Date: 3/2/2023
Cost Center: T

Event Mame: Engagementissues

r |
1 Approval Tracking |
L —— J

In Card View , records display in order of the Sort By filter setting. Fields display in a single column
aligned along the left hand side. Buttons and features are located in the same area of the screen
throughout the categories although the functionality may vary slightly. Take care to notice the differences
in summary data fields and the differences in Sort By options. All card views include an Approval
Tracking link that displays an approval process graph (see sample below) to let you know which approval
steps have been completed, as well as which steps still need to be completed. They also include either a
View Advanced or View More link to access additional details related to the approval record.

View Advanced ® Hide Details

HM Management Financial

Approval Approval Approval

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved 14
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The Card View is best suited for taking action on a one-by-one basis. Keeping layouts similar from one
Approval category to the next helps you work through your lists quickly. There is an option to approve
multiple records in bulk, however this is only valid for Timesheets, Expenses, Recertifications, and
Milestone Payments.

Bulk Approval process

Approvals can be processed in bulk for Timesheets, Expenses, Recetrtifications, and Milestone Payments
by batching these records together and then approving them as a distinct group. Each Card View screen
can display up to 25 records. You can combine ALL records together into a combined group by clicking
through the screens until you reach the end of the list. Then scroll to the top of your combined list and
click the checkbox next to Approve Selected. This activates the Approve Selected button. (It will turn
blue.) Click Approve Selected and ALL the records will be approved as a distinct group.

Approvals Hello,Kevin 4] GotoClassic (Q SearchBeeline ) m °

ub of identifying tasks

Timesheet Approvals

Reviev, approve and reject.

Approval Categories

i ™y
Assignment Early 2 L Q. search Approvals )
Termination rm‘; o=
rd Ny I
Approve Selected 1 [ 4F | SortBy:w | Vi e B
Candidate Offer 2 1 1 \. J 1
| LT pp—p——— - L1
Competitive Bids 2 ) i
,Jacquline (% neiect ) (I
Expenses 5 Supplier: 4 1 5 0
Time Perind: 9/30/2024-10/4/2024 -
Milestone Payments 1 Submitted Date: 10/7/2024 Total T
Total Estimated Amount: §1432.48
Requests 1 Hiring Manager: Ivey, Kristen
)
Timesheet Approver: heey, Kristen i
sow 1 i
A = ViewlLess @ Approval Tracking $
= 1
v e ] Timesheets 1]
‘ ----------- ! Comments Date Assignment 1D Units  Pay Code Project  Project Task Cost Center
Reports /30/2024 15557 & Regular Time ProjectC Shared Services
= Additional Approvals 110 ? - ! '
10/1/2024 15557 ¥ Regular Time Project C Shared Services
Surveys 122024 15557 75 Regular Time ProjectC Shared Services
Assignment 8 10/3/2024 15557 9 RegularTime ProjectC Shared Services
Questionnaire
10/4/2024 15557 8 Regular Time ProjectC Shared Services
Milestone Clased s ? e ! '“
Survey
Comments
Project Closed -
Survey 5 Wiew Advanced

Showing 25 of 39

S
1 ]
I 1
N Loodnexis : @
\ g, v

Steps for bulk approval:
1. Select the Card View (see example above).

2. Verify the total number of records to be approved by clicking the checkbox for each, then click
Load next € until you reach the end of the list.

3. Scroll back up to the top of the list and select the Approve Selected checkboxd the button
activates. Click Approve Selected . All the selected records will be processed in a single batch.
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=TIP:I f there ar erecomyintideappmwalg list, pposeds those FIRST so that when you
create your combined list, it only includes recordst hat qual i fy for the same

ATable View

In Table View , records display in rows and columns, similar to a spreadsheet. The default sort order is
the same as the Card View. The column headers are the same fields as displayed in the card view with
the addition of a Delegated By column. The final Actions column is locked in place, and for some
approval types, other key identifier columns (for example, Name or Assignment ID ) might be locked as
well, while all other columns are visible by using the horizontal scrollbar. Take care to notice the
differences in data fields (columns) across categories. Each table can display up to 25 records (rows).
The counter located in the bottom right comer lets you know how many records there are in total. Click
the kebab icon (8 in the Actions column to view your options for taking action on the listed records.

-

Hello, Kevin  #] Goto Classic ({D\ Search Beeline jn °

(", | Timesheet Approvals

I
[ . .
=< Review, approve and reject.

(Q Search Approvals )
(2=

-~ ~, —
Approve Selected [ 5 SortBy: = | View: = Iel
o v 1 1

——

] Name Delegated By  Supplier Time Period Submitted Date  Total Est Actions E
|
| 5 9/30/2024 - 10/6/2024  10/7/2024 $14324 |1 :
Jacguline —
________________________________________________ “
1 e ki
o -
| Showing 1of 1 1

= TIP: You can maximize your visible work area space by hiding the Approvals slide-out panel. Click
e
the slider button (\(.< ) to hide it, then click it again to restore it.

_ Bulk Approval process

Approvals can be processed in bulk (i.e., batches) for Timesheets, Expenses, Recertifications, and
Milestone Payments by selecting all records from a single table and then approving them as a group.
Click the checkbox in the table header row to select all records (rows). This activates the Approve
Selected button. (It will turn blue.) Click Approve Selected and ALL the records in the table will be
approved as a distinct group. Repeat the process on each screen until all records have been processed.
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( | Hello,Kevin +4) GotoClassic ((Q SearchBeeline ) ? Help
] Approvals 2 ScorcBeee

Home A central hub of identifying

tasks and approvals Timesheet Approvals

. Review, approve and reject.
Approval Categories

/- ™
Creste Assignment Early , u.'\Q Search Approvals )
A I
. Termination l! __________ ? p N f---\
. Approve Selected 11 o | 4F SortBy:» | View: I= Ie'
| a Candidate Offer 2 l‘ - I ~ -~ 4
Approvals Competitive Bids 5 (m—————— \
O : MName : Delegated By  Supplier Time Period Submitted Date  Total Es: Actions
% Expenses 5
= 12/4/2023-12/10/2023  4/5/2024 $16,94(
Candidates Milestone Payments 1 fsaxe
- Requests 1 Is“c‘ 11/27/2023-12/3/2023  4/5/2024 $16,33¢
My Data sowW 6 I . |
11/6/2023 - 11/12/2023  4/5/2024 $10.59( H
Gordon

Additional Approvals 110

Steps for bulk approval:
1. Select the Table View (see example above).

2. Verify the total number of records to be approved. You can approve up to 25 records as a single
batch.

3. Click the checkbox in the header row of the table to select ALL the records, or scroll through the
screen to select individual rowsd the Approve Selected button activates.

4. Click Approve Selected . All the selected records will be processed in a single batch.

~-TIP:1' f there are any 06exc e ptables, process hasoRRSEsothatwhem e appr ov .
you process the tables as groups,theyonl y i nclude records that qualify for

Approval Categories

Assignment Amendments

Not all assignment amendments require approvals. Approvals are needed for updates that impact the

budget (for example, extensions, cancellations) or assignment management (for example, work location

or equipment issued during onboarding). Be sure to check the AmendmentType f i el d so youdl | k n
which information to check on the assignment record. To view the full assignment record, click the View

Advanced link. The Reject action button opens a text box for you to explain why the amendment was

rejected and what adjustments need to be made in order to resubmit.
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Py, (lanng #) G oo Classic 0 Search Bed

Approvals
L4
Agpprowal Categorhes

Aasigrerent . Q %
Arsuredraiili -

AddiErent
Exteralons

Compatithve i

.Harry % Reject

Assigrment I0c 21249

Job Ththe: Ingecbisis

Comt Comrvirz 20000 - IT

Crarrnt Asiiptrmant Seart Dute: 767003
Cusvinnit Adaigeement B Date: 11202003
oW - Effective Date: 942023

Subsicted Dwie: 1120053003

Casrvent Assigrement Budget 5000 W00

Ti=sridvinh i
M Adiligrement Budget: S0.00 8008
Event Reson: Lot

Asdvionsl Aperoval 480 Miring Manager: Dudete. [lanna
Amerdment Type: Location, Amerdment, Prysical
Wiors Lacation

S ————
Addigrerant . =
Cuastionnsire 13

Assignment Early Terminations

Assignment Amendment Approvals

When an assignment ends prior to its original End Date, then an Assignment Early Termination workflow
needs to be processed. There can be several reasons to end an assignment earlier than expected but the
assignment early termination process ensures that information related to the assignment as to end date,
budget calculations, and valid timesheet submission timeframes will be accurate. This is important not
only for assignment and timesheet tracking but also for system and analytics reporting.

Candidates

My Data

é
e,

Reports

Approvals

Ac

Approval Categories

Assignment Early Termination Approvals

Review, approve and reject.

_/7"\_
Assignment Early . I\Q Search Approvals _;i

Termination

Candidate Offer 2 (17 | sotBye ) view: e ®m

Competitive Bids 2
, Doris
Expenses 5
—
Milestone Payments 1 Assignment ID: 21014
Name: . Doris
Requests 1 Job Tithe: Netwerk-/systeembeheerder
Start Date: 12/1%/2022
SOW & Proposed Termination End Date: 3/2/2023
Cost Center: IT
Timashests 1 Event Name: Engagement issuss

Approval Tracking

Additional Approvals 104
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Assignment Extensions

Assignment extensions have their own workflow approval path. The extension amendment can combine
an extension with a budget adjustment (for example, an increased rate) or just be an extension without
any budget adjustment. When actioning an approval, check the Amendment Type field in the Event
Reason Information section (goto View Advanced scr een) so youbre aware
duration timeline or also include budget related fields.

Approvals Hello, Dianna  #) GotoClassic (O Search Beeling 0

Assignment Extension Approvals

Review, aporove and reie

&

Approv o
Assignment a q s
Amendments =
o= ) ver @) ®
Competitive Bids 17 E
,Louella % Refoct v
E Agprove
XPATSES 3
Assignenent ID: 23353
Milestone Payments & Jobs Tithe: Business Systems Analyst 12f§ y_29_2ﬂ-1
Cost Center: 1111 - Procuremant I:f-;l:r:-"_hc_w:l
Requests 1 Current Assignment Start Date: 117202023

Current Assigrment End Dates 123072024
SOW 7 Subenitted Date: 12720020023
Hiring Manager: Duarte, Dianna

Timasheots

Assignment Miscellaneous Fee

When a financial transaction needs to be made between the Client, Supplier, and/or Contract Worker that
is NOT a standard timesheet or expense entry, then a Miscellaneous Fee can be processed through the
Assignment record. Once approved, these transactonsar e captured for the CI

There is a broad range of flexibility for the use of Misc Fees within Beeline Enterprise depending on Client
needs and Program Office procedures. If you have questions about when to submit a charge as a Misc
Fee, or the details required, you should reach out to your Program Office.

Approvals e ) e s 3 7 et °

Assignment Misc Fee Approvals

e BRproe B rejee

B J o s
] 2
Artgreeer by
Tormiratin - e -
L ]
Ftimwisim
Mgt M 2 Daniel. M fingect JMBI
L - "
Aesgrmrt i, T340 $3.00
Campuhn ik For Crtugary:. Lotx X
FoaBrgm Pamaiy . s
i e e S
ot Aoy 5400
P S (R S R
Brcorthrason
g -
— ==
oW W Basigrmara 5 33601
parespomiore $5.00
PSS

¥ " Fou Bypss Borss
[
Vi A, 78
Andtons Ak | Hirbg iasager Duama Dlancs
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Assignment Recertifications

Ités i mportant for you to keep the recertificati
The Approvals app makes it easy to manage your recertifications either on a one-by-one basis or in batch
mode. It can also identify assignments that do not qualify for recertification so you can begin the
offboarding process. Clients/Programs want to be sure that contingent workers have badges and system
access rights when they need them, but they also want to be sure that badges are collected when a
worker leaves and their system access rights are rescinded to avoid security risks to the organization.

0, Smareh A

e e
12/2/2025

Carvent Aasigureeon £1e b

Tricia m m
ap— 12/2/2025

Carvurt Aasigerara Ere Duta

Lk Forcertity Dinte; 34432024

Candidate Offer

The Candidate Offer marks the end of the candidate review process when the successful candidate is
identified and the Program Office works with Supplier to finalize the details of the offer. The Hiring
Manager approves prior to onboarding. Separating Candidate Offers into their own section of the
Approvals app makes it easy for Hiring Managers to search, sort, and track all Offer approvals. Approval
step information is readily available by clicking the View & Take Action button.

Approvals Hello,Kevin %) GotoClassic (Q searchecine ) () °

tr entifying

Candidate Offer Approvals

Review, approve and reject.

Approval Categories

=
Assignment Early | Q. Search Approvals |
S 2 N "y
Termination
I Candidate Offer 2 (17 | sonteree ) view e B
Competitive Bids 2
Expenses 3
RequestID: 4557-1

Job Title: Tracking - Data Analyst

Milestone Payments

Start/End Dates: 10/3/2021-10/16/2021
Pemeits Location: 1025 Orchard St

Workflow Step Name: Hiring Manager
SOW 6 Approval Tracking
Timesheets

\Jose View & Take Action
Additional Approvals 106 RequestiD: 4889-1
- Job Title: Tracking - Landscaper 4
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Competitive Bids are an optional feature in the Services Procurement solution. Clients use competitive

bids to solicit multiple vendors to respond to a single sourcing event for a defined scope of work. The
successful vendor then advances to the SOW (Statement of Work) stage to scope out the terms and

conditions. Once the terms and conditions are agreed upon, the SOW is promoted to an active Project
which is used to manage the agreed upon scope of work.

Expenses

You can take action on a single Expense approval or you can use the checkbox option to bundle
similar expense types together and take action on them as a batch (Approve Selected ). Scroll

Approvals

«

Approval Categories

Assignment
Amendments:

Assignment
Extensions

| Competitive Bids 17
Expenses 3

Milestone Payments (-]

Requests 18
SOwW 7
Timesheets 5

Additional Approvals 480

Hello, Dianna #) GotoClassic (Q, SearchBeeline )] 7 Help e

Competitive Bid Approvals

Review, approve and reject.

Bid 3469 - Echo Consulting

Approval Type: Bid - Supplier Submitted
Step Name: Creator Notification
Owmer: Inares, Ana

Mame: ERP Upgrade 2023

Mumber: 3455

Point of Contact: Kelley, Jake

Bid 3468 - Tango Consulting
Approval Type: Bid - Supplier Submitted

Step Mame: Creator Notification
Owmer: Inares, Ana

[ SortBy:» | View: e B

| TakeAction= |

Submitted

1ORLA00E - 292023
Estimated Duration

$874,575.00

nt

( TakeAction= )

Submitted

VILT02T - ETHTOZI
Estisatad Duieus i

through the list and determine which items need separate handling. Take action on those as needed.

Then go

back and

combi ne

al

the remai

ni

ng

expense

efficient processing. Notice that the amount displayed on the right-hand side is the total amount of
the submitted Expense. When you reject an expense, a text box displays so you can enter Comments
as to why it was rejected and what needs to be adjusted before it can be resubmitted.
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‘*| Approvals

Home:
tasksand

Create Assignment Early

Termination
Candidate Offer
Competitive Bids

I Expenses
Milestone Payments
Requests
SOW

Timesheets

Additional Approvals

Surveys
Assignment
Questionnaire
Milestone Closed
Survey

. Approval Categories

106

«

el Kevin. ) GotoCossic (0 senniecine ) (D) o

Expense Approvals

Review,

, approve and reject.

,Garry [ x neject ) (VL]
Delegated By: ({8t $360 00
Supplier: )

. . 3 ; Total Amount
Time Period: 5/10/2017-5/10/2017
Submitted Date: 5/15/2017
Hiring Manager: Cabrera Alen
—————————————————————————————————————————— -
Date Project Project Task Expense Type Description Amount
5/10/2017 ProjectB  Implementation-Phaselll  Meals Implementation  $340.00
Comments
Implementation
Download Attachments (1)
[4 View Advanced

—T
iF | sortBy:w ) View: e : ]
| e

L

Use the View More option to reveal a slide down section that displays expense entry details. Click
link to view submitted expense documentation. Click View Less to
link is only visible in the View More

the Download Attachments
collapse this section. Notice that the Download Attachments

expansion section.

- TIP: You can set your preference to View More or View Less and the system will honor your
preference as you work with other expense approvals. However, once you log out or if you change

browsers, the setting reverts back to the default view.

Milestone Payments (including Units of Measure)

Milestone Payment Approvals

Milestone payments are managed under the active Project based on the details agreed to in the SOW
(Statement of Work). When you click View More , the Milestone section expands to display additional

details.

is a standard feature used in the Services Procurement solution.
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I * | Appl’ova|5 Hello, Kevin - #) Go to Classic (:Q Search Beeline :| °

Home A central hub of identifying

tasks and approvals Milestone Payment Approvals

. Reviews, approve and reject.
Approval Categories
Create Assignment Early A Q. search Approvals

Termination % M| SSaamessmesmm== -

f 1 rs ~
1 Approve Selected | | F SortBy:w | View: e =]
Candidate Offer 2 1 1 M A
o
Competitive Bids 2 -
= P
O H! J_| Deployment Payment ( X Reject )
- \, J
a Expenses 5 Delegated By: $25 000 00 E
Supplier: 4 *
Candidates i Amount (incl taxes)
l s S S Payment Scheduled Date: 4//2021 E

Payment Submitted Date: 4/6/2021

Requests 1 Project: Actualizacion del sistema operativo
Project Number: 203

sow é SOW: Actualizacién del sistema operative
SOW Number: 1990

Timesheets 1

Milestone Name:
Milestone Dates: 11/5/2018-12/28/2018
Milestone Amount: $25,000.00

Milestone Description:

Additional Approvals 110

Comments
Surveys Download Attachments [0)
————
Assignment = l\u'iew More :. Approval Tracking @
Questionnaire «l | W m——— -l

Requests

Follow the same principles used for the assignment approvals to work through your Request approval list.
The screen layouts are similar and the buttons and features are located in the same area of the screen.
Take care to notice the differences in summary fields and the differences in Sort By options. The
Openings field lets you instantly view how many positions are associated with the requisition. Use the
ViewAdvanced | i nk to access more details i f you canot
the summary fields information. Remember the Card View is best for actioning short lists on a one-by-one
basis while the Table View is better for actioning multiple records in batch mode.

Hello,Kevin #) GotoClassic (

|‘| Approvals

Home A centrsl hub of i

tasks and approvals Requests Submitted for Approval

. Review, approve and reject.
Approval Categories

Cres ot S\
Create Assignment Early |\Q Search Approvals /_,
Candidate Offer 2 (17 | soteyie ) view e ®

Competitive Bids 2 g

R tID: 4896-1 ( cact )
st - eques . X Reject i)

Job Title: Computer Operator
CostCenter: 3256 - Programs/Software
Desired Start Date: 11/29/2021

Rate Card Details: $31.00 - $38.00 Hourly

Milestone Payments 1

| Requests 1
Estimated Cost: $19,760.00
SowW i Openings: 1
Duration: 3 Months
Timesheets 1 Hiring Manager: Parham, Kevin

Submitted Date: 11/10/2021

"
| View Advanced :l Approval Tracking
Additional Approvals 106 o
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SOW (Statement of Work)

As mentioned previously, the SOW is a phase of the Services Procurement solution used to scope out
the terms and conditions of the proposed work Project. Once the terms and conditions are agreed upon

between the client and the vendor, the SOW is promoted to an active Project to manage the agreed upon
scope of work. The Card and Table views display key summary information. Financial tracking is
simplified by showing the Total Amount of the Project as well as the Estimated Amount and the

Amendment Amount specific to the open approval.

|£| Approvals

Home

. Approval Categories

Cramts Assignment Early
Termination

Candidate Offer
Competitive Bids
Expenses
Milestone Payments
Requests

I SOW

Timesheets

Additional Approvals

Timesheets

Timesheets are typically approved by the Hiring Manager or the designated Timesheet Approver. For
some programs this is the same individual while for other programs these roles are separate. Either

106

Hello,Kevin +) GotoClassic (Q SearchBeeline ) °
SOW Approvals

Review, approve and reject.

| IF SortBy:» | View e [=:]

3396 Independent Contractor - Website View & Take Action
Design  Supplier Negotiation Accepted $6

Approval Type: SOW - Send for Supplier Negotiation y Total Amount
Step Mame: Manager Notification - Ready for Final Approval —
SOW Owner: Parham, Kevin $115,000.00
Supplier: Estimated Amount
Cost Center: Programs/Software s -
Estimated Duration: 1/2/2022- 12/30/2022 $10,000.00

Amendment Amount

View Advanced ® Approval Tracking

©.

method can be managed within the Hiring Manager Experience. You can instantly see the total estimated
amount for a submitted timesheet before you approve it by checking the Total Estimated Amount

details for the entire timesheet.

field in
the timesheet summary on either the Card and Table views. Click the hyperlinked total Amount and a
window opens with Estimated Amount Breakdown

In the Card View, you can take action on a single timesheet record or you can use the checkbox option to
bundle similar timesheets together and take action on them as a batch (Approve Selected ). To simplify

the process, scroll through the list and determine which timesheets need to be actioned on an individual
basis. Take action on those as needed. Then go back and combine all the remaining timesheets into

ili kedo batches

side is the Total Time submitted. When you reject a timesheet, a text box displays so you can enter

f dficientprodessikge Motica thatl thentatat @isplayéd on the right-hand

Comments as to why it was rejected and what needs to be adjusted before it can be resubmitted.

In the Table View, it is easier to organize timesheets into groups for batch processing.
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identifying t

Approval Categories

Create Assignment Early

Termination
Candidate Offer
Competitive Bids
Expenses

Candidates Milestone Payments

- Requests

My Data sow

Timesheets

e,

Reports

Additional Approvals

Surveys
Assignment
Questionnaire
Milestone Closed
Survey
Project Closed
Survey

Enterprise

Hello, Kevin %) GotoClassic (Q Searc

asks

Timesheet Approvals

Review, approve and reject.

f_/Q Search Approvals \,

Approve Selected

[ View Advanced

47 | sortByv ) \ﬁew.e ®
b A

. - “
5 Supplier:
Time Period: 9/30/2024-10/6/2024 41'50
1 Submitted Date: 107/2024_ _ _ ForalTime
1 Total Estimated Amount: $1432.48 |
1 “Hiring Manager: Ivey Kristen
Timesheet Approver: lvey, Kristen
6 ————
I ViewLess |. Approval Tracking
e
. Re - ~
[" Comments Date Assignment Units PayCode  Project  Project Cost Center
1 [[s] Task
106 1 i .
1 #/30/2024 15857 & Regular Project Shared
1 Time [ Services
1
1 10/1/2024 15557 7 Regular Project Shared
1 Time [ Sarvices
8 I
1 10/2/2024 15557 75 Regular Project Shared
: Time C Services
2
: 10/3/2024 15557 9 Regular  Project Shared
. 1 Time C Services
1 e .
1 10/4/2024 13557 & Regular Project Shared
1 Time C Services
1
% Comments
~
- -

O

In the Card View, click View More to reveal a slide-down section with timesheet details, including
Comments. Click View Less to collapse this section.

You can set your preference to View More or View Less and the system will honor your preference

as you work with other timesheet approvals. However, once you log out or if you change browsers,

this setting reverts back to

the default view.

The & View Advanced option navigates you to the complete timesheet record to view all details.
link to return to the Timesheet Approvals list.

Click the Back to My Apps

NOTE: The View Advanced link is only visible in the View More expansion section.
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Cost Allocation details

If your Beeline Enterprise instance includes Cost Allocations as part of its financial tracking, you can
easily check this information on approval records for Timesheets, Expenses, Miscellaneous Fees, and
Milestones. Follow the same process steps provided below to access information for all approval
categories where cost allocation is a valid option.

1. Navigate to the card view of the respective approval category. The example below is from an
Expense Approval.

View Cost Allocation - 2/4/2025

Amount (USD]  Business Unit Cast Contar W SAP GL Account
Labar - Regular - Temp
Lahor - Regular - Temp.
OIS~ Labor - Temps,
Labior - Regular - Temp |

Q08 - Labor - Temps_

08 - Labor - Temps_

Labor - Regular - Temp. ¢

2. Click View More to expose the expansion section. (View Less will be the visible label.)

3. Click the 6eyed icon in the «wyoartchoigel Awwndoaviogemsto c ol umn
display the relevant cost allocation string.
Optional: Click the Approve button to view the cost allocation string for Milestone payments.

4. Click the X button in the upper right corner to close the window and return to the previous screen.

To make edits to either the Timesheet or Expense cost allocations, you need to click Advanced View
and navigate to BTE (Beeline Time and Expense) to access the edit options. Edits can be made to
Miscellaneous Fee and Milestone cost allocations by clicking the Approve button.
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Additional Approvals

All other approval types are combined into a single list in the Additional Approvals section.

Approvals Hetio, Daera %) GotoClmssie (O SewrchBeeiine ) (I @

Acentrad hubof identitying

tasks and approvals. . Additional Approvals
This saction contains various approvals that do not fall into a specific

Acproval Catageries predefined category.

Competitive Bids i7
viou have 3 Assignments Cancellation actions to comgplete

Expensas 3

Yiow have 5 Assignments Craate

Milestons Payments &

fou have ¥ Change Supplie

upmes = You have 8 Change Supplier act
SOMW 7 ! ou have 25 Compliance it
Timeshests & vYou Rave & Compliance
fiow have 233 Compliance itéms to complate
| Additional Approvals 485 1 Wiou Rave 7 Dug To Expire aCtions 1o complate

Click any blue tally number in the list to open the dialog window with further details (Table View).

Candidate Reminder

You have an interview scheduled with Kristy on Request ID 4651-1.
Once the interview has been conducted, please complete an evaluation by
clicking on the link below.

RequestID: 4651-1

Job Title: DBA - Database Administrator

Interview Location:

Candidate Name: Kristy

Interview Type: Other

Point of Contact for Interview:

Interview Comments: Sarzh - test case for supplier url

Interview Evaluation - Pending Action H19/2024

You have an interview scheduled with Lynn on Request 1D 4651-1.
Onece the interview has been cond d, please complete luztion by
clicking on the link below.

Request D 4651-1

Job Title: DBA - Database Administrator

Interview Location:

Candidate Name: Lynn

Interview Evaluation - Pending Action 7/30/2024

Showing 50f 5

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved




beeline
Enterprise

Click View & Take Action in the Actions column to navigate to the record Details screen. Review the
record and use the displayed action buttons to approve or reject. Click u Back to My Apps to navigate
back to the list.

Surveys

Programs decide which, if any, questionnaires and surveys to assign to Hiring Managers. In Classic
Beeline, notifications informed Hiring Managers of these tasks. The Surveys section in the Approvals
app now lists all outstanding questionnaires or surveys and includes a direct link for easy access. No
more overlooked notifications causing you to miss providing this valuable feedback!

Assignment Early
Termination

i i e e =
Hello, Kevin  #) Goto Classic \\Q Search Beeline 3 °

Candidate Offer 2

Competitive Bids >
Expenses 5
Milestone Payments G
Requests 1
sow [ E
Timesheets 1 E
Candidates
. Additional Approvals 110
. AT -
Surveys ‘
Assignment & :
Questionnaire 1
1
Milestone Closed 1
Survey z :
Project Closed 1
42 1
Survey ] @
_____________ e -

NOTE: Only those questionnaire/survey categories that are valid for your program display in your Hiring
Manager Experience instance. All Surveys screens display in Table View format.

Assignment Questionnaire

Assignment questionnaires can be created for a variety of purposes throughout the assignment lifecycle.
They provide important feedback to the Program Office not only as to worker performance but also VMS
processes and functionality. Therefore, timely completion can go a long way to provide better oversight
and program efficiencies.

Beeline.com, LLC | Confidential and Proprietary | All Rights Reserved 28



beeline
Enterprise

Assignment Early . - -
Termination ;. P " h )
Hello, Kevin #] Goto Classic |\Q Search Beeline ) °
Candidate Offer 2
. . .
Assignment Questionnaire
Competitive Bids 2
g . ™
Expenses 5 |\Q Search by Assignment ID, Consultant Name /I
] -

Milestone Payments 1 Questionnaire Name | Questionnaire Status  ID Consultant Mame  Cur Survey Link
Requests 1 14 Day Review Incomplete 15981-1 Lajuana 11/ Take Survey
sow [ g .

14 Day Review Maot yet started 15987-1 Zenia 11/ Take Survey E
Timesheets 1

14 Day Review Incomplete 159911 Chet/ 10/ Take Survey
Additional Approvals 110 14 Day Review Mot yet started 16003-1 Bettie 12/| Take Survey

14 Day Review Mot yet started 16010-1  Penny 10/ Take Survey

Surveys

Assignment s 14 Day Review Mot yet started 16483-1 Heera 12/ Take Survey
Questionnaire
Milestone Closed 14 Day Review Incomplete 18568-1 Pia 12/ TakeSurvey ¥
Survey ex___________________________________________________] »

Project Closed

Survey 4 Showing & of 8 @

Milestone Closed Survey

| 4

hd

Milestones are specific to the Services Procurement solution. They are used to ensure that the overall
Project is meeting its SOW (Statement of Work) related terms and conditions. Each Project has its own

specific requirements; however, these surveys ensure that not only are the specific Project requirements

being met, but also that the project-based model is working effectively as well.

MAssignment Early

Termination . P P Y
Hello, Kevin  +) Go to Classic 1\(‘{ Search Beeline ) °

Candidate Offer 2
.
. Milestone Closed Survey
Competitive Bids 2
Iy . . ™
Expenses 5 I\Q Search by Project Mame, Milestone Name /I
Milestone Payments 1 I Project Name ! i i i ion e Survey Link |
aym le]ect Mame H Supplier Milestone Name  Milestone Completion Cy Survey Link
______ o
Requests 1 Warkday Upgrade 2018 Kick-off 5/18/2018 Take Survey
S0W [ Workday Upgrade 2018 Training 8/15/2018 Take Survey
i®__________________________________________________________J 4 E
Timesheets 1 E
Showing 2 of 2

Additional Approvals 110

Surveys
Assignment 5
Questionnaire
l Milestone Closed
2
Survey

Project Closed

4
Survey @
-
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Project Closed Survey

Project Closed surveys assess the overall Project rather than the separate stages managed as
Milestones. The objective is feedback that covers the broad range of actions and workflow tracking
throughout the lifecycle of the active project.

Assignment Early
Termination

. P I rE— r
| * | Hello, Kevin 4 GotoClassic (Q SearchBeeline ) °

Home

Candidate Offer 2

. Project Closed Survey

. Competitive Bids 2
(o s poo o o )
Expenses 5 I\Q Search by Project Name )

Create
Milestone Payments 1 Project Name Project Close Date  Project Start Date  Project End Date | Survey Link
Bequests 1 ERP Upgrade-2939 3/11/2020 2/24/2020 10/2/2020 Take Survey
SOW L Server Maintenance &/30/2019 4/1/201% 62019 Take Survey
Timesheets 1 Services project-2947 9/10/2020 4/6/2020 10/9/2020 Take Survey
‘Workday Implementation | 8/30/2019 2/1/2019 8/2/2019 Take Survey

Additional Approvals 110 oy " »

Showing 4 of 4

Surveys
Assignment o
Questionnaire
Milestone Closed 7

Survey

l Project Closed

4
Survey @

4
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Candidates u ‘

The Candidates app simplifies the workflow needed to review, assess, and qualify candidates. Best of
alld it does this with streamlined screens and easy access to action links making it quick to navigate from
one evaluation task to another with minimal clicks.

The process begins when you click the Candidates app button in the navigation panel and the platform
Afetchesod all candi dat es s wiumiopentReqdests, orthosg delegatedte vi ew bas
you. Then, just sit back and |l et the fAdigital assistan

= TIP: You can also click the Candidates tally number in the Action Required section on the Home
screen to navigate directly to the Candidates list in the Candidates app.

el it %) GoteClamic (@ ()

Action Required
Tl sonlbn bos opleryr bmplele oo, Q4

f ¥
Alerts
Tharre Hemp mpy need your atienticon
¥ oy haree 157 missing timesheets whene you'ng the Hining Mansper
¥ Vi P 2 Ol liond ending within 30 dans

When the fAfetchingd is complete, youobll see a I|list of

hyperlinked number displayed above each job title indicates the current number of submitted candidates.

Hello,Kevin %) GotoClassic (Q SearchBeeline | °

7
Database Administrator

Request ID: 4380-1
Created On: 10/29/201%9

Mew Candidates
1

Business Systems Analyst
Request ID: 4681-1
Created On: 4/146/2021

. P
Candidates
W

Business Systems Analyst
Request ID: 4895-1
Created On: 11/3/2021

5 @ oo D
2 eoated Y

Ingenieria

Request ID: 267%-1
Created On: 5/15/2017
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Each Request is shown as a separate card. The details inside the card include Job title, Request ID, and
the Created On date. I f the Request is one that

the right of the number of submitted candidates. A New Candidates tag displays on the right side of the
card to indicate that candidates have been added to the open Request.

New Candidates

e

Sales assistant
Request ID: 591-1
Created On: §/4/2016

Scroll through the list and click the hyperlinked number of submitted candidates on any card to drill down
to the Candidate Details screen.

Candidate Details

+ Al-generated content is based on available application data, designed to increase efficiencies and provide insights.
Plesse verify the data before use

(4= Back 1| {[Z View Advanced !

| S ——— L ———
| Py TA aamr
1 Request I_E'__Lu’:_""ffo_i_i . Start Date: Duration: Openings:
Database Administrator 9/13/2021 30W,5D 2

Approvals

[y 3
1L Download Attachments |
i i

Pending Match % Qualified  seenon 6/15/2022

,Raul © Submitted: 6/15/2022 12:06:59 PM
Submitted Bill Rate: $67.00 Hourly
Request Bill Rate: £54.00 Hourly

Candidates

(i

[ )
Manager Screening

Pending Match % Qualified Seenon £/15,2022 m Disqualify

Take a moment to review the screen layout and get familiar with all the available options. These options
are specifically designed to make the candidate review process go faster and be more efficient. They let
you sort, filter, and search content for the details you needd when you need them.

The Al Skills Match, Skills Proximity Score, Resume Insights, and Interview Questions are Al-generated
content. The intent is to support decision making throughout the Candidate review process, but they are
not intended to replace human judgment. Please note our Al Disclaimer statement at the top of the
screen. Click the View Details button to review the Al analysis process these features use to generate
information.
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at the top of the workspace are the navigation links and Request details.

1 Click u Back to return to the previous Candidates list screen.

1 Click [© View Advanced to navigate to the Candidate Evaluation list screen. Candidates are
arranged in a table format to make it easy for you to compare candidates based on the information
in the various columns. Click the kebabicon(® i n the Actions column on
which actions you can take on an individual candidate. Options will change as the candidate
advances through the review process.

#) Go to Classic

#+— Back to My Apps

Sales assistant 591-1 | Open | €11.95 Hourly Q
a
| )
[[J Name Bill Rate Job Rank Match Skills Proximity Score Status History Attachments Pending My Action Traits | Actions |
H
A Inter I
Aramina - - nterview | i
O Jacobs €9.95 Pending Pending Completed No No _,,,,,,,,,,,,,,,,,,,,L‘_'__J'
r[’
Select Candidate
Elliott _ . Interview
O Mathieu €9.99 Pending Pending Pending Yes No F—
O ["":;:"I €895 Pending Pending Qualified No ) Mo Click here to Submit Offer
Rate Candidate
Kennan c1195 Par Pendin Interview ) N
O puboss . ending ending Pending es ] o Schedule Interviews
v
Send Profile
View Approval Details

Candidates  1-6 of &

Candidate Evaluation i Candidate Actions

Click the Name checkbox, or any checkbox on the left side and the Actions button in the bottom left
corner activates. The list of valid Actions you can take for a selected group of candidates will change as
you advance through the review process.

) Goto Classic

+= Back to My Apps
Request Filters * o £ Sales assistant 591-1 | Open | £11.95 Hourly
Change Request & 4

[[] Mame Bill Rate Job Rank Match Skills Proximity Score Status Histor Attachments
Sales assistant — ¥ ¥

Request ID:

591-1 —  Aramina Intervew
ending Pending ™
] £9.95 Pending nding Completed No =]
Bill Rate e )
€11.95 Hourly !’ K
Select Candidate
Location Pending Pending L [
Smedenstraat 24 Disqualify
Start Date
/182017 alifed o
Click here to Submit Offer Pending nding Qualified No 2]
Skills
MNone Rate Candidate
. I Interview
Job Description ) _ Fending Pending Pending = 2] "
. N Schedule Interviews .
« Het verlenen van administratieve assistentie
aan het verkooopteam « Administratieve taken:
aanvragen aankoop dienst, opzoeken artikelen Send Profile
(website), scannen van foto's, opmaak offertes
fc‘ bestellingen plaatsen-Hetopmakenvan | y/iey Approval Details

|

m 1 Candidates Salected /¥ Unselect All Candidates of &

Candidate Evaluation i Group List Actions
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Click the candidatebds hyper |damlikaedetalamodal omndow. Thes |
modal window gives you easy access to the candi

resume), traits, and Actions options. Access is available all from a single pop-up window without the need
to open additional tabs or windows to research or take actions on the candidate. You can use the forward

and reverse arrows (E) to switch to any other candidate in the list. Click X in the upper right corner to
close the modal window and return to the Candidates Evaluation screen.

< 2 Elliott Mathieu x

DETAILS HISTORY RESUME TRAITS + AISKILLS MATCH INTERVIEW QUESTIONS

Candidate Submission Skills

Knowledge of GRSA (Global Research Sales Analysis), Knowledge of Sales Cycle,

n €9.99 Hourly Legal Marketing/Sales
Experience

— 8/5/2016 12:20 AM

W 4 Mone Submitted

g -~

ﬁ Temporary Worker

From the Candidates Evaluation screen, click the C Back to My Apps link to return to the Candidates
App screen.

1 Click Show Request Details (located below the job title on the Candidate Details screen) to expand
the summary view to the expanded view for additional Request details. Start Date, Duration, and
Openings are repeated while Bill Rate, Location, End Date, and the Job Description are only visible in
the expanded view.

&= Back | [4 View Advanced

Request ID: (4 591-1 Start Date: Duration: Openings:
Sales assistant 9/18/2017 25W,5D 10

3

: Hide Request Details « : 6 3 6

i i New Interview All

o ——— "
B3 BillRate: €11.95 Hourly Job Description

2]l Openings: 10

O Location: Smedenstraat 24
Duration: 25W,5D

(®) Start Date: 9/18/2017

(®) End Date: 3/16/2018

1 Need to see more Request details? Click the Request ID: & s hyperlink to navigate to the
Request dashboard which gives you access to the full Request record.

1 Need to view just the New candidates, the candidates going through the Interview process, or All the
candidates submitted for this Request? Click the respective tab to the right of the Show/Hide
Request Details link.
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1 Located below the Request details are the download, filter, sort, and search links.

i Click the checkbox next to Download Attachments to download all available items for all the
candidates |listed or click the checkbox next to each
individual downloads you want. The Download Attachments button only activates once a selection is
made. The ability to download attachments in bulk not only streamlines the overall review process but
it also gives you better options for comparing one candidate to another.

i1 Click the down arrow to select which Filter you want to use for your candidates list. The list includes
multiple options for Job Rank Match and Candidate Status.

i1 Click Sort By to change the sort order of the candidates list based on the category option you select.
Use the Arrow option to further refine your list into ascending or descending order.

1T Dondét see the candi dat eSearohlCandidates ceatlkd tolgratd acspelificUs e t he
candidate.

. ” ) | | [ o 1
PNTTIITES  Qualified seenonc/is/2022 | Take Action + w:
i i !

,Jacob © Submitted: 6/15/2022 12:01:44 PM
..__F_J Submitted Bill Rate: $55.00 Hourly
Request Bill Rate: $86.00 Hourly

V  Each candidate record is shown in a card format to provide an at-a-glance summary of key
information and single-click access to detailed information or actionable buttons.

Directly above t he candciadnadti edéast endasmec. uyroruednltl ssteaet utsh e

Click the checkbox to activate the Download option for any attached files.

V  Hover over any visible Candidate Flag (-) for details. NOTE: For a complete list of Candidate Flags
and other identifying icons that you may encounter throughout these evaluation screens, review the
Candidate Flags and Icons section at the end of this section.

V  Verify the current Candidate Submission workflow status by checking the status displayed
beneath the candidatebs name.

V  The Take Action button gives you access to Select Candidate, Manage Interviews, Rate Interview,
Send Profile, or Submit Offer.

V The Disqualify button displays a pop-up window where you can select the Reason and enter
Comments as to why a candidate is disqualified.

V Easilyverifythecandi dat e s s sbbmited BilkRhate d, and Bequest Bill Rate by
viewing the information posted beneath the Take Action button.

V Drill down for detailed insights into the candidatebd
the Al Skills Match or Resume tabs. The Interview Questions tab helps you generate question lists
for the interview process and then evaluate the responses. Details for each feature tab are included
below.
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V Use the My Notes tab to create your own summary to refer to as needed.

8 Al Skills Match / Skills Proximity Score

Notice that the overall Skills Match score displays
screen but click the Al Skills Match tab and the section expands to show summary information for
Matched SkKills, Inferred Skills, and Missing Skills.

Hello, Kevin ) GotoClassic ( Q. SearchBeeline ) °
1 ! -
! Moderate:59% | Interview Completed  seenon 1/19/2021
B e e e e e e e e e L)

Henry, Kristy © Submitted: 1/19/2021 1:36:49 PM
Manager Screening Submitted Bill Rate: $75.00 Hourly
Request Bill Rate: $89.00 Hourly
prmmmmm——————— )
: Lk Al Skills Match : Resume Interview Questions My Notes
= H
Q,
4" Job Rank Match 59/6
M d Skills Proximity Score
oderate e
Candidate skills matched 59% of the scope of work. E
8
© Matched Skills
C# sSqQL Java Python
B Inferred Skills
System Design Requirements Analysis
A Missing Skills Sec All(5) -
Frontend Development Performance Tuning UIl/UX Design JavaScript

_'_

The Job Rank Match and Skills Proximity Score are columns on the Candidate Evaluation screen. The
Candidate Details modal window also includes an Al Skills Match tab that repeats this information to
provide easy access to key analysis information throughout the candidate review process.

Please note: Skills Proximity Score requires a Premium subscription. This is a Self-Service feature that
your Program Office will need to activate before it is available on your Beeline Enterprise site. Please
reach out to your Program Office to confirm activation.

8 Resume / Resume Insights

To view the candi dat e 6Resuma talh. The susmitteceresunje displays onlthec k t h e
right side of the screen and the Al-generated Resume Insights display on the left side as four bullet
points. These bullet points are designed to provide insights as to the candidates:

1 Relevant skills and qualifications
1 Experience that aligns with the role

1 Notable achievements
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1 Missing qualifications or potential risk areas (such as gaps or limited experience).

" ~ | Hello Alex ) Goto Classic | Q. Search Beeline m 4" AskBesline Al e
Home = -
Doe, Sara =0 Submitted: 2 hours ago
MSP Screening Submitted Bill Rate: $43.00 Hourly
1 Request Bill Rate: 343.00 Hourly
4" AISkills Match Resume Interview Quastions My Notes
| ) Resume Insights display to the left
€ oonimes !

* Download Candidate Files =
Approvals
...and the candidate's resume displays on the nght. | ¢

+ Resume Insights

Feedback

&

Candidates

My Data

Ing essays,
Catabase adminisirator, data warehouse architect/adminstrator and B developer with extensive experience
designing and administering OLTP and OLAP S0L Server environments.

CXPERENEE
. Novermber 2006 - present

Senior Datshase Engineer: Movember 2018 to present
wide upgrade 1o SCL Server 2016 and transitioned to asynchronous merraring

akgarithams on SOL Sarver Machin

aming S4rvices using
e, Used Ana 1

The content is produced by an Al analysis of the submitted resume against the job description. These
insights are designed to reduce the time and effort typically used for manual resume screening and to
generate overall process efficiencies by helping the hiring manager make informed decisions. The
content identifies insights, it is not intended to compare, rank, or score submitted candidates. Resume
Insights are only generated once and only if a resume is submitted for the candidate. If for any reason the
system cannot produce the Resume Insights, then
Resume Insights space as to why.

Resume Insights are also accessible from the Candidate Evaluation list screen as well as the Candidate
Details modal window.

Click the Candidate Attachments tab to view any additional submitted documentation. The Download
Candidate Files tab gives you the option to select some or all submitted documentation and then
download your selection.

Download Candidate Files =

Select All

Resurme:

Attachments:

Clear All Dewmioad Files

Please note: Resume Insights is a Self-Service option. It will only be visible and functional for candidates
that are submitted after this has been enabled on your Beeline Enterprise production account. Reach out
to your Program Office for details as to your enablement date.
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8 Interview Questions / Interview Question Generator

Questions are a key element to any interview, but every interviewer knows that creating an effective
questions list is no simple task. Our Interview Question Generator uses Al analysis to compare the
submitted resume against the job description. Then it takes the results to generate 10 custom-tailored
guestions that the hiring manager can use during the interview process.

Hello,Kevin %) GotoClassic Q. SearchBeeline ) (RN o

r i
n 2 1 _ i
Interview Questions : Dovwnload Quostions |
1
L ]
]
] | -
N\ ]
Add a Question -affs = m= -
i i " : i question.
Create your ewn interviesw guestion and add it Lo you
question list. And | just hiad anather though | want bo add to this question
fommmmm=m=--- . -
[ Sy ! eed ) 1
1
4
[mm—————————— \ f-————————————- 1
Al Generated Questions | i
P pasvourcueston | | A Genersied Question: |
1 1
""""""" (] ) . S N e T o 1
H 1 Reporting Senvices: How did you implement SOL Server Reporting Servces to enhance ] H
% = = business intelligence solutions across vour division? M
Disaster Recovery: Can you discuss your egerience with disaster recovery planning and < @

imphementation in pour various rokes?

®

Replication Technlgues: What spproaches did you take to set up and adminkster
transactional and snapshat replication during your career?

]

ETL Processes: Could youexplain howyou utilized Integration Senvicas (5515 for ETL &
loas in your robe & 8 Senior Database Developer?

Our objective is to enhance and facilitate the overall process, so this functionality also includes a section
where the hiring manager can create and incorporate their own questions (My Questions) into the
interview process.

The Al-generated list can be further refined with the option to hide any question (as well as restore it back
if you change your mind!) Each list can be adjusted to the order of your choice using the drag-and-drop
option. The text of Al-generated questions is fixed but your My Questions entries include an <edit> option.
(TIP: If you want to revise an Al-generated question, you can always rewrite it as a My Question with the
adjusted wording of your choice.) And, once the final lists are complete, the combined list can be
downloaded in a PDF format.
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#) GotoClassic (Q SearchBeeline ) +' Ask Beeline Al

b |
+ Generate Questions . . | =
Q Interview Questions Download Questions 1
Interview questions tailored to this candidate have now l
been successfully generated using insights from this -
candidate’s resume and the specific requirements of the
role. My Questions v
i Howdoyou design a database for high availability and failover? Compare at least two V4
Adda Question different HA strategies and their trade-offs.
Create your own interview question and add it to your
question list.
Walk me through how you would implement and maintain a robust backup-and-restore
strategy that meets a strict RPOVRTO requirement
Explain how you would approach optimizing a query that performs well in i
development but times out in production.
Add Your Question

Al Generated Questions W

Database Administration: Can you elaborate on your role in managing high s ©
availability (HA) and disaster recovery (DR) solutions at Amazon, specifically
the challenges you faced?

Please note: Interview Question Generator requires a Premium subscription. This is a Self-Service

feature that your Program Office will need to activate before it is available on your Beeline Enterprise site.

Please reach out to your Program Office to confirm activation.
§ My Notes
Use this feature to take notes for your private use throughout the evaluation process.

Interview Pending  saonon 12902021 Take Action = Disqualify

O — Lynn Submitted: 4/8/202110:33:45 PM
Manager Screening Submitted Bill Rate: $77.50 Hourly
Request Bill Rate: $82.00 Hourly

Request Details Resume My Notes

Click to add a note that is only visible to you...

10040 characters remaining|
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My Data u ‘

The My Data app highlights YOUR records and YOUR actions. Request, Assignment, SOW, and Project
recordsare visible to both the Hiring Manager as well as |
records visible and actionable by both.

| ﬁ ‘ MY Data Hello, Kevin  #) Goto Classic Q Search Beeline :. °
e A
Home A central repository of items
visible to this account « R
equests
Visibility Settings Search, view or act on your requests. Q sesrchbyiDorTitle
Create
Wi - - =~ ~
My B+ Export Requests (writer « )( 45 | SortBy: v )
S A A
Bulk Actions = View: B =]
| Requests
Ly
Assignments Paralegal - 5364-1 Open i [_... Take Action *)
Hiring Manager: Parham, Kevin
SOWs Owner: Ibarra, Daisy
Date: 1/1/2024-12/31/2024
Candidates Projects MNumber of Openings: 5
rd Y
Project Leader L3 - 5362-1 Open A (_TakeAction~ )
My Data Hiring Manager: Parham, Kevin
Owner: Ibarra, Daisy
v Date: 1/1/2024-12/31/2024
c’ Number of Openings: 5

Business Systems Analyst - 5358-1 Open H | TakeAction v )
Hiring Manager: Parham, Kevin o
Owner: Ibarra, Daisy

Date: 1/1/2024-12/31/2024
MNumber of Openings: 10 .

Selections highlighted in yellow are visible only to programs with an active Services Procurement solution.

Visibility Settings

Beeline Enterprise is workflow-driven. You can easily check the current status of a workflow by viewing

the associated visual Process Graph throughout the various workflow steps. However, it can be just as

critical to know fwhoois responsible for taking action in addition to fivhatdaction needs to be taken. By

hovering over the binoculars icon (#4) visible on the various card and table views throughout the My Data

appyou can easily determine Baldeoy. the responsible perso

Depending on the scope of your Beeline Enterprise instance, you could be a Hiring Manager, a Hiring

Manager 6 s aMaOWaowrer, qr a Project Manager. And t hen therebsrelatddl t hose
tasks such as requestor, approver, timesheet approver, sponsor, or contributord or just being the one

responsible for system datawheniti s n 6t e v e nwittaan active task.tSienpllify all this oversight

responsibility by using the filter options and the Setup delegate hyperlink located in the Visibility Settings

section (left-side slide-out panel) of your My Data app to choose the data you want to view and focus on.

Click the My View tab to reveal the filter selection list.
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Visibility Settings filter options include:

r § My View 1 Select this option to retrieve and display all the
Mv Dat Requests, Assignments, SOWSs, and Projects for which you are
y Lata the direct Hiring Manager, SOW Owner, or Project Manager.
A central repository of items This is the system default view, and the data displayed in this
visible to this account @ view belongs only to you. Hover over the binoculars icon of any
record, and a pop-up indicates why you have visibility to it.
Visibility Settings Database Developer - 5266-1 Open #_ | ;/_Tik_c;f\c1?or1' :
Hiring Manager: Parham_ Kevin f\f. sibility Reason: I .
M}"WEW L Owner: Ferguson, Tyler l‘f‘ou are the Hiring Manager :
Date: 6/2/2024-12//2024 ~~ wEEmmEmmEssss

Number of Openings: 1

§ Expanded View i Select this option to retrieve and display
Expanded View your My View records along with all the records and data
associated to the managers you manage. Hover over the

Delegated View b ) . L
binoculars icon and check the pop-up text for your visibility
) details as to the data where you are a requestor, an approver, a
Q, start typing... . .
timesheet approver, a sponsor, or a contributor.
Russell Database Manager - 5351-1 Filled fl _______ I\ Take Action = \
Hiring Manager: Acevedo, Shelley r\ﬁsibilit‘,r Reason: : .
Ramon Owner: Ferguson, Tyler :\‘ou are the Sponsor |
i Date: 9/29/2024-9/28/2025 = | ‘temmmm—m———— 4
Number of Openings: 1
Laura

§ Delegated View i Select this option to retrieve and display all
0] the Requests, Assignments, SOWSs, and Projects delegated to
you by another user. Hover over the binoculars icon to verify that

, Derek
you are the delegate.

Leigh - ~

Business Systems Analyst - 5013-1 Open A Take Action = )
Setup delegate [ Hiring Manager: Adriaenssens, Filip I'visibility Reason: !

Date: 10/2/2022-3/1/2023 ‘You are 3 delegate of the Hiring Manager

I ]
Number of Openings: 1 o e e e e e e e e i -

Working with Multiple Delegator Lists

Click Delegated View in the Visibility Settings panel and the panel expands to list each Delegator by

named up to a total of six names. A search box displays above the list when you have more than six

Delegators. Click any nhame in the list and your screen refreshes to display the records delegated to you

by that Delegator for the category (Requests, Assignments, SOWs, Projects) you currently have open. Or

use the search box to enter a name and change your records display to a different Delegator6 s r ecor d s
The system retains the Del egat or 6 sswichafromonacategorite act i ve
another within the My Data app. Navigate away from the My Data app and the system reverts to the

default view (My View)ortothe i f av or i t epreviouslyselectedo u

How to set a Favorite / Preferred View

As noted, the My Data view is the system default. However, when you click Expanded View, the system
setsthatoptonas your n eaovpréfdrradwiew. T h e ® 0 fsettingis rétdineddeven if you
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navigate to different apps within the Hiring Manager Experience. It is also retained when you log out, and
log back in. You can change your A f a v dack td Myd/iew simply by clicking its button tab.

Please note, whenever you clear the cookies or cache on your web browser, your Visibility Settings will
return to the default settings. Delegated View is a Visibility Settings option but it cannot be set as a
Afavoriteo.

Setup Delegate

You also have easy access to assign a delegate directly from the Visibility Settings. Simply click the
Setup delegate hyperlink and the system navigates you to your Manage Preferences screen. Click
Delegates under Manage Preferences, then click + Add New . Follow the prompts to fill in the Delegate,
Date, and Approvals sections. Additional settings can be added for Reports, Delegate Subordinate,
Visibility, and Impersonation. Click OK to save your changes.

If you enter an End Date when you assign a delegate, Beeline Enterprise tracks that date and posts an
Alert on your Home screen to let you know in advance when the delegation rights are about to expire.
This reminder helps you keep your delegates fi a c t ais needed.

Alerts

These items may need your sttention.

# ‘You have 2 delegations ending within 30 days

A Be aware: These Visibility Settings are only functional within the My Data app. They are not included
in Classic Beeline or any other app within the Hiring Manager Experience.

Requests
O Card View

The Card View displays each record as a separate section (card). Cards are arranged in a scrollable list
based on the default value or selected option set under the Filter and/or Sort By selection lists.
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My Data

A central repository of items
visible to this account &«

Visibility Settings

I Requests
Assignments

SOWs

»

Hello, Kevin - #) Goto Classic (»’.l Search Beeline ) °
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Owner: Ibarra, Daisy E
Projects Date: 1/1/2024-12/31/2024
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) Project Leader L3 - 5362-1{ open IR
Hiring Manager: Parham, Kevin =

Owner: Ibarra, Daisy @ View Details
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™ Copy
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[J Business Systems Analyst - 5358-1 Open i
Hiring Manager: Parham, Kevin
Owner: Ibarra, Daisy
Date: 1/1/2024-12/31/2024
Number of Openings: 10

-

©

Each card displays summary information for a single Request record. Click the hyperlinked Job Title and
the screen refreshes to display the Request Dashboard with access to full details including the visual
Process Graph. The current status of the Request displays after the hyperlinked text. Hover over the
binoculars icon (#4) to view the Visibility information.

Other card features include:

1 Searchby ID or Title i This search field filters your results to display records with an Open
status. Use the Search Beeline field at the top of the screen to make unfiltered searches that
include closed records.

i Filter 7 Lets you select which records to display in your card list by status. Pick any combination
(or limitation) by Pending, Open, On Hold, Cancelled, Filled, Rejected, Not Submitted, or
Correction Required. Multiple statuses can be selectedd remember to click Apply at the bottom of
the list to activate your selection(s). The default setting is Open.

1 SortBy i Gives you the option to arrange your card list by Request ID, Job Title, or Status. The
default setting is Request ID.

1 View T Click the respective icon to easily switch from Card to Table View.

1 Take Action 1 Click the button to reveal which action options are valid for your current setting.
The Action options change depending on the current status of the record.

1 Checkbox / Bulk Actions i Click the checkbox for each record you want to group together for a
bulk (batch) action. The Bulk Actions button only activates when at least one checkbox is
6 c heckedboitemBracgmips in gder to take the same action for all the records in the
group is an efficient way to save time and effort!
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1 Export Requests 1 Need to extract a list of your Requests? A single click of the Export Requests
button and your requests list is exported as a download in xIsx format.

O Table View

The alternative display option is the Table View. This option lets you see more data by using less vertical
space. Use this option to view content arranged in rows and columns like a spreadsheet, or to easily
compare one record to another.

MY Data Hello,Kevin 4) GotoClassic (Q SearchBeeline ) m °
A central repository of items
visible to this account « Req uests
R Search, view or act on your Q search by ID or Title
Visibility Settings
requests.
My View o -
p \ 7 N\
B Export Requests (¥ Filter = ) (IF | SortBy:w )
| Requests
. a
Assignments [[+] Job Title m;::fser Owner Status  Cost Center Actions
SOWs
~andi : [y I ey | Parham, Ibarra %
Candidates Py 4 d X Cipen :
i rojects LI L‘ll 5364-1 Paralegal Kevin Dalsy Open Programs/Software :

\.__._ Project Parham,  Ibarra, .
M 53821 ; : op Programs/Software IF

My Data Lesder L3 Kevin Daisy e e

@ View Details :

v Business 1 # Modify 1
. Parham,  Ibarra, :

' M 53581 Systems a', - alrra Open  Progl 1

Kevin Daaisy 1 W Copy ]

Anabyst I 1

Reports | ©PlaceOnHold |

1
Datsbase Parham, Ibarrs, | © cancel

o os3174 i Open  Prog% 2 mm /-
el e S K e S - e -

The Table View retains several of the features of the Card View. Click the hyperlinked Request ID
number to navigate to the Request Dashboard with access to full details including the visual Process
Graph. The current status of the Request displays as a column in the table. Hover over the binoculars
icon (i) to view the Visibility information.

Other table features include:

1 Search by ID or title T This option filters your results to display records with an Open status. Use
the Search Beeline field at the top of the screen to make unfiltered searches that include closed
records.

i Filter 7 Lets you select which records to include in your table by status. Pick any combination (or
limitation) by Pending, Open, On Hold, Cancelled, Filled, Rejected, Not Submitted, or Correction
Required. Multiple statuses can be selectedd remember to click Apply to activate your
selection(s). The default setting is Open.

1 SortBy i Gives you the option to arrange your table rows by Request ID, Job Title, or Status.
The default value is Request ID.

1 View i Click the respective icon to easily switch from Card to Table View.
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1 Checkbox / Bulk Actions i Click the checkbox for each record you want to group together for a
bulk (batch) action. The Bulk Actions button only activates when at least one checkbox is
0 ¢ h e cBathdng items into groups in order to take the same action for all the records in the
group is an efficient way to save time and effort!

1 Export Requests i Need to extract a list of your Requests? A single click of the Export Requests
button and your Requests list is exported as a download in xIsx format.

Additional Table View features include:

T Actions is now a locked column on the right side of the table. Click the kebab icon (8 to reveal
which actions can be taken on any given row. The Actions options change depending on the
current status of the record.

I TallyNumbers i The fAShowingo text below the table
displayed out of how many total records are available.

1 Horizontal scroll bar -- The scrollbar beneath the table layout gives you full access to all
columns included in the table for those who have screen dimensions not able to accommodate
the full width of the table. The ID, Job Title, and Actions are locked columns and will always be
visible.

TIP: You can maximize your table layout space by hiding the My Data slide-out panel. Just click the

slider button ( < ) to hide it. Click it again at any time to restore visibility to the panel.

Assignments

It may seem curious, but the Assignment process in Beeline Enterprise starts once the Supplier has
accepted the Offer. The assignment record is then created with a status of Scheduled and stays in this
state of anticipation until the Assignment Start Date is reached. Once the worker is onboarded, the
assignment becomes Active and stays in this status until the scheduled Assignment End Date & unless
the assignment is amended. Reasons to amend an assignment might include an Assignment Extension
or an Assignment Early Termination. In some instances, an Assignment Amendment may be to change
the assigned Hiring Manager or Timesheet Approver. Timesheet reprocessing can also generate an
assignment amendment. Throughout the duration of any amendment process, the assignment has a
status of Pending Approval until the amendment is complete.

O Card View

The Card View displays each record as a separate section (card). Cards are arranged in a scrollable list
based on the default value or selected option set under the Filter and/or Sort By selection lists.

l ayout



beeline
Enterprise

Hello, Kevin %) GotoClassic (Q Search Beeline ) m °

«  Assignments

Search, view or act on your Q. Searchby name, ID, or Title

Visibility Settings .
assignments.

Create My View -

E+ Export Assignments (" w Fiter » ) 17 SortBy: v ) View: e B

4. @
= aL—Lj

. . =
R Requests Smitts, Marvin - 4148 Cancelled | # |
Y

Hiring Manager: Parham, Kevin

o Assignments - { 1
i Job Title: Project Consultant 1 '@ View Details 1
Bill Rate: $50.00 Hourly 1
SOWs o Amend 1
Supplier: 1 & Amen i
Candidates Projects Location: : ® Extend 1
Duration: 6/26/2017-12/22/2017 1 :

7

Cost Center: Programs/Software
Industry: Projects

’ ™
Alexander, Cary - 4011 Cancelled H | Take Action = |
Hiring Manager: Parham, Kevin

Job Title: Business Systems Analyst

Bill Rate: £79.00 Hourly

Supplier:
Location:
Duration: 6/12/2017-12/22/2017
Cost Center: Programs/Software
Industry: IT v
Each card displays summary information for that assighn

and the screen refreshes to display the Assignment Dashboard with access to full details.

Each card displays summary information for a single Assignment record. Click the w o r k bypedlisked

name and the screen refreshes to display the Assignment Dashboard with access to full details including

the visual Process Graph. The current status of the Assignment displays after the hyperlinkedwo r ker 6 s
name. Hover over the binoculars icon (#4) to view the Visibility information

Other features include:

1 Search by name, ID, or title i This search field filters your results to display active assignments
only. Use the Search Beeline field at the top of the screen to make unfiltered searches that
include closed records.

i Filter 7 Lets you select which assignment statuses to display in your card list. Pick any
combination (or limitation) by Active, Scheduled, Expired, or Cancelled. Multiple statuses can be
selectedd remember to click Apply at the bottom of the list to activate your selection(s). The
default setting is Active.

1 SortBy i Gives you the option to arrange your card list by Assignment ID, End Date, Job Title,
Name, Start Date, or Supplier. The default setting is Assignment ID.

1 View T Click the respective icon to easily switch from Card to Table View.

1 Take Action 1 Click the button to reveal which action options are valid for the respective
assignment. The Action list will change depending on the current status of the assignment record.

9 Tally Numbers i Scroll to the bottom of the screentovi ew t he fAShowidicage® t ext whi
how many records are displayed out of how many total records are available.

1 Export Assignments i Need to extract a list of your Assignments? A single click of the Export
Assignments button and your assignments list is exported in xIsx format.
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O Table View

The alternative display option is the Table View. This option lets you see more data by using less vertical
space. Use this option to view content arranged in rows and columns like a spreadsheet, or to easily
compare one record to another.

| * | Hello,Kevin 4] GotoClassic (Q Search Beeline M 7 Help °
/

Home

«  Assignments

. Search, view or act on your Q search by name, ID, or Title
Visibility Settings X
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SOWs r 1 .Rya A / iy ] :
‘_lil 21310  Lau,Ryan bevin Expired N/A 19/51/9004 ..Pi"ieg__u
Candidates Projects | @ vieweuits }
s 1 @ Amend 1
N 21309 Deves, Parham, Expired /A 1/1/2024- | 1
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______ 4
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The Table View retains several of the features of the Card View. Click the hyperlinkedwo r ker 6 s n ame
navigate to the Assignment Dashboard with access to full details including the visual Process Graph. The

current status of the Assignment displays as a column in the table. Hover over the binoculars icon (#%) to

view the Visibility information.

Other table features include:

1 Search by name, ID, or title T This column filters your results to display active assignments only.
Use the Search Beeline field at the top of the screen to make unfiltered searches that include
closed records.

i1 Filter 7 Lets you select which records to include in your table by status. Pick any combination (or
limitation) by Active, Scheduled, Expired, or Cancelled. Multiple statuses can be selectedd
remember to click Apply to activate your selection(s). The default setting is Active.

1 SortBy i Gives you the option to arrange your card list by Assignment ID, End Date, Job Title,
Name, Start Date, or Supplier. The default value is Assignment ID.

1 View T Click the respective icon to easily switch from Card to Table View.

1 Export Assignments i Need to extract the table in xIsx format? Just click the Export
Assignments button.
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Additional Table View features include:

1 Actions is now a static column locked on the right side of the table layout. Click the kebab icon

(& to reveal which actions can be taken on any given row. The Actions options change depending

on the current status of the record.

I TallyNumbers iThe fAShowingo text below the table
displayed out of how many total records are available.

1 Horizontal scroll bar -- The scrollbar beneath the table layout gives you full access to all
columns included in the table for those who have screen displays not able to accommodate the
full width of the table. The ID, Name, and Actions are locked columns and will always be visible

- TIP: You can maximize your table layout space by hiding the My Data slide-out panel. Just click the
slider button ( < ) to hide it. Click it again at any time to restore visibility to the panel.
Assignment Status

Some data remains constant throughout the lifecycle of the assignment while other data may change

l ayout

depending on the current status of the assignment. Checking the Status first is a way to remember which

data may be Atemporaryo.

- TIP: ALWAYS CHECK THE AMENDMENT HISTORY SECTION of the assignment record to verify

whetherthereareanyot her A op e n 8 Ya cag hademultipte active amendments but the time

durations should not overlap or one could negatively impact the other. You cannot take action on an
assignment when it is in a fAPending Approval o
assignment amendment!

A Assignments Pending Approval

An assignment can be amended for any number of reasons. Some amendments are simple information
updates while others are event/budget related such as extensions or terminations. Regardless of the
reason for the amendment, once it is submitted any amendment that requires approval (financial or
administrative) is placed in the Pending Approval queue.

A Scheduled Assignments

An assignment record has a status of Scheduled from the date the Supplier accepts the Offer until the
Assignment Start Date when the worker is onboarded. This may be just a transitional waiting period
although it is typically used to complete pre-onboarding activities (for example, background checks,
badging, etc.)

A Active Assignments

An assignment is fiactivedo from the Start Date
using the assignment amendment process, but the time period between those two dates will always
determine the flactiveodo status.

SOWs

The SOW (Statement of Work) is a phase of the Services Procurement solution used to scope out the
terms and conditions of the proposed work Project. Once the terms and conditions are agreed upon
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between the client and the vendor, the SOW is promoted to an active Project. The Project is used to
manage the terms and conditions detailed in the SOW.

O Card View

The Card View displays each record as a separate section (card). Cards are arranged in a scrollable list
based on the default value or selected option set under the Filter and/or Sort By selection lists.

| ﬁ| Hello,Kevin 4] GotoClassic (Q Search Beeline ) @ °
Home
«
SOWs
. Visibility Settings Search, view or act on your SOWSs. ' Q sesrchbyIDor Name

Create

m E: Bxport SOWs (writer = ) 47 | sortBy= ) View e m
US Services - 3098 Ready ToNegotiate M Take Action ~
Requests i

Owner: Parham, Kevin X . -
Assignments Supplier: | @ View&Take Action :
Cost Center: Programs/Software : B+ Export SOW :
I SOWSs Total Amount: $0.00 L T 7’
Estimated Start Date: 2/24/2020
Candidates Projects Estimated End Date: 10./30/2020
.
Services project - 2648 ReadyToNegotiate H (, TakeAction = )
My Data Owner: Parham, Kevin
Supplier:

Cost Center: Programs/Software
Total Amount: $0.00
Estimated Start Date: 2/25/201%

Estimated End Date: 10/25/2019
=

Each card displays summary information for a single SOW record. Click the hyperlinked SOW name - ID
and the screen refreshes to display the SOW Dashboard with access to full details including the visual
Process Graph. The current status of the SOW displays after the hyperlinked text. Hover over the
binoculars icon (#4) to view the Visibility information.

Other features include:

f

Search by ID or Name i Use this search field when you want to retrieve a specific SOW by its ID
number or Name. The default setting for this search field limits your results to SOWs that have
been active within the prior 365 days. Use the Search Beeline field at the top of the screen to
make unfiltered searches that include older records.

Filter T Lets you select which records to display in your card list by status. Pick any combination
(or limitation). Multiple statuses can be selectedd remember to click Apply at the bottom of the list
to activate your selection(s). The Project End Date filter at the top of the list is active by default
to focus on active SOWSsd if you need to include historical records in your search results, just
uncheck this box. Be aware that your record retrieval time could be impacted if your program has
a large inventory of SOWs!

Sort By i Gives you the option to arrange your card list by SOW ID, Status, or Supplier. The
arrow on the left will switch the display order from descending to ascending, click again to switch
it back.

1 View i Click the respective icon to easily switch from Card to Table View.
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1 Take Action 1 Click the button to reveal which action options are valid for the respective SOW.
The standard options are View & Take Action and Export SOW.

1 TallyNumbers i Scroll to the bottom of the screen to view
how many records are displayed out of how many total records are available. The standard
display is 25 cards per screen. Clickthe i L 0 a d # # 6 x b to ADDonore cards to your screen
display. Repeat as needed if you want to create a list of ALL records that match your filter
selections. Be aware that your system response time could be impacted if you create long lists!

1 Export SOWs i Need to extract a list of your SOWs? A single click of the Export SOWSs button
and your SOW list is exported as a download in xIsx format.

1 Download SOW i Need a copy of a specific SOW document? Clickthe A Ex port Sowod0 opti or
the Take Action menu to retrieve a copy of the SOW document in either docx, doc, or pdf format.

Export SOW (<]

Denotes Required Field: *
- Name *
SOW #1585 Peoplesoft Upgrade 2024-07-02 ‘

- Format ™
Word Document {.docx) -

. J

O Table View

The alternative display option is the Table View. This option lets you see more data by using less vertical
space. Use this option to view content arranged in rows and columns like a spreadsheet, or to easily
compare one record to another.
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The Table View retains several of the features of the Card View. Click the hyperlinked ID number to
navigate to the SOW Dashboard with access to full details including the visual Process Graph. The
current status of the SOW displays as a column in the table. Hover over the binoculars icon (i) to view
the Visibility information.

Other table features include:

1 Searchby ID or Name i Use this search field when you want to retrieve a specific SOW by its ID
number or Name. This search field limits your results to SOWs that have been active within the
prior 365 days. Use the Search Beeline field at the top of the screen to make unfiltered searches
that include older records.

i1 Filter 7 Lets you select which records to display in your table by status. Pick any combination (or
limitation). Multiple statuses can be selectedd remember to click Apply at the bottom of the list to
activate your selection(s). The Project End Date filter at the top of the list is active by default to
focus on active SOWSsd if you need to include historical records in your search results, just
uncheck this box. Be aware that your record retrieval time could be impacted if your program has
a large inventory of SOWSs!

1 SortBy i Gives you the option to arrange your table view by SOW ID, Status, or Supplier. The
arrow on the left will switch the display order from descending to ascending, click again to switch
it back.

1 View i Click the respective icon to easily switch from Table to Card View.

1 Export SOWs i Need to extract a list of your SOWs? A single click of the Export SOWSs button
and your SOW list is exported as a download in xlIsx format.

Additional Table View features include:

1 Actions is now a locked column locked on the right side of the table layout. Click the kebab icon
(& to reveal which actions can be taken on any given row. Use the Export SOW option in this
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selection list to export an individual SOW (doc, docx, or PDF format) or use the Export SOWs
button located above the table to download the list of SOWs in xlIsx format.

9 TallyNumbers i The AShowingodo text at the bottom of the sci
displayed out of how many total records are available. The standard display is 25 records (rows)
per screen. Click the arrow symbol to change your table display to the next 25 records. Repeat as
needed to cycle through ALL the records. Unlike the card view, the table view does not expand to
display more than a 25 record max limit.

1 Horizontal scroll bar -- The scrollbar beneath the table layout gives you full access to all
columns for those who have screen dimensions not able to accommodate the full width of the
table. The ID, Name, and Actions are locked columns and will always be visible.

TIP: You can maximize your table layout space by hiding the My Data slide-out panel. Just

click the slider button ( « ) to hide it. Click it again at any time to restore visibility to the panel.

Projects

Once the terms and conditions are agreed upon between the client and the vendor, the SOW is promoted
to an active Project. The Project is used to manage the terms and conditions agreed upon in the SOW.

O Card View

The Card View displays each record as a separate section (card). Cards are arranged in a scrollable list
based on the default value or selected option set under the Filter and/or Sort By selection lists.

Each card displays summary information for a single Project record. Click the hyperlinked Project name -
ID and the screen refreshes to display the Project Dashboard with access to full details. The current
status of the Project displays after the hyperlinked text. Hover over the binoculars icon (#k) to view the
Visibility information.
























