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Overview

The myStaffingPro system is an ASP (Application Service Provider) model utilizing the SaaS (Software as a
Service) concept. With myStaffingPro, you no longer need to budget for hardware, or the maintenance fees
associated with an installed solution. This model means that the system is a packaged application delivered from
a centrally managed facility delivered via the Internet on a subscription basis. This model speeds implementation
and minimizes the expenses and risks incurred across the application life cycle.

The following document outlines the standard features of the myStaffingPro system. Your myStaffingPro license
fee covers software, service and support, maintenance and standard feature upgrades. Additionally, this
document describes the add-on modules and customizations that are available with the myStaffingPro system.
The system is designed to allow you to choose the components of the system that you need for your hiring
process needs.
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myStaffingPro Standard Features

The standard myStaffingPro system includes a vast number of candidate, user, and administrative features.
Many of the features and much of the functionality of the standard system can be configured to meet your specific
hiring process needs. For advanced features and functionality, clients may choose additional modules or
customizations to add to the system.

The following pages describe the basic features and functionality of the myStaffingPro system. A more detailed
demonstration or explanation of specific features and functionality can be provided by your sales representative or
client services manager.

Candidate Experience
Live chat, email, and telephone support
Search engine optimized career portal
Share Opening functionality for social networks
Subscription based job notifications
Job opening RSS feed
Detailed job description
A meter to gauge the time to completion
Resume upload and parsing functionality
Capability to upload additional documents
Integrated online application
24/7 access to check their application status
Ongoing email updates about their application

User Interface and Capabilities
Continuous support
User specific dashboard featuring saved searches and priority requisitions
Immediate access to applicant information
In-depth applicant tracking with a detailed account of their statuses, history, and notes
Simple mass email communication tools
Centralized document management with functionality to upload additional information
Outlook contact and scheduling integration
Comprehensive applicant and requisition search functionality
Straightforward requisition management with automated requisition approval
Advanced reporting capabilities on every system field
Detailed time-to-fill, aging, and sub cycle information
Referral source collection and reporting
Compliant EEO data collection and reporting

Administrative Opportunities
Location management capabilities with the opportunity to assign divisions
Functionality to create and select job categories
Interface to create unlimited prescreening questions to rank and disqualify applicants
Ability to build an integrated online application
Structured job description library to store job templates
Interface to establish your applicant workflow and automatic emails
Access to manage and view web users
Custom configurable fields that can display internal or external information
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myStaffingPro - Candidate Portal

The candidate portal is the website that your candidates will navigate
to in order to submit their application online. The candidate portal,
also known as the applicant career search screen, is hosted by the
myStaffingPro system. The portal dynamically delivers updated
requisition information every fifteen minutes.

Standard Candidate Portal Features \

Web Address or URL — The web address or URL is the website
name used to navigate to your portal. The standard address for
the candidate portal is: http://<<companyname>>.appone.com

Your company website can link directly to this address.

Search Engine Optimization (SEO) - The myStaffingPro
candidate portal includes the following SEO features:
Alt Tags on Images - Alternative tags denote the content
of the image to search engines crawlers.
Browse all Jobs by Category, Location, and State -A
text listing of requisitions that can be easily scraped and
indexed by search engines.
Title Tags — A piece of code that defines the title of the
web page to the search engine.

Job Board Posting — Requisitions are automatically
submitted to SimplyHired.com and Indeed.com for
posting.
Candidate Portal RSS Feed — Candidates can select the RSS,
Add to Google, or Add to My Yahoo buttons to subscribe to the
candidate portal RSS feed. The feed will automatically scrape the

candidate portal and display the updates to the candidate’s reader
of choice.

Register for Future Openings — A button for candidates to
register for email notifications about newly posted requisitions.

Search Elements — The standard candidate portal allows the
client to include any or all of the following search options:

Keyword Search

Category multiple select box
Position multiple select box
Location multiple select box
Search by Requisition Number

Position/Requisition List — The standard list of openings will
display the Job Categories (alphabetical) followed by:

Job Title listed alphabetically under the Category
Location Name
Requisition Number (when selected)

Candidate Portal - Standard Search Screen

Candidate Portal — Standard list of open Jobs

Portal Design - The portal design determines the overall look of
your candidate portal. Choose one of thirteen available templates
for your candidate portal design.
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Candidate Portal - Job Description Page

The Job Description Page displays specific job information fields to
your candidates. The displayed data is pulled from the requisition
that was activated by a web user in myStaffingPro. Any edits to the
requisition’s details in myStaffingPro will be reflected on the job
description page within fifteen minutes.

Job Description Page Features \

Job Description Fields — Choose and create which fields display
to candidates when you create your Posting Template in the
myStaffingPro system.

Standard fields — Select which standard fields to display to
the candidate. Standard fields include title, description,
position requirements, shift, req number, location, and
information about your organization.

Client specific fields - Create up to 10 additional fields for
use in your requisitions.

Share Opening — The share opening button enables candidates
to bookmark and distribute the opening through social networking
sites.

Email to Opening - This standard feature invites candidates to
send a referral email to another person. The email contains a
message from the candidate, a copy of the job description, and a
link to access your opening.

Recommended Jobs Sidebar — The sidebar displays openings in
the same category or geographical reference as the position
selected.

VeriSign Security — From the welcome screen forward, the
candidate will see a VeriSign Secured logo in the bottom right
corner. The logo provides affirmation that the site is secure, the
data is encrypted, and that the site is hosted by a valid business.

Support Footer — Our experienced support staff support the
online process. Candidates can receive timely technical support
through email, phone, or live chat.*

*Live chat and telephone support are only available during business hours.

Standard Job Description Page

Support Footer
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Web Application - Contact Information

The candidate starts the application process by creating an easy to
remember unique identifier. The identifier is used to differentiate the
candidate and recognize them when they return.

Standard Contact Information Page Features \

Unique Identifier — Rather than create a username and
password, myStaffingPro creates a unique identifier using
personal information the candidate will remember upon returning.

Unique identifier prevents candidates from applying more
than once to the same position.

Unique identifier allows the candidate to apply to another
position and view/update any previously saved contact
information and resume.

Data collected:
First, middle name or initial, last name, suffix
Address, city, state, zip code
Country
Home phone
Alternate phone
Email address

Returning Candidates — When the candidate returns to the
online process, they will be prompted to enter their unique
identifier information. Next, the returning candidate will access the
Contact Information page where they can update their address,
phone, and email information. After the contact information page,
the candidate will be directed to one of two scenarios:

Candidates who previously completed an application for
this position will view a status message that describes
where their application is in the hiring process.

Candidates with an incomplete application will continue
into their previous application and complete the remainder
of the application.

Web Application — Unique Identifier

Web Application — Contact Information
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Web Application - Status Checking

The status checking feature allows returning candidates to check the
status of their application.

Standard Status Checking Features \

Candidate Status Update — The system recognizes returning
candidates based on the unique identifier that they created. Once
candidates enter the unique identifier, the system searches the
database for a previous application for that position. If a
completed application is found, a corresponding status message
will be displayed.

Customized Status Messages — The myStaffingPro system has
default status messages for each of your applicant statuses. You
can customize the default messages to more accurately reflect
your hiring process.

Prevent Duplicate Applications — The status checking page
recognizes returning applicants based on a unique identifier. This
prevents returning applicants from submitting multiple applications
for the same position.

Web Application - Status Checking Page

Customized Status Messages
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Web Application - Referral Source

The referral source collects the sourcing data from the candidate.
This sourcing data can be used to identify the most productive
advertising methods for your recruiting program. The referral source
includes a primary source (ex. Newspaper, Job Board, etc) and a
secondary source or specific source (ex. Monster.com, New York
Times, etc)

Standard Referral Source Features ‘

Primary Referral Source — The primary referral sources collects
the primary sourcing category information from the applicant.
Primary sourcing categories include:

Newspaper

Company Website

Internet/Job Board

Employee Referral

Word of Mouth

Job/Career Fair

Agency

Radio/TV

College/University

Community Organization

Other

Secondary Source or Specific Source  — The secondary source
asks a specific follow-up question to determine the specific referral
source of the candidate. The candidate’s response is collected in
free text field.

Source Reporting — Primary and secondary sourcing reports are
available in the myStaffingPro system. Primary source reporting is
available in the standard source reports and secondary source

Web Application - Primary Referral Source

reports maybe downloaded in spreadsheet format.

Web Application - Secondary Referral Source

Sourcing Report

%
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Web Application - EEO Data Collection

The optional EEO Data Collection pages can be included as a part of
your online application. Your company's EEO statement is followed
by the request to voluntarily self declare ethnicity, gender, veteran,
and disabled statuses.

EEO Data Collection Features ‘

Option to decline — myStaffingPro respects the candidates right
to self disclose their EEO information. Those candidates who do
not want to volunteer this information may select the "Prefer not to
answer" option.

Ethnicity Collection

EEO-1 job categories — The ethnicity information
collected reflect the job categories required for the revised
EEO-1 report.

Category Definitions — Candidates may click on a link
next to the ethnicity categories to read the specific
ethnicity definition for each category published by the
Department of Labor.

Gender Collection - Candidates may select female, male, or
prefer not to answer.

Disabled Status Collection — Candidates may select from yes,
no, or prefer not to answer to the question “Are you disabled?”

Veteran Status Collection

Status categories — The status categories can be defined
by the myStaffingPro administrator. During the online
process, the applicant will be able to multi-select the
appropriate categories.

Category Definitions — Candidates may click on a link
next to the veteran categories to read a definition for each
category published.

Reporting — myStaffingPro offers over five reports for your EEO
analysis. Only users with access to the EEO reports can view this
information.

Web Application - EEO Introduction Page

Web Application - EEO Gender Question

Web Application - EEO Ethnicity Question

EEO Reporting
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Web Application - Job Specific Questions

The web application allows you to create specific prescreening
guestionnaires for your positions. The prescreening questions can
be used to “flag” candidates who do not meet the basic qualifications
for the position with a Not Qualified status.

Custom Prescreening Features \

Unique Questionnaires — Design a specific application process
to qualify candidates based on minimum qualifications.

Disqualifying Answers —  Multiple choice questions can be set to
disqualify the candidates who do not meet the requirements of the
position. Disqualified candidate records are available in the
database, but assigned to a “Not Qualified” status.

Multiple Choice Questions — Create multiple choice questions
with up to 8 multiple choice answers. You can select specific
answers to these questions that disqualify the applicant from the
position.

Example: Are you at least 18 years of age? Yes, Qualified; No,
Not qualified.

Open-ended Questions — Create open-ended questions to gain a
thorough understanding of the candidates’ experiences and
opinions. Please note: open-ended questions cannot be used to
disqualify the applicants.

Back Button — Return to a previous question by selecting the
back button.

Section Review — Allow applicants to view a summary of their
prescreening questions and responses. If desired, the applicant
can go back and edit their prescreening responses.

Web Application - Multiple Choice Question

Web Application — Open Ended Question

Web Application — Section Review
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Web Application - Application Builder

The Application Builder is an online application which is incorporated
into your online process to take the place of your paper application.
myStaffingPro allows to you design your online appliction with over
twenty available sections, and several custom fields that can be
modified at any time.

Application Builder Features ‘

Application Builder Sections —  Design your application by
selecting from the following modules:
Education

Employment History (Standard and DOT)
Military Experience

Skills
Licenses and Certifications
Work Schedule
Additional Information
Verification Builder Sections —  Collect data and

acknowledgements for background checking using the standard
verification modules:

Driving Record

Driving Record (Accidents)
Driving Record (Citations)
Driving Record (Suspensions)
SSN

Date of Birth

Previous Name(s)

Previous Addresses

Criminal History

References

AppBuilder Document — Users may open and print the pdf
Application Builder document, and send it as an attachment to an
email. The document configuration will reflect the modules the
client utilizes and includes:

Applicant contact information

Requisition information

Responses to the “core”/prescreening questions
AppBuilder Modules

Signature field with company application disclaimer
Optional: Resume

Optional: Change Acknowledgement

Application Builder — Education Page

AppBuilder Document
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Candidate Experience

Web Application - Resume Submittal

Resume collection within the online application is as easy as cutting
and pasting the information, typing it in manually, or uploading a
document. Returning applicants will have the option to access an
existing resume or add a new resume for the new position they are

applying to.

Resume Features ‘

Cut and Paste Functionality- Candidates can utilize the editor
toolbar to enhance or edit the resume.

Upload Resume Functionality — Candidates can upload a
resume in a variety of document formats including doc, pdf, rtf,
txt, and wpd.

Resume Preview — Before submission is complete, candidates
are presented with a preview of resume. The candidate can then
decide to continue or change their resume.

Resume Features within myStaffingPro:
Resumes can be emailed from the system to any
desired recipient.

Users can search for candidates by keywords.
Resumes can be exported into printable documents.
Users can add and edit resumes

Cut and Paste Functionality

Resume Upload Functionality

Resume Preview
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Candidate Communication - Email

Status-driven emails are triggered automatically as the applicant
completes various components of the hiring process and/or web
application.

Candidate Email Features \

Customize email text — Utilize the email templates or create your
own custom email text for any applicant status. Once created, the
emails are automatically sent out to the applicant when they reach
the corresponding status.

Personalized emails — Use field variables to pull in applicant or
requisition data to create personalized email communication.

Branded email communication — Send communication in an
appealing eCard that includes your company’s logo.

Differentiate emails by status — Because your emails are driven
by the applicant status, you can create custom email messages for
each step in your hiring process.

Delayed email option — Emails can be delivered immediately or
set on a delay to be delivered at a later time.

HTML ready emails — Draw attention to the email by inserting
HTML code to add emphasis.

Candidate Email

Create Status Email
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myStaffingPro - Applicant Tracking System

Navigation

Navigation within myStaffingPro is managed by the menu bar at the top
of the screen. By placing the cursor over the button, the user can select

the specific page to access.

Navigation Features ‘

my Menu — The homepage of the system provides one click
access to priority requisitions, saved searches, training, and the
user’s address book.

Applicants — Gateway to the applicant information and files. The
Applicants navigation button features three methods to deliver the
information you are looking for.

Add a New Applicant
Search for an Individual Applicant
Build a List of Applicants

Requisitions — Allows the user to open, edit, track, and close
positions. The user can locate requisitions by utilizing the
following options:

Manage Requisitions
Add a Requisition
Search for Requisitions

Reports — Data analysis center of the system. Users can launch
over 15 standard reports and custom Ad Hoc reports to analyze
the applicant and requisition information.

Administration — Setup interface for the online application
process, and job description library. The administrator will
implement myStaffingPro by completing the required items on the
checklist.

Logout - Exit to the myStaffingPro system.

Navigation Bar

my Menu

Applicants

Requisitions

Administration
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my Menu

my Menu is the home page for the myStaffingPro system. From my
Menu, the user can access their priority requisitions, saved searches,
and address book.

my Menu Features ‘

My Favorite Reqs — Quickly manage, review, and access
requisitions from my Menu. The requisition dashboard is user
specific, and it displays:

A summary of the requisition information

Quick links to view applicants

Summary of the applicants statuses’

Saved Searches — Detailed applicant searches may be saved to
your dashboard for effortless accessibility. When the search is
saved, the user can define the “save” parameters and name the
search.

Web-based training schedule — myStaffingPro offers continuous
training on standard features, enhancements, and new
functionality. Users can signup for an available training session
and participate with other myStaffingPro users in the web/phone
session.

Address Book - Create, store, and maintain your myStaffingPro
address book for convenience when emailing information out of
the system.

News and Updates — Explore the News and Updates section for
the latest announcements on new enhancements, modules,
features, clients, and partners of myStaffingPro. If you have any
guestions about an announcement, please contact your client
services manager or sales representative for additional information
and/or pricing.

Client Specific Announcements  — Your company Administrator
will be able to add announcements that are pertinent to your
company users. Some clients use this section to offer special tips,
training dates and times for new users, or general HR related

my Menu

my Menu — Saved Searches

my Menu - Training

my Menu - Address Book

news and information.
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Applicant Search Capabilities

The myStaffingPro system allows you to easily search for applicants
with four available search methods.

Candidate Search Features \

Search for an Individual Applicant  — Quickly locate an applicant
file by searching with their First Name, Last Name, SSN, Email
Address, Phone Number or Applicant ID.

Build a List of Applicants — Create a list of applicants by
specifying your search criteria. Build a List of Applicants searches
the entire database of candidates based on the limits set by the
user. Limit options include:

Req Category
Location

Status

Date range
Keyword Search

Advanced Build a List of Applicants —  Create a list of applicants
by position, requisition, and applicant address. Limit options
include:

Position

Requisition
Requisition Location
Applicant Address
Status

Date range
Keyword Search

View Applicants by Requisition  — Create a list of applicants who
have applied to a specific requisition. Limit options include:

Status
Date range
Keyword Search

Search for an Individual Applicant

Build a List of Applicants

Advanced Build a List of Applicants

View Applicants by Requisition
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Applicant Tracking System

Applicant List Tools

The search results page returns the list of applicants that match your
search criteria. The search results page allows the user to quickly

review applicant information and manage the applicant workflow.

Applicant List Features ‘

Applicant List offers following features:

Hotlinks to applicant information, requisition(s), datasheet
and/or resume, and notes

Reviewed icon identifies applicants you have examined

View/Sort by name, entry date, location, position, and
status

Quick View — Access applicant contact information or requisition
details using the quick view popup window.

Build a List of Applicants Search Results

Quick Tool: Save Search — Name and save your search for easy
access from the Saved Searches tab on my Menu.

Quick Tool: Email from the List
Applicant Data — Email the applicant’s data from
myStaffingPro to the recipient(s) of your choice.

Email to Applicants — Choose to send an email to all, or
just the selected applicants on your list. Next, select the
message from an email template or create a unique
message. Lastly, if desired you can include an applicant
document(s) as an attachment.

Quick Tool: Export
Data Sheets — Export and print a pdf or rtf version of the
applicant’s datasheet, resume, and/or AppBuilder. View all Data Sheets One at a Time

Applicant List — Export the applicant data fields that you
specify into an Excel spreadsheet. The spreadsheet can
then be used to create personalized letters or labels.

Action Link: Modify Search — Return to the previous selection
page and modify your search criteria.

Action Link: View all Data Sheets One ata Time  — Review and
update applicant information by scrolling through the applicant
datasheets one at a time. If the applicant is updated to a status
with a corresponding email, the email will automatically be sent
out.

Action Link: Update Statuses as a Group  — Use this tool to
update your applicant’s status with 2 status update options:

1. Update all statuses to the same status at once.
2. Update the status individually for each applicant. Update Statuses as a Group
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Applicant Records

myStaffingPro creates your applicant records in real time. As soon
as a candidate begins the online application, the record is
immediately visible in myStaffingPro.

Applicant Records Features ‘

Information Central - The applicant screens are "Information
Central" for an individual applicant. All information available on
the applicant can be immediately accessed from these tabs. To
increase usability, the applicant’s contact information and the
Quick Tools are displayed at the top of all the applicant tabs.

Add Applicant — Manually add applicant contact information and
assign the applicant to a requisition and a status. Once added,
the user can manually add documents and/or a resume to the
record. Please note, manually added applicants will not have
answers to the prescreening questions.

Applicant Info Tab — View and edit the applicant contact
information. If desired, you can select the applicant contact icon
to add the applicant into your Outlook contacts.

Requisitions Tab — Review the requisition(s) that the applicant
has applied to. The Requisitions tab lists the title, number, source,
current status, and date of the application. The user can select
the Edit link to update the status, source, and hire date. In
addition, the user can select the Add/Update EEO link to assign
the applicant’'s gender and race information. Please note: users of
the system cannot view the applicant’s EEO response(s) from this
link.

Add new Requisition — When applicable, the user can
add a requisition to the applicant record and copy the data
from a previous application to the new requisition.

Documents Tab — The documents tab provides the user access
to the system generated documents, and provides the ability to
add other documents to the record.

See additional information under Documents.

Notes Tab — View, and add notes to the applicant record. System
generated notes will automatically log a date and time stamp, the
user name, and the specific action that was taken on the record.
A user may also manually add a note.

Applicant Information

Requisitions Tab

Documents Tab

Notes Tab

%
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Documents

The Documents tab of the myStaffingPro system allows users to
upload, view, print, email, edit, and add documents to the applicant
record.

Documents Features ‘

AppBuilder Application — The AppBuilder document is formatted
to have the look of your paper application. This PDF document
displays the applicant’s contact information, prescreening
responses, and the selected AppBuilder modules. The legal
disclaimer field can be populated with the company specific
application statement.

Applicant Data Sheet — This html document lists the
prescreening questions with the applicant’s responses and
resume. From the Applicant Data Sheet, the user can update the
status, enter a note, or email the document for review.

Resume — myStaffingPro date and time stamps every resume that
is added to the system so that you can determine which version is
the most up to date. The user can edit, copy, export, email, and
print the applicant’s resume.

Add Documents and Resume — Utilize the action links to add
resumes, interview notes, or other documents associated with the
applicant and position. The information added will display on the
Applicant Data Sheet allowing other users to review your notes. In
addition, the user can upload, edit, copy, export, email, and print
the added document(s).

Add Document Types:

In Person Interview Notes
Phone Interview Notes
User Added

Custom Documents/Templates — Custom document templates
can be added into myStaffingPro for printing letters, etc. Contact
your sales representative for pricing on Custom Documents and

Templates.

Documents Tab

AppBuilder - Application

Applicant Data Sheet

Resume
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Quick Tools

Quick tools offer convenient options when working with applicant data

and requisitions within myStaffingPro.

Quick Tools Features ‘

Save Search — Name and save your search for easy access from
the Saved Searches tab on my Menu.

Email — The Email quick tool offers a simple way to send, and
record your email communication. Every email communication
sent from myStaffingPro is logged with a date and time stamp in
the applicant’s notes.

Emails from an applicant record:
Create emails for user reminders

Create unique email messages for applicants that can be
set to go out immediately or later on

Select an email template to send out
Emails from a List of Applicants:
Email applicant data as attachments from a list
Email to all of the applicants on the list with 1 action
Emails from a Document:
Email an individual document to someone for review

New Search — Return to the search menu to create a new search

Export — The Export Quick Tool offers two export options:

Export Data - Export the applicant data fields that you
specify into an Excel spreadsheet. The spreadsheet can
then be used to create personalized letters or labels.

Export Data Sheets - Export the datasheets and resumes
for all the applicants on your list in a printable format. The
system will create one document including all of the data
for each applicant on the list.

Return to List — Return to the list after reviewing an individual
applicant or requisition.

Help — Access the online help files for the section you are
currently viewing.

Quick Tools

Save Search

Email

Export
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Requisition Management

The requisition section of the myStaffingPro system allows users to
create, post, manage, and inactivate requisitions.

Requisition Management Features ‘

Add Requisition — Create a new requisition with just three clicks
by selecting the appropriate template from your job library. The
new requisition is created in “draft” status and is eligible for
editing. When ready, simply click the Post to Candidate Portal
action link and the requisition will be posted on the candidate
portal within 15 minutes.

Organized Requisitions - Similar to applicants, requisitions are
categorized according to the requisition’s status in the hiring
process.

Draft — Requisitions that are not yet published or
activated.

Active — Requisitions that are currently open and
accepting applications.

Inactive - Includes requisitions in Offer Pending, Filled, On
Hold, and Canceled statuses.

Manage Requisitions — Quickly view a list of your requisitions.
The manage requisitions screen features:

“View Applicants” hotlink to the applicant list for that
requisition.
+/- icon to add the requisition to My Favorite Reqs

Sort by Category, Req Number, Status, Title, Location,
and Open Date.

Reorder and resize columns
Hotlink to Requisition Details

Search Requisitions — Utilize the search requisition feature to
locate the requisition(s) you would like to view. Select from the
following criteria to find your requisition(s):

Requisition Status
Category
Requisition Number
Location
Keyword(s)

Add Requisitions

Manage Requisitions

Search Requisitions
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Requisition Details

The requisition details page gives you access to all of the information

about the requisition; including requisition details, notes, auto email
notification feature, and requisition approval.

Requisition Details Features \

Requisition Details — Requisitions Details consists of three
sections:

Requisition status and links

- Candidate Portal — Link to view the candidate portal.

- Status — The current condition of the requisition. The
requisition status can be draft, active, or inactive.

- View on Web - Link to view what the opening will look
like on the web.

- Open Date — The date the requisition will post to the
candidate portal.

- Post/remove from Web — A link to change the status of
the requisition to active or inactive.

- Fill = Action link to fill the requisition with an applicant(s).

Details that include the primary fields used in the job
posting

Job description and requirements of the opening

User fields that contain client specific information for your
posting and/or internal needs

Icons:

Action Links — Action Links provide the user quick access to the
features listed:

View Applicants — Hotlink to view the applicant list for that
specific requisition

Count Applicants — At a glance view of the statuses of the
applicants who have applied to your requisition

Copy Requisition — Copy the current requisition to create
a new one

Printer Friendly — Open a "Printer friendly" version of your
requisition.

The Green Orb represents the data fields that are
displayed to your applicants when they access your job.
The “+ / -* symbols are used to manage the listings on My
Favorite Regs. The “+” places the Requisition on the user
list. The “~" removes it.

Requisition Notes — Monitor when the requisition is created,
modified, and activated with the system generated history.

Auto-Email — When low response is expected to a Requisition,
the user can create an auto-email notification to provide a "Real-
time Alert" when a new applicant applies to the requisition.

Requisition Details

Requisition Notes

Auto-Email - "Real-time Alerts"

Requisition Approval

Approval — Submit and receive electronic requisition approval to
post an opening.
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Standard Reports

The Standard Reports section of the myStaffingPro system enables
users to create reports on demand.

Standard Reports Features \

Standard Reports — Choose from the list of predefined reports to
evaluate your applicant, sourcing, and application process.
Customize your reports by setting parameters on location, status,
position, and/or data range.

Standard Reports Include:
Applicant Checkilist
Applicant Sources Summary
Applicant Sources Summary by Date
Applicant Sources Summary by Status
Applicant Spreadsheet
Applicant Status Summary
Applicant Status Summary (Show All)
Demographic Status Summary
Demographic Summary
Demographic Summary by Location
Demographic Summary by Position
Demographic Summary by Position/Location
Internet Activity Summary
Referral Report

Export Reports — The Export Quick Tool is available with several
reports to download the report data into an excel spreadsheet.

Standard Reports Menu

Standard Reports Limits

Saved User Reports — Save frequently accessed reports to your
“Saved Reports” tab for ease of accessibility.

Report Results
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Ad Hoc Reports

Advanced reporting tool allowing users to create ad hoc reports on
every standard and custom user field associated with your database.

Ad Hoc Features ‘

Ad Hoc Reports Include:

Requisitions

Requisitions and Notes

Applicants and Job Descriptions

Applicants and Requisitions

Applicants and Notes

Job Descriptions

Locations Spreadsheet

Employees

Testing

Compare Data
Export Reports — Export or transfer the data to Excel,
Acrobat (PDF), TIFF file, CSV (comma delimited), XML file
with report data, Web archive, HTML, with Office Web
Components.

Select Data Fields

Limit Data

Download Data
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Metrics Reports

A suite of reports provides that provides measurable
information about requisitions. With Metrics Reports, you can
calculate and analyze your time to fill, aging, and sub cycle

information.

Metric Report Features ‘

Metrics Reports Include:
Requisition — Time to Fill
- Requisition — Time to Fill (by location)
- Requisition — Time to Fill (by division)

Requisitions — Sub Cycle
- Requisition — Sub Cycle (by location)
- Requisition — Sub Cycle (by division)

Requisition — Aging

- Requisition — Aging (by location)

- Requisition — Aging (by division)
Export Reports —  Export or transfer the data to Excel,
Acrobat (PDF), TIFF file, CSV (comma delimited), XML file
with report data, Web archive, HTML, with Office Web

Limit Selected Data

Components.

Requisition — Time to Fill

Requisition - Aging
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Checklist

Manage and configure your application process through the user-
friendly implementation checklist.

Checklist Features ‘

Organization Information — Review your contact information and
personalize the user experience of myStaffingPro by uploading a
company logo.

Locations and Divisions — Manage, add, and edit your company
location and division information. The entered information will be
used on your requisitions and candidate portal. If desired, you can
limit your users’ access to specific location(s) or division(s).

Statuses — Formulate your applicant workflow process with
applicant statuses. The statuses are used to track the applicant’s
progress through the hiring process, and communicate the
progress with the applicant.

Support Settings — The support settings page provides contact
information for applicants with questions that go beyond technical
support. Enter a specific email address and/or phone number that
you would like us to provide to candidates for follow-up on non-
technical questions.

Categories — Categories are the broad groups that are used to
organize your jobs or requisitions. Select the categories that best
reflect the jobs and requisitions within your company. If your
desired category is not listed, select the Add Category action link
to create it.

User Logins — Create, edit, and manage the users who have
access to the system.

Posting Fields — Denote what information will be displayed to the
candidate when they view a requisition from your candidate portal.

User Defined Fields — Create custom fields for data that is not
standard the requisition details. These fields may be used to
supply additional information to the applicant when viewing the job
opening, or supply additional information for internal use only.

Application Builder — Build your online application by selecting
your application builder modules. The data collected will populate
a document that can take the place of a paper application.

Web Questionnaires — Construct the applicant’s online
experience by setting up questionnaires. The gquestionnaire can
be composed of sourcing collection, EEO collection, prescreening
questions, online application, and resume submittal.

Job Description Library —  Create a collection of job templates to
auto-populate requisition information. The template includes the
standard requisition fields as well as the user defined fields.

Info Tab

Locations

Support Settings

Categories

Job Description Library
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Applicant Statuses

Statuses are assigned to each applicant’s position to indicate where
the applicant is in the hiring process. You may use all the applicant
statuses provided, create your own statuses, or deactivate those that
do not apply to your hiring process.

Applicant Status Features \

Workflow Process - The applicant statuses define a workflow
process for your applicants. Applicants are categorized based on
the steps in the process that they complete.

Add Status — Create your custom applicant workflow with the add
status action link.

Status Messages — Each status has a status message
associated with it. This status message is displayed to applicants
when they re-access a position they have already applied to. The
message informs them on their status in the hiring process. If
desired, you may edit the status messages to reflect your hiring
process.

Status Driven emails — Applicant Statuses can be associated
with emails that are sent to the applicant once the applicant
reaches that status in the hiring process. Emails can be sent out
immediately when an applicant reaches that status, or they can be
sent on a timed delay.

Differentiate your emails — Create a custom email message for
each status in your hiring process.

Personalized emails — Utilize field variables to create
personalized communication with your applicants.

Applicant Statuses and Messages

Status driven emails
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User Administration

Your Administrator has the ability to add, edit, and cancel users in the
myStaffingPro system.

User Administration Features ‘

Users Records — The administrator of the system maintain the
users with access to the myStaffingPro system.

Security Level — The administrator assigns each user a security

level. The standard myStaffingPro license includes two user

types: User List
Administrator - Access to all features in the system
Standard - Allows the user to access requisitions,
applicants and reports. A user with standard access will
not have access to administration functions.

Limit by Location or Division —  If desired, the administrator can
restrict users’ access by the requisition location(s) or division(s).

EEO Access — The administrator assigns each user a level of
EEO access. The standard access levels include:

Cannot View - Prohibits the user from viewing the
applicant’'s EEO information.

Can View - Enables the user to view all EEO information.

Administrator - Enables the user to view all EEO
information and gives the user the authority to assign EEO

Edit a User Login

access to other users.

Send Intro Email — Select the checkbox to send an introductory
email to the web user with their login information.

Additional Security Levels —  Clients who purchase additional
modules and services may have access to additional user
administration settings.

%
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User Fields and Posting Fields

User fields and posting fields are fields associated with your job
library and requisitions.

User Fields and Posting Field Features ‘

Posting Fields - The posting fields denote what information will
be displayed to the candidate when they view a requisition from
your candidate portal. The posting fields include:

Title (required)
Description

Position Requirements
Full Time/Part Time
Shift

10 User Defined Fields
Locations

About the Organization

User Defined Fields — Create custom fields for data that is not
standard in the myStaffingPro requisition record. These fields may
be used to supply additional information to the applicant when
viewing the job opening or supply information for internal use that
cannot be seen by the applicant.

Posting Fields

User Fields
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Application Builder

The Application Builder modules are designed to collect specific,
required information for each section incorporated into the client
application. The data collected populates a document that can take
the place of the paper application. Client specific statements and
disclaimers are included where applicable.

Application Builder Features ‘

Application Builder Sections —  Design your application by
selecting from the following modules:
Education

Employment History (Standard and DOT)
Military Experience

Skills

Licenses and Certifications

Work Schedule

Additional Information

Verification Builder Sections —  Collect data and
acknowledgements for background checking using the standard
verification modules:

Driving Record

Driving Record (Accidents)
Driving Record (Citations)
Driving Record (Suspensions)
SSN

Date of Birth

Previous Name(s)

Previous Addresses

Criminal History

References

Application Builder

Legal Disclaimer
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Questionnaires

The web application allows you to create specific questionnaires for
your positions.

Questionnaire Features ‘

Add Questionnaire - Administrators can create a questionnaire at
any time by selecting the Add Questionnaire link.

Copy Questionnaire - Replicate and carry-over a current
guestionnaire’s settings to a new one.

Activate Questionnaire — Finalize and activate your
guestionnaire to prepare it for accepting applications.

Questionnaire Title and Description —  Internally identify the
questionnaire’s purpose and title.

Progress Meter — Create an online application process road map
to assist applicants in gauging their time to completion.

Questionnaire Modules
Welcome Message
Personal Information
Sourcing
EEO Self Disclosure
Job Specific Questions
Scoring
Collect a Resume
AppBuilder
Upload a Document
Qualified/Disqualified Message

Questionnaire Setup

Job Specific Questions
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Questionnaire Modules

The guestionnaire is composed of several modules that can be
activated or deactivated based on your desired hiring process.

Questionnaire Modules ‘

Welcome Message — Create a custom greeting to welcome
applicants to the application process.

Personal Information — Select the unique identifier that you
would like use to collect the applicant’s contact information and
prevent duplicate applications.

Email Identifier

Personal ID Identifier

Sourcing — Collect information about how the applicant heard
about the position.

EEO Self Disclosure — Select this module to display your
company's EEO statement, and allow the applicant to voluntarily
self declare ethnicity, gender, disabled status, and veteran
statuses.

Questionnaire Modules

Job Specific Questions -  Screen and qualify applicants with
guestions specific to the job’s requirements.

Create Question

- Multiple Choice Questions — Create multiple choice
guestions with up to eight multiple choice answers. If
desired, you can select specific answers to these
questions that disqualify the applicant from the position.

- Open-ended Questions — Create open-ended
guestions to gain a thorough understanding of the
candidates’ experiences and opinions.

Import Questionnaires from Library —  Utilize the
myStaffingPro templates to jump start the creation of your
custom questionnaires.

Reorder Questions — Change the sequence of the job
specific questions.

Multiple Choice Question

Scoring — Assign a score or weighted percentage to any multiple
choice question response.

Resume Collection — Select this module to allow applicants to
submit a resume.

Open Ended Question

AppBuilder — Activate the AppBuilder module to collect the
application builder sections that you selected.

Upload a Document - Invite applicants to upload the requested
document type.

Disqualified/Qualified Message - Create a custom final message
to thank applicants for completing your online process.

Scoring

i
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Implementation Support

The standard version of myStaffingPro offers fast and affordable
implementation. Your system can be up and running in days! Our
Client Services Managers will guide you through the implementation
process and teach you how to build an effective system for managing
your applicants and hiring process. Our standard implementation
services are designed to take advantage of myStaffingPro
configurability to get you up and running quickly, at an affordable
price.

Implementation Support

Web-based Implementation Training — Getting started with
myStaffingPro begins with a two hour web-based Implementation
session. During this session your support representative will guide
the administrator through the steps to set up myStaffingPro for
your company.

* Additional Customized Implementation programs are available.
Contact your sales representative or client services manager for
additional details.

Implementation Checklist — Your myStaffingPro system
maintains a checklist of the items necessary to complete your
implementation. The checklist serves as your implementation
roadmap.

Online Help — Online Help documentation is available throughout
the myStaffingPro system.

Implementation Checklist
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Training Support

The standard version of myStaffingPro utilizes a "train the trainer"
concept designed to provide your in-house myStaffingPro
administrator with the tools to provide custom training to your users.
Our standard training services are designed to provide a training
solution that is unique to your organization, at an affordable cost.

Implementation Support

Web-based Administrator Training  — Your Client Services
Manager will train you on the use of the myStaffingPro applicant,
requisition, and reporting features. We will also assist you with
guestions you might have and offer tips to enhance the
effectiveness of the system. The standard training is web-based
and is approximately 2 hours long.

* Additional Customized Training programs are available. Contact
your sales representative or client services manager for additional
details.

Ongoing Training for enhancements to the system —As
enhancements are made available, users may elect to sign up for
web-based training. These training sessions are offered free of
charge to all users.

Documentation in PDF format — The myStaffingPro system
documentation is available upon request in PDF format.

Online Help — Online Help documentation is available throughout
the myStaffingPro system.

On-going Training Support for enhancements
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On-Going Support
Our customer support representatives are available to help with your technical challenges, setup issues, and
simple how-to questions by email, phone, and online chat.

On-Going Support

Dedicated Client Services Management — Every customer is assigned a specific Client Services Manager.
Your Client Services Manager will guide you through your implementation and training to develop an
understanding of your needs. The same Client Services Manager will be responsible for your training and on-
going support of your account. Your support calls are submitted directly to your Client Services Manager, not a
customer support call center.

Feature Updates - myStaffingPro keeps you informed with our regular news and announcements.

Help Files — Online Help documentation is available throughout the myStaffingPro system.

800# Telephone Support - Live telephone support is available to all administrative users at no charge. We
offer live telephone support 8:00 a.m. to 5:00 p.m. ET, Monday - Friday, excluding official holidays.

Ongoing Training — Participate in our ongoing training demonstrations, or launch and review the demonstration
at your leisure.

Live Chat Support — Select the live chat button to instantly enter a chat session with one of our experienced
customer or client services managers. We offer live Chat support 8:00 a.m. to 5:00 p.m. ET, Monday - Friday,
excluding official holidays.

Designated
Client Services
Manager

Feature
[Live Chat Updates

Ongoing | Help Files
Training
Phone
Support
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Applicant Support

myStaffingPro is a company dedicated to service that exceeds our
client’s expectations. We understand that your applicant experience
with the online application process is important to your company.
That's why we support your candidates throughout the online
application.

Applicant Support Options ‘

Toll Free Telephone — Our experienced customer service
representatives respond to phone calls during business hours, and
monitor voicemails that come in after hours.

Email — Candidate emails are addressed by our customer service
representative within 48 hours of receipt.

Online Chat — Candidates can select the Live Chat button to
receive immediate online assistance with their application.

Self Help — Candidates can launch the troubleshooter wizard to
self diagnose their issue and continue through the application.

Support Code - During the online application each candidate
screen is assigned a support code incase the candidate may have
any questions. When the candidate calls in, the customer service
representative utilizes the support code to easily pull their
information and determine where there may be an issue that
needs attention. More often than not, the candidate is
experiencing difficulty with navigating the internet, pop-up
blockers, old browsers, etc.

Client Information — myStaffingPro customer service
representatives will assist your candidate throughout the online
application. If the candidate has a question about your hiring
process, or another question that we not equipped to answer, we
will convey to them your desired method for contact. Whether that
is a phone number, email address, or no contact preferred.

Phone
Support

Self'Help

Live Chat

Applicant Support Options

Live Chat

Self Help Troubleshooter

Enail
Support

#
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Supported Browsers - myStaffingPro Applicant Tracki ng System

Recommended Browsers
The recommended browsers for the myStaffingPro Applicant Tracking System include Internet Explorer 5.x or
higher and Netscape 7.x or higher. There are no downloads required or special installs necessary.

The web application supports Internet Explorer 5.01, SP1 and above, Netscape Navigator 4.73 and above and
AOL 6 and above, but some convenience functions are not available with the version of MSIE and NetScape that
do not support JavaScript.

Operating System and Browser Support

The following operating system and browser combinations are supported by the myStaffingPro Applicant Tracking
System. While other operating system and browser combinations may work, the following combinations are
included in our ongoing testing and support plans. There may be slight variations in functionality or display
characteristics browser and operating system combinations.

Operating System Browser

Internet Explorer 5.01 or higher AOL 7.0 or higher

Microsoft Windows 95 and newer Netscape 7.0 or higher

Macintosh Internet Explorer 5.2.3 for Mac OS X Netscape 7.0 or higher

Additional Software Requirements
Many documents used by the myStaffingPro Applicant Tracking System are created as PDF forms. It is
recommended that the user install ADOBE Reader 5.0 or higher to access these documents.

Additional Browser Settings
The following table identifies some common browser settings and the impact of those settings with the
myStaffingPro Applicant Tracking System.

While cookies are used in the myStaffingPro system, they are not required. Browsers that
Cookies do not support cookies or have cookies disabled, ma y not be able to take advantage of
some automated form filling features in the system.

All browsers must support Javascript version 1.2 or higher and Javascript must be enabled in the

SRS browser preferences.
Cached pages Browsers must be set to check for newer versions of stored pages.
SSL Browsers must support SSL and SSL must be enabled in the browser preferences.

It is recommended that Pop-up blocking software be disabled when using the myStaffingPro

Pop up Blockers system.

Plug Ins No third party plug-ins are required to use the myStaffingPro system.

%
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Supported Browsers - myStaffingPro  © Candidate Portal and Online
Application

Recommended Browsers
The recommended browsers for the AppOne.com online application system include Internet Explorer 5.x or higher
and Netscape 7.x or higher. There are no downloads required or special installs necessary.

The web application supports many browsers, but some convenience functions are unavailable in browsers that
do not support JavaScript. Applicants can still complete the application without these convenience functions, but
older versions or other types of browsers may not provide an optimum viewing experience for the applicant.

Operating System and Browser Support

The following operating system and browser combinations are supported by the AppOne.com system. While
other operating system and browser combinations may work, the following combinations are included in our
ongoing testing and support plans. There may be slight variations in functionality or display characteristics for
certain browser and operating system combinations.

NOTE: For all browsers, it is recommended that users download the latest version of the browser.

Operating System Browser

Internet Explorer 5.01 or higher AOL 7.0 or higher

e Netscape 7.0 or higher FireFox 1.5 or higher

Internet Explorer 5.2.3 for Mac OS X FireFox 1.0 or higher

Macintosh Netscape 7.0 or higher Safari 1.0 or higher

Additional Software Requirements
Many documents used by the AppOne.com system are created as PDF forms. It is recommended that the user
install ADOBE Reader 5.0 or higher to access these documents.

Additional Browser Settings
The following table identifies some common browser settings and the impact of those settings with the
AppOne.com system.

While cookies are used in the AppOne.com system, th ey are not required. Browsers that
Cookies do not support cookies or have cookies disabled, ma  y not be able to take advantage of
some automated form filling features in the system.

It is recommended that all browsers support Javascript version 1.2 or higher and that Javascript

EeE SRl is enabled in the browser preferences, but not required.

Cached pages Browsers must be set to check for newer versions of stored pages.

SSL Browsers must support SSL and SSL must be enabled in the browser preferences.
Pop up Blockers It is required that Pop-up blocking software be disabled when using the AppOne.com system.

Plug Ins No third party plug-ins are required to use the AppOne.com system.

1%
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Security, Reliability and Disaster Recovery

We understand that our clients rely on the dependable, efficient, and high-speed exchange of data. We are
dedicated to the highest levels of performance, availability and security in our hosted environment. We use the
latest technology to deliver state-of-the-art web-enabled systems on a top-tier ASP platform.

Physical security includes:
Onsite security personnel that monitor access 24 hours a day, 365 days per year
Security cameras record and monitor indoor and outdoor activity
Data center is accessible only after a physical review of photographic ID card. Access to the Network
Operation Center requires a keycard and a bio-metric scan at multiple security check points

Data Center infrastructure includes:
Dual fire detection (photo-electronic/ionization and sniffer) systems, central fire alarm system, multi-zone
pre-action dry pipe suppression system
High availability, scalable and reliable Internet and telecommunications connectivity with built-in
redundancy
True multi-tiered internet infrastructure architecture
100% internet availability through all major ISP backbones
Redundancy and high availability of power using dual power availability to each rack unit from
independent power distribution units
Redundant N+1 design of uninterruptible power supplies
Redundant stand-by generator power supplies, in the event of a power failure from commercial power
Redundant N+1 Cooling Units

System Security includes:
24x7x365 human network monitoring of firewalls and intrusion detection systems by RedSiren
(www.redsiren.com)
Device threshold monitoring and event reporting
Hardened servers and network components
Multiple co-managed best-of-breed firewalls and intrusion detection systems
Escalation procedures designed for swift action against security violations or network availability issues
Active program to keep current on all security patches and virus protection updates
Strict Personnel Security Policy and monitoring
Regular Security Audits and Vulnerability Testing

Application Security includes:
Flexible configuration allowing administrators to create user-access types to match the needs of their
organization
User Session Time-outs
Field Level & Data Export Encryption
Use of Digital Certification Authentication (128-bit SSL) for all user access

Network infrastructure includes:
Web platform using load balanced servers, configured to accept traffic based on utilization
Clustered hardware built for performance, reliability and scalability designed to eliminate single points of
failure
Applications developed using the Microsoft ASP and .NET platforms
Database platform using Microsoft SQL database
Data warehouse configuration allowing scalability
Separate environment to test system upgrades, modifications, patches and other significant system
changes before releasing them to our production environment.
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Disaster Recovery includes:
Data storage using RAID 5 and drive mirroring
Redundant hardware and network components
Automated backup rotated to secure offsite storage facilities
Complete database backups are performed on a nightly basis. Incremental database backups performed
every 15 minutes
Source code is backed up on a weekly basis
Entire systems are imaged regularly for fast restore in the event of a major disaster
Disaster Recovery plan is reviewed every 3 months and tested on an annual basis

99.99+% System Availability

The myStaffingPro system is among the most reliable systems in the industry. Since 2003, our system availability
rating that has exceeded 99.99%. We have invested millions of dollars to ensure that we provide our clients with
a network that eliminates all single points of failure and ensures a secure environment for their data.




