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Accept Job Posting & Submit Candidate

e From the Work Items list, click Job
Posting

My Work Items [i] sap Fieldglass Release Communic

Click Respond

‘= Summary

& Job Posting 0 25

& Worker Activity 21 Hiyand e -

Q In this example, there are 25 job
postings pending acceptance.

Items Requiring Action
e Click on a Job Posting ID link to review
the details further

1663JP00000323 Administrative Assistant 1 Los Alamos National Laboratory
1663JP00000322 Administrative Assistant 1 Los Alamos National Laboratory
1663JP00000307 Administrative Assistant 1 Los Alamos National Laboratory
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Administrative Assistant 1 Ex [(raons (=] %]

1663JP00000323  JOB POSTING

Accept Job Posting & Submit Candidate,

continued :uor tted Need to respond

Los Alamos National Laboratory

Review the details of the Job Posting
e including: Bill Rate range, Location,

- . ails Job Seekers (0) Rate Details Interviews Related ck
and Description —
Accounting Job Position Details
Wiorker Pay Type: Default (USD) Contingent Type Default

0 Click Submit New to accept and
e submit a candidate not already in Pl (USD) | | dob Code
your Company’s Fleldglass database_ i Administrative Assistant 1|LAI1[ALL Site Los Alamos, NM (LANM)

Sites|USD|ST/Hr
0 We will utilize this function for the example E— C00EH0

Current lowest 128.05
submitted Bill Rate

0 Click Submit Existing to accept and = prommppgen [ e

New Mexico

Location Los Alamos, NM (LANM)

Work Location:

Usa

submit a candidate that is already in ot hr or-15 b
your company'’s Fieldglass database. dudun °°°w e onTLoi onson

t Adjustments 0.00
Job Posting Owner Hiring Manager
Description:
Provides administrative support for a wide variety of generalized office-
related activities. Specific duties may include, but are not necessarily

0 Click Actions -> Decline and insert Pe—
Distributor Program Office (MSP)
a comment as to why your company : e, cing and coneying meseages: gnecing mamat g
will not source for this position. CremteDae w020 Cordoding e, s, e g, e

arrangements; ordering supplies; and serving as a resource for staff

Creator Hiring Manager

Submit Date /13/2020 10:20 AM regarding established administrative policies and procedures.
’S"a”"'“"' Submissions per = For functions more closely related to professional support activities

upplies requiring specialized knowiedge of functions, organizations, and/or
P Tos & Brsiie Sheats programs, see: Professional Staff Assistant

For positions more closely related o the professional administrative
management of business, operational, andlor programmatic activities,
see: Chief of Staff

Education
Position typically considered as “entry level” and requires littie or no
previous training and/or experience.

Additional Job Requirements Job Requirments

Source Type /A

DOL SCA Occupation Code: NIA

Los Alamos National Laboratory LA-UR-20-30301
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Accept Job Posting & Submit Candidate,

continued
e Insert First & Last Name

0 Insert Security ID
Insert Available Date
Confirm Submitted to other Job Postings

Attach Resume/CV

200

No company logos, No candidate contact information

Confirm if candidate has worked at LANL
previously

Click Continue

Important note: Security ID format = FFMMLLDDCCXX

FF - First two characters of first name

MM - Date of birth month (DD/MM/YYYY, August should be shown as 08)
LL - First two characters of last name (maiden surname where applicable)
DD - Date of birth day (DD/MM/YYYY, 8th should be shown as 08)

CC - First two characters of city of birth

XX - Last 2 SSN

Details

*
All fields marked  are required fields

i RADITUQINEOL

| RADITUOIMECE

A Data = Reg.estec 0a
| Ry — 1012020
| 1012020 @ ez
. 9

@

()
Test Resume Woed DO-.Jocx

[ Q %l

Qualifications

No Qualifications spechiod

Attachments

Los Alamos National Laboratory
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Accept Job Posting & Submit Candidate, ek

continued

Q Insert Pay Rate i = Q c

ﬂ Click Continue oTMv(Rcmas) aso 2]
4 J

ﬁ Review details one final time & click Submit

DT A ( Facior of 5T)

AgileOne then reviews the submission before
shortlisting to the Manager (or rejecting if S S
candidate does not meet criteria)

End ﬂﬂ

Submit Job Seeker

Review and Submit
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Respond to |nterVieW Request Anderson, Jeff 9 a Decline and/or Reschedule
LAILIS00000038  INTERVIEW SCHEDULE

0 From the Work Items list, click S R

Summary Submitted Need to accept  Program Office (MSP)

Q Click Interview/Meeting Schedule - Job Posting Job Posting Status

Administrative Assistant 1 (1663JP00000324) Submitted
Accept sira SS ( ). ="

e Click Accept Buyer

Los Alamos National Laboratory (1663)

Can also click Decline and/or Details Interviewers
Reschedule should times proposed not . . ' )
. ; . e Subject Admin Assistant Interview Adams, Sara (352703)
meet candidate’s availability or should : m
Type one

candidate no longer be available

§ Interviewer will call Jok
Who will call? —nteu wer will call Job
Seeker
Phone Number for Interviewer  (No Value)
/ﬂ\ Home t& View tl Create :’.:" Analytics to Call

Provide candidate's phone
Details

Welcome George Rael number
My Work Items =2 [i] sap Fieldglass Release Communication - Click | A
Proposed Times
= Summary 51 Items Requiring Action
P sed
X Job Posting 25 | Job Posting - Respond 25 Accepted ELDDO Date Start Time End Time
Work Order Revision - Accept 4 H
8 Worker Activity 21 | Worker Activity - Mark as Complete 21 Buyer 11/29/2020 US/Pacific (11/29/2020 08:30 AM US/Pacific {09:30 09:30 AM US/Pacific (10:30
2 Americal/Denver) AM America/Denver) AM America/Denver)
Interview/Meeting Schedule - Accept 1 }
Buyer 11/30/2020 US/Pacific (11/30/2020 08:00 AM US/Pacific (09:00 09:00 AM US/Pacific (10:00
AmericalDenver) AM America/Denver) AM America/Denver)
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Accept Interview/Meeting Schedule - Step 1

Respond to InterView RequeSt’ continued ;C;|:<;érs;3|1 Jeff LAILJSO0000038 Lcs Alamos National Laboratory (1663)

SeleCt des I red d ate a nd tl me ¢ The Buyer has proposed these Interview/Meeting times. Choose the one that is acceptable to you. The Buyer can confirm or

reschedule the proposed times. Note: Interview times have been converted to match your time zone preference.

CI|Ck Continue Interviewers

Adams, Sara (352705)

Insert any required details, for this
example the candidate’s phone number i ST Ytk

11/29/2020 US/Pacific (11/29/2020 08:30 AM acific (09:30 AM 09:30 AM US/Pacific (10:30 AM

IS rGQU|red ¥ AmericalDenver) Americal AmericalDenver)
1473012020 US/Pacific (11/30/2020 08:00 AM US/Pacific (09:00 AM 09:00 AM US/Pacific (10:00 AM

Add Comments |f any America/Denver) America/Denver) America/Denver)

Click Accept 9 [ Coninee RS

Subject

Phone Number for Interviewer to Call »
888-111-2222

Provide candidate’s phone number

a Insert Comments|

4
©
©
@
©

Los Alamos National Laboratory 11/17/2020 | 7
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Accept Work Order (Offer)

e From the Work Items list, click Work

Order My Work Items
Q Click Accept ‘= Summary
e Click Accept & Job Posting

2 Work Order

1 Items Requiring Action

[i] sap Fieldglass Release Commy

[i] create your Storefront - Click he

L3
é Worker Activity 21 O G 3
7 Work Orders List
Anderson, Jeff | Administrative Assistant 1 ® [ Decine | [ actons ~ | [ @]
1663W000000114 g TEMP
Status Next Step Period Job Seeker ID Job Posting 1D
Created Needtoaccept 11/01/2020 to 02/28/2021  LAI1JS00000038 1663JP00000324

Los Alamos National Laboratory
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Accept Work Order (Offer), continued é | email@gmai.con| |

Insert Worker’s Email Remit-to Address (optional
© | &

This is where the worker Fieldglass —

registration will be sent S
9 Copﬂrm the Rates a_nd add any needed Aesotntig

Adjustments (ex: site taxes)

Rate Final Bill Rate (USD) Pay Rate (USD)

e Review details one final time & click ST M (Visile to Buyer 130.49 | 10000

Accept OT /Hr (Visible to Buyer, 195.74 9 | 150.00

End DT /Hr (Visible to Buyer) 260.99 | 200.00

Accept Work Order
@ o Review and Submit

Review and Submit

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 9
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Complete Onboarding Items

Upon accepting a Work Order. Watson, Mark | Professional Staff Assistant 3 Actions |
Subcontractors are required to complete 1e63w000000104: ([
Onboarding items for the worker. Worker ID Job Posting 1D

Click the Manage tab of the Work Order

Each item requiring completion will be os Alamos National Labgratory
displayed. Click on one of the Actions

Details Rate Details Manage Revisions Time & Expense Related b

Activity Items

Group By

: Required for Wo... t Expand All Collapse All 5 Items Found
Status Type Action Activity.. Comple.. | Actor Due Daty
Al -] [au al | ] e~ | v
Pending Activity ltem  Background Check (Cleared) [i7  Manage.. Complete... Supplier Account 09/2
Pending Activity Item Pre-employment Drug Screen [i7 Manage.. Complete... Supplier Account 09/25/202(
Pending Activity Item New Hire Paperwork (Supplier) [i7  Manage.. Complete... Supplier Account 09/25/202(

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 10
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Complete Onboarding Items, continued

Click Mark as Complete

Insert Completion Date

Must utilize date that item was
completed, not the date of marking the
item as complete in Fieldglass

Add Comments (include Reference ID
if available)

Click Mark as Complete

End

Repeat for each pending onboarding
item

Background Check (Cleared) | Watson, Mark

ACTMITY ITEM

Diic Artrr

Pending 09/25/2020 Supplier Account ONB_001

_________________

Mark as Complete
Job Seeker / Worker
Watson, Mark

Complete Onboarding Task

Completion Date *

11022020 E |

Comments (optional

e Reference ID here|

Background Check (Cleared)

LA-UR-20-30301
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Submit Time Sheet for Worker a

0 Navigate to Worker’s Profile @ Cooper, Brad | Professional Staff Assistant 3 Actions ’ D

1663WK00000069 [l Teme

Q Click Time & Expense tab

Los Alamos National Laboratory

e SeIeCt necessary Time sheet Details MaQ Time & Expense Approvals / Audit Trail Related Q
Time & Expense
Period
110032020 E3| w | 11172020 E]| | Apoly Filters ‘
Time Sheets 3 Items Found
Status ID Revision | Start End Approv.. | ST oT DT Others |NB Amoun...
[au
Draft 0 11/16/2020 11/22/2020 0 0 0 0 0 0.00
Draft 0 11/09/2020 11/15/2020 0 0 0 0 0 0.00

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 12
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Submit Time Sheet for Worker , continued

@ Click Edit
e Insert Hours

Comments / Attachments, add if
@ applicable

Submit / Complete Later — Clicking

Q Submit will send the time sheet to the
LANL Manager for approval. Clicking
Complete Later will save the time sheet
as a draft.

End

Los Alamos National Laboratory

Time Sheet | Cooper, Brad

QB

1663TS00001278

Summary

Day 11/09 J.l_“lO mm 11712 LLE?T 11 .lJ '_i 15 Total
Mon ue Ved Thu Fri 8 Sun

Billable Break-Out
Billable 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
Non-billable 9 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Time Break-Out
ST /Hr 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
OT MHr 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
DT /Hr 0.00 0.00 0.00 ).00 0.00 0.00 0.00 00
Tota 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00

Time Sheet Fields

mme
Remaining: 2000

Attachments

No Attachments Defined

LA-UR-20-30301
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Submit Expense Sheet for Worker

All entered Expense Sheets from
Workers must be submitted by
Subcontractors before they route to the
LANL Manager for approval.

From the Work Items list, click Expense
Sheet

Click Submit
Click Expense Sheet ID

Review details of the submission & click
Submit

Reject will send it back to the worker to
edit and resubmit

Edit allows Subcontractor to make
changes on worker’s behalf

Important note: Any Expenses must be
pre-approved by the LANL Manager and require an
attached receipt or supporting documentation.

Los Alamos National Laboratory

4
\ M\ < e
y Work items i| SAP Fieldglass Release Commun
= Summary 37
= 1] Create your Storefront - Click her|
#» Job Posting 27
& Work Order 1 Company Setup Wizard
::L;: Expense Sheet G 2 Items Requiring Action
~ Worker Activity 7 ¢ Submit Q =

m m 0 Items Selected

Received Worker

|j |

' 11/02/2020 | 1663ES00000061 Me, Try

] 10/21/2020 - 1663ES00000059 Good, Tanya

Expense Sheet | Me, Try
1663ES00000061
Status Next Step Submit Date

Pending Review by Supplier Need to submit

11/02/2020 02:30 PM

ﬂ I ;':Uons

[

LA-UR-20-30301
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Billable

CNTL-DISB (9A100C)
Submit Expense Sheet for Worker, continued oom Rate-

If Editing an Expense Sheet, the details
will be further displayed

Make corrections to the Type, Merchant, 9
9 Description, Amount, etc. or add an General Information
additional Expense.

Ensure there is a receipt or supporting
documentation as an Attachment,
required for all expenses

Submit / Complete Later — Clicking
Submit will send the expense sheet for
approval. Clicking Complete Later will save
the expense sheet as a draft. Fils Naime Attached By

ams, John
11/10/2020 07:03 PM

Attachments

End

Refresh ’ m ‘ Complete Later Cance!

Los Alamos National Laboratory LA-UR-20-30301  11/17/2020 | 15
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Submit Miscellaneous Invoice (Q View | [} Create | “§ Analytics
0 Click Create

e Click Miscellaneous Invoice

& Workforce L Payments

Workforce Invoice

g Miscellaneous Invoice

Consolidated Transaction Invoice

9 Select Worker for intended
miscellaneous invoice

Create Miscellaneous Invoice - Select Worker

02117/2021  EF

Period | 11/03/2020 j’ t

Status ID Name Buyer

A alE= 3! | |

Open 1663WKO00000065 Me, Try Los Alamos Nation...
Open 1663WKO00000064 Smith, Marcos Los Alamos Nation...
Open 1663WKO00000061 Good, Tanya Los Alamos Nation...
Open 1663WKO00000054 Lopez, George Los Alamos Nation...

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 16
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Submit Miscellaneous Invoice, continued

Insert Miscellaneous Invoice Code

@ This is a unique code to track
the Miscellaneous Invoice. It’s

ous Invoice Code

alphanumerical and required, but it is up to
the Subcontractor to create. | Client Code, Last name, and MMDDYYYY @
Recommended Format = Client Code, Last Remit-to Address {optional)
name, and MMDDYYYY. -
v
G Select Reason from drop down menu
Insert Amount Amounts
e Can be a negative value if adjusting an 9 e
. ; Miscellaneous Reasons Amount (USD)
Expense Sheet that was invoiced for too : , = — = -
hlgh of an amount. | Other: See Comments v ‘ i -250.00

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 17
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Submit Miscellaneous Invoice, continued Summary (USD)

Insert Comments as to the need for the

Miscellaneous Invoice, be specific. st 250,00
Add Attachment of Supporting General Information

Documentation

C“Ck Conti nue To counter an incorrectly invoiced Expense sheet, XXX1110001. Originally invoiced for $500.00 when the actual amount

should have only been $250.00.

C“Ck Smeit ‘A Remaining A'

End Attachments

No Attachments Defined
+ Add Attachments @

Complete Later Cancel

Create Miscellaneous Invoice

@ © -

Details

it Complete Later Cancel

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 18
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Revise Invoiced Time Sheet Q

Time Sheet revisions are completed to Time Sheet | Good, Tanya Moo
make adjustments to invoiced time 16GITS00001178
sheets. Status Period Worker ID
0 Navigate to the Invoiced Time Sheet Invoiced 11/02/2020 to 11/08/2020 1663WKQ00000061 i
9 Click Actions
9 Click Revise Tine Worked
o 11/02 = 1/03 = 1/04 = 1/05 = 1/06 = 107 = nos o
Make Corrections y Mon Tue Wed Thu Fri Sat sun| 2
0 Billable
SAE-2 (9V020A) - Billable - Default GL Account
X52700;00000000
ST Hr bbbbbbbbbbbbb B.od 8.00 8.00 8.00 8.00 40.00
0 OT IHr 0.00
DT MHr 0.00
Total 8.00 8.00 8.00 8.00 8.00 0.00 0.00  40.00

Los Alamos National Laboratory LA-UR-20-30301 11/17/2020 | 19
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Revise Invoiced Time Sheet, continued

Reason *
Select Reason from drop down . T
e menu ‘ Correction on hours billed Q v ‘
Comments (optional)
e Insert Comments/Attachments, if
needed ‘
|
Q Click Submit Remaning: 2000
@ Click Submit Attachments
No Attachments Defined
End + Add Attachments
o

Confirmation

Submit Time Sheet?

Los Alamos National Laboratory LA-UR-20-30301  11/17/2020 | 20



