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1. General process workflow

The process flow displayed below shows the types of exchanges that can be digitalised with the use of Pixid
VMS platform. This guide is addressed to the users performing the actions of the user representing a Client

(green).

Client Temp Agency Resource

Profile and candidate

Assignment follow-up

Invoice
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2. myPixid account activation

Activating your account is a necessary step before you can access Pixid VMS. Please use the account
creation email to complete this step.

Dear Olena,

Use the email information to start activating
your account:

Your myPixid account has just been created. You must activate your account before accessing myPixid.

Click on the link below and use your email address along with this temporary password to start the activation process: froq9080( 1)
(1) Copy the temporary password.

x (2) (2) Click on the link.

You will need to provide a series of information to secure your access.

Thank you for choosing myPixid.

myPixid Team

This is an automatic email from myPixid, please do not reply.

You can access the platform by following this link : https://test.pixid-services.net/MyPixid/

e B ) feed F-] (3) Enter your email address in the
Username field.

- - ‘
p|X| d )‘( (4) Paste the temporary password in the
Password field.

' \ (5) Click on GO!

Username‘ Email (3) ‘

Password | password (4)

‘4 =0 ) ‘

=10
smy

=
]
=
(]
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2.1. Terms of Use

The following screen will allow you to read and accept the Terms of Use.

Be sure to read all pages using the arrow buttons at the top or the vertical scrollbar on the right side of the
viewing window.

[a]a] - 5|
(6) :
(6) Display and read all
the pages of the Terms
of Use.
General Terms of Use (7) Check the | have

read and agree to the
Terms of Use box.

(8) Click Agree the
Terms of Usetogoto
the next screen.

0 pad

You may only tick the box below after having viewed the entire document.
I have read and agree to the Terms of Use.  (7)

(8)

I do not agree to the Terms of Use

2.2. Password

The Password screen allows you to set a new personal password which will be required to connect to the
Pixid VMS platform.

o

o Password
| Password security level
srong
Passwords must meet the following
requirements :
+ al least 8 characiers,
Once your password has been validata & 3t least one special character,
o atleast 1 digit
o at least 1 letter,
= o be different from your usemame I
(9 @|o

Please enter and confirm your new j

The password must meet security requ

Terminate sctaton @an

Only passwords that meet the security requirements may be accepted. You can view your entry at any time
by clicking on .

(9) Set your new password according to the security requirements.
(10) Confirm your password.
(11) Click Activate the account to move to the next step.
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3. Secure your myPixid account

3.1. Security code

Securing your account and allows you to on
myPixid. The information defined on the following screens and is
it must not be divulged to any third party.

A personal security code has been sent to you by SMS to the telephone number +336x000x80 provided by your administrator. Copy the code received in the field below.

If you have not received your security code, o if you do not recognise the number, please contact your administrater to confirm your telephene number.

(13)

Please use the phone number that has been communicated to your agency to carry out the next step.

A Security code is sent on demand to the phone number you have provided to your agency. This 4-digit
code is valid for

= By text message using your mobile phone number.
= By phone or voice message using your landline (the code will be communicated to you after a few
seconds if you answer the call or it will be left on your voicemail if necessary).

If you have not received the Security code, check the number displayed on the screen or contact your
agency. If your code has expired, click again on

(12) Click (@ message will confirm that the code has been sent).
(13) Enter the
(14) Click to go to the next screen.
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3.2. PIN code

The PIN code you will be setting up in this step, will be requested for each act of signature on Pixid VMS.

(1) Set a 4-digit PIN.
(2) Click Secure the account to complete the security process.

ssss  (15) & 0
(16)

Abandon security Secure the account

All the information defined during your first access can be modified by clicking on My account in the menu
displayed under your name (top right corner).

Your account is activated and secured!
You can nhow access Pixid VMS!
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4.Your Pixid VMS environment

vvvvvv esourc ixid 3¢ Admin CLIENT

Actions & Review

PIXID Message

Pixid VMS is a newly designed innovative platform! Easy to navigate, cutting-edge, intuitive and still accessible
from all terminals (computer, mobile and tablet). Enjoy your Pixid VMS experience o Requests to be sent

© 6000
- - - - -

The top menu shows the modules that you can access:

* Home screen: Click on the Pixid logo or the house icon to return to the home screen.

= Talent pool: Create a pool to source for talent in a specific timeframe and job category.
» Requests: Create candidate requests or resource orders and manage applications.

= Contracts: Sign, store, and view list of assignment contracts.

= Activity overview: Follow the different assignments and their statuses.

=  Timesheets: Complete or validate the timesheets.

» |nvoice: Access and download the invoices.

» Resources: Search and view the resources’ details (assignments, documents, etc.).

» Dashboard: Preview and select the dashboards you want to display on the welcome page.
= Self: Through the question mark icon you can enter the support environment.

= Profile: The profile icon gives you access to your profile settings.

The Pixid Message Box provides you updates on useful information.

The Actions & Review list appears on the right side of your environment and indicates when an action is
required on your side.

In the following chapters the modules will be explained in detail.
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5. My account

The My account module is where you can set your personal account preferences including password, PIN
code, and language. In addition, you can review terms of use and set security verification.

User 1 ABCD

(1) Click on the Profile icon in the top right.
(2) Click on My account.

User 1 ABCD
Member since 09/06/2020

1€
Ononaea

r
My account (2) Logout

_ Account management
Identification
You are logged in with the e-mail address clientcdu@pixid.biz
clientcdu@pixid.biz @ Tite -
user1 (3) ABCD
Telephone (4) ©  +33786508466 [>)
Ve N
EU Craftmens and cie
Alia
6)Security
Last visit: 09/07/2020 at 09:33:25 UTC.

(3) Change your title, first name, or last name if needed.

(4) Contact your administrator to update your telephone number or email address.
(5) Click Save to retain changes.

(6) Edit your security settings including password and PIN code.

10
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P|XId #  Tolentpool  Requests  Contracts  Activity overview  Timesheets  Invoices  Resources  Dashboard © & AdminCLENT

Terms of Use

Push notification

Notifications

(8) @ seces

(7) Download the last accepted version of Terms of Use.
(8) By activating the green button select the push notifications.
(9) By activating the green button select the modules you want to receive email notifications for.

@« Requests Contracts Activity overview Timesheets Invoices Resources Dashboard Administration & o & Admin

Select image

Language

U

L) EEErrwgVIish - »

) My preferences

short format date  format date

dd/MM/yyyy - dd MMMM yyyy - _A
>
» AM/PM e
Region - uTC -
Dot v Comma v

(10) Select your language preference.
(11) Inthe * My preferences” tab you can selection the dates and hours format displayed in the
platform. You can also choose a time zone and separators of numbers.

11
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6.Talent Pool

The Talent Pool module allows you to create a pool to source for talent in a specific timeframe and job
category.

= Talent Pool
Talent Pool list { >
- e i [ g3} Show the closed talent pools 1D

Title City Job Title Period Sender Location Name Stat: Author ;

et [ shore | SA ProP (11 ]2l 1]
[ shee ] e [oJolo]0]
[ shoe | : oDnon
[ shore | ProP [o[olaTo]

6.1. Create a new Talent Pool

(1) Click on B8 to access the creation of a new Talent Pool.

= Talent Pool °

< SRS X S ! = 5 New Talent Poal X >

(2)Description

(2) Enter all the required data: (* =mandatory)
Title (*) = name of job position
Description (*) = Short description can enter any valuable information (for example - why the
sourcing is needed, expectations, job description etc.)
Period (*) = for what time period the talent should be sourced
Location = location of the workplace
Location Name (*) = department/location of client structure
Job Title = name of position
Type of document = required document(s) from the resource

(3) Click on the = button on the right bottom.
(4) Select Share to forward the talent pool to your agency(ies).
(5) Select Save to create a private talent pool, which can still be edited and only seen by

you.

12
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(6) If Share has been selected, a pop-up will appear where the agency(ies) to share the talent pool with
can be selected.

Organization

Branch Address Zip Code City

Talent Connection Limited Athens 655 Broad St 30602 Athens, GA

LEADING RECRUITMENT Marietta 701 5th Ave 98104 Marietta, GA

Items per page 10 v 1-20f2

g <o

(7) After clicking the check boxes at the selected agency(ies), click on Share.

(8) Now a talent pool has been created and the agencies can send resources. 0
(9) By clicking on the = button on the right bottom, a setting menu opens, e
which can:
Edit the created Talent Pool e

Talent Pool sharing, to modify the current sharing or share it if the Talent
Pool was private

Delete the Talent Pool
To see History of Actions

History of Actions @

6.2.Accept or refuse resources

‘ (1) Accept a resource by clicking onthe ¥ button.
‘ (2) Refuse a resource by clicking on the D button.

‘ (3) Order a resource by clicking on the B button.

Resources o

Columns -

a Status List -

E Last name First name Organisation Availability Evaluation o -

Y¢  Mohlberger Friedrich ATTERSEE AGENCY MP [ ]

4)
O w Kanig Ida ATTERSEE AGENCY MP ]
O & ok Bernhard ATTERSEE AGENCY MP i B
Mme (2

[m] w Steinkellner Maria ATTERSEE AGENCY MP : ] v i Q

‘ The same actions can be done in the display "“Tiles”.

(4) You can view the profile of the resource by clicking on the name or on the © button.

13
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Po

Steinkellner Maria

Organisation ATTERSEE AGENCY MP

Resource ID 000082393

Address WienAT

Organisation ATTERSEE AGEMCY MP

City Wien

On assignment No

Date of submission 22/06/2023 at 07:42:04 UTC+0

3) (2) (4)

—_~

(< JE
()
(0]
(0]

6.3. Searchin atalent pool

(1) If resources were added it's possible to search within the list (on name, ID, or location name).

(2) Click on Display and select the type of presentation of the candidatures. The candidatures can be
displayed in list orin tiles.

(3) Start typing the candidature Status you want to see in the Resources tab. Status
The different statuses are: |
Preselected = The candidate was accepted by the client.

Refused = The candidate was declined by the client.
Proposed = The resource was added to the talent pool.

Ordered = The client directly created an order through the talent pool for this candidate.
Private = The resource/talent pool is not shared with the client.

Closed = The talent pool is no longer available.

Shared = The talent pool is shared with the client.

Preselected |

Ordered

Description

Resources

Agency

14
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7-Requests

The Requests module allows you to list the staff requests for your organisation, create new requests, and
review candidates.

!lRequests _ I T
S— @)(5) VO
ch results Q  cowmns (3) - an @ o
O requestiv Period 1 -
(6) O 000034 From 970 To C aoo =
O ooooos 3 =
D 000012 From 05/13/2020 To 05/13/2020 T n =
O o000 T (1] [ To be completec =
O oo0013 (1 [0 =
O oooo14 F 5/14/2020 To 05/16/202 a =
O o0o0t0 ] =
D 000015 n =
O oooon T 8008 =
O oooon F 5/25/207 5/31/203 OLTON / H People@work (1] : | =
(7) 0 v > I e_
S

7.1. Search and export

(1) Click on (=} to access the multi-criteria search options.

(2) Use the Search box to do a simplified search on one of the document’s characteristics (Contract
number, Client, Date, etc.). The filter will not display closed or cancelled requests or orders.

(3) Choose the columns to display in the table. It can be useful to have a more precise export.

(4) Click on (@ to save the display options.

(5) Click on[{]to export the table data to Clipboard and Print or extract it to Excel, C5V, and PDF.

(6) By clicking on a request ID number, the request details screen will open.

(7) Adjust the items displayed per page.

7.2. List columns

O =re Period Locath - 2 wtos (5)
v (6)
O o (1] =
(1)(2X3)(4)
0O o (30112} =
O oooo1s c 203 8 ¥ 1] —

(1) Positions requested indicates the initial number of vacancies in the request. (dark grey)

(2) Remaining position(s) to be filled indicates the number of available vacancies in the request.
(orange)

(3) Candidate(s) to select indicates the number of candidates proposed to the client so far. (blue)

(4) Candidate(s) accepted indicates the number of vacancies filled (candidates accepted by the client).
(green)

(5) Status indicates if the document is to be sent, awaiting resources from the agency(ies), or closed.

15
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(6) Click on [B to Offer candidates, View the request, or Put forward the request to sub-suppliers
depending on its status.

7.3. Create a request template

S e N the menu “request” you can also find the category “templates”. This functionality
allows you to create templates for frequently used requests and let you prefill certain
data.

By clicking on the symbol, a new view will open where you can start to create your
template. Fill out all the fields which would be practical for you to be prepopulated in a
new request.

\ An already created template can be edited, duplicated, or deleted through clicking on the i symbolin the
“Actions” column.

7-4. Create arequest

From the Welcome page click on Requests > Create a request to start the request and order creation
process.

Use the top selectors to add a request and

receive applications (Find a profile), or select a

/' Request a resource resource with whom you have already worked,
or received candidature for (Request a
resource).

The context section allows you to select the specific location of the assignment within your organisation.

Context

(2)

(1) Use the location name dropdown list to select the specific site location you wish to associate with
the assignment.

(2) The address will automatically populate based on the site location selected but can be edited if
necessary.

(3) The client reference is an optional field that can be used for tracking purposes on both the client and
agency sides.
The assignment section is used to describe the details of the job.

There are 3 different ways to fill in the working hours details, which will be explained in detail below:

- Ifthe start and end hour are the same for all assignment days = select the Global tab
- If every working days have a different start and end hour = select the Detail tab
- If every weekday has a specific start and end hour = select the Template tab

16
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By default, the Global tab is selected but by choosing other tabs you can personalize the working hours and
be more precise.
Global tab

The Global tab can be used to choose a Start Hour and End Hour that will be the same for all assignment
days.

Assignment

m ey TEMPLATE (5)

B} (4) Y v, ® . ®
(6) (7)
(8)
1
9)

(4) Select the and (Period) of the assignment.
(5) The and fields are optional.
(6) Use the dropdown list to specify the profession requested.
(7) Select the in the list. This field is optional.
(8) Choose the to indicate the number of resources needed. This will automatically

be defined to 1 if you decide to select a resource you have already worked with (Request a resource

tab).
(9) The box can be used to specify requirements (education, training, permit,

speciality, shifts worked, starting time etc.).

Note: If you want to receive applications that include one or more resources you've already worked with
you can use the Additional information box to specify the name(s).

Detail tab

The tab can be used to choose a customized and for every assignment day.

Assignment

07/13/2020 - 07/17/2020 (4) ®
Monday 13 uly sy 5) © O] i [C) O]
o ® ® (O]
f ®© C]
(6) : ‘ (7)
1 8
9
(4) Select the and (Period) of the assignment.
(5) The and fields are optional. By clicking on the button, every assignment
day can have specific working hours.
(6) Use the dropdown list to specify the profession requested.

17
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Select the in the list. This field is optional.

Choose the to indicate the number of resources needed. This will automatically
be defined to 1 if you decide to select a resource you have already worked with (Request a resource
tab).

The box can be used to specify requirements (education, training, permit,
speciality, shifts worked, starting time etc.).

Note: If you want to receive applications that include one or more resources you've already worked with
you can use the Additional information box to specify the name(s).

Template tab

The tab can be used to define a specific and for every weekday.

Assignment

3

® ® ©
® ®
® ®
® ©
Select the and (Period) of the assignment.
The and fields are optional. By clicking on the button, every weekday
can have specific working hours.
Use the dropdown list to specify the profession requested.
Select the in the list. This field is optional.
Choose the to indicate the number of resources needed. This will automatically

be defined to 1 if you decide to select a resource you have already worked with (Request a resource
tab).

The box can be used to specify requirements (education, training, permit,
speciality, shifts worked, starting time etc.).

Note: If you want to receive applications that include one or more resources you've already worked with
you can use the Additional information box to specify the name(s).

The section can be used to indicate the wage of the Resource and the expected amount charged by the
Agency.

The indicates the timely category chosen.
Click on€» to add another category.
Use the field to indicates the resource wage for the job performed.

18
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(13) The indicates the expected amount charged by the Agency. The Bill rate is composed of the
Pay rate and the amount to be charged for the Agency services.
(14) Select the appropriate

(15) Adapt the for the rate calculation, if the automatic defined one is not suitable.
The section is shown when selecting
Resources
Enter a candidate * (16) )
(16) The field can be used to look of a resource you have already worked with or who has

already been proposed as a candidate for previous request. Start typing the name of the
you want to request and click on a proposed name to add it to the request. Only one specified
resource can be given per Order.

(17) Click on €3 to ask for a resource with who you’ve never worked before or who has never been
proposed to you as a candidate by typing its first name and last name.

The section is shown when selecting and is used to look for an agency
or a branch you have already worked with.

Agencies
(18)

Enter an agency or a branch

(18) Start typing the name of the the to which you want to send your order and click
on their name to add it to the recipient list. Your E&3 Agency, if you have one, will automatically be
selected and cannot be removed.

Attachments

© Choose a file  [UE)]

Document at format jpg, jpeg, xls, xlsx, doc, docx, odt, txt, pdf, png, pptx, ppt, rtf of 1 MB maximum.

(19) Clicking on the button will open a new screen allowing you to upload a file from your computer.
In case you want to add several files, repeat the action.

19
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Send’

. e (20) Click on Send to transmit the request to the Agency. A pop-up window will
. e open when selecting Find a profile (Request) to select the branch(es) you want to
Save

To finish creating your request or your order:

send it to. Default branches will automatically be selected but you can click on All
branches to select others.

e A request will not be conveyed to the Agency until you click Send.

(21) Click on Save to keep the request on your (Client) side, the document will be
under the status To be sent.

D (22) Click on Save a draft to keep the request on your (Client) side. The document
will be under the status To be completed.

7.5. Review candidates

Once the Request is sent, your Agency will be able to propose candidates. You can review and select the
candidates.

- Requests -
DisplayHide columns ) Q
Filter search results Q  columns - am D
O Requestid period Location name Agency 2 s
(BB 000034 From 01/01/1970 To 01/01/1970 NEWBURY / Production Line 1 Multiple [1Ta] 4] =
O oooo0s From 05/11/2020 To 05/31/2020 BOLTON / Adr [3 ]3] =
O oooo0n2 From 05/13/2020 To 05/13/2020 BOLTON an =
O ooo014 From 05/14/2020 To 05/15/202 BOLTON [1]1] —
O 000013 From 05/14/2020 To 05/15/2020 BOLTON / Adm a0 =
O oo0014 From 05/14/2020 To 05/16/2020 NEWBURY / Production Line 1 a0 =
O ooo010 From 05/18/2020 To 05/31/2020 BOLTON / Adm a0 =
O oooo1s From 05/18/2020 To 05/31/2020 BOLTON / HR People@work [1]1] o e | =
O ooocomn From 05/18/2020 To 05/25/2020 NEWBURY / Production Line 2 People@work (3Tl 1]2] | =
O oooon From 05/25/2020 To 05/31/202C BOLTON / HR People@work oD [Agency to provide resource | =
e.
ge 10 ¥ 0ef19 > >l
= S
(1) Click on Requests > List of requests to display the ongoing requests.
(2) The Request tab will automatically be selected.
(3) The requests displaying a blue number = will have candidates to review. Click on the Request ID to
display the Request detail page.

On the Request detail page, the Resources section will provide the profiles of resources that have been
proposed by your agency(ies).

20
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Resources
8 Position(s) requested @ candidate(s) to select (3 Candidate(s) accepted
T ®) (Ee® e (5) -
Daniel Daniel Test Dan Dan Test Garry Brendan

Previous work total Previous work total 27 Days 8

Bil rate 25 Selection comments Test acczptation

Sender i

2 On assignment ve
step - ( ) Order 000012 Date of submission 05/11/2020 13 52 UTC
step z
(X1 swep

N

bs
A _

=

] e

(4) Start typing the candidature Status you want to see in the Resources tab.

(5) Click on Display and select the type of presentation of the candidatures. The candidatures can be
displayed in list orin tiles.

(6) The Step button allows you to update the candidate status during the recruitment process.

(7) Click on Actions to View attachments, Accept, Refuse, or Put forward the candidate to a non-Pixid
user. View attachments will allow you to see the documents attached to the candidate profile. Refuse
will change the status of the candidate to Refused and will notify the Agency that the candidate is not
a fit for the assignment.

7.6. Interview Process

Click on Requests > Interviews to display the interview list.

(1) Click the Q icon to request an interview.
(2) Fill in relevant interview information and click Send. The request will be sent to the agency.

p|x|d G « Requests Contracts Activity overview Timesheets Invoices Resources Dashboard

Po

Kelly Brown

‘ To select \
Previous work total
Bill rate 34.00
Sender AGENCY TRAINING MV...
On assignment No
Date of submission 05/11/2021

13:17 UTC+0

Step

ol 1] I=¢)

Po

Jamie Goodman

: To select ‘
Previous work total 12 Days
Bill rate 25.00
Sender AGENCY TRAINING MV...
On assignment No
Date of submission 09/11/2021

13:19 UTC+0

Step

00000

21
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Kelly Brown
Shortlisted
On hold
Pri
Bil Unsucessful 3)
Se -
or Interviewing
Da Hiring requested
13
Int  Placed
U1
Put forward
St

00000

(3) Track the potential resouce steps by selecting the
appropriate progression description on the dropdown list. The
selection of the steps and comments are visible to the agency.
(4) Add comment if desired and Save.

(5) The steps are tracked in the journal.

Interview request

Date

Hour

Attendees

ClientT CLIENT TRAINING

‘Separator ;
Address

Totton, Southampton, United Kingdom

Comment

(2)

22
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[
Comment for the step X
Comment
Scheduling interview for week of 13/12.
o~
" 150 characters maximum
4)
IR
Journal of steps X
Date of selection step User Step Comment
o . Client1 CLIENT TRAINING . _ ) o
5) 09/12/2021 at 11:41:02 UTC+0 Interviewing Scheduling interview for week of 13,
( clientl.client@pixid.biz
»

p|X|d a“ Requests Contracts Activity overview Timesheets Invoices Resources Dashboard

Interviews

Filter search results Q Status Y] Columns N B

[ Last Name First Name Interview date Request Id Client location Branch status (6) 4 jouna

LONDON smmmiz) X Cance

" t . ) B Enteranin
Southampton-Office/Contact Centre LONDON Sc hr—dl‘\ﬁ(g) 4 p S
(10) & no show
(11) & agato my agenda

O Brown Kelly 10/01/2022 15:00 )0023 Southampton-0Office/Contact Centre

O Goodman Jamie 14/12/2021 17:00

(6) See the action history by click on the Journal.
(7) Cancel the interview and notify the Agency.
(8) Enter an interview report by attaching a document and comment, which is shared with the Agency.

(9) Put forward the resource profile to another person who does or does not have a Pixid account.
(10) No show to indicate that the candidate did not attend the scheduled interview.
(11) Add to my agenda sends the meeting request to your external calendar.
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7.7. Purchase Order

@ The application of Peter WATKINS has been accepted and the purchase order 000003 has been created. (1 )

(1) When you Accept the candidate, the status changes to Accepted and a Purchase Order is
automatically created with an incremented request ID number. The notification is displayed on top of
the page.

(2) Please note the purchase order ID number, search foritin the List of orders. To access the list of
orders, click on Requests > List of requests and click on the Order tab.

(3) Select the order, click on the menu button e, and click on E to Send, Close, or View. By clicking
on View, you'll access the order detail page where the order can be edited, closed, sent, and
duplicated.

Note: If process flow requires you to accept the Resource and Order separately, make sure to send the
Order to the Agency.
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8.Contracts

The Contracts module displays the list of the contracts sent by your temp agencies on Pixid VMS. You can
browse, download, and sign your documents.

8.1. Browse and download

. §

Search (1 ) + ‘

List (2) Display hlstorym
Show 50 rows  Export  Display/Hide columns (3) Search
(5) Contract ID }2  Resource Agency Branch Client Location name Job title Start date End date Status Category Timesheet template Actions
© ¥ 15062020-00 COOPER People@work West Craftmens BOLTON Electrician  22/06/2020 23/06/2020 To be Temporary
Angela London and cie signed worker (7) =
Agency by
client
© JM020200608- MORRISSON People@work West Craftmens BOLTON HGV1 15/06/2020  30/06/2020 Tobe Temporary LD - Long Distance
00 Jeanni Londor and cie Driver signed  worker
Agency by

(1) The Search panel (deployed when clicking on #+) gives you access to the multi-criteria search options.

(2) The Display History option can be activated if you want to display the signed or stored documents.

(3) The Search box gives you the ability to do a simplified search on one of the document’s characteristics
(Contract number, Supplier, Job title, etc.).

(4) The Status column shows if the document is signed, to be signed, archived, or stored.

(5) Clicking on the Contract ID will display the document.

(6) You can Download your contract(s) by ticking the corresponding tick boxes and clicking on Actions >
Download.

(7) You can also use the= button to access the Actions menu of each documents.

8.2. Sign your contract

The signature of your contracts is done directly on Pixid VMS. You can sign your documents one-by-one or
in bulk.

Contract ID & Resource Agency Branch Client Location name | Jobtitle' | Start date Enddate | Status = Category = Timesheet template | Actions
° ¥ (1) 15062020-00 COOPER People@work West Craftmens BOLTON Electrician 22/06/2020 23/06/2020 To be Temporary
Angela London  and cie signed  worker B
Agency by
client

) MORRISSON  People@work  West Craftmens BOLTON HGV1 15/06/2020 30/06/2020 Tobe  Temporary LD - Long Distance
Jeanni London  and cie Driver signed  worke:
Agency by

client

(1) Click on the Contract ID to access the document.
(2) Use the Bl or “Actions” button and click on View for signature to access the document.
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Note: You can click on the tick boxes of the documents you wish to sign and use Actions > View for
signature to bulk sign your documents.

(3)

4 »

Please view and read the entire document before signing.

| confirm | have read and agree to the entire contract.(4)

1 want to sign this contract I do not want to sign this contract 1 will send a message Back

The document displayed is either a pdf version of the contract prepared by your agency or an
automatically generated document containing all the contractual information provided by your
agency and serves for a confirmation of the assignment.

(3) Display all the pages of the contract.

(4) Check the 'l confirm | have read and agree to the entire contract.’ box.

(5) Click I want to sign this contract button to go to the next screen.

(6) Click I will send a message button if you have spotted a mistake in the contract, or you need to
contact the Agency (e.g. the assignment will not take place).

signature of your

contract:

You are about to sign this document as User 1 ABCD (clientcdu@pixid.biz)

If this information is incorrect, you may cancel the procedure.

(7) Enter your PIN

code (chosen

Contract ID: 15062020-00 .

Location name: BOLTON during your account

Agency People@work . I'F

Resource: COOPER Angela . Secu rlng). you

Job title: Electrician donlt remem ber

Assignment start date: 22/06/2020 i

End Date: 23/06/2020 your PIN COde, you
can edit it by
clicking on your

Enter your personal PIN code (4 digits)
username on the
(7) @ .
© Yo comstind your PIN cade wiken you et consactad i o P o o e o oy oo o by Account top right and on My
(8) account - Security

sign f tab.

(8) Click on Sign to confirm the electronic signature.
(9) A confirmation message will be displayed on top of the following screen.

& Your contract COL-STG 190401-00 has been signed. (9)

The contract is signed!
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9.Activity overview

The Activity overview module displays the statuses of requests, orders, and assignments for a defined time
period.

Search

Edit view (2) Filters (3)
 ——— La~ i -
Planning
Feriod (4) a 2 resources
July 2020
0s ‘ce ‘07 ‘ua ‘oq ‘10 ‘ﬂ
MORRISSON
Richard
os ‘Gﬁ ‘m ‘aa ‘m ‘m ‘11
July 2020

(1) The Search panel (deployed when clicking on %) gives you an access to the multi-criteria search
options.

(2) The Edit View section allows you to filter the Type of document, Status, and edit the Display.

(3) The Filters section allows you to refine the display by Job title, Supplier, Location name, and
Agency.

(4) Select the Period on which you want to display the assignments and requests.

(5) Export allows you to export the data to an Excel file format.

x

You view the assignment People@work, West London Agency, M0J2020-01-1003 from P H H
ROE Richard, Administrative Employee for BOLTON / HR. CIICkmg on one Of the mformatlon

displayed will open a pop-up window

Assignment from 13/01/2020 to 15/07/2020 = that can be used to see the details and

+ You are requesting a change to the end date of the assignment histo ry of eXChangeS (jOUI’na|) W|th the
Agency.

Evaluation : TR

+ You have evaluated the assignment In the case Of ASS|gnmentS, the pOp-

up will provide a link (blue) to the
document and allows you to shorten,
or extend the period of assignment,
evaluate it, and add comments, which

“ will be communicated with your
Agency.

Comments

Journal +

m Sl
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June 2023
13 |14 |15 ‘16 |17

Andrea
S g Lebormitarbeiter*in

Blank
Bernhard End Date Requested ' Labormitarbeiter*in

Frisdrich Agents de maitrise en fabrication de matériel électrique, électronii i
Mohlberger| R, e '

13 14 15 16 |17
June 2023

(6) End Date Requested: Indicates if the assignment will end earlier as planned.

(7) Yellow dotted line: Indicates that the assignment length should be extended, which has not been
accepted yet by the agency.
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10. Timesheets

The Timesheet module allows you to enter time worked or, depending on configuration, approve the
timesheets filled in by the resources. Timesheets are organised on a weekly basis.

10.1. Search and export

~ Talent pool Requests Contracts Activity overview Timesheets Invoices Resources Dashboard & Admin CLIENT

Timesheet

(2) ter search resuits Columns (4) Export 3

Ow message (< Week Resource Location name Job titie Total Days Total Hours Total Months

O
(5)5

i

it

o

1oooO0o
i MEBREAB
‘ Iiiiiii

@ -

(6)

(1) Click on (c}to access the multi-criteria search options.

(2) The Search box gives you the ability to do a simplified search on one of the document’s characteristics
(Assignment, Job title, Resource, etc.).

(3) Choose the columns to display in the table. It can be useful to have a more precise export.

(4) Click on[] to export the table data to Clipboard and Print or extract it to Excel, CSV, and PDF.

(5) Clicking on the timesheet number or the timesheet week will open the timesheet details page where
you can enter the time worked by the resource.

(6) Adjust the number of items displayed per page.

(7) Click on e to access mass actions.
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10.2. Complete the timesheets

The timesheet detail page displays the hour details of a resource for a given week. Its template is managed
by the Agency providing the resource and can be modified by adding, removing, or changing the categories
to reflect your needs.

Mon 29 Tue 30 Wed 01 Thu 02 Fri03 Sat 04 Sun 05
i (1 000
@  Night Hours 0.00
©  Transport (submitted) 0.00
©  Shopping (submitted) 0.00
(2)°° = 0.00
Additional information
©@ Seectacateqo . 0.00

Weekly total 0.00

(3)

Attachments — — _ — — = T

4)

(1) Click on the desired slot to type the number of hours.

(2) You can add or delete a time category.

(3) Use the Additional information box to add any supplementary information or context for this
timesheet. This information will be transmitted to the Agency once the timesheet is sent.

(4) You Add attachments to the timesheet by clicking on this button.

=0
ey competed] mesheet
(5) Back returns the user back to the timesheet list.

(6) The Journal button allows to display all historical actions performed on the

Ju J .
@ timesheet.

(7) Click on Message if you wish to communicate with the Agency about this
e specific timesheet. The Agency will receive a notification once the message is
sent.

e (8) Print allows the timesheet to be printed.

@O
-a)
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Action Change of status Description
Entry Timesheet is postponed for its | The client has completed the timesheet, but
completed completion or sending -> client needs | not yet transferred to the agency.
(9) to transfer or depending on the process
approve the timesheet
Save (10) Timesheet is postponed for its | Dataissaved onthe clientside, butstill needs
completion or sending to be internally approved or transferred to
the agency.
Send (11) Timesheet was transferred to the | The timesheet is sent from the client to the
Agency agency, but still needs to be revised by the
agency.

The client is still able to modify a sent
timesheet, through the “edit” button.

Please keep in mind, that there are up to five possible approval steps. That is why the status “to be
approved 2", “to be approved 3", etc. can appear.

10.3. Load timesheet data from csv

Resources Reporting

p|X | d ¢ a«S Requests Contracts Activity overview Timesheets Invoices

List

(1) Loading csv

(C) Timesheet

Journal

Loading csv

(2) Templates -
(3) o Header O Yes O No (4) 0 Categories place O Horizontal O Vertical (5) o
AAAA-MM-DD s
(2]
(6) Status >

(1) In the Timesheet module go to Loading csv.

(2) Select the corresponding Template if a template has been saved.
(3) If no template has been saved, select if the document has Headers.
(4) Select if the document data orientation is Horizontal or Vertical.
(5) Select the date format of the document.

(6) Select the import status of the timesheets.
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Note: ACSV fileisin vertical format if it contains one column per category. The correct category for each
column will then be selected for loading the timesheet with the values contained in each category
column. If all the categories in your timesheets are entered in one column, itis a horizontal format. You
will then need to indicate that this column contains the categories codes for loading the timesheet.

Status

Description

To be completed

No data has been entered

Entry in progress

Some data has been entered

To be approved

All data entered and is waiting for client approval
(if “approve” and “send” are two steps for the project)

To be sent by client

All data entered and is waiting for client to send

Sent to agency

All data entered, approved, and transmitted to agency

Processed

Agency received and acknowledged the timesheet

a® Requests Contracts

KUSSample.csv

Column

(7) Select the cvs to upload.

Activity overview

Timesheets Invoices Resources Reporting

Pixid reference

(8) Pixid ID number - 9)

pixid

W © Choose a file

(8) Match the data or headers in the cvs with the fields of the timesheet from the dropdown.

(9) Click to clear selection.
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oot erpie]
e O

=0

(12) Load the data from the csv.

(10) Remove a previously saved template.
(11) Create a new template for future use.

® Timesheet

(13)

csv filename Start time of loading

(14) Pixid Upload 09_02_2023.csv 07/09/2023 15:01:06
Pixid Upload 09_02_2023 v3.csv  06/09/2023 20:51:48
Pixid Upload 09_02_2023.csv
Pixid Upload 09_02_2023.csv
Pixid Upload 08_26_2023 (1).csv  30/08/2023 23:34:05
Pixid Upload 08_26_2023.csv 30/08/2023 22:10:20
Pixid Upload 08.19_2023.csv 24/08/2023 17:32:59
Pixid Upload 08_19_2023.csv 23/08/2023 23:37:14
Pixid Upload 08_19_2023.csv 23/08/2023 20:16:47

Pixid Upload 08_12_2023.csv 16/08/2023 22:40:12

06/09/2023 20:44:47

06/09/2023 20:30:43

End time of loading
07/09/2023 15:01:12
06/09/2023 20:51:49
06/09/2023 20:44:49
06/09/2023 20:30:45
30/08/2023 23:34:06
30/08/2023 22:10:25
24/08/2023 17:33:00
23/08/2023 23:37:14
23/08/2023 20:16:51

16/08/2023 22:40:15

Total number of timesheets

28

38

8

. .

Number of integrated timesheets

34

0

Items per page 10

Number of failed timesheets Status Type of load

17 Closed  Manuel =
5 Closed  Manuel 1=
17 Closed  Manuel =
17 Closed  Manuel Q.
1 Closed  Manuel [~
10 Closed  Manuel =2
0 Closed  Manuel =
0 Closed  Manuel =
21 Closed  Manuel =
0 Closed  Manuel =

- )

10 of 100 « >y

(13) After the successful CSV upload, you can click on the register card “Journal” and you will be
forwarded to the overview of CSV uploads.
(14) Click on a name of one CSV upload to reach the detailed view of the CSV upload.

© Timesheet

csv loading journal

Position

Timesheet from the line 2 to 5
Timesheet from the line 6
Timesheet from the line 7 to 10
Timesheet from the line 11
Timesheet from the line 12 to 15
Timesheet from the line 16 to 17
Timesheet from the line 18
Timesheet from the line 19

Timesheet from the line 20

Status

Commentaire

Timesheet Id 001083 created
Timesheet |d 001084 created
Timesheet Id 001085 created
Timesheet Id 001086 created
Timesheet Id 001087 created
Timesheet Id 001088 created
Assignment not identified
Assignment not identified

Assignment not identified

Date traitement

07/09/2023 15:01:06
07/09/2023 15:01:06
07/09/2023 15:01:06
07/09/2023 15:01:06
07/09/2023 15:01:06
07/09/2023 15:01:06
07/09/2023 15:01:06
07/09/2023 15:01:06

07/09/2023 15:01:06

(15) The detailed view can be exported through the green button on the right bottom.
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11. Invoice

The Invoice module displays the invoices sent by your Agency(ies).

Search

List

Type Invoice

(1) nvoice  uMO2020-01-1002
Invoice  JMO2020-01-1001
Invoice  JMO201910
Invoice  JMO201909
Invoice  UKFRO9876

Invoice KU456789876

Showing 1to 6 of 6 entries

Show 10rows  Export  Display/Hide columns

Agency

People@work

People@work

People@work

People@work

People@work

People@work

Invoiced period

From 01/02/2020 to 29/02/2020

From 01/01/2020 to 31/01/2020

From 01/10/2019 to 31/10/2019

From 01/09/2019 to 30/09/2019

From 01/05/2017 to 31/05/2017

From 01/04/2017 to 30/04/2017

Location name Client reference

NEWBURY

NEWBURY

NEWBURY

NEWBURY

NEWBURY

NEWBURY

Term

31/03/2020

31/03/2020

30/11/2019

31/10/2019

31/07/2017

30/06/2017

Search

Amount excl. taxes

3,289.09

4,289.09

4,289.09

3,289.09

1,129.78

3,129.78

Status Actions
= |
= [E)
[ _stored | =
EB =
[ stored_} E
| Stored_} =
ious Next
- N

OR

(1) Click on the Invoice ID to consult the document.
(2) Tick the invoice(s) you want to download and click on Actions > Download

(3) Click onthe [EJ button and on Download of the invoice you want to download.
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12. Resources

12.1. Search for a resource

The Resources module is used to view candidate profiles that include their assignments and documents.
The resources Search panel allows you to search for a resource you have worked with in the past.

Search (1 )-
Resource Resource ID
Agency Location name
On assignment from dd/mm y =] To dd/m y =)
Job title Reason
Available from dd/mi =] Available to dd , =
Evaluation xR dR A dR kb kd Include candidates without
rating
Documents

Reset

(1) The Search panel (deployed when clicking on #+) gives you access to the multi-criteria search options.
(2) Enter known criteria on the resource and click on Search

12.2. Resource list

N

Search
——
List (1) oisplay an Y
Show 50 rows Export Display/Hide columns Search
Lastname 1% First name City Mobile Personal email address Job title Start date Branch Evaluation Actions

2 e LONDON 06/06/2020  \WHITEFIELD Stanley Road Wik =

¥ Brenda Garry Bolton 18/05/2020  WHTEFIELD Stanley Road E

? COOPER Angela MANCHESTER acooper@pixid.biz 23/05/2020 WHITEEIELD Stanley Road E

The resource List displays all resources who are on assignment presently.

(1) To open the list of all the resources, click on Display all YES.
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12.3. Candidate profile via requests

!lRequests
Filter search results Q Columns > am
O Request ID Period T Location name Agency Job title State - Status
O ooo015 From 05/18/2020 To 05/31/2020 BOLTON / HR People@work Electricia progress (DD =
O oooon From 05/25/2020 To 05/31/2020 BOLTON / HR eople@work  Business Development Manager In progres =
O oo0017 From 06/15/2020 To 06/30/2020 BOLTON / Admin Multiple Electricia progress (DD =
O oooo1s  From 06/27/2020 To 06/29/2020 BOLTON / H People@work Business Development Manage: ogress = 3
(2)
(] »
0 v
Loty WAy TS | . |

(1) Go to the Requests module.
(2) Click on the Request ID number of the request or order in which the resource is to be selected,
accepted, or refused.

Resources

@) Position(s) requested B3 Remalning position(s) to be filed () Candidate(s) to select (8] Candidate(s) accepted

Tiles -Q

Toselect @  Accepted @

(o) (o)

Po

Scarlett DALTON Lars Christensen Georges DARIEN
‘ To select ‘ To select To select \

Previous work total Previous work total 26 Days Previous work total 4 Months 7 Days
Bill rate 10 Bill rate 10 Bill rate 10
Sender People@work - West Sender People@work - West Sender People@work - West.
On assignment No On assignment No On assignment No
Date of submission 06/05/2020 15:51 UTC Date of submission 06/05/2020 15:51 UTC Date of submission 06/05/2020 15:52 UTC
Step v Step g Step »

3000 ol 1] ©00

(3) Click on the Eye Icon (in the request resource tab) on the candidature of the resource you want to see

the profile.
R | '
Q Documents Access to services myPixid Planning

Garry Brendan

1 Average evaluation

Assignments

from 18 May to 25 Moy 2020
@ at NEWBURY

£ Previous work total
ontt

© Average assignments duration

from 27 April to 31 May 2020
0 at BOLTON

W skills

8 studies

About

&= Title
baie of

i st ’//,;'/M,’irﬂi 07 i -
(4) The Resource profile will display. I‘-

(5) Use the Documents tab to add or consult attachments.
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12.4. Candidate file attachments

Assignments

0

Garry Brendan Show 5 rows  Export

17 Average evaluation

{4 Previous work total

d 5 days

Showing O to O of O entries
© Average assignments duration
21 days
W skills
Not specified . Add ent
8 studies |

Not specified

Add an attachment

Category ° (2)

Administrative

Documents

Category ‘5 Type

-

Access to services myPixid

Attachment ID

78 -,

Validity start date

Validity end date

Attachment

Lo

{

\
Attach a file
PDF,Word,... format document 3 MB maximum.

(4)

© Visibility of the attachment:

(5)

38

Planning
Show only validated documents
Search
To Attachment Visibility Sender Last update

No data available in table

(1) You can add any attachments such as
CV, driving license, or assessment form
to the candidate file using Add an
attachment button. Clicking on the
button will open a new screen allowing
you to upload a file from your computer.
(2) You will be asked to select
attachment Category and provide some
optional information, such as Type,
Validity, Date, or Attachment ID.

(3) To upload the file, click on Attach a
file button.

(4)You can also decide what the
visibility of your attachment should be:
Private, Restricted, or visible to Public.
(5) Click on the Save button.
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13. Dashboard

The Dashboard module allows you to view historical and current statistics for a variety of reports. You can
adjust which infographics appear on the home page of Pixid VMS from the dashboard page. Information to
create the infographics automatically comes from your activity on Pixid VMS. If you do not have activity in
Pixid VMS, the infographics will not appear.

13.1. Homepage display preferences

p IXI d a« Requests  Contracts  Activity overview  Timesheets Invoices Resources Dashboard

Reports

Dashboard
B Dashboards

nome (2) ao
¢ Click on one cell of the grid to add a new indicator
.
e Click onthe menu * to select the indicator or to delete from the dashboard
PIXID Message Actions & Review
Pixid VMS is a newly designed innovative platform! Easy to navigate,
cutting-edge, intuitive and still accessible from all terminals (computer, o Requests to be sent

mabile and tablet). Enjoy your Pixid VMS experience!

Orders to send

Candidates to review

Contracts to sign

© 00

(1) Go to the Dashboard module 2 Dashboard
(2) Click on the Home tab to adjust the display of the home page. You can create additional dashboard
pages that do not display on the home page by clicking on the Tab to the right of the Home tab.
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Select an indicator  (3) e

Indicator -

(3) Click and drag to create the size of the infographic.

Select an indicator ) 9
naicator -
Workers Number bt
Location
Southampton bt
Agency -
Cateqories v

(4) Click the dropdowns to select the desired criteria for the infographic. Click Approve when done.
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(5)
Workers Number Number of temps

I ~verage assignment duration (in days) [l Number of temps

mlll

2021-46 2021-47 2021-48 2021-48 2021-50 2021-51
Weeks
Number of temp workers on assignment and average duration of assignment over the last 6 weeks

1 worker

Delivery Driver

Fulfilment Rates Graph Distribution of assignments by job title

N oW oA @ N

(sAep uj) uoleINQg

0

I Delivery driver [ Project manager M Administrative I Assistent(in)
[ Delivery Driver - HGV Class 1

I Requests [ Positions [ Workers Put forward [l Workers Placed
30

. [ ™

(5) The created infographics will display on your Pixid VMS Home page.
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