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1. Jobs Module

1.1. How to add a job?

Navigate to Jobs module -> Click on Add Job icon -> Select the following options to create a
job.

1) Add Job Manually

2) Parse Attachment

3) Parse Text
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NPAworldwide
Recruitment Network
Jobs

Views =

HE 1 .
~

¢ My Company Jobs

i Active Jobs

¢ Inactive Jobs

&

i My Active Jobs
i My Favourite Jobs
: Draft Jobs

Create View

* * * * *

»

»

*

Search by Job Title, NPA#, Country Add Job w Columns v
JOBTITLE = CREATED DATE = STATUS = ary = STATE/PROVINCE =
N C a? AWS Platform Engineer 01/27/22 Active & New York, NY New York
[ 14]
N CE @ Java Developer 01/27/22 Active & Dallas, TX Texas
(1]
N €& @ .Net Developer 01/27/22 Active Detroit, MI Michigan
N C @9 Java Developer 01/26/22 Active # NEW YORK CITY New Yark
[ 4]
N €& @ Mobile Test Automation  01/25/22 Active # Dallas, TX Texas
o 6 . ‘ .
N € @ Cybersecurity Engineer 01/24/22 Active & Boston, MA Massachusetts
(1 ] . - :
N € @ Mechanical Engineer 01/24/22 Active 4 California City, CA California
e O . N
N & @ production worker 01/21/22 Active ¢ SOMERSET Kentucky
e o .
N € @ Java Developer 01/21/22 Active 7 Houston, TX Texas
am
Items per page: 15 - 1-150f24 >

Add Job Manually:

Navigate to Jobs module —>Click on Add Job icon —> Select the Add Job Manually -> Here,

you have to manually enter all the fields required for a job and then click on Post Job.

NPAworldwide

Recruitment Network
Jobs
< Add Job
Job Details

Job Title *

Reruiter
Srikanth Adepu

Secondary Skills *
Ex: Java, Chemical, Mechanical etc,,

City *

Languages Required

&)

Target Date

Status

Active ~
Industry(ies) * v
Country *

USA ~
Work Experie.. To

Remate Status *

No Remote ~
Degree * ~

Q e »

a .

Home / Jobs

Member Firm *
NPAworldwide

Primary Skills *
Ex: Java, Chemical, Mechanical etc
State/Province *

M. Positions *
1

Client Willing to Sponsor *
No

Major *

Parse Attachment:
Navigate to Jobs module -> Click on Add Job icon -> Select Parse Attachment -> Browse the
file to be attached from the internal drive of your computer (C/D/E/F) -> Click on OK.
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NPAworldwide
@ ce s ®-
. Jobs Home / Job
Lt
= Views = (Q search by Job Title, NPA#, Country Add Job v Columns
i AllJobs . . . + Add Job Manuall .
1 Stz JOBTITLE = CREATED DATE = STATUS = Iy, Y /PROVINCE 2
[ Parse Attachment
- i My Company Jobs o (3]
= J: & N © @ AWS Platform Engineer  01/27/22 Active # Nev [& Parse Text fork
i Active Jobs o _—
o, [J: & n ¢ @ Java Developer 01/27/122 Active ¢ Dallas, TX Texas
- i Inactive Jobs 3
R (]t &% N c© = Net Developer 01/27/22 Active # Detroit, MI Michigan
@o ! My Active Jobs
- (5]
. . [1: &% N ¢ @ Java Developer 01/26/22 Active NEW YORK CITY MNew York
i My Favourite Jobs
Parse Text:

Navigate to Jobs module -> Click on Add Job Icon -> Select Parse Text -> Copy the text from
your notepad or word in your computer -> Paste or Type the text -> Click on Parse.

Parse Text x

Parse Text

1.2.How to edit a job?

Navigate to Jobs module — >Click on Job Title —> Click on edit icon from the bottom —> Fill in
the required details —> Click on Post Job.

OR

Click on the three dots icon of the job you wish to edit -> Click on Edit Job.
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NPAworldwide
@ i Q » » ‘ -
A~ ]obs Home / Jobs
LnJ
E: Views =2 Q) Search by Job Title, NPA#, Country Add Job v Columns W
: AllJobs - - - - - -
[~ JOBTITLE = CREATED DATE = STATUS = ary = STATE/PROVINCE =
¢ My Company Jobs )
:E* N € @  AWSPlatform Engineer  01/27/22 Active New York, NY New York
i Active Jobs
a I} Java Developer 01/27/22 Active # Dallas, TX Texas
L ¢ Inactive Jobs [ Delete Jjob
| Net Developer 01/27/22 Active # Detroit, MI Michigan
B, i My Active Jobs © B clonejob i e
: My Favourite Jobs [ & Consider Candidate |3y Developer 01/26/22 Active NEW YORK CITY New York
s E5 Share Job
| . i Draft Jobs ! Mobile Test Automation  01/25/22 Active # Dallas, TX Texas
o o

1.3.How to delete a job?
Click on the three dots of the job you wish to delete-> Click on Delete Job -> A pop-up will be
displayed -> Click on Yes to delete.

Are you sure?

‘You want to delete job

Note: Only the job owners will have the option to delete the job.

1.4. How to Draft a Job?

Draft is used while creating a job and wish not to publish in the marketplace due to
insufficient details click on Save as Draft.

These Jobs will be shown in Draft Jobs view and will resume to update the Jobs details to
publish.
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PAworldwide
@ " Becratment Uetmari QO Search v @ & -
rtment
G dobs Home / Jobs
= « AddJob
@) Job Details
) Job 1d * Status
00)-11763 Job Title * Active ~
ol Member Firm * Recruiter
=) NPA Job Board “  Micheal David ~  Industrylies) * ~
@ﬂ Primary Skills * Secondary Skills * Country *
. Ex: Java, Chemicals, Mechanical etc., ¢) | ExJava, Chemicals, Mechanical etc ¢ UsA ~
= State/Province * ~ Ciy* Work Experienc..  To
ﬁ No. Positions * Remote Status *
1 Languages Required No Remote ~
9@ Client Willing ta Sponsar *
No ~  TargetDate )] Degree * ~
Relocation Pad * Recruit From *
Major No 4 Nationwide ~
Hiring Contact * Relationship *

Cancel Post Job

1.5.How to clone a job?
Clone a job option is used for to re-create the similar job to publish instead of creating from the
scratch.
Click on the three dots icon of the job you wish to clone -> Click on Clone a Job -> A pop-up
will be displayed -> Change the necessary details —> Click on Post Job.

NPAworldwide’
Recrunment Network Q e =
Jobs Hamme / Jobs
=B Views = Search by Job Title, NPA#, Country Add Job v Columns ks
[ w JOBTITLE = CREATED DATE = STATUS = ary = STATE/PROVINCE = F
= i My Company Jobs [}
B 0t N ¢ @ AWS Platform Engineer  01/27/22 Active # New York, NY New York L
¢ Active Jobs o o
i & N © @ Java Developer 01/27/22 Active # Dallas, TX Texas [}
i Inactive Jobs
B . [ @ edicjob .Net Developer 01/27/22 Active # Detroit, M1 Michigan \
i £ My Active Jobs | Deletejob
¢ My Favourite Jobs 1 Java Developer 01/26/22 Active # NEW YORK CITY New York \
i Draft jobs [ ¢« Consider Candidate  pobile Test Automation  01/25/22 Active # Dallas, TX Texas \
1 3 Share Job
Create View + ! Cybersecurity Engineer 01/24/22 Active 2 Boston, MA Massachusetts L
. (1 4] . . I L
[]: &« N ¢ @ Mechanical Engineer 01/24/22 Active & California City, CA California |

1.6.How to share a job?

Click on Job title -> Click on Share Job icon -> A pop-up will be displayed -> In To
Recruiter -> Enter the Recruiter mail id’s or select the recruiter’s list/Favourite Recruiters
from the List menu -> Click on Send.
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NPAworldwide

Recruitment Network

Jobs
-

Java Developer (00)-1143)

Active #  01/27/22 (1 days ago)

Info Considerations

Job Details

Job Title

aes Q-

Home / Jobs

Consider Candidate

Dallas
Texas, USA

Recruiter
William Richards

Firm Name
Bank of America

*

Status. Member Firm

Share Job Details

- Select Recruiters.
sri@oorwincom €3

sl

Total No.of Mail IDs; 1

[nter Email IDs

Additional Recipients
Enter Email IDs
Total No.of Mail IDs: 0

Subject
NPA Marketplace: process engineer Job in Pens:

Search

Favourite Recruiters

Java Candidates

AFTTazon LISt

Mail Merge

First Name

Mail Content

Paragraph v~ B I @i == @« BvEy o o

Hi,

This is Marcus Ronaldi from Marcus Ronaldi Recruiting. | am sharing high-level details of a job that you might want to review. More
detail in the link below. Please take a look and share your interest and feedback. Thank you!

Job title: process engineer

Location: Pensacola, FL, Florida, USA

Experience: 3-7

Remote Location: No Remote

Job Description:

(test job to see how it works)

Why is This a Great Opportunity?

Location Pensacola Florida Sun Fun Year around and no state income tax
Job Description

POSITION OVERVIEW

The Specialty Chemicals Process Engineer will focus on maximizing the companies carbon credit potential resulting from the abatement
of greenhouse gases from Adipic & Nitric Acid plants. A secondary responsibility will be to lead new process and product develepment for

both near-term and long-term growth opportunities within the Specialty Chemicals product portfolio. This position offers a challenging
environment with opportunities for growth in technical experience and personal development.

TARGETED OUTCOMES
Cancel m

You can also share the Job from the list view -> Click on the three dots beside the Job you wish
to share -> Click on Share Job.

1.7.How to mark a job as favourite?

Navigate to Jobs module -> Click on the STAR icon to mark as favourite.
You can mark any job as favourite in both list and detailed view.

NPAworldwide
@ Recruitment Network Q . . T
Jobs Home / Jobs
= Views == Search by Job Title, NPA#, Country Add Job v Columns W
2 SIS mEY JOBTITLE = CREATED DATE = STATUS = ary = STATE/PROVINCE
¢ My Company Jobs [1]
O i N C @ Supplier Manufacturing Engineer  01/28/22 Target Date Expired # Easton, PA Pennsylvania
¢ Active Jobs o
@ supply chain systems manager 01/28/22 Target Date Expired » LANSDALE Pennsylvania
i Inactive Jobs o @
- [J: % N © @ AWS Platform Engineer 01/27/22 Active # New York, NY New York
Ex i My Active Jobs =
. [ 18] .
§ My Favourite Jobs [J: &% N © @ Java Developer 01/27/22 Active # Dallas, TX Texas
(1] . ) L
- : Draft Jobs [J: ® N © @ Net Developer 01/27/22 Active # Detroit, MI Michigan

All the favourite jobs will be shown in the My Favourite Jobs views menu.
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1.8.How to see all the views of a job?
Navigate to the Jobs module -> Click on the eye icon to see how many recruiters have viewed the

job.
Views - AWS Platform Enginee... X
User v
|| Unique Views Only Total: 21
Jane Doe 01/28/22 8:00 PM
Veronica Blatt 01/28/22 5:06 PM
Tim Lane 01/28/22 3:58 PM
Tim Lane 01/28/22 3:58 PM
Tim Lane 01/28/22 3:50 PM
Tim Lane 01/28/22 3:50 PM
Tim Lane 01/28/22 3:49 PM
Veronica Blatt 01/28/22 3:22 PM
Veronica Blatt 01/28/22 3:15 PM
Henry Mark 01/28/22 3:11 PM
Jane Doe 01/28/22 3:00 PM

To see the unique views, select the unique view-only option.

1.9.How to create a custom views filter?
Users can create customized views based on the selection criteria.
Navigate to Jobs module -> Click on either Filter or Create View -> A new pop will be
displayed-> Select the criteria by choosing the Field, Condition, and Value -> Click on Save As -
> Enter the view name -> Click on Save.

Filter (1) X

CLEAR ALL
Field Condition Value.

Job Title includes any v [ Java Developer
+ ApD

|| Add to My Alert

Ex: If the user wants to see Java Developer jobs at Dallas, TX location.

Select field as Job title -> Put condition as — Included any -> Enter Value — Enter the Job title
name

Click on + to select the location criteria as follows
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Filter (2) X
CLEAR ALL
Field Condition Value
Job Title v includes any v Java Developer
AND v
Field Condition Value
City ~ equals v Dallas, TX 0]

| | Add to My Alert

1.10. How to customize the list view?
Navigate to Jobs module -> Click on Columns -> Select the columns -> Click on Apply.

In the customized columns, the users can change the position of the columns by dragging them
up and down.

IPAworldwide
N Recrsiment Netwerk. Qe » T
~ Jobs Home / Jobs
i
B Views S (Q Search by Job Title, NPA#, Country Add Job ~ Columns | 7
i Alljobs c c c 5 5 o
[~ JOBTITLE 2 CREATED DATE = STATUS = ary = STATE/PROVINCE = PAYRATE =
t My Company Jobs [1]
= O: & N & @ Supplier Manufacturing Engineer  01/28/22 Target Date Expired # Easton, PA Pennsylvania Us Dollars 700
i Active Jobs
o] []1: & nm € @ supply chain systems manager 01/28/22 Target Date Expired # LANSDALE Pennsylvania US Dollars 1201
e ¢ Inactive Jobs )
n [1:& n ¢ @ AWS Platform Engineer 0127122 Active # New York, NY New Yark US Dollars 150
[£, 5 MyActiveJobs
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Customize Columns X

Q, search Column
# [ Job Title

i [ Created Date
i M Status

i @ cy

ii M State/Province
i Pay Rate

i E Member Firm
i [ Recruiter

i [ ] Industry{ies)
ii ] Primary Skills
ii [ | secondary Skills

# | Cannra

o

1.11. How to change the status of a job?

The user can change the job status from the list view or detailed view.

Navigate to Jobs module -> In the List view —> Click on Status -> Click on Edit icon -> Select
the Status -> Enter the comments -> Click on Update

Change Status X

m Cancelled Closed Draft

OnHold  Target Date Expired

Comments.

1.12. What is Target Date Expired status?

The Target date field is used to set the Job closed date.
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You can set the Target date for up to 90 days from the creation date. Once the Target date
crosses, the job status will be automatically changes to “Target Date Expired” post that system
will not allow the recruiters to submit/share the profile towards the job

All the Target date expired jobs will be considered as Inactive Jobs in the marketplace

However, system will allow to extend the target date anytime.

1.13. How to create custom folders?

What is a Custom Folder?

You can customize the name of each folder and determine which folders to combine to maximize
the efficiency while managing saved items.

Navigate to Jobs module -> Select the list of jobs -> Click on Batch Actions -> Choose Add to
Folder -> Enter the name -> Click on Update.

Me Only — This will be a private folder for the respective user

My Company — This will be public within the member recruiters

NPAworldwide a
Recruitment Network
Jobs
Views =x Search by Job Title, NPA#, Country Add Job w
¢ Alljobs . - - -
v JOBTITLE = CREATED DATE = STATUS = ary = STATE/PRC]
i My Company Jobs P
Add To Folder Principal Antenna Microwave Engineer  01/31/22 Active # Richland Washingt
1 Active Jobs
Senior Procurement Leader Q01/31/22 Active # Lansdale Pennsylv.
¢ Inactive Jobs @
— i N C @ Antenna Design Engineer 01/31/22 Active # BRIGHTON Michigan
i My Active Jobs
4] . .
H N C @ I 1/ I
: My Favourite Jobs S 4 quality assurance manager 01/31/22 Active # Denver, CO Colorado
ik N C d!D Supplier Manufacturing Engineer 01/28/22 Target Date Expired # Easton, PA Pennsylv.

i Draft jobs
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Add to Folder

11l
X

Create New Folder

(O MyCompany (@) Me Only

CANCEL Update

Once the folder is created, you will find it in the Left Menu.

NPAworldwide
Recruitment Network
- Jobs
(= Views = Search by Job Title, NPA#, Country
i Alljobs — . . . .
v JOBTITLE = CREATED DATE = STATUS = any = STATE/PROVINCE
= i My Company Jobs
y pany [J: % n CQQED Java Developer  01/27/22 Active # Dallas, TX Texas
i Active Jobs
0. []: &« N ¢ 9 Java Developer  01/27/22 Closed # Dallas, TX Texas
- 1 Inactive Jobs o)
Ry [1 i & N c @ |avaDeveloper 01/26/22 Active # NEW YORK CITY  New York
=n 1 My Active Jobs
. []: % N COG(P Java Developer  01/21/22 Active & Houston, TX Texas
i My Favourite Jobs
. @ D .
: DraftJobs []J: ® N © @ |ava Developer 12/20/21 Active # Dallas, TX Texas
- . e o™ i
Create View + [Ji® N c @ Java Developer  12/07/21 Active # Dallas, TX Texas
A
o Folders
@
: |ava Developer Jobs
%

1.14. How to find out matching candidates
Navigate to Jobs module -> Open the Job -> Click on Matching Profiles -> You will see all
matching profiles for the job based upon the criteria selected in the search by filter (Job title,
Location, Primary Skills, Secondary Skills, Experience and Industry).
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@ NPAworldwide’
sy
- Jobs
-~

Java Developer ©o)-1143)

Active #  01/27/22(5 days ago)

Info Considerations

Job Details

Job Title
Java Developer

Recruiter

William Richards

Secondary Skills
HTML

Dallas
Texas, USA

William Richards

Recruiter Firm Name

Bank of America

Status
Active

Industryfies)

Country
usa

Member Firm
Bank of America

Primary Skills
Java,Spring,Hibernate

State/Province
Texas

ces Q-

Home / Jobs.

Consider Candidate B

Once you click on the icon, the following screen will be displayed:

NPAworldwide’

ecrument Network

Jobs

Java Developer (©o)-

Active #  01/27/22 (Sdays a

sl info

Considerations
)
o
- Job Details
=i 1 Job Title
Java Developer
Recruiter

William Richards

o Secondary Skills
@ Heml

city

Dallas, TX
o.b Languages Required
o

E
3

H

Matching Profiles

Search By
Job Title

100 % Match

57.14 % Match

Romuald DULUC
Java develaper

5 Year(s)

Firm Name

IBM

B &

Recruiter Name

Skills
Digitas, Hetp, Jax-B, Xmi Rpe, Spring 3.2,
Ui, Jbass, Jm,.. mare

BRANDON UTRUP
website developer, java
developer
12 Year(s)

Firm Name
Amazon

B &

Recruiter Name
Henry Mark

Skills
Customization, Merchandising,

TETR RAJESH KUMAR B &
Java developer
8 Year(s)
Firm Name Recruiter Name
NPAworldwide Srikanth Adepu
L | Skills

User Interface, Service Oriented
Architecture, Shell. more

Ryan e ® &
Java developer
15 Year(s)
Firm Name Recruiter Name

NPAworldwide Srikanth Adepu

Skills
Mysql. Java Security, Business Pracesses,
Edlipse 3.0, more

Items per page: 15 =

Candidate Search

Home / Jobs|
X
o L
Java developer
8 Year(s)
Firm Name Recruiter Mame

Bank of America  William Richards

skills
Mengodb, Netbeans, System, Perl Scripts,
Jndi, Toad, Web... more

JYOTHI KUMAR B &

Full stack java developer

& Year(s)

Firm Name Recruiter Name

NPAworldwide Srikanth Adepu
@ [ skils

Java Messaging. Jenkins Tool, Suppart
Services, Statu... more

1-8of8

e s Q-

2. Candidates Module

2.1.How to add candidates?
You can add candidates in multiple ways.
1) Manual
2) Parse Resume
1) Manual:
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To create a candidate manually, you first need to navigate to the Candidates module and click on
Add Candidates Manually, as shown in the screenshot below.

NPAworldwide a e & -
Recruitment Network -
Candidates Home / Candidates
Views == Search by Candidate Name, NPA#, Email Add Candidate ~ Columns v
¢ All Candidates . Add Candidate Manually
- O NAME T EMAIL T MOBILE T JoB TITLEL: HPERIENCE T FIRM NAME
) Farse Resume
1 My Company Candid... 13
H N & ® @B LEWISTHOMAS manchu48b@gmail.com +13026824200  Productionmanager Q" Premier Plac
t Active Candidates oo
Pk N & B Christopher Rebarchak  _rebarchak.chris@gma... +15703285699  Design engineer 14 Premier Plac
— i Inactive Candidates o0
P« m c @ [E  ADEBAYO ADEYEMI adesoar@gmail.com +14138138585  Esg automotive 7 Executive Re
Fr $ My Active Candidates
[:]
H N € @ Rixin Xu russh33609@yahoo.com +12163383132  Mechanical engineer 13 Southern Re
# My Favourite Candid i = @y &
: Draft Candidates ik n © & B LANCEGREEN lance green11@outioo...  +12814351780  Production / process... 7 Southern Re
Create View + R :o éD 3 Test Candidate tgrad2011@yahoo.com +16164556555  Senior IT Support An... 8 1BM
s 0 0
ik N oC & B RAJESH KUMAR skumar.j 121 Java developer 8 Bank of Ame

Once you are in the candidates', form fill in all the required details & save (Mandatory *

details must be filled).

IPAworldwide
@u Qe a -
Becratment Netwers
Candidates Home / Candidate:
€ Add Candidate
Personal Details
First Name * Last Name * Email *
Phane * Mobile * Office Phone
EE C= = =
E Candidate Status Firm Name * Recrulter *
Awallable ~ NPAworidwide ~ Srikanth Adepu ~
Source
‘Work Authorization v Direct Sourcing v Years of Experience
Country *
Contact this candidate directly? * - City * usa v
Shills +
State/Province * ~ 2ip/Postal Code Ex: Java, Chemical, Mechanical etc.
Ask for Referrals * ~ Linkedin Url Twitter Url
Facebook Url Willing to relocate * s Securitv Clearance X
© PR o Cancidore

2) Parse Resume:
Navigate to Candidates module -> Click on Add Candidate icon -> Select Parse Resume ->

Browse the file you wish to attach from the internal drive of your computer (C/D/E/F) -> Click on
OK.
After you click on parse resume, a new window will open up, where you have to select the

resume to be attached.
Note: Only .doc, .pdf, .txt formats are supported by the system.
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NPAworldwide
@ ety . ‘ -
~ Ca Favourites < = . =. — Resumes e Qo / Candidal
- @ Recents :
@ A Applicati... Name Date Modified v Size Kind i
[=) Desktop = 5bd9fbd2e10a7.pdf 1 November 2018 at 00:30 201 KB PDF Document
® = 5bd8fbbfdfdsd.pdf 1 November 2018 at 00:30 732 KB PDF Document
B/ Documants “ 5bdofbboee201.pdf 1 November 2018 at 00:30 130 K8 PDF Document
e @ Downloads = 5bd9fbal9da74.pdf 1 November 2018 at 00:28 163 KB PDF Document
F 9 Creative... = 5bd9fb97a0245.pdf 1 November 2018 at 00:29 175 KB PDF Document
= 5bd9tbBcad107.pdf 1 November 2018 at 00:29 211 KB PDF Document
iCloud B 5bd9fb7fe7a76.pdf 3 34 KB
@‘? £ icloud Dri.. = 5bd9fb707bace.pdf 1 November 2018 at 00:28 128 KB  PDF Document
= 5bd9fb5c3{90f.pdf 1 November 2018 at 00:28 212 KB PDF Document
(@ Tags = 5bd9fb533ebad.pdf 1 November 2018 at 00:28 227 KB PDF Document
E ® Red = 5bd9fha73218¢.pdf 1 November 2018 at 00:28 218 KB PDF Document
= 5bd9fa79e0e91.pdf 1 November 2018 at 00:20 189 KB PDF Document
. @ Orange @ 5bd9f95e2422b.docx 1 November 2018 at 00:20 49 KB Microso..[.docx)
@ Yellow 5bd9fa5d8b79a.txt 1November 2018 at 00:20 21KB Plain Text
@ Green 5bd9f9bdabaf3.txt 1 November 2018 at 00:20 18KB  Plain Text
9@ ® Blue Cancel

After you select the resume, the system will parse the details. Then, you have to verify all the
details and save them.

I nes 2

Candidates Home / Candidates

4 Edit Candidate

Personal Details

First Name * Last Name * Email *
Chris Pyles perth@caddencrowe.com
E Phone * Mabile affice Phane
B 61 893225001 B 51 893225001 B e
£
o Candidate Status Firm Name * Recruiter *
Available v NPAworidwide ~  Marcia Bateman v
Work Authorization Saurce Years of Experience
B Need H1 v Direct Sourcing v o1
Contact this candidate directy? * ciy* Cauntry *
Yes ~  PERTH Australia -
I
State/Province * ZipiPostal Code Skills *
Western Australia v o PRODUCT DEVELOPMENT )

MARKET TESTING €3
CONSTRUCTION CONTRACTS )

Ask for Referrals * ~ Linkedin Url Twitter Url

.

2.2.How to edit candidates?

Navigate to Candidates module —> Click on Name —> Click on edit icon from the bottom —>
Fill in the required details —> Click on post candidate OR on three dots icon beside the
candidate you wish to edit -> Click on Edit.
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NPAworldwide’

Recruitmest Netwark

Candidates

DALLAS, Texas, USA
Experience; B.OYrs

RAJESH KUMAR

Java developer

— Infa Considerations.

Personal Details

First Name

RAJESH

Phone
Candidate Status
Available

Work Authorization

Contact this candidate directly?

Firm Name

NPAworldwide

Recruiter

Srikanth Adepu

Last Name
KUMAR

Mabile
+12149359559

Firm Name
NPAworldwide

Source
Direct Sourcing

City

Edit

ae s Q-

Resume Preview

f ¥ in

Email

SKUMARJAVA8911hg@GMAIL.COM

Office Phone
+12149359559

Recruiter

Srikanth Adepu

Years of Experience
80

Country

Home / Candidates

Consider Job

NPAworldwide

Recruitment Network

Candidates

Views

: All Candidates

Search by Candidate Name, NPA#, Email

Ov NAME = EMAILL T MOBILE 3
: My Company Candid... [1)
& 0O % N ¢ ® [R LEWISTHOMAS manchu48b@gmail.com +1302682
: Active Candidates
@ Edit @  Christopher Rebarchak  _rebarchak.chris@gma... +1570328
w i Inactive Candidates @ Delete Candidate
- _ &  ADEBAYO ADEYEMI adesoar@gmail.com +1413813
&, : My Active Candidates & Consider Job
V——— B share Candidate & Rixin Xu russb33609@yahoo.com +121633g
s ‘DraR Candidates P & N € @9 G  LANCE GREEN lance.green11@outloo... +1281435
o ; . o @ ;
Create View + « N c @ [@ TestCandidate tgrad2011@yahoo.com +1616455
L8 ST

2.3.How to Draft a candidate?

While creating a candidate in the marketplace and wish not to publish in the marketplace due to

insufficient details click on Save as Draft.

These candidates will be shown in Draft candidates view and will resume to update the candidates
details to publish.
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@um«e‘ e o PR @ .
ey

I Candidates Home / Candidate:
= « Add Candidate

& Personal Details
Candidate ID *
= 00C -30646 First Name * Last Name *
E Phare wobie
Email * = =
B
Office Phane Candidate Status Recruiter *
w =y hvailable ~ Micheal David v
£ Firm Name * Saurce
NPA Job Board s Work Autharization A Direct Sourcing >
‘Years of Experience ‘Contact this candidate directly? * ~ City *
‘o
Country *
Usa A State/Province * hd Zip/Postal Cade
Skills *
Ex; Java, Chemicals, Mechanical etc,, ¢y  Askfor Referrals * hd Linkedin Url

Cancel Post Candidate

2.4.How to delete a candidate?
Click on the three dots icon beside the candidate you wish to delete -> Click on Delete
Candidate -> A confirmation pop up will be displayed on the screen -> Click on Yes to delete.

NPAworldwide
Recruitment Network
. Candidates
n
Views = Search by Candidate Name, NPA#, Email Add Candidate
: All Candidates _ _ _ _
- 1w NAME T EMAIL T MOBILE = JOBTITLE T YEARS OF E
i My Company Candid... 2]
O * N ¢ @ [F LEWISTHOMAS manchu48b@gmail.com +13026824200  Production manager 0
i Active Candidates
o n| Edit Christopher Rebarchak  _rebarchak.chris@gma... +15703285699  Design engineer 14
— : Inactive Candidates
™ 0| - ADEBAYO ADEYEMI adesoar@gmail.com +14138138585  Esg automative 7
[N i My Active Candidates & Consider Job
[ share Candidate Rixin Xu russb33609@yahoo.com +12163383132  Mechanical engineer 13
i My Favourite Candid... g e e
: Draft Candidates [J: % 8 ¢ @B B  LANCE GREEN lance.green1i@outloo... +12814351780  Production / process... 7
(1] . .
Create View + | i % N c @& [ TestCandidate tgrad2011@yahoo.com +16164556555  Senior IT Support An... 8
- £h_LI

2.5.How to share the candidate profile?
Click on Candidate's name -> Click on Share Candidate icon -> An email template will be
open up with the candidate details -> To Recruiter -> Enter the recruiter mail id’s or recruiters’
list/Favourite Recruiter from the List menu and enter email id's in Additional recipients’ field -
> Click on Send.
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@"7:«'%-'«»""' Qoog—

Candidates

H Candidat
- Resume Preview Consider Job

LEWIS THOMAS ~ ALLENTOWN, Pennsyhvania, UsA Firm Name Recruiter f ¥ in * =
Production manager Experience: - Premier Placement. Inc. Laura Schmieder

E Info Considerations m

Personal Details

First Name Last Name Email

LEWIS THOMAS manchud8b@gmail.com
Phane Mobile Office Phane
+13026824200 +13026824200 -

Share Candidate Details

x
Select Recruiters. Mail Content
Enter Email IDs —_—
: Paagaph v B I @ 12 1= = = @ & @vEv o o
Total No.of Mail IDs: 0
dditional Recipients Hi,
Enter Email IDs . .
e This is Srikanth Adepu from NPAworldwide. | found a candidate that may interest you, | have listed a few candidate details, more can be
Total No.of Mail IDs: 0 found on the resume linked below.
Subject

Please share your feedback after reviewing this candidate.
NPA Marketplace: Candidate Resume Shared Ti

Candidate's Name H Tim Garvin
b Candidate's Location @ AUSTIN, Texas, USA
Search
Years Experience H 10
Favourite Recruiters Recruiter H Srikanth Adepu
Member Name 8 NPAworidwide
Java Candidates
Recruiter Comments: Looking for Fulltime
Amazon List : " "
View Candidate: click here
Mail Merge
First Name
Last Name

You can also share the candidate resume from the list view -> Click on the three dots beside the
candidate you wish to share -> Click on Share Candidate.

2.6.How to mark a candidate as a favourite?
Navigate to Candidates module -> Click on the STAR icon to mark as favourite.
You can mark any candidate as favourite from both list and detailed view.

NPAworldwide Q
Recruitment Notwork
Candidates
Views =< Search by Candidate Name, NPA#, Email Add Candidate Col
: All Candidates — — - -
: = b NAME = EMAIL = MOBILE = JOBTITLE = YEARS OF EXPERIE|

+ My Company Candid... (5] . )
¢ N ¢ @ B LEWIS THOMAS manchu48b@gmail.com +13026824200  Production manager 0
: Active Candidates o
c @  Christopher Rebarchak  _rebarchak.chris@gma... +15703285699  Design engineer 14

@D ¢ Inactive Candidates oo
= « N c© @ [RB ADEBAYOADEYEMI adesoar@gmail.com +14138138585  Esg automotive 7
£ i My Active Candidates
(2]
H N © @ [ Rixin X russb33609@yahco.com +12163383132  Mechanical engineer 13
¢ My Favourite Candid... s B i ag ©y ' 8l
L5 ]

All the favourite candidates marked will be shown in the My Favourite Candidates views menu.

2.7.How to see all the views of a candidate?
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Navigate to Candidates module -> Click on the eye icon to see how many recruiters have viewed
the candidate profile.

Views - RAJESH KUMAR x

User ~

[ Unique Views Only Total: 15

Sudhakar Goli D1/31/22 511 PM
Gary Edwards B1/31/22 5:00 PM
Sudhakar Goli 01431722 257 PM
Sudhakar Goli D1/31/22 2:56 P
Sudhakar Goli 01/31/22 2:55 PM
Sudhakar Goli D1/31/22 250 P
Sudhakar Goli 01/31/22 2:50 PM
Sudhakar Goli 0131722131 PM
Sudhakar Goli 01/3172212:57 PM
Srikanth Adepu 01729722 3112 AM
Srikanth Adepu D1/28/22 4110 AM
Wwilliam Richards O12722 457 P

Wwilliam Richards 01427422 3:26 PM

emsperpage: 15 = 1-150f15

To see the unique views, select the unique view-only option.

2.8.How to add notes for a candidate?
Navigate to the Candidates module ->. Beside the candidate name, you will find an icon or click
on a candidate name to view the candidate -> After that, click on the notes tab -> Select the type
as meeting/ call, etc.
Select the recruiter to notify after entering the notes, and save it.

Add Notes X

Type
Notes ~ Natify Ta ~

Add Note
Paragraph ~ B I @ T £ @« BBEY 5 o

File size limit 1MB (File types: PG, PNG, PDF}

Drag and Drop
or you can browse and find a file here

o -

2.9.How to view the matching jobs?
Navigate to Candidates module -> Open the candidate profile -> Click on Matching Jobs ->
You will see all matching jobs for the candidate based upon the criteria selected in the search by
filter (Job title, Location, Primary Skills, Secondary Skills, Experience and Industry)
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e XEEE

Candidates Home / Candidates
~ Resume Preview Consider Job
ASHOK KUMAR Dallas, TX, Texas, USA Firm Name Recruiter f ¥ in * =
= Java developer Experience: 8.0 Yrs Amazon Henry Mark Ei
D Info Considerations

Personal Details o
First Name Last Name Email

ASHOK KUMAR ASHOKKUMARP268@GMAIL.COM

Phone Mabile Office Phone

+15182186596 +15182186596

Once you click on the icon, the following screen will be displayed:

vorldwide Candidate Search ¢ & -
Recraiment Nelwark
Candidates Home / Candidates
a Matching Jobs X
Search By
| lob Title v
ASHOK KUMAR P2
Java developer = Java Developer & Java Developer 2 Java Developer &y
3-10 Year(s) Aerospace / Defense e Information Technology =
Info Considerations 9 @ Dallas, TX, Texas 3-10 Year(s) Match 8,... Year(s) Match
© Dallas, TX, Texas @ NEW YORK CITY, New York
Firm Name Recruiter Name
Bank of America William Richards Firm Name Recruiter Name Firm Name Recruiter Name
Personal Details NPAworldwide Srikanth Adepu Accolade Anrielle Deletta
Primary Skills Secondary Skills
Java, Spring. Hibernate Htmi Primary Skills Secondary Skills Primary Skills Secondary Skills
First Name - - Xml, Serviets, Soap, Jquery, Web Services, Java
ASHOK Css, Tableau Developer,  Developer, Spring, Web
7 Htm... more. Technologie... more
Phone
+15182186596
Candidate Status Java Developer = Java Developer Ex Java Developer &
Available Information Technology 80 Information Technology s Information Technology SN
2-8 Year(s) Match 215 Year(s) 310 Year(s)
Work Authorization @ Houston, TX, Texas © Dallas, TX, Texas @ Dallas, TX, Texas
- Firm Name Recruiter Name Firm Narme Recruiter Name Firm Name Recruiter Name:
Staffing World Agency Srikanth Adepu NPAworldwide Srikanth Adepu 1BM
‘Contact this candidate directly?
e ltems per page: 15w 1-6of6

2.10. How to send profile update requests to the candidate, and what is
its use?
Profile request is a feature that allows the recruiters to send an email to candidates requesting the
details; which the candidates can fill and send back to the recruiter. Once the recruiter receives the
information from the candidate, they can check and approve them. Post which, those details will
be updated in the candidate records.
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To send a profile request, navigate to the Candidate’s module -> On your right-hand side, click
on the three dots icon -> Click on Profile Request ->. Enter the email ID.

NPAworidwide Q e -
Recrutment Matwark
Candidates Home / Candidates
Views = Search by Candidate Name, NPA#, Email Add Candidate v Columns v E
H & Import PCR
: All Candidates | v NAME = EMAIL = MOBILE = JOBTITLE T YEM £ ME
X Profile Request
i My Company Candid... o
]t ®# N © @ B LEWIS THOMAS manchudBb@gmail.com +13026824200 Production manager ] Pramier Pla
i Active Candidates o 0
i & 8 © @ =% Christopher Rebarchak _rebarchak.chris@gma... +15703285699 Design engineer 14 Premier Pla
i Inactive Candidates o
[]: & N <€ o @  ADEBAYO ADEYEMI adesoar@gmail.com 414138138585  Esg automotive 7 Executive Ri
2 My Bcria O

After this, click on the required fields, select the star icon to make fields mandatory & send the
email.

Profile Request X

Email ID Candidate Details Additional Details

Subject )
Request for your details-Please Update Note: Select the star symbol to mark mandatory feilds

B Select All

Notes First Name

Last Name

Office Phone
Phone
Mabile
Work Authorization
Years of Experience
City

Country

2.11. How to Invite candidates?

Navigate to your profile name on the top right —> Click on My Profile & Preferences ->
Click on Invite Candidates -> Click on Copy to Clipboard.
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NPAworldwide =
@m—.... aswnv o 2 Q
{y  Preferences © / Preference
= Personal Details Want to invite candidates to the network and have them automatically marked as "your" candidate when they register? We've made it easy! With the
Ch. linking code provided below, once your candidate clicks on a link, a cookie will be stored on the candidate’s computer, identifying them as your

2 &
https://marketplace. |dwide.com/# nalfir did )P nxmeXpNRmMUYRkJGOGxPdTNQQKIRQKESPSI

& sInZhbHVIIjoi TStjRIFINSt2QUSDMXUxNmp1M2tleINLNWRCbXIzZRUxveW1PRzVHQzZvczOiLCtYWMiOilzNZE2N;jIkN Copy to Clipboard

30DUOMTIXMW]KOWEYODRKYTUSOTZIMGZIZTYyZmZKZTVKZTcwZGY20GIWNzI4AM2YwliwidGFnljoiln0= . =

candidate when they register. Your link to invite candidates to the NPAworldwide registration page is:

B

Every recruiter has a unique candidate link. Candidates who register using your link will be automatically flagged as yours.
= We recommend that you ONLY use this link to invite highly-qualified and placeable candidates. Since the candidates will have your name attached to
2 them, you want to be sure these are candidates you've spoken with and add value for your NPAworldwide partners. We do NOT recommend installing
i3] this link in your email signature or directly on your website to attract random job seekers. Diluting the candidate pool with poorly-qualified and
o unplaceable candidates will harm your reputation.
@

If any candidate clicks on the link, the candidate has to fill all the required details and click on
submit.

Once the candidate submits the request, the recruiter will receive a communication email.

Under Notifications -> Approvals -> Submitted -> Review the candidate and click on Approve
to save the candidate in the Marketplace.

2.12. How to approve the candidates from Profile request/Invite
candidates?

Once the candidate submits the profile request or Invite candidates the recruiter will be
notified over the email. OR

[ )
Click on Notification Bell icon 4 on top right corner.

Q Search v @ | & % v

Notifications (11) Approvals (1)

My Pending Aprovals (1) New Request

All the candidates submitted will displayed in Submitted Tab.
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Click on the Email id to view the submitted details -> Review and fill all other mandatory fields ->
Click on Post candidate button to save the record in the Marketplace.

NPAworldwide’ O\ @ .g%.

Recrutment Notwork

¢y Candidates Home / Candidates
L
5 Submitted Search Email ID, Requested By Candidates
@ \pprovec EMAILID = REQUESTED BY = SENT ON UPDATED ON
=] Rejected . . ’
modi5917+1@gmail.com Srikanth Adepu 01/31/2023 5:26 AM 01/31/2023 5:31 AM
Awating
&
B
B)
NPAworldwide
Recruitment Network
N i
(y  Candidates
Personal Details

@ Candidate ID * First Name * Last Name *
. 00C -30647 Srikanth A
&

Email * Phone Mobile *
é modi5917+1@gmail.com [ =] B 4696464410
& Office Phane Recruiter *

= [ Candidate Status hd ] Srikanth Adepu v

B

Firm Name *
@ NPAworldwide v Work Authorization ~ Source ~

City *

E Years of Experience Contact this candidate directly? * ~ Dale, TX
Country * State/Province *

USA 4 Texas hd Zip/Postal Code

Skills *
,Q@ Java e Ex: Java, Chemicals, Mechanical ¢y Ask for Referrals * ~ Linkedin Url

Willing to relocate *

Twitter Url Facebook Url No ~
@ wiype -
I0) Post Candidate m Candidate List Back

2.13. How to Mask the candidates?
What is Masking:

A masked candidate is one that doesn't include the name of the applicant, or any other information
that would allow the company to identify their Email and phone identity.

The Member Owner should enable the Mask candidates option from Admin settings ->
Company Profile -> General Details.
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All the candidates belongs to your firm will be masked in the marketplace upon clicking on reveal
the details will be unmasked for the members.

NPAworldwide' Qsearch v ® & @v

Rpcruitmant Nowan.

o~ Company Profile Home / Settings / Company Profile

i
5 Member Information
General Details NPAE* Member Firm Name *
. 0001 NPA Job Board Other Business Name(s)
Branding !
Locale Information Business Phone Website WMember Firm Status *
= B=41 6164556555 www.npaworldwide.com Active ~
& Member Since Country Of Operations *
09/23/2011 E Industry(ies) ~ USA ~
&
Currency * Primary Skills
(@) US Dollars ~ I Mask Candidates ~ Ex: Java, Chemicals, Mechanical etc. | ¢y
Secondary Skills Display to Members * Fee Schedule and Guarantee *
Ex: Java, Chemicals, Mechanical etc. o Yes ~ NA

Member Firm Profile *
Paragraph v B I @ -2 E=s Rk« BvEY S

NPA Job Board

2.14. How to search the candidates by skills/job title/location?
Click on Candidate Search on top right hand side -> Enter the search criteria -> Click on
Search -> System will display all the matching candidates based upon the search criteria given.

NPAworldwide: Condidate Search |9 @ g -

Recraitment Ratwors

Candidate Search

(= Recent Search

Keywords
Keywards
Ex: Java AND HTML OR ("Java Frameworks

Y Job Title

Job Title

= Lacation

(®) City () Country/State

Search City

0 miles 100 miles

Candidate Details

.............

[

r‘ o Reset m

Once the candidate results are shown, recruiter can screen the candidates and request a Consider
a Job request.
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@ummmms ) CandidateSearch @ @ ! -
=

. Candidate Search
{n
13 Results  Java AND Spring AND HTML
Keywords
. Match Score ~
Java AND Spring AND HTML @
" % Mat RIZWAN NIZAR B &
' Java full stack developer
Job Title 10¥ears Skills
*ég, Maryland, USA Indi, Json, Eclipse Ide, Code Review, Data Objects, Application Servers, Restful,
Job Title ’ Dao, J2ee, Data Conversion, PI/Sql, Json Objects, Couch Db, Implementation,
5 & Amazan Logd), ... More
Location (%) Henry Mark
% (@ Updated on
@® city () Country/State 12114721
() seareh e ASHOK KUMAR
) B &
i i devel
0 miles 100 miles l::;:ﬂ oper skills
° New York, NY, New York, USA I IO ibernate
Candidate Details {5 Staffing World Agency
Y (%) John Anderson
B Job Title M .

. b

3. Members & Recruiters Module

3.1.How to add members?
Navigate to Members module -> Click on Add Member -> Enter the required fields -> Click on
Save.

N r— Candidate Search @ § -
Bacrutimant Wotwork

Members Home / Members

et
ni

Views Search NPA # Member Name Columns 7

N

[ MPA# = MEMBER FIRM NAME = WEBSITE = INDUSTRY(IES) = MEMBERSINCE = CREATEDDATE = BUSINESS PHONE
i Active Members
[]: #® m 1346 Provision People http/iwww.provision... Information Technolo...  08/31717 0127122 +16468459719
i Inactive Members.
1 []: %« W 3001 Executive Recruiting... http:/www.ersantenn... Information Technalo..  03/31/08 01727122 +18106364330
o i Favourite Members
Y [ %« N 1315 Premier Placement. I... http:/fwrww. premierpl... Information Technole...  10/31/02 01727122 +16103959123
= ¢ Suspended Members
] 3 N1 3 it . nalo... +
: : Resigned Members [ 325 P. Chappel Associate. http:/fwww.pchappel. Infarmation Technala, 03/10/03 0127122 15086040313
: USA Members []1: &« ~ 2128 Southern Recruiting ... http://www.southernr... Information Technolo...  02/28/07 01/27/22 +18132072070
Create View + [0i % N 8362 Elias Recruitment Pt.. http:/fwww.eliasrecr. Information Technalo..  11/30/03 0172722 +61293621859
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NPAworldwide Candidate Search [ ]

Recruitmant Network

Members

8 < Add Member

Member Information

NPA# * Member Firm Name * Other Business Name(s) *
Business Phone * Member Firm Status *
=P Website Active ~
D} Member Since *
2/1/2022 G Industry(ies) * hd Country Of Operations »
Primary Skills *
Currency v Mask Candidates hd Ex: Java, Chemical, Mechanical etc.
Secandary Skills © Display to Members
Ex: Java, Chemical, Mechanical etc Yes hd Fee Schedule and Guarantee *

Member Firm Profile
Paragraph B I @ i == @« BvEY < o

Note: Only the NPA Admin and Staff will have access to add members.

3.2.How to add recruiters?
Adding recruiters can do done in two ways.
1) Members
2) Recruiters

1) Members:
Navigate to Members module — > Open the member profile -> Click on Recruiters Tab -> Click

on Add Recruiter -> Enter the required fields -> Click on Save.

NPAworidwide’ Candidate Search @ M a -
Recrustment Notwork
Members fome / Membe
« -
Amazon Www.amazon.com *
Active USA
Info Recruiters Jobs Candidates
)
&,
Search Recruiter Name, NPA# Add Recruiter Columns v
O w FIRST NAME = LASTNAME = EMAIL = FIRM NAME =
. Henry Mark modiS817@gmail.com Amazon
Richardson R modis917+1@gmail.com Amazon
Adam Gilerist agilcrist@yahoo.com Amazon
Items per page: 15 = 1-30f3

2) Recruiters:
Navigate to Recruiters module —> Click on Add Recruiter -> Enter the required details -> Click

on Save.
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PAworldwide -
@" Candidate Search ® a -
Recruitmeal Retwork
Recruiters Home / Recruiters

Mermber Firms

Views = Search Recruiter Name, NPA#% Al v Add Recruiter Columns %7
E : All Recruiters

v FIRSTNAME = LAST NAME = EMAIL = FIRM NAME =
i Active Recruiters
[1i % Patrick Long patrick@provisionpeo... Provisian People
¢ Inactive Recruiters
[T * Gary Edwards gary@ersantenna.com Executive Recruiting Service
¢ Favourite Recruiters
1 Laura Schmieder remierpal@mindsprin... Premier Placement. Inc.
= Create View + U o P R
) % Phil Chappel phil@pchappel.com P. Chappel Associates, Inc.
List
[T & Russ Bray russbray01@gmail.com Southern Recruiting Solutions

Once the details are saved, an activation email will be sent to the recruiter to activate the account.
Note: Only the NPA Admin and Staff will have access to add members.

3.3.How to mark a member as favourite?
Navigate to Members module -> Click on the STAR icon to mark as favourite.
You can mark any member as favourite from both list and detailed view.

@Hl !IILI)II‘IUW" Candidate Search @ & Q -
Recruitment Network
Members Home / Members
Views = Search NPA #, Member Name Add Member Columns 7
: All Members . N N - = -
O v NPA# = MEMBER FIRM NAME = WEBSITE = INDUSTRY(IES) = MEMBER SINCE = CREATED DATE = BUSINESS PHONE
¢ Active Members ) - o .
[ N 1346 Provision People http://www.provision... Infermatien Technolo...  08/31/17 01/27/22 +16468459719
: Inactive Members
O : N 3001 Executive Recruiting... http://www.ersantenn... Information Technolo...  03/31/08 01/27/22 +18106364330
i Favourite Members
n [ & ™ 1315 Premier Placement. I... http://www.premierpl... Information Technolo...  10/31/02 01/27/22 +16103959123
=N : Suspended Members
: Resigned Members []: #« ™ 1325 P. Chappel Associate...  http://www.pchappel.... Information Technelo..  03/10/03 01/27/22 +19086040313
: USA Members [ : & w8 2128 Southern Recruiting ... http:/iwww.southernr.., Information Technelo...  02/28/07 01727122 +18132072070
Create View + [ ik N 8362 Elias Recruitment Pt... http:/hwww.eliasrecr... Information Technolo...  11/30/03 01/27/22 +61293621859

All the favourite members marked will be shown in the My Favourite Members view menu.

3.4.How to mark a recruiter as favourite?
Navigate to Recruiters module -> Click on the STAR icon to mark as favourite.
You can mark any Recruiter as Favourite from both list and detailed view.

tdwide Candidate Search @ @ hd
Rncruitment Netwerk
Recruiters Home / Recruiters|
Member Firms
Views = Search Recruiter Name, NPA# All ~ Add Recruiter Columns Y
i All Recruiters = = 2 =
Ov FIRSTNAME = LAST NAME = EMAIL = FIRM NAME =
i Active Recruiters
Patrick Long patrick@pravisionpeo... Provision People
: Inactive Recruiters
ite EEIsY Edwards gary@ersantenna.com Executive Recruiting Service
i Favourite Recruiters
~ R 3 Laura Schmieder remierpal@mindsprin... Premier Placement. Inc.
Ex Create View + 0 P P P
u s Phil Chappel phil@pchappel.com P. Chappel Associates, Inc,
ist
] i * Russ Bray russbray01@gmail.com Southern Recruiting Solutions
= i |ava Candidates

All the favourite recruiters marked will be shown in the My Favourite Recruiters views menu.
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3.5.How to delete the recruiters?
Navigate to Recruiters module -> Click on three dots icon beside the recruiter name -> Click
on Delete -> Click on Yes.

NPAworidwide’ Candidate Search @ & -
Becrutmeat Nework
Recruiters Home / Recruiters
Member Firms
Views = Search Recruiter Name, NPA# Al ~ Add Recruiter Columns ¥

i All Recruiters o . N N .
g~ FIRST NAME = LAST NAME = EMAIL = FIRM NAME =

i Active Recruiters

. Inactive Recruiters Russ Bray russbray01@gmail.com Southern Recruiting Solutions
Favourite Recrulters ason Elias jason@eliasrecruitme... Elias Recruitment Pty Ltd
&, Create View + im Lane tim@plr.itd Park Lane Recruitment Ltd.
List ;E*iLaura LaBine laura@labineandassoc... LaBine and Associates
oW Marcus Ronaldi marcus@marcusronaldi... Marcus Ronaldi Recruiting

: Java Candidates —

Note: Only the NPA Admin/Staff will have delete access.

3.6.How to create the recruiters list?
Navigate to Recruiters module -> Select the Recruiters -> Click on Batch icon -> Add to List -
> Enter the List name -> Click on Update

@HMM' QSsearch v @ &
Recruitmant Networs
o Recruiters Home
Wember Firms
5 views = Search Recruiter Name, NPA# Al ~ Columns
a . R - - -
% FIRST NAME = LASTNAME = EMAIL = PHONE = NPA# = FIRMNAME =
=) : Favourite Recruite...
3 addTolist on MacShane anthony@macforce.com.au +61456686769 8657 MacForce Australia
o Create View + —
[an) w N Jess Jasch jess@growadvisors.com.au +61400038809 8489 Grow Advisors Pty Ltd
List
= T N Polly Shin pab@connectintl.biz +19293627172 8230 Connect Resources Glol
i My List
o) TN Michael Barnes michael@datarocrecruit.com +13136051261 3893 Dataroc Enterprise Inc
) w N Troy Jeffrey troy@gopoilfieldpartners.com +15126886348 5098 Georgetown Qilfield Pa
w N Timothy Coleman Tim.Careshown@TTStaffing.Net +18775596243 391 Title Tech Staffing Agen
5 B N Kyle Cravens kyle@krgnow.com +16155172275 2170 Key Resource Group, LL
]
B N Lz Glorioso Iglorioso@peritusglobalservices.com  +19162766552 2158 Peritus Global Services
TN Kevin Hicks kevin@smeandu.com +12197417553 4073 SME&U
w N Aquila Leon-Soon aleonsoon@atspartners.org +18008811663 1434 ATS+Partners
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Add to List

11}
X

Create New List
Java Recruiters

O MyCompany (@ Me Only

v, (2N

3.7.How to remove the recruiters from the List?
Navigate to Recruiters module -> Click on List Name -> Select the Recruiters -> Click on
Batch icon -> Click on Remove from List.

NPAworldwide Q, searc
Recruitment Network
ﬁu\ Recruiters
Member Firms
B views =% O Search Recruiter Name, NPA# Al -
m : Active Recruiters R - - - 5
= v FIRST NAME = LAST NAME = EMAIL = PHONE = NPA¥ = FIRM N
E : Favourite Recruite...
= Add To List Cravens kyle@krgnow.com +16155172275 2170 Key R
o Create View + B Remove From List
[as] Glorioso Iglorioso@peritusglobalservices.com  +19162766552 2158 Peritu
List
@* e Hicks kevin@smeandu.com +12197417553 4073 SMEZ&
¢ My List
@) [l % N Aquila Leon-Soon aleonsoon@atspartners.org +18008811663 1434 ATS+F
= % N Silvia Gray sgray@expertconnectionsus.com +18643132305 2169 Exper
% N Carol Brazil cbrazil@pfpjobs.com +18603560616 1398 Perfec
Z
2 1% N Jana Fabi Jana.Fabi@TTStaffing.net +420797806074 3911 Title T
B
[ % N Florangel Jimenez Florangel Jimenez@ttstaffing.net +19787101983 3911 Title T

3.8.How to search the Recruiters by specialities/location?
Click on Recruiter Search on top right hand side -> Enter the search criteria -> Click on Search
-> System will display all the matching recruiters based upon the search criteria given.
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@nmmm Qsearch v @ & a'
Recruitment Network
B Job Search
. .
o Recruiter Search . Candidote Search
“~ @ Recruiter Search  [}acent Search

/C;\ Keywords

Keywords
ﬁ Recruiter description
(o]
D

Location
B
@® city (O Country/State

(©)

Search City

0 miles 100 miles
Recruiter Details
2 Primary Specialtyties) Secondary Speciaitylies)
@ Ex: Chemical Processing, Manufacturing, Sales & Marketing, etc Ex: Chemical Processing, Manufacturing, Sales & Marketing, etc Jobs/Candidates/Both ~

Industrylies) b Types of placements worked on ~
.

4. Considerations Module

4.1.How to consider a job to a candidate?
Navigate to Jobs module -> Click on Job title -> Click on Consider Candidate -> A new
window will open with a list of candidates available.
Here, you can search the candidate with candidate name, NPA #, member name, and recruiter ->
Click on Candidate Name -> You will be navigated to a new page where you can view job
details before submitting -> After you verify all your details, click on Send.
A Consideration request email with an approval link will be sent to the candidate recruiter. The
status of the consideration will be updated as Submitted/Applied. Please find the below
screenshots for your reference.
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@" ___ﬂlﬂlllﬂf Q) Candidate Search @ @ a -
Recruitment hetwark
\ Jobs Home / jobs
« Consider Candidate 5]
Java Developer oo 1143 Dallas Recrulter Firm Name & %
Active #  01/27/22 (5 days ago) Texas, USA William Richards Bank of America 7
@D Info Considerations o3
-
E
= Job Details -
= Job Title Status Member Firm
Java Developer Active Bank of America
[Z]
: Recruiter Industry(ies) Primary Skills
D William Richards = Java, Spring, Hibernate
Consider Candidate X
Search by Candidate Name, NPA#, Member Name, Recruiter
CANDIDATE NAME JOBTITLE LOCATION MEMBER RECRUITER CREATED DATE
LEWIS THOMAS B Production manager ALLENTOWN, Pennsylvania Premier Placement. Inc. Laura Schmieder ~ 01/31/22
Eglsmpher Rebarchak Design engineer WHITE HAVEN, Pennsylvania  Premier Placement. Inc. Laura Schmieder  01/31/22
ADEBAYO ADEYEM| & Esg automotive Westland, M, Michigan Executive Recruiting Service Gary Edwards 01/31/22
Rixin Xu & Mechanical engineer PEARLAND, Texas Southern Recruiting Solutions  Russ Bray 01/29/22
LANCE GREEN & Production / process engineer Sugarland, Texas Southern Recruiting Solutions ~ Russ Bray 01/29/22
Test Candidate & Senior IT Support Analyst OTTAWA, Ontaria IBM lane Doe 01/28/22
Consider - Job X
Ta
mbateman@npaworldwide.com Paragraph v|B 1T @ === B &« @EvEy © o
Hi Srikanth Adepu,
cc We found RAJESH KUMAR suitable for the quality assurance manager position we are working to fill. We would like to know
if we can consider this candidate for the job below. Please accept/reject and offer feedback as appropriate.
BCC
Job Title Employment type City Country Member Firm Recruiter
Subject 1 | | |
Consider Job quality assurance manager for candidate RAJE quality assurance manager Full Time/Direct Hire Denver, CO  USA NPAworldwide Marcia Bateman

Select Columns N " N i " o 1y
Please click on the below link to view the consideration details to Accept or Reject the request.

Search
Click Here
[ Jobs - Job Title
Jobs - Employment Type
Select Attachments
4 Jobs - City
Drag and Drop
Jobs - Country or you can browse and find a file here

Jobs - Member Firm
Dice_Resume_Cv_Rajesh_Kumar.docx

Cancel

4.2.How to consider a candidate for a job?
Navigate to Candidate module -> Click on Candidate Name -> Click on Consider a Job, and a
new window will open with a list of jobs available.
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You can search the job with job title, NPA #, member name, and recruiter -> Click on job title -

> You will be redirected to a new page where you can view candidate details before submitting -

> After you verify all details, click on Send.

A consideration request email with an approval link will be sent to the job recruiter. The status of

the consideration will be updated as Submitted/Applied. Please find the below screenshots for
our reference.

@um Candidate Search | @ & a .
Recratmant Networs
Candidates Home / Candidates
-~ Resume Preview Consider job
RAJESH KUMAR DALLAS, Texas, USA Recruiter Firm Name A =
JavaJdevelop-er Experience: 8.0 Yrs Srikanth Adepu NPAworidwide .F ¥ in *
O
— Info Considerations
Personal Details ~
First Name Last Name: Email
RAJESH KUMAR SKUMAR JAVAS911hg@GMAIL.COM
: Phone Mobile Office Phone
+12149359559 412149359559
Consider Job X
Search by Job title, NPA#, Member Name, Recruiter
JOBTITLE LOCATION MEMBER RECRUITER CREATED DATE
Principal Antenna Microwave Engineer Richland, Washington Executive Recruiting Service Gary Edwards 01731722
Senior Procurement Leader Lansdale, Pennsylvania Premier Placement. Inc. Laura Schmieder 01/31/22
Antenna Design Engineer BRIGHTON, Michigan Executive Recruiting Service Gary Edwards 01/31/22
quality assurance manager Denver, CO, Colorado NPAworldwide Marcia Bateman 01/31/22
Supplier Manufacturing Engineer Easton, PA, Pennsylvania Premier Placement. Inc. Laura Schmieder 01/28/22
supply chain systems manager LANSDALE, Pennsylvania Premier Placement. Inc. Laura Schmieder 01/28/22
AWS Platform Engineer New York, NY, New York Park Lane Recruitment Ltd. Tim Lane 01/27r22
Java Developer Dallas, TX, Texas Bank of America William Richards 01/27/22
Net Developer Detroit, M, Michigan Amazon Henry Mark 0172722
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Consider - Job X
To
estiee Tl car Paragraph v B I @i = = @ e« BvEY o o
cc Hi William Richards,
We found LEWIS THOMAS suitable for the Java Developer position. We would like to know if we can consider for the below
BCC candidate.
Subject
Candidate 5 . o 4 o
Consider Candidate LEWIS THOMAS to job Java Developer e Job Title Industry(ies) City Country Firm Name Recruiter
Consumer Products,Food & Premier
Select Columns LEWIS Production | & erage Products/ ALLENTOWN USA | Placement. -2V
) THOMAS manager N . Schmieder
Search Services,Pharmaceutical Inc.

® Candidates - Candidate Name
Please click an the below link to view the consideration details to Accept or Reject the request.
® Candidates - Job Title Click Here

Candidates - Industry{ies)

[ Candidates - City Select Attachments

Candidates - Country

Drag and Drop
or you can browse and find a file here

4.3.How to accept/reject the consideration?
Once the consideration request is initiated, an email with an approval link will be sent to the Job
Recruiter or Candidate Recruiter. Click Here to view the consideration request details ->
Click on Approve to accept the request or Reject to decline the request.
Upon accept/reject, an acknowledgment email will be sent.

Automatically, the consideration status from Submitted/Applied will be changed to Accepted or
Rejected.

Consider Job Java Developer for candidate RAJESH KUMAR  inbex x

Srikanth Adepu notify@oor ital.com via notifications.corwin.com 11:49 PM (4 minutes ago) Yy
tome «

m (® ADD ~  [B) JOBS v  §a CANDIDATES/POOL ~ [J] EMAILS v~ - INSIGHTS

Hi Srikanth Adepu,
We found RAJESH KUMAR suitable for the Java Developer position we are working to

fill. We would like to know if we can consider this candidate for the job below. Please
pt/reject and offer feedback as

PProp!

Job Title Employment type City Country Member Firm Recruiter
Java Full Time/Direct Dallas, USA Bank of William
Developer Hire T America Richards

Please click on the below link to view the consideration details to Accept or Reject the
request.

CLICK HERE
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NPAworldwide
Rocruftmant Netwark

View Consider Candidate

We would like to know if we can consider this Candidate for the opening Java Developer

Approve Reject

Info

Personal Details

First Name Last Name Email
RAJESH KUMAR SKUMAR JAVA8911hg@GMAIL.COM
Phane Mobile Office Phane
+12149359559 +12149359559
Candidate Status Firm Name Recruiter
Available NPAworidwide Srikanth Adepu
Work Authorization Source Years of Experience
Direct Sourcing 8.0
Contact this candidate directly? City Country

4.4.How to change the status of consideration?
Navigate to Considerations module -> Click on Candidate Name -> You can see the
consideration status bar -> Click on Pencil icon on the status list -> Enter the comments ->
Update.
For Example:
If you wish to change the status to "Submitted to client.”
Click on the pencil icon - > Enter the comments -> Click on Update.
The status will be changed to Submitted to client.

@um_ndm* CandidateSearch @ M @ -
Rerstmt et

Considerations Home / Considerations

- Resume Preview

« ® Submitted/Applied # , ® Accepted # , ® Rejeqed # , @ SubmittedtoClient # , e Interview Scheduled # , e |[Feedback Awaiting # , e Client Selec »

Submitted to Client

RAJESH KUMAR  DALLAS f ¥ in
Java developer Experience: 8.0 Yrs Comments
L
Candidates Jobs

Personal Details

] m
First Name Last Name

RAJESH KUMAR SKUMAR JAVABI11hg@GMAIL.COM

5. Splits Module




NPA Marketplace

5.1.How to create a split?
Navigate to Splits module —> Click on Add -> Enter the required details -> Click on Save.

@"m' 0, CandidateSearch (@ @& a -
Recruitment Network
. Splits Home / Splits
I
= Views = Search]ob title,Candidate Name Add Columns v
: All splits
[]v JOBTITLE = ACCEPTANCE DATE = JOBLOCATION = SALARY = CLIENTFEE = FEE AMOUNT = CANDIDATE NAME = PLACEMY
i My Firm Splits
O Test Engineer 02/01/22 San Diego, CA 100000 20 20000 Mickey Mouse Direct
i Own Splits
O Chermical Engineer 01/28/22 Dallas, TX,32325,43,... 10000 25 2500 Micheal Direct
Create View +
Y [ & Java Developer 01/27/22 Dallas, TX 100000 25 25000 RAJESH KUMAR Direct
Ex
n O Java Developer 01/31/22 Dallas, TX 120000 25 30000 ASHOK KUMAR Direct
(] Processing Engineer 01/28/22 Chicago, IL 100000 25 25000 Romuald DULUC Direct
(] Mobile Test Automati...  01/27/22 Dallas, TX o ] Sri Sai Contrac;
_ [ i SAP Analvst 01/26/22 Dale, TX.34013.43.29, 0000 25 25 Srikanth Direct
@HMW 0, Candidate Search @ 4
Recruitment Ketwork
~ Splits
—
Split Details
SpitID *
. al NPA-1035 Job Title * Candidate Name *
D ‘Candidate Email * Location * Industry(ies) * hd
l-:“' Primary Skills. Secondary Skills
n Ex: Java, Chemical, Mechanical etc., Ex: Java, Chemical, Mechanical etc., Candidate Re-location ~
(- Acceptance Date * ] Candidate Start Date i) Expected Payment Date i
1
' Date Paid (o]
m
Split Fee Details
Placement Type
Direct ~ Currency * ~ Salary
) Client Fee% * Fee Amount * NPA Brokerage Fee *
o et [0

6. My Alerts

6.1.How to create My Alerts for jobs/candidates?
Alerts can be created in two different ways —
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6.1.1 Jobs/Candidates - Filter
Navigate to Jobs/Candidates -> Click either on Filter or Create View -> A pop up will be
displayed on the screen -> Select the criteria by choosing the Field, Condition and Value ->
Select the Add to My Alert -> Choose Immediate/Consolidate type ->Enter the details like Name,
Start date and Expiry date(optional) -> Save Alert.
Ex: If the user wants to create an alert for Java Developer title at Dallas, TX location.
Select field as Job title -> Condition — Includes any -> Value — > Enter the Job title name
Click on + and Select field as City -> Condition — Equals -> Value — Dallas, TX -> Save Alert

Filter (2) X

CLEARALL
Field Condition
Job Title v includes any

Add to My Alert

@® Immediate () Consolidate

Alert Name Consider From 2 Expiry Date

Cancel Save Alert Apply

The Alerts created will be shown in the My Alerts module.

6.1.2 Jobs/Candidate search

Navigate to Jobs/Candidates Search on to right -> Enter the criteria by choosing the
Fields -> Click on Search button -> System will display the records as per search criteria -
> Select the Add to My Alert -> Choose Immediate/Consolidate type ->Enter the details
like Name, Start date and Expiry date(optional) -> Save Alert

Qsearch v @ & g -

B Job Search

& Candidate Search
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NPAworldwide
s ~
@ Racruitman! Networs Q, search [ 3 3 -
~ JobSearch
(i
= 3 Results  Chemical Engineer  Active ——
Skills Match Score A
. Skills
o Chemical Engineer
. Chemical Engineer (Plant Engineer) PN
fas] Biotechnology/ Life Sciences,Chemical, Pharmaceutical oy
720 Year(s)
=, Location © Milwaukee, Wisconsin, USA
® ciy O Country/State Firm Name Updated On Recruiter Name
Advanced Search Group, Inc. 04/19/2022 Mike Fogarty
- Search City
B Primary Skills Secondary Skills
0 miles 100 miles Process Engineering, Project Engineering. Maintenance, Plant Engineering, Chemical Engineering Supervisory Skills
]
m Sales Manager - Chemical Industry - Hunter Farmer &
Job Details Building Materials,Chemical, Sales e
To0vexts
N Job Title: @ Sydney South, New South Wales, Australia
Firm Name Updated On Recruiter Name
I Langusges Kingscroft Consulting Pty Ltd 05/17/2022 Garry King
.
Add to My Alert X
@) Immediate () Consolidate
Alert Name Consider From ~ Expiry Date (o)

After creating an alert, a notification email will be sent, in case any Job or Candidate matches with
the alert created.

6.2.How to view the created My Alerts?
Navigate to the My Alerts module -> You will see all the alerts displayed on the screen -> Click
on Count to view the jobs/candidates list.
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NPAworldwide Candidate Search @ & e -
Aecruitment Network
Alerts Hame / Alerts
)
1 Views = Search by Alert Name Al ¥
i All My Alerts
@ e Y oY A oL
§ Active My Alerts New JAva Candidates SAP Jobs Java Developer Jobs
¢ Inactive My Alerts .
v Candidates @ Jobs 1 Jobs &
Sy Expiry Date Created By Expiry Date Created By Expiry Date Created By
o 01/30/22 Srikanth Adepu 01730722 Srikanth Adepu 01/30/22 Srikanth Adepu

@D Active

Chemical Jobs

Jobs 1

1L ]

) Expiry Date Created By
01/30/22 Srikanth Adepu

6.3.How to make My Alerts inactive?

Navigate to My Alerts module -> Click on the Toggle button to make the alert inactive.
Once the alert gets Inactive, no new jobs/candidates will be added.

NPAworldwide Candidate Search @ M e -
Aacraimant Network
Alerts Home / Alerts
Views =d Search by Alert Name Al hd
i All My Alerts
EIZ2E e . @ . @ e
i Active My Alerts ewJAva Candidates SAP Jobs Java Developer Jobs
: Inactive My Alerts .
: Y Candidates 13 Jobs 1 Jobs 6
Y Expiry Date Created By Expiry Date Created By Expiry Date Created By
- 01/30/22 Srikanth Adepu 01/30/22 Srikanth Adepu 01/30/22 Srikanth Adepu

Chemical Jobs

D Active

Jobs 1
- Expiry Date Created By
01/30/22 Srikanth Adepu

6.4.How to edit My Alerts?

Navigate to My Alerts module -> Click on actions icon -> Edit -> Make the changes if required -
> Click on Update.
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NPAworldwide
Recruitment Network

A Alerts

5 Views

1 All My Alerts
EEEE o ...

= i Active My Alerts Java Candidates
1 Inactive My Alerts
9 : 4 Candidates 31
®, Expiry Date
03/16/2022
=

Filter (1)
Field Condition
Job Title ~ includes any

Add to My Alert

(O Immediate (@ Consolidate  06:00 PM

Alert Name Consider From

Java Candidates All

= QO search by Alert Name

+ ADD

All

Created By
Micheal David
Value
v Java
Expiry Date
v 03/16/2022

7.1.How to create a task?

Navigate to Tasks module -> Click on Add Task -> Enter the required fields, and assign the task
to follow recruiters -> Click on Save.

7. Tasks

X

CLEAR ALL
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NPAworldwide CondidateSearch @ & Q -
Recrument Networt.
P Tasks Home / Tasks
1
Search ID,Title
TASKID PRIORITY TITLE T DESCRIPTION STATUS CREATED ON ASSIGNED TO CREATED BY
TSK- 1084 Low Followup with the John for Java Developer Test Assigned 12720021 Srinivas N Pranay S
TSK - 1086 Low test - Assigned 12/23/21 Christine Paull Pranay S
Update the
@o : TSK - 1088 Medium Status of Candidate John candidate Joining Assigned 01/18/22 Srinivas N Srikanth Adepu
details
Add new Senior
H TSK- 1089 Medium Create New Job Posting Software Developer Assigned 01/19/22 Christine Paull Veronica Blatt
[=a! Job
H TSK - 1080 Medium Production Worker fill in missing fields In Progress 01/21/22 Marcia Bateman Marcia Bateman
make sure fields are
: TSK- 1093 Medium Follow up on Marcia Green complete Assigned 01/24/22 Liz Carey Marcia Bateman
[
o TSK - 1084 Low Task Test Testing Assigned 01/24/22 Christine Paull Christine Paull
® H TSK - 1098 Medium Review Resume/CV - Assigned 02/01/22 Christine Paull Christine Paull

Add Task X
Title *
Description
Priority * ~
Status * ~
Assign To * ~

Maximum 5 Files & SMB size limit

Drag and Drop

or you can browse and find a file here

An email will be sent to the assigned user about the task assigned.

7.2.How to change the status of a task?
Navigate to the Tasks module -> Click on three dots icon beside the Task ID -> Click on Edit -
> Change the Status -> Click on Save.
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NPAworldwide
Recruitment Network

. Tasks
Ln
= Search ID,Title

TASK ID PRIORITY TITLE T
[.'?.: g TSK=TU8% Low Followup with the John for Java Developer
o @ Edit 186 | Low test
o il Delete
@ﬁ H TSK-1088 Medium Status of Candidate John

TSK - 1089 Medium Create New lob Postine |

8. Profile Setup

8.1.Profile - My Profile & Preferences — Personal Details/Profile Picture?
Navigate to your profile name on the top right side of the panel —> Click on My Profile &
Preferences -> Click on Edit -> Update your profile picture, contact & location details.

NPAworidwide Candidate Search @ @ Q E
Recruitment Hetwork
~ Tasks
:
Search ID,Title Srikanth Adepu
sri@oorwin.com
TASK ID PRIORITY TITLE T DESCRIPTION STATUS CREATED ON ASSIGNED 1
@ My profile & Preferences
= H TSK- 1084 Low Followup with the John for Java Developer Test Assigned 12720021 Srinivas N —
s H TSK - 1086 Low test - Assigned 1212321 Christine Paul ranay
Update the
ch- H TSK - 1088 Medium Status of Candidate John candidate Joining Assigned 01/18/22 Srinivas N Srikanth Adepu
details
"mm_‘ Candidate Search @ & a -
Rocratment Aatwort;
Preferences Home / Preferences|

Personal Details
Update your profile picture, contact & location details, and also connect your sacial media accounts.

Personal Details

Change Password

My Details Edit Details
Name Email
Srikanth Adepu sri@oorwin.com
B, Phone Mobile Number
+914696464410 -
) Firm Mame Role
2 Srikanth Adepu NPAworldwide NPA Admin
|
SUPER ADMINISTRATOR - Industry(ies)
Active Apparel / Textiles
[ns) Preferred Communication Primary Skills

- Java
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8.2.Profile - My Profile & Preferences — Change Password
Navigate to your profile name on the top right —> Click on My Profile & Preferences -> Click
on Change Password -> Enter and confirm new password -> Click on Save.

@"w‘ Candidate Search ® a Q -
Recrutment hetuark

Preferences Home / Preference

Personal Details Change Password
It has been said that password are like toothbrushes, don't let anyone else use it and change it as need be!

Current Password o«

At least e lowerCase Gne UpperCase ane Number Gne Special

Confirm Password

g S ... |

9. Settings

9.1.Company Profile
General Settings:
Here, members can add their company details.
Navigate to Admin Settings -> Click on Company Profile menu -> Choose General Details.
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NPAworldwide
Aocnument Nerwor

Company Profile

Member Information

= General Details HEA g

Member Firm Name *

Branding 0OM-1000 NPAworidwide
Locale Information Business Phone Website *
E= 11 6164556555 https://paworldwide.com
Member Since * Industryfies) *
6/2/1997 G Mon-Profit / Community / Social S... »
™
o Currency Mask Candidates
US Dollars ~ es A

Secondary Skills *

n)

o

Other Business Namels) *
NPA

Member Firm Status *

Active v

Country Of Operations

usa ~

Primary Skills *

PHP @) PHP Applications
Meter €

Perfarmance Testing €3

Fee Schedule and Guarantee *

Java €  J2EE Web Services ) Display to Members ~ NPAworlwdie HQ does not have a fee
‘ Ex: Java, Chemical, Mechanical etc.,
!
E Member Firm Profile
Paragraph B I @i ==l BvEAy o o

Locally, regionally, and internationally, NPAworldwide connects independent recruitment firms to facilitate
split placements. NPAworldwide is the oldest recruiter network of its kind. Headquartered in the USA,
member recruiting firms are located throughout Europe, Asia, Australia, Africa and the Americas.

Candidate Search ® A a -

Home / Settings / Company Profile]

Branding:

Members can add the logo for email communications.
Click on Upload Picture (as per the resolution) and click on Save.

NPAworldwide

Recruitment Network

Company Profile

= General Details Branding

Locale Information n
Company Logo [512px x 512px]

NPAworldwide
Recruitment Network

T3
Jirg

%

Upload your Company Logo

n)

- Drag & drop or browse your file here

Upload company logos to be used for branding in the platform.

=

Locale Information:
Members can add locale information such as date format, time zone, time format -> Click on
Save.
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e Candidate Search [ ] a2 -
Recruitment Network
Home / Settings / Company Profile

Company Profile

General Details Locale Information
Set up country of operation, currency, time and date formats,

Branding
Time Format*

Locale Information Date format* Time zone*
mm/ddlyy v (UTC-05:00) Eastern Time (US & Canada) v 24 Hour

9.2.Configurations

Keywords:
Navigate to Admin Settings -> Click on Configurations -> Choose Keywords -> Select the

module -> Expand the keyword type -> Click on Add -> Enter the name -> Click on Save.

"M_Mm’ Candidate Search ® A -
Recauitmeat Netweek.

Keywords

Jobs Candidate Source m ~

Home / Settings / Keywords

Members N N
Active Inactive
i Referral |‘l_:.
=
) 2Dl N =
EN i Direct Sourcing §|
i NPAJob Board
[12) Notes ~

Candidate Work Authorization

Candidate Employment Type

Note: Only NPA Admins will have access to Keywords.

Workflows:
The considerations statuses will be configured in Workflows. NPA admins can create new status

or modify the current status.
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NPAworldwide
Recrultment Network.
Workflows
€— Configure Stage: Considerations

Considerations +

i} Submitted/Applied

if Accepted

i Rejected

ii Submitted to Client g

il Interview Scheduled

ii Feedback Awaiting

* M
Note: Only NPA admins will have access to Workflows.

Mail Templates:

You can switch on the notification emails based on the action. You can also edit the template
as per your requirement.

Once you have finished an activity, you will receive an email with the same template. Click on
Switch off, if you do not wish to get an email notification.

@Iﬂﬂﬂmﬂf Candidate Search @ & a -
Recruitment hetwork
Mail Templates Home / Settings / Templates
« Search Template
TEMPLATE = MODULE = SUBJECT = STATUS
i User Activation Email Create Your Password to Activate - {{company_name}} ()
i Candidate - Profile Details Submitted Candidates Candidate details submitted D
¢ Split Creation Splits A Split record has been created by {{created_by}} for the Job title {{job_title}} and candidate {{candidate_name}} c
_ i NewJob Creation Jobs (New Job) - {{title}} in {{job_location}} by {{created_by}} o
¢ JobUpdate Jobs (Job Updated) {{code}} - {{title}} in {{job_location}} updated by {{modified_by}} ()
= ¢ Share Job Jobs {{title}} position in {{job_location}} ()
Edit Template Jobs (Job Deletion) {{cade}} - {{title}} in {{job_location}} o
i Consideration Status change Considers Status of the Consideration {{considers.current_status}} and changed to {{considers status}} ()
¢ Consideration Rejected Considers Rejected a Candidate Consideration Request ()
i Consideraob Candidates Consider Job ({jobs.title}} for candidate {{candidates.first_name}} {{candidates.last_name}} ()
¢ Consider Candidates Jobs Consider Candidate {{candi first_name}} {{candid: last_name}} to job {{jobs.title}} ()
r‘ I(emsperpnge:!S_v 1-150f15

9.3.Access Control
Access controls — Security:
Navigate to Settings -> Click on Access Controls -> Choose Security -> Here you can give a set
of accesses and permissions based on the roles and assign them to the recruiter.
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NPAworldwide Candidate Search @ @ -
Recrusment Netwonk
Settings Home / Settings
Company Profile Access Control
Set up access controls for users, teams, define user groups, restrict users, and configure access to reports.
Configuration
Access Control
= sers sy
Create, modify or delete users and 6 ¥ forelvsart
Marketplace configure user access controls for all Configure security settings for all users
across the platform
employees
PAworldwide
N - o] Candidate Search @ & -
Racruitment Network
Users Home / Settings / Users
n
Users Recruiter Add Profile Select Profile

Candidates = All Records v All Records v
None

Jobs = v My Company Records ~ My Company Records ~
All Records

E:N

Members Own Records v All Records ~ Al Records -
My Company Records

Splits All Records ~ All Records: R4 All Records ~

z
[~ ]

How to set up access controls?
Navigate to Settings -> Click on Access controls —> Choose Security —> Click on Add Profile
You can add a new job role/profile/designation and give it a name. Here, you can also restrict
and define access for the same.

NPAworldwide Candidate Search @ @ a -
Rocrutment Notmark
Users Home / Settings / Usdg

Users Recruiter Add Profile Select Profile
MODULE ADD VIEW EDIT DELETE

Candidates ] Al Records ~ All Records ~ Al Records ~
Jobs. Al Records ~ My Company Records ~ My Company Records ~
[
=
Members Al Records ~ All Records ~ Al Records v

Splits All Records ~ All Records el All Records v
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Add Profile X

Enter Profile Name *

Comments

[ ] Is Admin

canc!l

Select the profile for which you wish to set the permissions or restrictions.

Select Profile & Role X

NPA Coordinator (0}

Manager (0)

Researcher (0)

You can set up the access permissions & restrictions by using the terms Add, View, Edit, Delete
options and segregate them as Own records, All records, My Company records.

NPAworidwide Q) CandidateSearch @ & ‘ -
Racruitment Network
~ Users Home / Settings / User
i
= Users Recruiter Add Profile Select Profile
5 Candidates V] All Records ~ All Records ~ Al Records ~
O, None
w Jobs ] - My Company Records ~ My Company Records ~
All Records
B ‘
Members = Own Records v All Records ~ Al Records -
My Company Records
. splits All Records ~ All Records ~ Al Records ~
=a)
&)
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10. Marketplace

10.1. PCR Integration

Members who are using PC Recruiter ATS can integrate with the Marketplace.
Navigate to Admin Settings -> Choose Marketplace -> Click on PC Recruiter -> Click on
Configure -> Enter the required details -> Click on Save.

Aesrunman Retwark:

Settings

Company Profile Integrations

Configuration

Access Control
Marketplace

)
= P Recruiter &9 E

[# configure

Home / Marketplace




m NPA Marketplace

Add User X
Pc Recruiter v Database Name*
Username* ] [ Password* o
App ID* Api Key*
Notify To w
Note: Jobs once saved in PC Recruiter will take 15-20 mins to reflect in Market
place.
Cancel m

Jobs added in PCR will be automatically added to Draft Jobs - Marketplace in Jobs.

To import the candidates from PCR,

Navigate to Candidates’ module -> Click on the three dots icon on the top right hand side ->
Click on Import PCR -> Select the date range -> Click on Save.

Add Candidate Columns Y :

Import PCR
E = YEARS OF EXPERIEN' \ME

Profile Request

tion manager 0 Tpremier Pl
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Import PCR Candidates X

Import your PCRecruiter candidates to
Marketplace

Choose a timeframe from the dropdown and click
import Candidates button

The Imported Candidates will be shown in Draft
Candidates

[ ALL ~

ALL

Today
Yesterday
This Week
Last 7 Days
This Month
Last Month
Last 90 Days

Candidates will be migrated and saved as Draft Candidates.

10.2. JobAdder Integration

Step 1 — The JobAdder user has to reach out JobAdder Account Manager to enable the NPAmarketplace to
their account.

Step 2 — The user has to connect the JobAdder account with NPAmarketplace.

Go to Admin Settings -> Marketplace — Job Adder Configure -> Link Job Adder -> Enter Job Adder
credentials - Accept.

Note: Only Member Admin will Link the JobAdder account.

NPAworldwide
e Qsearch v @ & -

Settings Home / Settings

Company Profile Integrations

Configuration

Access Control
J

Pc Recruiter o9 : Job Adder o

& Configure
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Q search v o ! -

Home / Marketplace

Link Job Adder

@& id.jobadder.com/login?signin=edfeb7c¢29181617037851a66f57¢c3cel

ting- F.. ES Oorwin B9 NPA-Oorwin  ES Jira [§] Feed|Linkedin @ greytHR @ Requirements - O... . Prism - Al driven,... [ Scrum Master Everything you ne...

JoObAdder

Forgot your password?

Step 3

Login to Job Adder -> Create Job Ads -> Select NPAmarketplace -> Fill all the Mandatory fields ->
Post now. The Job will be successfully posted in the Marketplace.
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JobAdder Write Ad > Select Job Boards > Classifications > Preview

Reference 2362111

+ New

O Job Board
M Home O & NPAmarketplace (Requires

NPAmarketpiace NPAmarketplace user profile)

®  Jobs

D JOb Adde r Sample Job Board
W ob Ads
LJ  applications ————————————

e c=x3
2 Candidates
‘2 Placements
B Contacts
1 companies
[&) Reports
JobAdder

Write Ad > Select Job Boards > Classifications > Preview

JobTitle sout

Reforonce 93621

+ New
SOOI 1.pmorketpiace (Requires NPAmarkelplace user profils)
#  Home
City Country v
& Jobs |
State/Province Industry | ~
E—— usncatons 2000 crar. Degree | v
Employment Type | ~
Primary Skills
(W] Applications Currency | .
Secondary Skills
) oy Type | v
= Candidates :".:f". verience from Post Job to | v
Expartanc to (Years) Show Salary on Job Board -
% Placements o ° |
Pay Rate from {numeric Foe Based on | -
_ only) Money
B Contacts sack I =
Pay Rate to (numeric only} Application Email |
this great Opportu
B companies mun Char. Max) i
B Client Fee Percentage
v Guarantee Terms

Note: The user has to add Jobads credits to the NPAmarketplace

10.3. Oorwin Integration

To integrate Marketplace with Oorwin or vice-versa.

The member has to reach out to oorwin support team to request for the integration.
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Oorwin Support will enable the Marketplace to customer Oorwin account.

Login to Oorwin Account -> Navigate to Marketplace -> Job Boards category -> Select
NPAworldwide -> Select the Action Type (Job Posting, Job Search & Resume Search) ->
Enable the access to the users.

= m Y Candidates ~  Search... Q Advanced Search ‘! E ._” e'

{5y nraweronice ACCOUNTS Home / Marketplace / NPAworldwide

= NPAworldwide ~ Settings

Resume Search

Job Posting

JOB BOARD NAME NO. OF USERS ACCESS

NPAworldwide 4 AN ()

Job Search

Oorwin -> Marketplace Integration workflow :
The users can publish the Jobs and Candidates from Oorwin to Marketplace directly.

Upon the configuring the marketplace details in oorwin account.

Navigate to Jobs -> Select the Job -> Click on Publish icon -> Select the NPAworldwide from
the list -> Fill all the mandatory details of Marketplace-> Click on Publish -> The job will be
successfully posted in the Marketplace.
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[ Jobomas Free

I+ §7e shejobs free
[ MonsterFree Free

I I Recruit Free

H 't Talent free

[ .j' DrJobs Pro Free

B @ LinkedIn Free
[ mWhatjobs Free

|3 e Snap Recruit  fres

| ¢ @ NPAworldwide  [ree

] [ Configure ortal

Cancel Unpublish

Review o And Pubish

Similar to Jobs the users can also post the candidates from oorwin to Marketplace.

Select the candidate -> Click on 3 dots icon -> Click on Post on NPA -> Upon clicking on Post
on NPA, a new pop-up- page will be opened and all fill the required details -> Click on Post. The
candidate will be successfully published in the Marketplace.

Candidates

&«

ADEEBUDDINM & &

Submit Job

Created ©n  Modified Gn

Azure infrastructure clou...  Available Experience: 7.7 Yrs * ok k ok ko 01/31/2023  01/31/2023
(@) informatian Technology And Ser...
OVERVIEW INFO PIPELINE () SUBMISSIONS () INTERVIEWS () COMMUNICATIONS DOCUMENTS () TRAINING DETAILS () ACTIVITIES
Personal Details
Candidate ID First Mame Middle Name
00C - 59535 ADEEB UDDIN
Last Name Email Phane
M adeebm.9701@gmail.com
Mobile Date OF Birth Candidate Status
U +1(469) 912-1249 Available

Home / Candidates

Add & Submit Job Add Pipeline
S B
& Profile Update Request
(@) Poston NPA Y
@ Move To Pool
| Highlight Initiate Onboardi
ghlight & Initiate Onboarding 2,
[E send Documents
A Create Placement EA‘.“
% Share Job

T Conversations
E= Timeline

& Pre-Sereening Chatbet

The users can search the Jobs or candidates of Marketplace from Oorwin Advance search.

Use search strings, filters to fetch the jobs or candidates.

Easily migrate the Jobs/Candidates directly into ATS by a single click.
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= Y Candidates ~  Search... Q. Advanced Search &~ .

Advanced Search

& Configure Portal Accounts ~ Search ~

@ INTERNAL @ NPAMARKETPLACE  Q INTEGRATED SEARCH

RESUME SEARCH (DAILY : 1000) OB SEARCH (DAILY:1000)

Keywords

Location

@ cyzip () countrysstate

0 miles

NPAmarketplace -> Oorwin Integration workflow:

The Recruiters of Marketplace can migrate the following details into ATS

e Members & Recruiters
e Jobs

e Candidates

Members & Recruiters:

Navigate to Members or Recruiters -> Open the record -> Click on Post to Oorwin -> The
member record will be migrated into ATS as account.
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NPAworldwide

ﬁu\ Members

-
®
@ Grammar INC http://fgrammarusa.com
Active usa
2
Info Recruiters Jobs Candidates
E
=9
Member Information
= NPA # Member Firm Name
1037 Grammar INC
Business Phone Website
Qn +12039307686 http://grammarusa.com

Jobs:

Q, search v ..av

Home / Members

Post to Qorwin | Y7

Other Business Name(s)

Member Firm Status
Active

Navigate to Jobs -> Select the Job -> Click on Post to Oorwin -> the job will be posted on

Oorwin.

The recruiters can able to post any job from Marketplace to oorwin.

NPAworldwide
Aacruitment Network
ﬁu\ Jobs
&) «
@
Commercial Head (00)-11765) . Recruiter
Berlin, Germany .
— Active  01/31/2023 (0 day ago) Yolanda Dharmanyanti
(o]
" mfo  considerations
@
£,
@ Job Details
= Job id Job Title
Q0) - 11765 Commercial Head

Candidates:

Q, Search v ® a @ -

Home / Jobs
Post to Oorwin Consider Candidate )
Firm Name
Matcha Talent ﬁ
an

Status
Active

Navigate to Candidates -> Select the Candidate -> Click on Post to Oorwin -> the candidate will

be posted on Oorwin.

The recruiters can able to post any candidate from Marketplace to oorwin.
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NPAworldwide

Recrutment Network

Candidates

Faurum Doshisankari
Territory Consultant
Available

Info Considerations

Personal Details

Candidate ID
00C - 30646

Ernail

Irvine, CA, California, USA
Experience: 15 Yrs

Q, Search v ® A e'

The users can chat with all the recruiters within the Marketplace.
Initiate an new chat by clicking on the phonebook icon.

e
[Fi)

&

P06

@ B B3

0

Recruitment Netmerk

Dashboard

Home / Candidate:

Resume Preview Post to Oorwin Consider Job
Recruiter Firm Name . o
Nuray Zipak ISG Turkey in ¥ .F ﬁ E
~
First Name Last Name
Faurum Doshisankari
Phone Mobile
11. Chat Messenger
Q Search ¥ @ & e -

Good Afternoon, Srikanth Adepu

1097

ACTIVE RECRUITERS

Jobs
JoB D JOBTITLE
00]-6420  Principal Integrated...
00J-6419  Senior Digital Elect...
00)-6418  Advanced Sensors Eng...
00)-6417 Computational Sensor...
00J-6416  Principal Hardware S...
00)-6415  Principal Inertial I...

1144

[

)
=

CONSIDERATIONS

Select View

My Active Jobs
RECRUITER iy
Ed Wallach  Cambridge, MA
EdWallach Cambridge
Ed Wallach  Cambridge
Ed Wallach  Cambridge
Ed Wallach  Cambridge
Ed Wallach  Cambridge

Chat

23364

ACTIVE CANDIDATES

Krishna Kurnala

® Online
Anson here
“ Views
Silvia Grar
®joss @ [® online Y
STATE/PR 1000 Anson here
Massat
. Kavita Patil
® Online
Massat ©
Massat s
Q. Joanne Rauch
M ® Online
assat 250 Nice to meet you!
Massat
L] - e, Sarah Perrott
Massat 09/01/2022 09/02/2022 09/03/3 ® Online

Great yes | see it

Status - Online x

Search Messages / Users
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12. Mobile App Installation

12.1. How to install mobile app for IOS & Android

10S Installation:
Open App Store -> Search with NPAworldwide — Click on Download or Click on below link

to download the App.
https://apps.apple.com/us/app/npaworldwide/id1601078174
Android Installation:

Open Playstore — Search with NPAworldwide -> Click on download or please click on below

link to download.
https://play.google.com/store/apps/details?id=com.oorwin.npa

3104 T E
& Search
NPAworldwide
NPA
o
AGE CATEGOF DEVELOPER LAN
a+ 1] @ :
Years Qld Business Qorwin Labs India Enj
What's New Version History
Version 1.0.4 1w ago
All Modules Issues Fixed.
Preview

Once after downloading the app, open the app and login with the credentials.



https://apps.apple.com/us/app/npaworldwide/id1601078174
https://play.google.com/store/apps/details?id=com.oorwin.npa
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3139 PR B

NPAworldwide

Recruitment Network

Welcome to NPAworldwide

THANK YOU

Al-powered Talent Intelligent Platform
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