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Guide Overview

Welcometo the Boston Medical Centercontingentlabor program’s Detailed Reference Guide forHiring Managers.
This document will serve as atool to guide youthrough the mostcommontasksin the process of engaging and
managing a Contingent Worker during theirassignmentat Boston Medical Center utilizing AccelerationVMS.

Upon reviewingthis guide, youshould have a better understanding of the AccelerationVMS technology,andhowto
utilizeits manyfunctions insupportof the contingent laborprogram.

Highlights at a Glance

e Openinganew requisition

e Reviewing candidates

e Interviewing and selection process
e Timecard and Expense approval

e Managing Assignments

e Reporting

Program Support

AgileOneis hereto provide guidance and supportto all Boston Medical Center Hiring Managers. Forany questions, or
tosetup atimeto walkyou throughthe processand technology, please reach outdirectlyto the AgileOne teamat:
agilelbostonmedicalcenter@agilel.com

We look forwardto hearing from you soon.

SheenaBrown — Sr. Client Services Administrator
Email: shbrown@agilel.com
Office: (302) 791-6901

Tina Price — Client Services Manager
Email:tmprices@ainl.com
Office: (803) 360-2299
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Logging into AccelerationVMS

In an efforttoimprove your contingent worker experience, AgileOne has made the process of accessing the
AccelerationVMS easier by implementing the Single Sign On (SSO) functionality. SSOis designed to streamline
system access by enabling Boston Medical Center users to access the AccelerationVMS system viathe Boston
Medical Center network without the need for separate AccelerationVMS login credentials. Please note: SSO is
only available viathe BOSTON MEDICALCENTER network. New AccelerationVMS link:

URL: https://sts.bmc.org/adfs/Is/idpinitiatedSignon.aspx?loginToRp=ss02.agilel.com

Accessing the VMS - Login via the Single Sign On link above.
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Creating a New Requisition

In orderto create a new requisitionin AccelerationVMS, you will need tologinto the VMS application
viaSingle Sign On. (Please refertothe “Getting Started with AccelerationVMS” job aid on how to
login and navigate the system.)

Step 1

1. Onceyou areloggedintothe system, clickonthe NewJob Request button and selectthe
appropriate fields as they pertainto Step 1.

= To Do List
» Pending Job Approval by Others 2
v Mew Engagement Approval Required 4
by Others
» Timecard and Expense Approval 1

& New Job Request

7 Create SOW

2. Selectthe Location: Boston Medical Center or Boston Medical Center - Union

STEP 1

Job Description & Requirements

Lacation: > Boston Medical Center v
Job Type: » | Temporary v
Job Title: » Job Title lookup by Job Category

3. SelecttheJobType: Temporary, Direct Hire — Recruiter Use Only or Pre-ldentified Resource

Job Description & Requirements
Job ID: 1330
Location: > Boston Medical Center v
Job Type: » |Temporary v
— Select —
Job Title: > S TIDOS

Direct Hire—Recruiter Use Only
Pre-ldentified Resource

4. From the JobTitle menu, click “Job Title lookup by Job Category.”

Job Title: » Job Title lookup by Job Category
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5. SelectaCategory from the drop-down and click Find.

Job Title Look Up
Location: Category: Description:
Professional v Find
[ — select — |

Job Title Accounting/Finance
Professional

Community Health Worker View Detai
T

1 RECORD{ ) FOUND. Human Resources
Research
Facilities

Close )

6. OncethelobTitleisfound, eitherselectthe jobtitle name to make the selection or View
Detail to obtain additional information.

NOTE: View Detail allows the user to view the specifics about a particularjob title in order to
ensurethatthe job title is the one thatis needed.

7. Byselectingthe jobtitle, any applicable Qualifications, Responsibilities, Skills, etc. that are
associated with the job title will automatically populate.

8. Selectthe Number of Positions and a Reason from the drop down.

Mumber of Positions:

— Select —
— Select —
lliness
Jury Duty
Leave OF Absence
Maternity

Mew FPosition
Other |
Cwerload

o ) Resignation/Open Position
rare. The goal of a high risk community health Special Project

finding time to exercise), and to help them de: N -
' Manager, PCP, and other members of the pri| Iﬁzgi?ﬁar:mnmpen Fosition

Feason:

9. The Qualifications and Responsibilities sections are free-form fields, so information can be
added or removed as necessary. These fields will auto-populate with details specifictothe
JobTitle selected. Informationin each of these fields should be reviewed accordingly priorto
moving onto the next page of the requisition creation.

10. To add Skills, click “Edit Skills.”
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Skills

EDIT SKILLS

Skills Lookup
Choose a category or search for a skill: Find

Skills
10 Key by Sight
10 Key by Touch
3-D Cad Modeling
Ability to Acquire Te

Categories
General

Account Re
Accounts P
Accounts Receivable
ACCPAC (Accounting)
Accruals

Accurate Records & Logs
Administration

ADP Payroll

ASIC Engineer
Assembler
Assembler Language
Asset Management
Altention To Defail

Done Cancel

Selected
10 Key by Touch

11. Select General and a list of skills will populate. Selectthe appropriate skills and click the right
arrow to move the skill(s) to the Selected column.

12. Once all skills have been selected, click Done.

13. Enter inthe amount of Exp (in months) and any necessary Comments relevantto the skill.

(Thisisan optional field.)

Skills

Description

10 Key by Touch

EDIT SKILLS

Exp (Mos.)

12

Comments

Comments here

14. To add any Education, click “Add Education.”

Education

ADD EDUCATION

Education
Degrea Type
Bachelor's Degree v
ADD EDUCATION DELETE

Required | Preferred

Ld

15. Enterina Major/Certification if desired —optional. Check whetherthe educationis either
Required or Preferred. Only one option can be checked.

Cancel Save as Draft

16. If you cannot complete the requisition creation, click
“Save as Draft” and come back to itat a latertime to

complete.
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NOTE: If the system times out priorto saving the requisition as a draft, you will be required to
start from the beginning.

17. Click Step 2 when you are ready to move to the next step.

Step 2 »

Step 2
18. Fillinthe necessary Assignment Details, Work Location information and Special Bill specifics.

NOTE: All items that are required are marked with a red triangle.

STEP 1 STEP 2

Assignment Details

Requested by: » | Elise Krob b Alternate: [?] » | Elise Krob
Report To: »  Elise Krob = Travel Required: » |—Select— v

Report To Phone: Ext Freguency: "

19. Requested By, Report To and Alternate will defaulttothe userloggedintothe system. If this
needstobe changed, selectthe magnifying glass and search the appropriate name.

e Requested By: Hiring Manager - overall owner of the contingent worker’s assignment
details

e Report To: Timesheet Approver—this person will have access toreview and approve
the contingentworker’s timesheet/ expensereports

e Alternate: This person has the same access as the Requested By

20. Selectwhetherornot Travel is Required. |f “Yes,” the Frequencyisrequired. If “No,”
frequencyisnotrequired.

Travel Reguired: [ ] Yes T

Frequency: [ ] 10% T

21. From the WorkLocation section, click onthe magnifying glass and select the appropriate
location.
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Work Location Look Up

ocation

Lacation
170 Parking Garage
41 Teed Drive

610 Parking Garage

Q

Region

Company

Boston Medical Center

Boston Medical Cent

il

Boston Medical Center

Find

Address Region
710 Albany Street, Boston, MA 02113 United States
r 41 Teed Drive, Randolph, MA 02368 United States

§10 Albany Street, Boston, MA 02118 United States

22. Once selected, the addressinformation will auto-populate.

23. From the Special Bill section, click on the magnifying glass and select the appropriate Billing

Value.

NOTE: If the Billing Value does not appear on thefirst page, enter in the Value and Find.
Otherwise, there are additional page numbers located on the bottom right-handcorner of the
search parameters.

Value

Billing Value

Special Bill Look Up - Cost Center

Description

Description

Find

100.1040

00000000

100.1010
100.1010120.0000000
100.1010125.0000000
100.1010130.0000000
100.1010135.0000000
100.1010210.

100.1010215.0000000
100.1010220.0000000

100.1010225.0000000

2966 RECORD{ 5) FOUND.

BW Nrsng ICU - MP

5E Nrsng Medical ICU - MP
3IMcu

Menino 7East

CcCu

Menino 4\West

§E Nrsng Medical Unit - MP
&W Nrsng Medical Unit - MP
TW Nrsng Med/Surg Unit - MP
Patient Isolation Unit

4|/ 5

6/|7||8|@

magnifying glass.

23. Enter in Shiftand acknowledge whether or not travel expenses will be reimbursable viathe

Value

Special Bill
Description
Cost Center »-
Shift =
Will travel expenses be reimbursable?
[

100.1010120.0000000
Permanent Day (Day)

Yas

24. SelectaStart Date and an End Date* NOTE: Duration cannot exceed 12 months (1 year).
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25. The Work Days will automatically populateto a Monday through Friday workweek, but can be
adjusted by checking / unchecking the days needed.

26. Enter a Start Time and End Time. The system will defaultfrom 8:30am to 5pm with a one
hour Lunch Period. Make the necessary adjustmentsto align with the assignment needs.

27. Checkwhetherornot Overtime is Required.

NOTE: Total Weekly Hours and Estimate Job Order Hours will adjust based on the duration of
the assignment as well as the hours per day worked.

Schedule
Start Date:

End Date:

Start Time:

End Time:

Lunch Period:

Overtime Required:

» 12312018 Work Days: » Sun Mon Tue ‘Wed Thu Fri Sat
v v v W
»  0/30/2019

> S30AM v Total Weekly Hours:

» [500PM v Estimate Job Order Hours for 1

Contingent Worker(s) (10D

- 1 Hour v

28. Rates will be pre-determined based on the Job Title selected. If there are any
Other Expenses or Additional Spend that should be taken into account, please note in
the appropriate fields.

Mark Up: MIA
Other Expenses: 0.00 uso
Additional Spend: 0.00 uso
Estimated Job Order Cost for 1 p—— -
Contingent Worker(s): S UsD
Total Estimated Cost: 24613 .84 UsD
29. Review the Total Estimated Cost for the assignmentand move onto Step 3.
30. Job Fulfillment Options allowyou to specify differentitems as it pertains to the
requisition.
a. Resume Required: This sectionis auto-filled as checked off. If noresume isrequired
for review purposes, uncheck the box.
b. Interview Required By: Should a date be entered, this will notify the suppliers that
you prefer candidates to be interviewed by this date.
c. No. of Resumes per Vendor: This value represents the max number of candidate
submittals avendor can make perrequisition.
d. Submittal Deadline By: Should a date be entered, no additional candidate submittals

will be allowed after this date.
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31 The Screening Preference section will auto-populate the necessary requirements and
providesthe managerinsightinto knowing which screenings are needed priorto onboarding.
Allitemsrequired are marked with agreen checkmark. If additional screenings are necessary,
selectthe “Add Screening” button at the bottom of the section and choose fromthe list of
applicable screenings.

Screening Type
7 Year Statewide Criminal Records Search
Anti-harassmeant Policy

Background Check

BMC GHRR CORI Background Acknowledgement
—
Code of Conduct ADD SL'REEHI H'E L DELE[E ]

Confidentiality and Use of Information
Drug and Alzchol Policy
Influenza Immunization

Information and Systems Confidentiality and Usage Agreement

License, Cartification, Registration Varification

32. The Attached Job Documents section allows the managerto upload any necessary
documents applicableto the job requisition. This field can be used specifically for the
manager’s view (check the Hide From Vendorbox) or can be made visible to the supplier
community (i.e an official job posting for supplierjob boards)

Attach Job Documents
Description: Hide From Vendor
Select the File to Upload: @ Choose File | No file chosen Document Type: — Select — v
a. Select“Choose File”
b. Pickthe appropriate documentand click “OK”
c. Selectthe Document Type fromthe drop-down
d. Click“Upload”
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33. Scrollingdown onthe page, thereis a field for ApproverList and Comments — Notes to
Approver and Comments to Vendor.

a. The Approver List shows the sequence of necessary approvers prior to requisition
distribution.

b. Commentsall the user to include any additional notes to the Approver(s) and/or
Suppliercommunity.

Approver List for this Job

Approver Name Order

Elise Krob

Ravin Davidoff 2
Comments

Notes to Approver:

Available: 1000 (Max. 1000 characters)

Comments/Special Instructions to Vendor:

Available: 1000 (Max. 1000 characters)

34. Once finished, click the “Review” button to move to the last step of the requisition creation
process.

Review and Finish

« Step 2 Review »

35. Reviewtheinformationinfulland ensure thatall details are correct. If corrections are
needed, clickthe “Step #” buttonto move back. NOTE: DO NOT use the browser back arrow.

z Step 3 Finished

36. Submitted requisitions will route through the appropriate approval chain. Tolearn more on
how to approve a requisition, please refertothe Approving a Contingent Labor Requisition
jobaid.

SUCCESS! Your job requisition has been submitted. Please see below for details
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HOME

2

Approval Clueue

Chad Cotter

SN RO

JOB MGR  TIMECARDS INVOICES

I BMCHP_UAT : Chad Cotter

STEP 1

Lisa Kelly-Croswell

Job Reqg ID#:
Job Title:
Type:

Current Status:

The job requisition was submitted.

=) M) LB

REPORTS PROJECTS cc

STEP 2

SUCCESS! Your job requisition has been submitted. Please see below for details

Community Health Worker
Temporary
Submitted

You will receivea 4 digitJob
Req ID number (as shown to
the left): Click onthe Req ID
(blue text) to go directly to
your new requisition. This
will bringyou to the Job
Details page, which allows
you to navigatewithinyour
jobrequisition.

Click OK

Duplicate: this allows you to duplicatethe job.

Resubmit Job: this will resubmitthe job.

TIP: Ifyou have a similar Requisition or Job Order that you would liketo resubmit or duplicate, pleasesee the
details below.

Click on Job Manager>input the Job ID #inthe search field>click Find. Click on the Job ID number that
appears.

View the tabs at the top and make the selection based on the actionyou need to take.
Cancel Job: Ifthe job is nolonger needed and hasn’t yet been filled, click CancelJob and enter inthe reason.

Edit Job Info: will allowyouto edit certain aspects of the Job as longas it's notin Filled status.

On Hold: placethe requisition on holdifyouwish to no longer receive candidates.

13
Hiring Manager — AccelerationVMS Reference Guide




Candidate and Resume Review

General Information

Boston Medical Center Hiring Managers complete the new requisition. Once submitted, the Suppliers attachedto the
jobtitle willreceive an AccelerationVMS Alertthat prompts themto visitthe website for requisitionreview and
candidate submittal.

The Hiring Manager, when creatingthe requisition, hasthe abilityto limitthe numberof resumes submitted for
review. Ifthisoption isselected, the Supplier willonlybe able to submit the allotted number of candidates.

Itisthe responsibility of the Hiring Manager to review resumesand provide feedback. If a candidate isrejected without
feedback,itisappropriate forthe AgileOne teamto follow-up with the HiringManagerin a timely mannerto gather

feedback for the Supplier. This will assist all Suppliers infinding candidates who most closely fit the position.

1. Onceyou areloggedintothe system, click onthe New Contingent Workers link under the To Do List.

— To Do List
New Contingent Warkers 4
» Confirmed Interviews 3

v Assignments Extension/Rates Change 2
Approval

» Assignment Extensions/Rates Change 6
Approval by Others

2. Toviewthe candidate’s resume, click onthe Contingent Worker’s Name and then click on the Resume

icon.
' To Do List: New Contingent Workers
Job Description Contingent \Worker Mame
1361 Sr Benefits Analyst
1361 Sr Benefits Analyst Charlie Ryan
1360 Facilities Supervisor Emily Dickson
1360 Facilities Supervisor Josh Coleman

Contingent Worker Name Assignment |D Rés.  Relevance  Bill Rate Total Cost
Allison Jennings 1187 E 0% USDB0.00  USD 24 .000.00
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3. Thereare avariety of different actions that the Hiring Manager can take in AccelerationVMS as it
pertainsto candidate management. Read through the descriptions below to betterunderstand when
and why you would take action.

o Interview:selectif youwould like tosubmitaninterview requisition
e Reject:thisbuttonallowsyouto rejectif the candidate is not the right fit
e Engage: use thisbutton to select the candidate you wish to bringonboard

After reviewingthe candidates resume, ifyou are not interested in moving forward with interviewing them (or
selectingthem), pleasebe sureto “Reject” them.

NOTE: The status of the candidate’s profile determines the action pending.

e Review: Action is needed by the Manager (interview, reject, or engage) and the screening has not yet been
completed.

e Review — Screening Completion Requested: Action is needed by the Supplier to complete the background
check and update the CW’s profilein Acceleration.

e Review — Screening Pending: The candidate has been accepted by the manager and the supplier has
provided the background check requirements on the CW profile. The Client Services team canauditthe
background check results and fully engage the worker.

Interview and Selection Process

General Information

1. All Hiring Managers receive an AccelerationVMS Alertwhenever a candidate issubmitted for review.
2. The manager should reviewthe candidate’sresume viaAccelerationVMS.

3. Atany moment, the manager mayreceive or submitmessages, questions, comments, schedule interviews
with the supplier, and/or selectthe candidate. Manager/Supplier will receive an e-mail notification anytime
correspondenceiscreated. Allmessagescreated will be storedin the system as partof Job or Assignment
Details.

The Interview Process

1. Hiring Manager selectsthe candidate theywould like to interview. Interviewsare scheduledvia
AccelerationVMS.

2. Supplieris notified that an interviewis requestedviaAccelerationVMS. Supplierwill relayinterview
informationto the candidate. Supplier willsend comment to the Hiring Manager either confirming the
interview or request alternate date and/or time.
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Hiring Managerswill provide Suppliers feedback on the candidate through AccelerationVMS. If Candidateis
not selected, AccelerationVMSis to beimmediately updatedto reflect reasonfor declination.

Aftertheinterview processtakes place, Hiring Managers may send comments, or continue reviewing
candidates. Itis possible to communicate throughthe systemso thatthe suppliersare aware of howthey
shouldproceed.

Once ready to schedule aninterview, clickonthe “Interview” button either directlyfromthe
candidate submittal ORfromthe Contingent Workertab on the requisition. (Both views are
shown below.)

* New Candidates

Engage Interview Reject — ——
E Allison Jennings 0%
Charlie Ryan 0%

2 RECORD(S) FOUND.

| tervew | _reecr

Enterinall the requiredinterviewinformation (required items are marked withared
triangle). More information pertainingtothe interview will assist the supplierin clearly
communicating the expectations to the candidate.

NOTE: Providing an Alternate Date/Time will allow the candidate flexibility and provides less
back and forth interms of scheduling conflicts.

Appointment Alternate Date: 111202018
Preferred Date: 1102802018 .
Alternate Time: 300PM v
Preferred Time: > [930AM v ) .
Alternate Time zone: Central Standard Time v
Preferred Time zone: »> Central Standard Time ¥
Where & With Whom
Interview: Chad Cotter Comments: Enter in any relevant interview details here.
Phone:
Ext-
Type: » |ByPhone v
Location: Boston Medical Center-Union
Address: 610 Albany Street
City. Boston
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3. Click “Schedule Interview.”

Schedule Intarview Cancel

4, Click “OK” to confirmthe interview.

www.agilelus says

Please confirm your request for the interview.

n cancel

5. Oncetheinterviewissubmitted,the supplier will then communicate with their candidate the
desire forthe interview. Based on that conversation, the supplier will either accept or reject
the interview requisition and the requisitioning manager will receive notification.

NOTE: The Calendar widget will also be updated.

Calendar Event: 11/21/2018

“ Job Contingent Worker Event Type

1343 Tue Day Confirmed Interview

1 RECORD{S) FOUND.

6. Acolorlegendislocated below the calendarwhich allowsyoutoview more detailaboutthe

calendarevent. Clickonthe date the above pop-up will appear. The Calendar quadrantis
informational only.

The Candidate Selection Process

Once you have made your selection after reviewing a resume and/or interviewing, click on the radio button to the left
of the candidate’s name and click the Engage button.

Click the radio button to the left of the CW’s name yet againand click Engage. Confirm that the startdate is correct.

This action will trigger notification to the AgileOne Client Services team and they will fully engagethe worker.
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1. Onceyou are loggedintothe system, click onthe Job Mgr module atthe top of the module banner, click
on OpenlJobs and search for the requisition that’s beingfilled. Selectthe Job ID number.

: ) Uz () (F)
HOME JOB MGR JTIMECARDS INVOICES REPORTS PROJECTS IEc

I BMCHP_UAT : Chad Cotter

Q Job ¥ Approved v Start End Job Title ol |- .Job Type -

Pending My Approva Start End Job Title

Ly DT 14142018 1212002012 Sr Benefits Analyst

Cpen Jaobs . .
117442018 11/30/2018 Facilities Supervisor

Mew Contingent Workers
11/5/2018 41920149 Community Health Worker

Milniaricy

2. Gotothe Contingent Workertab on the requestand selectthe radio dial to the left of the candidate’s
name; click “Engage.”

CONTINGENT WORKERS JOB [

=

First Name Last Name = |

* New Candidates

Mame Felevance
| Emily Dickson 0%
Josh Coleman 0%

3. Selecttheradiodial againand click “Engage” again. You will then be routed to the page shown below.

New Engage

Report To: Chad Cotter
Actual Start Date: 11/4/2018

Assignment's Report To Approval Queue

Approver Name Crder
Agile 1 MSP 1 1
Comments:

I Engage Contingent Worker I Cancel
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4. Enterthe ActualStart Date and any necessary Comments.

5. Click “Engage Contingent Worker.”

6. Once an offer has been extended, this will notify the supplierand the MSP that the necessary screenings
should be completed. The MSP team will then coordinate and validatethat the screenings are
completed by the supplierand will then “activate” the worker’s assignment in AccelerationVMS.

NOTE: Contingent workers cannot start on assignmentuntil all of their required screenings have
been completed and have cleared by the Program ManagementTeam.

Time & Expense Approval

General Information

Once yourcontractor hassubmittedtheir timesheet (and/orexpenses), youwill receive an email notification stating
you have atimesheetpendingyourapproval.

You willneed tologinto AccelerationVMS, review the timesheet and either approve or rejectit. Details onhowto
completethistaskare outlined below.

Timecards

1. Onceyou areloggedintothe system, click onthe Timecard and Expense Approval link located under
the To Do List.

—! To Do List
¢ Pending Job Approval by Others il
» Mew Engagement Approval Hequired 4
by Others
¢ Timecard and Expense Approval 1

2. Clickonthelinkunderthe Weekend Date column.

Count  Time Card/ Expense Weekend Date

1 Timecard(s)/Expense(s) for 11972018
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3. Next,clickonthe “View” iconto review the timecard in detail.

Wiew CWR/Contractor

@ | L JENNIFER HOLEMAN

+—

4. Reviewthetimecardinfulland make the appropriate approval orrejectselection. Priortotakingany
action, checkthe boxestothe left of the Status column to ensure you have reviewed each lineitem. To
checkall boxes at once, select the top checkbox under Timecard.

NOTE: If a timecard is to be rejected, comments are required.

Irlmecard
Status Date Time IN Time OUT Start Lunch End Lunch Note Reg oT DT Tota
Sun 11M11/2018 add 0 ] 0
' & Mon 11/12/2018 5:00 AM 5:00 PM 12:00 PM 1:00 PM add 0.00 8.00 0.00 2
' & Tue 11/13/2018 5:00 AM 5:00 PM 12:00 PM 1:00 PM add 0.00 8.00 0.00 2
' & Wed 11/14/2018 5:00 AM 5:00 PM 12:00 PM 1:00 PM add 0.00 8.00 0.00 2
' & Thu 11/15/2012 5:00 AM 5:00 PM 12:00 PM 1:00 PM add 0.00 8.00 0.00 2
' & Fri 11/16/2018 5:00 AM 5:00 PM 12:00 PM 1:00 PM add 0.00 8.00 0.00 2
Sat 1117218 add ] 0 0
Total: - 40 - 40
Duplicate Remove Approve Selected Unapprove Selected

If hours on atimesheet are incorrect, please reject the timesheet by clicking the “Reject Selected.” Once
comments are entered, click “Submit Comment.”

Reject Comments

Available: 1476 (Max. 1500 characiers)
Rejection commenis here.

Close Submit Comment
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Expenses

1. Onceyouare loggedinto the system, click on the Timecard and Expense Approval link located under the
To Do List.

== To Do List
¢ Pending Job Approval by Others 3
¢ Mew Engagement Approval Required 4
by Others
¢ Timecard and Expense Approval 1

2. Clickon thelinkunderthe Weekend Date column.

Count  Time Card/ Expense Weekend Dafe

Timecard(s)/Expense(s) for

3. Next,clickonthe “View”iconto review the expense in detail.

Yiew CWR/Contractor

| . JENNIFER HOLEMAN

4. Reviewthe expensesheetinfulland make the appropriate approval orrejectselection. Priortotaking
any action, check the boxes tothe left of the Status columnto ensure you have reviewed each line item.
To check all boxes atonce, select the top checkbox.

NOTE: If an expense is to be rejected, comments are required.

Expense
I Status Date Phase Task Hours/Units Rate/Amount = Total
v ] Fri 11/9/2018 v Phase1 v Fixed Price Fee v 0.00 17000.00 17000.00
. ) usD
Total: 0 Hours/Unit 17.000.00
— | T
Add Remaove Approve Selected Unapprove Selected Reject Selected Save Expense Report
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If any items on an expense sheetare incorrect, please reject the expense by clicking the “Reject Selected.”

Once comments are entered, click “Submit Comment.”

Reject Comments

Available: 1476 (Max. 1500 characters)

Rejection comments here.

Close Submit Comment

Managing Assignments

Timecard Proxy Approvers:

Ifyou will be out of the officeor unavailableto approvetime and/or expenses for your worker, you canset up a
backup/proxy timecard approver.

BMCHP_UAT : Chad Cotter

Account Settings PROFILE

¥ User Login Info and Authority

Login 1D

Reset Password
Location:
Access Level:

Timecard Approval Notification:

» Demographics

» User Approval Setting

» Report Hierarchy

» New Engage Approval

» Extension Approval

» User Region Association
» User Special Billing

L W)

PROJECTS

ccotter

Default Location

Individual

Yes

¥ Timecard Proxy Approver(s)
No record(s) found.

¥ Timecard Proxy Approver(s) For

No record(s) found

¥ Job Proxy Approver(s)

No record(s) found

WIDGETS

DEVICES

BLOCK EMAIL

Last Login: 1/2/2019 12:55 PM (EST) | Notes | Settings

Active:

User Role: V1

Group:

Mabile Approval | Requisitions

Click on the Settings link on the top right of your screen

From your Settings page, scroll down to the Timecard Proxy
Approver(s) section,and clickon ADD

Click on the magnifying glass to open the search box. Enter the name
andclick Search. Select the manager name by clickingonit.

Make surethe Active box is checked. Scroll to the bottom of the page
andclick Save.
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Timecard Proxy Approver(s)

Q el kro D Search

Mame ~ ID Approver Level Email

Daniel Kronenfeld 3250 [RYS dskronen@bu.edu
Danielle Krobath 3239 (A3 | danielle_krobath@bmc.org

Elise Krob 3919 [RE elise. krob@bmc.org

3 RECORD{S) FOUND.

Name Active
Elise Krob Bl Delete
Save

Extending an Assignment

General Information

As aHiring Manager, you will receive system generated e-mail notifications at 60 days, 30days, 15 days, 7days,and 1
day priorto an assignment ending. Youwillalsoseealink onyourTo Do List titled Assignments Endingin 30days. By
clickingon thislink, the systemwill give youa summary of all assignments scheduled to end within 30 days. If the
scheduled enddateiscorrect, please let the AgileOne team know that you will notbe extending. If however, you
wouldlike to extendtheir assignmentenddate, you can submitthe extensionviaAcceleration.

1. Onceyou areloggedin, clickon the Job Mgrmodule at the top of the module bannerand search for the

assignmentthat needs extended. Once the assignment has been found, click onthe Contingent
Worker’s name and then click the Contingent Workers tab.

53 [ B (xRN ERCNas ™~ A8

HOME 108 MGR | TIMECARDS  INVGICES ~ REPORTS FROJECTS GG
Q Assignment ¥ Active ¥ | | Assignment # @
Job ID Start Date End Date Caontingent Workerd
1261 7} 1109 BI20V2015 912712019 Tracey Larson
1262 7} 117 BM7/2018 10/19/2018 Tracey Larson
1286 7] 1110 BI27/2018 41302019 Tracey Larson
1268 7} 1112 812712015 2/28/2019 Tracey Larson
1269 7} 1113 BI27/2015 1/4/2019 Tracey Larson
1270 7} 1114 B/6/2018 212212019 Joseph Stewart
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2. Clicktheradiodial to the left of the contingent worker’s name and click “Extend Assignment, Change
Rate & Additional Expense.”

NOTE: Clicking this button does not require you to complete all of the different actions, but it does allow
the userto make a decision as to what needs to be changed on the assignment.

CONTINGENT WORKERS JOB DETAILS ACTMVITIES TRENDS
[ l l l [ l General Actions: Displays all workers whao qualify for the action selected.
First Name Last Name Relevance 0% - 1% Bill Rate 25 - 26 USD
Search
* Engaged
MName Relevance Bill Rate Total Cost Submitted
Tracey Larson 0% USD 25.00 USD 9,200.00 AL il )
(EST)
1 RECORD({5) FOUND.
MODIFY REPLACE END ASSIGNMENT EXTEND ASSIGNMENT, CHANGE RATE & ADDITIONAL EXPENSE

3. Selectthe “Edit” option pertainingtothe change being made.

Edit

4. Enterinthe NewEnd Date and selectareason from the drop down.

NOTE: When submitting an extension, please ensure that the extension end date meets the tenure rules
forthe worker. Refer to the tenure policy for more information.

Extension:
Assignment Report To: Chad Cofter
Waork Performed by this
Person: 0.00 Dayis)
New Start Date: 1072002018
New End Date: 01312012
New Weekly Hours: 40.00
Reason: I— Select — ¥ I

5. Addany additional Notes to Vendor or any Commentsinthe applicable fields.
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6. Click “Submit” when all informationisincluded.

Submit

NOTE: A list of the necessary approvers are posted in the Job’s Requestor Approval Queue section just
below Estimated Cost and above the Note to Vendor sections.

Job's Requestor Approval Queue (Vendor will approve assignment changes

Approver Name Approver Level
Chad Cotter %1
Lisa Kelly-Croswell v

7. Onceall necessary approvals are completed, the supplier (vendor) will be able to review the change
detailsand approve/rejectas needed.

Rate Changes

General Information

Rate changes can also be submittedvia Acceleration. The processis the same as whenyouextendan assignment; the
only differenceisthatyouwill “Edit” the Rate Change section versus the Extension section. Referto the process
above.

1. To make changesto the rate, click the “Edit” button and insert the New Bill Rate as well asthe Rate
Change Effective Date.

Rate Change:

Mew Bill Rate: UsD 25.00

Rate Change Effective Date: 107072013

2. To make any changesto the expenditure, click the “Edit” button and enterin any New Expenses and/or
Additional Spend.

Additicnal Expense:
Mew Expenses: USD 100000

Additiomal

Spend(Reg/DT/DT): USD | 2000.00
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3. Click “Submit” when all informationisaccounted for.

Ending an Assignment

General Information

There maybe situationsthat arise where a contingent worker either voluntarily terminates their assignment orthe
managerhas decidedto end theirassignment early. In orderto endan assignment prior to the originally anticipated
end date, the HiringManagershould complete the following steps in AccelerationVMS. Ifthe manager prefersto
coordinate the earlytermination with the MSP, itis requested that the manager reach out tothemas soonasit’s

known that the contractor will be terminated.

1. Onceyou areloggedin, click on the Job Mgrmodule at the top of the module bannerand search for the
assignmentthat needs terminated. Once the assignment has been found, click onthe Contingent
Worker’s name and then click the Contingent Workers tab.

a8 ¥ K| IR RN ERER ™ AR
HOME JOB MGR TIMECARDS INVOICES REPORTS PROUJECTS icc
I BMCHP_UAT : Chad Cotter
Assignment ¥ Active ¥ Assignment # }CR First Mame
Job D Start Date End Date Contingent Worker:
261 @ 1109 82002018 942772019 Tracey Larson
262 7] 117 8M7/2018 10/19/2018
266 B 1110 82772018 4/30/2019 Tracey Larson
263 7] 1112 8/27/2018 2/28/2019 Tracey Larson
269 Q 1113 82772018 1/4/2019 Tracey Larson
1270 @ 1114 8/6/2018 2/2272019 Joseph Stewart

NOTE: If your contingent worker is slated to end in 30 days or less, the assignment can also be found by
clicking the Assignments Ending in 30 days link underyour To Do List.

— To Do List
v New Contingent Waorkers 4
v Confirmed Interviews i

v Assignments Extension/Rates Change 2
Approval

v Assignment Extensions/Rates Change 6
Approval by Others

» Assignments Ending in 30 days 6
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2. Clickthe radiodial to the left of the contingent worker’s name and click “End Assignment.”

CONTINGENT WORKERS JOB DETAILS

3 3 2 o

First Mame Last Mames Relevance
¥ Engaged
MName Relevance
® Tracey Larson D%

1 RECORD{ 5} FOUND.

I MODIFY REPLACE END ASSIGNMENT |

3. Enterthe “Actual Assignment End Date” and the “Actual Timecard End Date.” The Actual Assignment
End Date will automatically reflect to the current date and the timecard end date will be pushed out by

one weekinorderto allow the candidate time to entertheirfinal timecard. Update eachfield as
necessary.

Actual Assignment End Date: 1112872018

Actual Timecard End Date: 1252018
Temporary to Fulltime 287
Employment:
Estimated Conversion Fees:
FPaid Amount:
Reason: — Select — T

4. SelectaReasonfromthe drop-down.

5. Enterinany additional commentsto help the supplier understand the reason forthe early termination.

6. Answerthe fourquick questionsrelated tothe Performance Evaluation. Fillingoutthisinformationis
helpful forthe supplieras well as any future submittals should this contingent worker re-apply fora
future requisition (positive or negative).
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Performance Evaluation:

Excellent Above Average Average Below Average Poor = N/A

Please rate the Contingent Worker's overall job performance. )
Please rate the Contingent Worker's attendance and punctuality. O}
Please rate your belief that the Contingent Worker was a good match for the assignment. )
Flease rate the Contingent Worker's overall attitude and level of professionalism. 0

Click “End Assignment” once all informationis fully completed.

End Assignment
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Reporting
General Information

There are avariety of reporting options and capabilities available within AccelerationVMS. Withinthe reporting
module,youwill notice manyStandardreports listed on the leftside of your screen. There are five main sections, with
detailedreportslisted under each heading: Quick, Invoice Data, Requisition, Timecards,and Custom Reports.

Tip: If there isspecificinformationthatyouwould like to report on, please reachoutto AgileOne at
agilelbostonmedicalcenter @agilel.com. The AgileOne team can helpyoudetermine the best report for your
needs,and walkyouthrough runningit forthefirsttime and saving it as a favorite reportforthe future.

S AN RO RRRE RRCISE R IR

HOME JOB MGR  TIMECARDS  INVOICE] REPORTS |PROJECTS icc
I BMCHP_UAT - Chad Cotter Last Login: 17272019 1:

» QUICK Assignment Data With Special Bill and 1D

Quick Report
Status: Active v

» INVOICE DATA
Search By: Assignment Start Date v

Billing Summary

Contingent Worker Billing Summary Selected Date: From: 1/1/2019 To: 113142019

Contingent Worker Usage

CWR Billing Summary With Work Location Special Bill Criteria: By Rangs v

CWR Type Billing Summary

Invoice Select Available Codes: .
Job Title by Vendor Billing Summary Special Bill Code: Cost Center Cost Center

Location Billing Summary SHIFT

Wendor Billing Summary . .
P ! ) Will travel expenses be reimbursa
“endor Billing Summary by Location P Add
“endor Usage
“endor Usage Group Total

» REQUISITION

Del

Accrual Detail Del All

Accrual Summary

Assignment Data With Pay Rate and Last
Submitted Total Hours

Assignment Data With Special Bill and 1D

Assignment with Special Bill and Approver Caost Center From: To: | zz
Contingent Worker Screening

Extension Approval Report Format: FDF v
Requisition Detail Wi V

Requisition Received by
Requisition Status With Assignment Show Report Download Report
Reguisition Timeline

Once you have selected your report from the left side of your screen, a variety of options will be displayed. You canrun ea ch report
with various criteria;including Vendor, location, Date, etc.

Note: Ifyour selected report contains the “Special Bill Code” section, you must choose at least 1 Special Bill Code, suchas Cost
Center, to run the report.

You have the ability to report againstspecific values,oragainstall. Tosee all “CostCenters” for example, leave the “zz” in the To:

Field. Select PLAIN EXCEL as Report Format — this allows you to edit the results most easily to suityour needs. Click on Show Report
or Download Report.

To report againsta specific value, such as CostCenter or Shift, you canaccomplish this by entering your requested valuein the “From
andTo” field. For example, if | wanted my report to only show information related to Company Code 12345, inthe From field, |
would enter 12345,and inthe To field | would enter 12345.
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