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	How to Register          

	TO DO THIS
	DO THIS

	Login
[image: image24.png]log in.
\




	1. Go to www.dotStaff.com and click the “Login” button.

2. On Login form, enter your email address on the Account: line.

3. Select the “New User? Register” link.

4. Answer the two questions that appear and click “Login”.

	Create a Password
	1. On the ‘Create Password’ form, enter a new password.

2. Confirm the new password.

3. Create two questions with associated answers that only you would know.

4. Press “Continue”.

	Complete the Registration
	1. On the dotStaff™ Welcome screen, read the User Agreement form and click “I Agree to USER Agreement”

2. Complete Account fields and re-enter your challenge questions and answers.

· A concise, but accurate description of the company’s business should be included.  This description is displayed for viewing by clients in dotStaff™.

3. Press “Next”.

	How to Reset a Password          

	TO DO THIS
	DO THIS

	Reset a 
Password
	1. Go to www.dotStaff.com and click the “Login” button.

2. On Login form, enter your email address on the Account: line.

3. Select the “Reset password” link at the bottom.

4. Answer the two challenge questions. As a new user, the questions will be:
a. What is your first name?
b. What is your last name? 
5. Click the “Login” button.
6. At the prompt, create a new password.

7. Confirm the new password.  

8. Press “Continue”.  


	How to Login

	TO DO THIS
	DO THIS

	Login
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	1. Go to www.dotStaff.com and click the “Login” button.

2. Enter your email address on the Account line.

3. Enter your password on the password line.

4. Click the “Login” button.


	How to Review and Process Bid Submissions

	TO DO THIS
	DO THIS

	Review Bid Submissions
	1. Navigate to Postings > My Company Postings.
2. Locate the posting of interest.  
· The default view displays the last 30 days of activity.  

3. If the posting is not displayed, use the date search feature to locate it.  
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a. Click on the first “Calendar” button to set the beginning search parameter.  A calendar pop-up will appear allowing you to click on the desired date. 
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b. Click the second “Calendar” button to set the end search parameter.  

c. Click the “Go” button to begin the query.

4. Open the posting of interest by double clicking on it in the data grid. 

5. Select the Bids tab.

6. Double click on the bid.

7. After reviewing the rates, select the View Resume tab to view both the online resume and the downloadable version, available under the Attachments section. 

	Schedule an Interview
	1. Navigate to Postings > My Company Postings.
2. Open the posting of interest by double clicking on it in the data grid.

3. Select the Bids tab. 

4. Check the box(es) next to the candidate(s) you would like to interview. 

5. Click the “Schedule an Interview” button in the gray action toolbar. 
· This action triggers an email to the dotStaff™ Concierge and initiates the process of arranging an interview with each candidate selected.  

	Coordinate a Start Date
	1. Navigate to Postings > My Company Postings.
2. Open the posting of interest by double clicking on it in the data grid.

3. Select the Bids tab.  

4. Check the box(es) next to the candidate(s) with whom a start date is to be set. 

5. Click the “Coordinate Start Date” button in the gray action toolbar. 
· This action sends an email to the dotStaff™ Concierge and initiates the process of On-Boarding including the Drug and Background screening.


	How to Approve or Deny Time

	TO DO THIS
	DO THIS

	Approve or Deny a Time Entry
	1. Navigate to Time\Project Mgt>Time Approval. 

· Timesheet entries must be acted upon (Approved) for those timesheets to be invoiced. 

2. Carefully review the time entries with a status of Awaiting Approval.  Make certain to note those which should not be approved.

3. Click the check box associated with the time entry to approve or deny. 

4. Click the “Approve” or “Deny” button on the action bar.

5. From the *Reason drop down menu, select the reason for approving or denying.  If none of the reasons apply, select “Other” and type the reason in the Comments box.

For example: I am not responsible for this contractor, as he is incorrectly tied to me.
6. Select the “Save” button.  

· Client Users can only view, approve or deny timesheet entries for their relevant contractors.  Client Administrators can view, approve or deny all timesheet entries. 
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