BULLHORN
AE Submission- Placement Requirements & Workflow

I. AE Submission - (Delivery)

ission Ensure the properly formatted Optomi Resume is uploaded into the candidate file with the appropriate naming convention,
That the candidates most recent up to date resume is parsed into the main candidate record AND that there is the applicable right to represent emaiil
correspondence within the candidate record.

& Emall - OPS - Right to Represent - Please APPROVE

szt prates com

st AFPROVE

Omesent © ¥

for 4

A & omammsmm (e ——— Ay Mhanks y cat

500 TN please roply back 10 this emal with the word APPROVE" 1o move forward with e ___ posiion at
cllent at a rate of §.

We look forward to working with you!

o . . Best.

If entering from Job order Record - Enter your candidates [ s st

name

ADDED BY  Ashley Waggoner X

If Entering from Candidate profile: enter the JOB

I @ TeAhes @ Wwiben 8o Cwmaliee s 1 e, PRSP

@ 13100; .NET Devel...

Pay Rate: Enter pay rate they are cleared at for the position

you are submitting them for. *** CADDATES i Q
CLEAR ALL X
. o - —— 7236 you would enter 72 he oy
SQIQW‘: only enter if CTH OR Perm field if they were cleared at 72.87 you
ifiE 7 would enter 73. And ensure that theg,
From the Submission Template Drop down f'u’; pay vu:c is ”I'd;w"cf;jw fgc’

. ool i Submission Tfemplare secfion below
Choose: "AE Submission Template -
Insert all appropriate information: Inclusive of the
Spark Hire, Linked in URL etc. e B SSON TRRLATE

. Name = ew 4 e
. Pay Rate @R 6«2 e s 2wy
. Desired Salary/Conversion Salary ¢ TEMPLATES (3)
. Locqflop; ) B I | MYDEPARTMENTS
. Availability to Interview:
o . Availability to Start MLTEMPLATES (%)
An AE Submission can be . xoﬁ Atlffhoffiz?ioni . Ashley Waggoner - AE Submission Template
. . otivation for Search:
added from fwo ploces. the . Additional information:

Name:

Candidate profile record OR

the Job order Record +  Culturefit: .
. Opt2Vue or LinkedIn Page: Desired Salary / Conversion Salary:
. Core Client Criteria: Location:
. Reference Quote: P —
body p 4
PLEASE NOTE: if the AE submission is for a VMS Client add the REQ#;
month/ year of birth AND or any other information required for
submittal
) - ) B email Notification
Wil Steven Couch@gmai.com - 817-907-3714 - EmQ_I.LN_O_tI_f_IQ_QIIQ_D
o - Automatically defaults to the “AE Job owner” always add: NTERNAL UseR © Kthieen Brabane Q
S i . Your Delivery Lead CLEARALL X
o — = e Ve . The Sales leader for the respective AE. P — a

SCHEDULE NEXT
ACTION Beme




BULLHORN
AE Submission /Rejection - Requirements & Workflow

Il. AE Submission (Sales)

Candidate Submitted to Job #13088

: AE Submission to Sendout - From your emaiil, select the hyperlink for your JOB # ( will take you to your open JO)
e ey E . oronpiocoue OR click the hyperlink for the candidate ( will take you to the candidate record). Once you click a new
To: Matt Robinson <mattrobinson @optomi.corm:>; Ashiey Waggoner <ashieywaggoner @ optomi.com>

Setict: Casiidaie babaled i Ot #13088 browser tab will open- once loaded go back to the main bullhorn application of the candidate or Job record.
aitny Vgt N sehnlind e eboudeg COMMSETS OR go into bullhorn under your Job order

folown;
00 #13086: test 102 (Company: TEST 0 aw)

Mat
plsase reivew the resume & profile of Jonn Pickren for your JOOK job _
Logatcs.

Aoty to St 2 woeks | @ Mai-Ashiey: X | © OpenWindow X @ OPS20task x (fj WestMiawes! x | (I Soles Deiver, X Q\Mm x
Motivation for Search Project Consutant \/
‘Additional Information

Link successfully opened.

Culture Fit:
Make scre you have Business Rieq and Prescreen notes up. Right here slone & 45 sentences of what ey are Going and why §

F- "OR Unbadin page” [11as. e Ik ecir, Com v sechrees 115t
Core Client Crieria:

« Thin shout be 4 -5 bullet points of how they match the requrement
« Education as 1 bust pont OR Relevant Centicatons.

Reference Quote: John is hands down of the best conssltants Jve ever had the pleasure of working wih®
Astiey Waggoner (former managar)

1] H o "
& 13088 testp2 G @ 9 Under your Job order- select “AE Submission
6 iitie] Gl el W s i e O e mtfe 100% sure your view in the upper right-hand corner is set to “Current” vs.
Yera0a = ot Extencns To Quickly View the submitted candidates information (history, parsed resume,
) details, notes and prior submission history) you can utilize the binoculars view. For
Details ce How o ..
further details reference appendix XXX1 below.
ourama20
e il R D Niae it - IF the candidate will be submitted to the client, select the appropriate
candidate - under *move” select Send Out.
& w IF you are NOT submitting the candidate to your job req - please refer to section
Il below “AE rejection”
Y AE Submission (1) » - m
ACTIONS = A @ ot pickrm osnwamo osnaznan Sused = Aoy Weggorer %
& Move 1 to Send Out x
T Ry PO seleCting move to "send Out” add R
e = the BILL rate in the COMMENT section and

- -~ or the salary range you are submitting the
= candidate to your client af.

Under INTERNAL EMAIL NOTIFICATIONS tag
the recruiter who submitted them to you.

Select *move without email”

When you email your client- always copy the
associated recruiter/ delivery lead and any
\ other relevant internal contacts.
Upon moving the candidate will show as
“"Send Out” under your Job Reg.

__ e
Failure to submit any candidate outside of Bullhorn may result in loss of commission.



BULLHORN

AE Submission /Rejection - Requirements & Workflow ©PS
lll. Sales Rep Rejection- (Sales)

IF you are NOT submitting the candidate to your job req

& 13088 testjo2 G @ @

‘ACYK)NS v
et l @ ramel & sdsamma e e o T i R e o' Under your Job order- click “AE Submission”
S MM OIRA ARG Citenemee Make 100% sure your view in the upper right-hand corner is set to "Current” vs.

N

Details

DATE ADDED

04/28/2020 OPTIVUE QUESTIONS

DATE JOB OPENED BY CLIENT RESUME REVIEW DATE

3
: recounen . — - select the appropriate candidate -
P tento ot o Toxastotew Unked Stat Need under “move” select Rejected.

Y AE Submission (1)

Cansidate ¥ Date Added Date Last Modified Added By ¥ Pay Rat

PP oyacao gswamo

Submitted ~  Ashiey Waggoner n

Move 1 to Rejected X
& 13088 testjo2 AT, 5 . "
— Upon selecting move to “SALES REP P Sales Rep Rejected o
o e N " S Sovcama o s - REJECTED"” from the drop down -in the ) Candidate Not Interested
e : “=*  COMMENT section — add the reason Sales onReleaed i N
o why they will not be submitted Offer Rejected
COMMENTS
B M Sikmieton 04 Under INTERNAL EMAIL NOTIFICATION Styles - | Size /B I U A-[;z =2 *E -
tag the recruiter who submitted them
fo Yyou. candidate has not worked in last 6 months, candidate over the max
Select “MOVE” pay rate.. ( etc)
[ mejected (1)
ACTIONS. > A @ s v bt g Saen fap Refected - Asvley wragnre: n vady
INTERNAL EMAIL NOTIFICATION
@ Taylor Jackson @ Ben Tucker Q

CLEARALL X
Upon moving the candidate will show as “Sales Rep Rejected”

CANCEL MOVE
under your Job Req. _

Failure to submit any candidate outside of Bullhorn may result in loss of commission.



BULLHORN
AE Submission /Rejection - Requirements & Workflow

IV. Scheduling a Candidate Interview — (Delivery)

& 13088 testjo2 G B 9 @ -
e When the add appoiniment,

- screen opens up e [=]
= o You can schedule and send a full e
calendar invite to your candidate omnen po— x
directly from BULL horn, including their
& smeout) - | I formatted resume, by includingyour——- = 3
oconen candidate in the ATTENDEES section o
Under TYPE select Inferview—— == e oS
Make sure Visibility is set fo Public (]
START DATE 05/20/2020 X o9
Move 1 to Interviewing Enter the correct start /end date
Ond Times. AAAAAAA 08/20/2020 X ooasem x
sTatus Under the app te Job .
i - ~ order- select your Under communication method
commenTs — candidates name, under select the appropriate method Smgperen e
e e move select Interviewing. e Phone tocanom S
. Onsite appointment
. Offsite appointment N
When the next screen pops PTG o P
up - ) Enter the location (conference il
§elecT the ODQFODHOTG bridge, address etc) SO e T PN
interview (1st, Final etc)
}‘@n/ down and select YES, If you are sending the invite to your il A Aoty o e s i
Under “Would )/OU Ilke TO candidate Thl’OUgh BH: XXX the VP of XXX for the role of X
INTERNAL EMAIL NOTIFICATION schedule an appointment include a note in the appointmen Hadephagelproraptesdianber bty
© Teylor Jackson a now?e” section and you can drag and dro var
CLEARALL X ’ any attachments OR pull document oo
T a from any CO, Candidate or Job 5
Record file ( JD, Benefits etc)
WOULD Y TO SCHI OINTMENTS NOW? Joha Pickren X
Yes 088 tost x
Q
Upon moving make sure you change the status of
your candidate from "“active” to “interviewing @
- JIPickren OPS_DW 81 SQL (2) docx s O
£ FROM Q

Failure to submit any candidate outside of Bullhorn may result in loss of commission.



BULLHORN ©PS

AE Submission /Rejection - Requirements & Workflow

V. Client Rejection — (after send-out, OR after a Client interview) - Sales

& 13262 netdev G I 9

e iy mecomet ey, mwTIe | Sicomas iy . Under your Job order- click "AE Submission” or “Send Out”
! ST o oy Woggoner N S Aoplcation/es Deveoprent
AT, 0. IR (RTINS - Make 100% sure your view in the upper right-hand corner is set to “Current” vs.
[ @ scsomn || @ soeon Al
Details
omen Car Partngron
commer ® TEsteon
After a Send out or
Iy syl after an interview- select the appropriate candidate - under “move” select
- Rejected from the drop down menu
O]
Move 1 to Rejected X
O sendOu () o
o Sales Rep Rejected
STATUS
Candidate Not Interested
5% et ;e AN s Porect Client Rejected Client Rejected 0
e - o ovaraeas g oo PRp—— - | Offer Rejected
[2] A€ submissions with Interview Status (1) @ MOVE Upon selecﬁng move to COMMENTS
» A Syl “CLIENT REJECTED" from the Siyies = | B I U AR K- %®
sk drop down
S ——— ' DES ) ' o : -in the COMMENT section — Liked her Javascript and SQL experience. Did not like how her resume
pan— PR e Yot tarviow R add the reason why they were was written, not enough detail. Also, didn't see much of her interacting
rejected with the business, which is a big part of this role. She was #7, they are
interviewing 6, if they don't go well, will bring her into the mix. |
e Under INTERNAL EMAIL
& 13262 .netdev G B 9 anos - NOTIFICATION tag the recruiter
o compaNy who submitted them to y
13262 @ TESTcoaw Ashley Waggoner  N/A Contract 1 Application/Web Development Select “MOVE”
VEVIEN EDT  ACTVITY  NOTES() FIUES(0) AESUBMISSIONS() TERVIEWSTREAM  BULLMORNREACH  SPARK MIRE Lavour 38 4
ancidate *. ¥ DateSent *. ¥ Sendor . ¥ Contact ¥ Emal ¥ Num Times Read * | ¥ "
@ Carly Partington @ B8 @ Ashley Waggoner
g Q

ClFAR AN X

CANCEL MOVE

[ Rejected (1)
10
andidate ¥ Date Added ¥ Date Last Modified
(IS/Z:/ZOZG 05/28/2020
bl e

TIONS + & @ John Pickren Ashley Waggoner 70

Upon moving the candidate will show as “Client Rejected” under
your Job Req.

Failure to submit any candidate outside of Bullhorn may result in loss of commission.



BULLHORN
AE Submission /Rejection - Requirements & Workflow

VI. Offer Extended - (Delivery)

& 13262 netdev G M 9 ACTIONS ~ &0 12X
1 JOB TITLE n COMPANY CLIENT CONTACT PRIORITY JOB TYPE # OF OPENINGS START DATE SKILLSET b H N "
g il ey Sl PapbapiiaiiSpetd prmblise < - = Under the Job order- select “AE Submission
R i APV OTRED, ISR ARMNORTD, | WTIRASYSTIAN . BALORIADE  Sai wosr 1 Make 100% sure your view in the upper right-hand corner is set to “Current” vs. "All".

(] Web Response (0) undeLAE_Submmmnmdh_Lnieme_w_&tom
Select your candidate

¥Y AE Submission (0) Under move select “Confirmed” from the drop-down menu.

C» Send Out (0)

MOVE 1 SELECTED ~

AE Submissions with Interview Status (1) o

AE Submission
RPAGE 10
Send Out
Move 1 to Confirmed X

Date Last Modified v Appointment Status Y € Rejected Location

Confirmed
ACTIONS @ @ John Pickren g 1ot Bl ¢ STATUS

Placement

s Offer Extended v
COMMENTS

Upon selecting move to “Offer

13262 .netd Gme | o - . L= = ;
= ‘ 7 Extended” from the drop down " s BT AIE==ES

e gl el el S ittt e P el sl -in the COMMENT section —
S SE— S, e Add the $ amount offered to offer extended at 72/hour
— the candidate & any other pending start date of 6/8/20
information.
! : Under INTERNAL EMAIL
~ NOTIFICATION tag the AE who
submitted them to you.
@ Confirmed (1) tasTacTTy Select “MOVE” o -
w
INTERNAL EMAIL NOTIFICATION
@ Ashley Waggoner €3 Q
R S YT oo Offwtmoded = Asley Wogoooes n
/ CLEARALL X
CANCEL

Upon moving the candidate will show
as "Offer Extended” under the Req
and the Job Req will show it has an

£ 13262 .netdev G @ 9 ACTIONS ¥
H e .
offer extended to a candidate
D JOB D COMPANY CLIENT CONTACT PRIORITY  JOB TYPE #OF OPENINGS  START DATE SKILLSET
13262  .netdev 1326 TEST co aw @ Ashley Waggoner N/A ¥ Contract ¥ 1 06/08/2020 X Application/Web Development ¥
OVERVIEW  EDIT  ACTIVITY  NOTES(3) FILES(0)  AESUBMISSIONS (1)  INTERVIEW STREAM  BULLHORNREACH  SPARK HIRE LAYOUT 32

[ @& e submission ] [ & sendout ] [ @ interview ] { @ offer Extended ] - Placement

Failure to submit any candidate outside of Bullhorn may result in loss of commission.



VII. Offer Extended/ Offer Rejected, (Delivery)
If your candidate turns down the offer

= 13262

.netdev G M@ ¢

BULLHORN
AE Submission /Rejection - Requirements & Workflow

Under the Job order-

select "AE Sulbbmission”

Make 100% sure your view in the upper right-hand corner is set o “Current” vs.

GAJ

Under “Confirmed”
Select your candidate

From the MOVE drop down menu select “Rejected”

L JOB TITLE 1 COMPANY CLIENT CONTACT PRIORITY JOB TYPE # OF OPENINGS START DATE SKILLSET
13262 netdev 13262 @ TESTcoaw @ AshleyWaggoner NA v  Contract v 1 -
OVERVIEW EDIT ACTIVITY NOTES (3) FILES (0) AE SUBMISSIONS (1) INTERVIEW STREAM BULLHORN REACH SPARK HIRE LAYOUT 2%
C» Send Out (0)
[4] AE Submissions with Interview Status (0)
1] Rejected (0)
@ Confirmed (1) MOVE ~ 1SELECTED +
AE Submission
ITEMS PER PAGE: 10 -
Send Out
Candidate ¥ Date Added ¥ Date Last Modified v Status v Added By ¥ interviewing Salary v
05/28 0 Pemnee
) 2 5/28/2020 05/28/202 =
B acrons M @JohnPicken i S Offer Extended Ashley Waggoner

Placement

& 13262 .netdev
5 erme 1o OMPANY CLIENT CONTA PRIORITY  JORTYPE  #OFOPENINGS  STARTOATE sxiLs
13262 netdev 13262 @ TESTcouw Ashley Woggoner WA ¥ Contrect ¥ 1 06/08/2020 Apphcation/Web Development ¥
L ACTIVITY " PLEs AE SUBMISSIONS (1, INTERVIEW STREAM  BULLMORN REA WK HIRE LAYOUT 3
[ Rejected (1)
10
ate Last M 8y atory
ACTIONS. ~ A @uotaPicknn  JaIuI020 ol OfferRejected = Ashiey Waggoner

Upon moving the candidate will show as
"Offer Rejected” under the Req

Select “Offer Rejected” from
the drop down

-in the COMMENT section —
Make sure you put the
reason(s) why it was rejected

Under INTERNAL EMAIL
NOTIFICATION tag the AE &
Select “MOVE"

Move 1 to Rejected X
STATUS
Offer Rejected v
COMMENTS
Styles - | Size -/B I U A-| 5 2 i e

Candidate turned down the offer and is moving forward with another
opportunity with XXX company. Ultimately it came down to $$ ,
stability, tech stack etc

body

INTERNAL EMAIL NOTIFICATION

@ Carly Partington @ Ashley Waggoner Q

CLEARALL X

MOVE

CANCEL

Failure to submit any candidate outside of Bullhorn may result in loss of commission.




BULLHORN ©PS

AE Submission /Rejection - Requirements & Workflow

VIII. Offer Accepted - Placement, (Delivery)
If/when your candidate accepts the offer

U T G oree - SIS Under the Job order- select *AE Submission”

(Make 100% sure your view in the upper right-hand corner is set to “Current” vs.
SAll")

Under “"Confirmed” - Select your candidate
From the MOVE drop down menu select “Placement”

@ Confirmed (1) MOVE -

reervewns

e osa2020 OffwEdmdss > Aaey g

Move 1 to Placement ¢

@ This will create a Placement record that cannot be deleted.

STATUS
Under INTERNAL EMAIL Placed 2
NOTIFICATION fag the AE, RVP
and Delivery lead& COMMENT
Select “MOVE" Syes - | Swe s e o e
A
INTERNAL EMAIL NOTIFICATION

@ Carly Partington Q

Failure to submit any candidate outside of Bullhorn may result in loss of commission.



