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Overview

The Matrix-CR.Net system is a sophisticated web based technology platform used
by clients and suppliers to aid in the efficient and fair procurement of services
through a 12 step process.

Orders (client service needs) and Candidates (supplier service bids) within the
system are broken down into two separate metrics: Attributes and Price.

Attributes - .
60% Price - 40% Candidate -
100%

specification of a supplier to o Attributes that can
service needs —In deliver the be met
a closed question specified service o[ 6f sariiae
format

*Objective ¢ Rate submitted by

The client inputs to what percentage these two metrics will account for in the
complete Candidate score, which defines how the Matrix-CR.Net system will rank
those Candidates into a shortlist.

During the Order creation and distribution period, a client also sets out timescales
that outline the subsequent periods where Candidates can be reviewed.

Order Order Closing Client Decision Placement

e Client creation and M ¢ Client selects the e Placement becomes

distribution identified Candidate active and delivery
& creates a commences
Placement

o Suppliers submit

their Candidates

until the Order
Closing Date

The client will review the Candidates as they are submitted, interview if they wish
and reject any non-compliant Candidates.

Once the Order Closing Date has passed, the client will be able to progress their
chosen Candidate through to the Placement (contract) step and this finalises the
procurement process, after which the service delivery can commence.

This user guide is a step-by-step walk through of creating and distributing an Order
and includes:

How to create and distribute a new Order

How to set your timescales, shortlist and weightings
Supplier tiering

How to review Candidates submitted to your Order
How to set up interviews

How to reject non-compliant Candidates
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Glossary
Terminology Description
Order A client request for a service needed, containing service
details
Candidate Sl.Jpp'Iler s offer submission against a client’s Order
criteria
Category Type of service, e.g. Training Services, Agency Workers

Service title and summary of any standard service
Job Title details
A Job Title will auto-populate sections of the Order

Location Where the service will be carried out

Client Manager The Matrix-CR.Net user procuring the service through
the system

Cost Codes Budget from which the service will be paid

Profile Free-text Order criteria

Attributes Pre-configured Order criteria, classified into Pre-
Employment Checks, Skills and Qualifications

Distribution Circulation of an Order

Weightings Client’s prescribed values to Order sections

Draft Saved workings but process incomplete

Order Close Date The date an Order closes to further Candidates
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Login

1. Login to your Matrix-CR.Net system:

Type your
Please sign in username here | an account?

=y A1 8 &

enter the site

Usernams

New User New Supplier Company

N SxElNg COmgumny ﬁuu.ulf:,—.u e e
Type your
password here

J

Pazswaord

Forgutten peesword?

2. You will be taken directly to your Matrix-CR.Net homepage:

Your Matrix SCM homepage

Hello Bob Terry, s i ues Ei

W e e ® Bk batioes 1 crnste sew e

o Proey eine  CROR Thin flek Tirr Sl Fisl 40 acBves Ghadniat(Thon (Lowes

. - 1 | . - BN
o e Candicdutes Placemunts - Timmnihests
CA TS
P Pentrg Mucorrest iesten ) | Perding fre trw s €13 Pendiey Aol €13
Peadog Macerwest mthn T Pedey tizeptwne €
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Creating a New Order

1. From your homepage you can start creating a new Order by clicking into the

‘New Order’ icon:

etk [t J et}

n B Laadidwten  Puceownts lrwstwats  faperts  Admia el 1
4§ Hello Bob Terry, s s C“Ck, New =
1 Order’ to start v

W e e ® Bk batioes 1 crnste sew e

the process

1
- . | .
-
v L Candidutan Placemunts ‘ Timmnabesta
CA

Persing ety Persbng et
ek Pentry Pacorrest oesten ) | Berding fve-trw s €13 | Pendey Aoorovel €53
Peadog Macomest mthn §T) Pedey tacertans €Y !

2. Complete all fields within Step 1 (Basic Details) using the icons provided:

The Category field should
be pre-populated based
on your login details. If
not, use the drop down

icon to select the

e L category you require.

To populate the ‘Job

Title’, use the B icon :
Ack Tk * = B The Location Should pl’e-

& select the correct >
job template by populate with your

clicking on the * icon. i e = location. If not, use the B3
nodthe e ¢ 3 icon & select the correct
These Job Titles are location.

pre-written by your HR 32 4
department. - - - .

P AN You will need to document the

reason why you are creating
Click ‘Next' to this Order. Use the & icon &
continue. select a ‘Justification’ from the

list by clicking on the ¥ icon.

If you required, an addition
description field will prompt for
S. further details.

. Aot RC 4 Ml To search for a ‘Job Title’, type the full

¥ Business Project Manager 1T title into the relevant hox and click

P Business Support Officer  Sec / Admin

¥ Caretaker Environmental
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3. Enter all the additional information (Step 2) as required:

The ‘Client Manager’ field should be

pre-populated with your details. 2.
\,,,.,_ The ‘Description’ field should be

pre-populated with information
about the service required, pulled

through from the ‘Job Title’ you
selected previously — add to this
any details specific to this Order.

(W ) D
s [TBISE o To populate the ‘Start
AL Date’ and ‘End Date’
P 2= 3 3 click onto the ¥ icon
4, ’ and this separate
5. Enter the number of calendar window will
hours and number of appear — click directly
Use the = icon to select T Candidates required. on the date you wish to
yes/no for the ‘Interviews’, - select and this window
‘Profile’ and ‘Shift’ fields. Lo b will then close.
Selecting yes for ‘Profile’ Use the » 'C,OH t,o
and ‘Shifts’ will enable you i [ . select ‘Start Time’ &
to add free-format questions - End Time' details.
later in the wizard. et [ 2]
Selecting yes for ‘Interviews’ = -
will allow you to request a - .
Candidate interview during
this process.
o Use the B icon & select the correct

‘Cost Code’ by clicking the ¥ icon.

L] J

m ﬁ Click ‘Next’ to continue.

Notes:

=> If you select ‘Yes’ for Profile you will have to add at least one Profile question
to your Order.

= All information, descriptions, cost codes, etc. are client specific it is not
generic.

= The number of Candidates allows one Order to be created for multiple
Placements for the same Job Title.
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1. Step 3 is about entering the quality criteria for your Order:

Required * CV or work
characteristics  history obtained Suppliers will tick the Quantitative
Pre- that a supplier * Photo ID Pre-Employment
: answers
Employment must be able to validated Checks they are able scored by
Checks deliver if against person, tol_meet: Matrix-CR Net
submitting a signed & dated '

Candidate. copy retained

Q that a Candidate Good written Skill level their Quantitative

3 : must be able to : Candidate can answers

= Skills deliver if bein and verbal skills provide: db

= . 9 +Team working = scored by

< submitted by a Matrix-CR.Net

supplier. P
Required *5G.C.S.Esat Supplierswill select
qualifications that ~ Grade Cor  the qualification level o, o ptitative
— a Candidate above including  their Candidate can answers
Qualifications . rovide:
must possess if Maths and Provi scored by
being submitted English or [Peasec Matrix-CR.Net
by a supplier. equivalent L=~
Free-text
questions that a Suppliers will give

o supplier is * Provide an detailed free-text Subjective

= Profile required to example of responses to any answers not

o : H .

i answer (qlso in team v_vorklng questions asked: scored — Just
free-text) if they experience? e for reference
are submitting a [

Candidate.

" The shift pattern  * Mon 6am-2pm  Suppliers will tick to Reviewed by

£ Shifts that needs to be * Mon 3pm- indicate which shifts you, not

5 worked within 11pm their Candidate can scc;re d

this job * Tue 6am-2pm work
Chance for you
to upload any
documents you Suppliers will upload

5 Pre- wish to attach to * Photo ID documents from their Reviewed by

< Employment your Order. * Right to Work computer: you, not

O Documents You can also *CV = scored

request L

documents from
a supplier.



http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,444
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,444
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,447
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,447
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,452
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,453
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,453
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,453
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,453
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,453
http://stage.matrix-cr.net/Handler.ashx?act=link&req=nav&mop=requirements_attributes!detail&pk=776,453
http://stage.matrix-scm.net/Handler.ashx?act=link&req=nav&mop=transaction_profile!detail&pk=1b83d67d-09d8-4f62-b961-fb59c4ebe731
http://stage.matrix-scm.net/Handler.ashx?act=link&req=nav&mop=transaction_profile!detail&pk=1b83d67d-09d8-4f62-b961-fb59c4ebe731
http://stage.matrix-scm.net/Handler.ashx?act=link&req=nav&mop=transaction_profile!detail&pk=1b83d67d-09d8-4f62-b961-fb59c4ebe731
http://stage.matrix-scm.net/Handler.ashx?act=link&req=nav&mop=transaction_profile!detail&pk=1b83d67d-09d8-4f62-b961-fb59c4ebe731
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Within these
sections some

Step 3 — Continued

. . + Advanced Search
information may be o
1 pre-populated from [ na | [ ada | [ aasan | [ oooe |
: the ‘Job Title’ you S S —
selected previously. phTIssaTion Airite
To add
further Pre- v Legal Unspent comictions discipsed
Employment """ Charteted Institute of Farvona sl und Development 2 .
Checks click e (CIPD) Ousiilied I —
‘Find more — Click ticks into any
items...’ g relevant extra
and a i st iy Question/statements you
separate N wish to include. Click
window will ‘Add’ then ‘Done’ to add
appear, as selected items and close
showh the window.

AT Yy e e .

. o e vty o Vet Lo - 2] Add
ciz OCeioR sl minimum
B Oww & wwvnmg ity o S Prgrr g of Love Canmn - .1 ValueS t0
: et e your
Skills
using the
“eon

Repeat this process to add
Skills to the Order

Repeat this process to add

—<| Oualifications to the Order S.

Add in any Profile questions by
typing them into the box provided.
To add more, click ‘New...” and a
separate window will apear. Type
your question, add a weighting
and a sort Order, then click [Eav=],
Repeat as needed.

Mgy T, Cloes

= Add a weighting to
6. - your Profile question.

Emrrm Ty P arma s Ao

Rurtgrans e Tradnirsg Doourra vl poes n
To add additional information to your Order, @ —————r—

click ‘New’, select the ‘Document Type’ you

Click ‘Next’ to continue. 0.

are uploading, click IBto select the document
you wish to attach by clicking ‘Chose File’,
then click ‘Save’ to close the window.
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Order Distribution

Step 4, select your distribution method:

Automatically — Will distribute to all suppliers enrolled into this Order’s service
category.

1 . Gttvibwiie T The Supply Chais Based O Taring, 06 Sadec Sagplien lunaeally

Select a distribution
method by clicking in
the circle selection box.

* Butomatical by (Pre-Corfgured|
Manuasdly [Salect Balow)

m mé Click ‘Next’ to continue.

Manually — Will allow you to stipulate to which supplier(s) you want the Order
distributed.

1 Ttstrnste 16 T Seind s Comn Bonert O Thedng, O Sectert Seanglives Marniol y

Select ‘Manually’ by
. - . . Actormaticaly Wiw Conligared
clicking in the circle box. ST

ey

Click on the drop down to
select a reason from the list

3. - Use the E icon to select the
' ' - supplier(s) you wish the Order to go

mﬁ Click ‘Next’ to continue.
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Step 5 is about defining your Order’s timescales, shortlist and weightings:

Populate the ‘Closing Date’ by clicking onto the B icon, a separate calendar window will
appear — click directly on the date you wish to select and this window will then close.
~
Uhasng Dot * 1 1.

- . < Add atime by using the - icon. | 9

Nas Nermes of Condhtuter *

Newrvem Seppin’ Condenrar Ag -
Select the number
of Candidates you

wish to receive and

e e L e e

e the maximum
R , In this step you need to number of
_/_ stipulate which merits will Candidates a
bnawege A0 hold what value during single supplier can
4 the Candidate submit using the -
. scoring/ranking process. icon.

| H ‘ ) . 1
@ a< Click ‘Next’ to continue. 5

The weightings will determine a supplier’'s Candidate ranking when the two metrics
(Attributes and Price) are scored.

For example:
Attributes Price Total =! Client 1 — Heavily driven by Candidate quality.
Client 1 0.80 0.20 1
Client 2 0.20 0.80 1 4 Client 2 — Heavily driven by Candidate cost.
Note:

= Most clients pre-set their weightings at a council level, if so, these fields will
be un-editable.
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If you don’t have shifts in your Order you will be taken to the final confirmation page,
skip to action point 7 of this section on page 14.

If you opted to add shifts to your Order you will be directed to your Order summary
page and the shifts section will show as incomplete:

1. Click into the link ‘Have shifts been added?’

Corther - & PO 3409 [owtun: Dyt

=
Current Status: Next Steps:

e green ‘A

Yok Pt b 0 Deatt .
Conveed (1 11 orded 4

Complete Mew Wiz ¥ TIp It e
Dvyeicate to ey detads o i hor arct brwale 3 W oae

Sutvratt {5 veved the comvpletes st for v amensl spprase (nbere sppricatie] or 13 Pt te the sebect ug

[ ) oan
- L .
oIy — Click into the link ‘Have shifts been added 1. < % |
Bews e tvprrerent cirden cosd scmn ¥ Lampbewd v
v i
2. Populate all shifts relevant to this job vacancy

— -

; - , 4 Select the start and end 3. Select the date of the shift(s)

time for the shift(s)

et o Te Baa S P e b b Mg an By AT e o hng Tat m— 0 sl ot oo e o S | . — B L™ e e Pere

RSt Select the day or days this shift is
- needed within a week 4.,

Faret A e e Tha P | el S G St whad b0 T o b -

g / Select if the above shift(s) run

Vex every week during the placement 5

n u <I Click ‘Save’ to create the shifts 6
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3. You will see each shift as a separate line

=) (=) (=) o) () ()

.
u Start Date End D= \hllime End Tirme Status Meeded Met Awailabl
e
Click ‘New’ to create more shifts -
Q 258/02/2016 25/02(2016 Monday 03:00 1215  Open 1 0 1 x
Q 02//03/2016 02,/03/2016 Wednesd 03-00 12:15 Open 1 0 1 »®
ay
Q 04/03/2016 04,03/2016  Friday 03:00 12:15 | Cpen 1 0 1 4
qQ 05/03/2016 05/03/2016 Saturday 03:00 12:15  Open 1 0 1 ®
Q 06,03/2016 06/03/2016 = Sunday 03:00 12:15 | Open 1 0 1 »
Q 07/03/2016 07/03/2016  Monday 03:00 12:15 Cpen 1 0 1 x
Qa 09/03/2016 09/03/2016  Wednesd 03-00 1215 Open 1 il 1 »
ay
Q 11/03/2016 11/03/2016  Friday 03:00 1215 Open 1 0 1 x
Q 12/03/2016 12/03/2016 = Saturday 03:00 12:15 | Cpen 1 0 1
Q 13/03/2016 13/03/2016  Sunday 03:00 1215  Open 1 0 1 x
Subtotal [partial)
x 22 1] 22
(> ) 10 N ail}

»

Add more shift by clicking ‘New’ and repeating the process
Once all the Shifts are added return to the Order summary page

o1

Shifts (Filtered an ] 1-100f22

. — S
Previ Mext . o Filters = C ize -
| e z Click this link to return to the Order [ tters ] [ ustomize ]

2.

[ Start Date End Date Start Day  Start Time End Time Status Meeded I
== Status- Open 10+
29/02/2016 29/02/3016 Monday 12:15 Open

6. From the summary page click ‘Actions’ and ‘Submit’

=
L Camel 3
0801+ Complete few Wizara :i Click ‘Actions’ and ‘Submit’
Tha eomier % mm“ “:"’-‘.f",.-,- \l— " —‘ METTW 10D SF TV BIAgR A0 BT
DAgrtents to coyry BETaLn ot v e B CTRERE 3 NYeW T

Sabrannt v3 Jen' 3 the OrTeseted 0roer fO7 The o11R
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7. Confirming and submit your Order:

Rarrue (i St e e e e by 1 4 g gy hdray

® Lo wfrr b Sl e Ot

2.

a) Select ‘Confirm and Submit Order’ if you are
ready for the Order to be distributed to
suppliers.
b) Click ‘Return to Order to review and amend
details’ to modify prior to distribution

Detail comments here
for the activity loa.

Parra m no O g 10 rpders @ e ol ci i

=|- Click ‘Submit’ to continue.

3-

a) By submitting, your Order is now ‘Open for Candidates’ and the Order status
toolbar will display:

Jedhey - @ BCLMDN [Statin Open)
| O
Current Status: Next Steps:
The ety SITRATYy SR T S e WAT A0 e Saiurs respoeant 6 the orger. Thies (an be vowsd 0 the Temer itwrs’ sects

F I PAGE a1 aainct

Conot I thes ordar nges regured
Dirate % AdSion sl Sopplen
Dvgilicone ¢ oy Subadh & Ph Ox
Eribe Islorviews T0 390 20 e e

Latend Caratulale Merbarh b owide ogydims 333ILTNY *ave 1 e
Nee Star) Cue 1) ChArge the Zate that the phw e wi begn

b) If you selected to ‘return to Order & review & amend details’, your Order will
remain in draft and the Order the status toolbar will display:

| 2D

Current Status:

Next Steps:
. nhah A 100 Zreen dctions’ Setton o 100 230 & I page and sebery
Canced t the wriber 1) 20 tonge

Crmrphets N Wisan
Dupicate 10 copy thetals o thas mrsler

Sabutsl W el 1w LN e |

1. To review and add additional information to any section, click ‘Actions’,
‘Complete New Wizard’ — this will take you through =
the Order wizard again. All sections will still contain Cancel
the data/information you input previously Lurrent - comptat Hew wiars
The i B8 s Duglizase

* Sukmit

2. Once complete, to submit, click ‘Actions’, ‘Submit’.
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3. You will return to this screen:

Rarrue (i Syt e g e by 1 o e g

Select ‘Confirm and Submit Order’
if you are ready for the Order to be
distributed to suppliers.

® Lo wfrr b Sl e Ot
Parra m no O g 10 rpders @ e ol ci i

2.
Detail comments here (
for the activity loa. m m
=|- Click ‘Submit’ to continue. 3
4, The Order is now ‘Open’ and the Supply Chain would have received an

email notification.
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Order Approval

1. If your Matrix-CR.Net system is set up with Order approval, your Order will
have been sent to your Client assigned approver, before being sent to

suppliers
2. Your Order status will read “Pending Client Approval”
()

Current Status: Next Szeps

ey, P oot Appaanel 4t 4o et @ o gl oo T g
ST A b s rme A 1y T M — ) Sage Powre v e e mry—a ey

T L LT e e——

Salest hu gresns et trder Puw bty

3. Your approvers are listed under the ‘Other Items’ section of your Order
summary page:

(e )

Currant Status Next S1ogs:

D L L T T N L

[

tsvenes @
Click into the ‘Approvers’
link to view vour approvers.

4. Once approved, the Order will change status to Open and will then be

distributed out to the relevant suppliers.
5. If your assigned approver rejects your Order, you will be notified and your

Order status will update to rejected.

Click into the ‘Activity’ link
to view rejection reasons.
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Supplier Tiering

When an Order is progressed through the distribution process, the supply chain will
receive notification of the Order and have access to create Candidate submissions
against it.

The distribution process is staggered in line with the Matrix-CR.Net supplier tiering
model and this will affect the date/time the supplier will receive the Order notification
and have access to the Order.

A supplier’s tier is calculated against metric targets focused around system
processes and efficiencies.

Tier one Tier two Tier three
Creates & _ suppllers ) . suppllers ) Tier suppllers ;
- 0 receive email el ) receive email receive email
Distributes . P . P Three e
SUeelliaE ) notification Sl notification . notification
an Order X X Suppliers "
regarding regarding regarding
open Order open Order open Order
Timescales:

100% of Order 'Open' Period
50% of Order 'Open' Period
> 25% of Order 'Open' Period

Tier 1 receive Order

Order Creation Date
Order Close Date

Tier 2 receive Order

Tier 3 receive Order

Key Points:

=>» Suppliers are aware of which tier they sit within and have access to
reports/information as to why.

=>» You as a client should not receive any questions about the tiering process.

=> If you want to know more about the tiering metrics the Matrix-CR.Net supply
chain are measured against, you can download the ‘Supplier Tiering Guide’,
available in the Matrix-CR.Net help and support area of your system

=> All suppliers will be able to submit a Candidate prior to the close date of the
Order.

=>» Tiering will not apply in immediate / emergency fill roles.
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Order Messaging

When an Order is ‘Open for Candidates’, suppliers can send you Order messages to
clarify points and ask additional questions.

1. If a supplier sends you a message you will receive an email notification:

A mestace Nas Dewn recewed

Cams Towt BCC Al

R e L et el L
Aguerunt SASDES Tt - Meme Sepet 0 Vs
Wt 1 wow et wadage o wH0 BPe el arel ramgsie W My Prifle

T g Tom BOC Adwes
Sontn Tat Click this link to be taken directly
e mda S g to the Order messace

The message will also display on your ‘Priority Items’ list:

= Priorsty fems - Chck thix link for Ratl list of active ranssction Sem

m W smaes VAU tr}d LtleaL nia m ‘
arm— Aot ks AT it awrmes |
2. To reply, click ‘View More’ from your priority items list or ‘click here’ on your

notification email. You will be taken to the message:

o 'ﬂ. =|. Click ‘Actions’, ‘Reply’.
.".‘.‘v.b" '"—‘*_.,4 AR B 1.
3. Draft a response:

Sobymet: ¢ L A maviege s howe sert regerd g Despabrunant: SU38001 (et rdme avar |

— ! Type your reply. 2

ot iy Dot Tarry

m 4 Click ‘Send’ to complete.

All suppliers to whom this Order was distributed will be able to view this question
and answer to ensure all suppliers have the same information.
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Editing Open Orders

= Within Matrix-CR.Net Client users have the ability to edit their Order after
submission to the supply chain
=>» Suppliers are notified of any edits made so they can review the changes

- D

Current Status: Next Steps:

ety Open {0 nppher

Canced o L
Dietrfans tn Asdtional Sappbery tu gum sthr suppders S0 appertsnty tn epond
Dupltcate i1 vt

Frabele brierviemn 0 ackd
Eutered Cancliuialy Pocuads 1o

Mowe St Date 1o sy

wu thrtats ot thee crrier w

Click into the Order
number to open the

Order infomatinn 1
s
b n
Chiow o Ten
Cltent Lacats v
friatior ail @
14, Oy
Pra-Lmployrasrd Dverdn o
Bexh Torry Nores
1 2 Terry o
et D I8N LN1E
Womfhay
£l Date X1 a
Fredmglrgmert Docoments () e 1
loarg Cuestions 2od Ay ()
Regost May
s et 4 S
! " Py oy - e Wacemerm
" t4s 0 rdertabe . - o

Clients can edit the Order details

1. Click into the Order icon, the open fields are available if you scroll down
2. Edit as needed

Client Managrr

Chent Location, *

Justitsatsom

Descriptian:

fob Tery

Fennycrass Wiy

Annial Leave Cover

The Office Administrator wiil:

* Ensur e the smooth operation of

Edit as needed

o

N e es offioe

?‘n

* Provide an administration service for contract personnel
* Ensure sl support documentation is produced accurately and on time, deal with contract correspondance

sppropriately and efficiently to ensure the requirements of contracts are met

3. Click = icon when complete
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Duplicating an Order

= The Matrix-CR.Net system allows a client user to duplicate any existing
Orders.
= The Order being duplicated can be in any status.
=>» This allows Clients to send out an Order a number of times, quickly and
easily, editing any information, if needed.
1. An old Order can be located by searching for the Order reference number
using the search function within Matrix-CR.Net:

LI vden Caniid, " Nrponty Adrvde e
""" - ﬂ‘” E!
2. Or by searching through your previous from your homepage
» [ . R [ . N A\
E Ordo % Candidates E Placaments E Timesheets
Perieg Rending Pendieg. Pentng
Dvalt & % Fending Macerrest aeation ) Perabng re Emp (heck @ Fending Appeonal £33

3. Select the Order you wish to copy

B Ocrold @D et Dedhien D

LIFR = Doy (% Tes orrt L Afrmatreor

(oI gt PATTISs T B Dene MGl e

Click the = icon to select the Order

LIS = & Wb Terry AfvryTitre

Cyset CF T4t Ot 1 i Oz

Q
Q
Q
Q
Q
Q
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This will take you to the Order summary page:

Next Steps: 2.
- " i ¢
Earand Candature Penodk
pooel
Mo Stant Do Dagiate 16 (oyry debars of ) v 4ol Raie & Aew o
Ernahe Meinrvienm th 025 00 Mhal oo SLEpW L The Apuinming fraemis K sl peewasiily vebested
Eobornd Laniuln Poqbah (U oo de saammt whitional e |

Click the sections you wish to duplicate to the new Order by clicking in the
boxes.

3

e < Click the boxes of the

aspects to be pulled
through to the new Order.

4.
@ M Click ‘Save’ to proceed.

This will take you to your new Order summary page, the status will be Draft.
You will need to complete all the incomplete sections shown in ‘Draft
Progress’.

New Order reference number

- O

Current Status: Next Steps:

) 1t s Deatt LA U e Actians Baltos o that 1op oF tha 2age andt sele

Cancal ¥ 106 ondkr 4

Canpiete hew Wi

Dapbcate %0 cogry Gonels of thée ordor and create »
o] 10 2wl 110 COTLEMARE Ok Tt 11 F1taY ¢ ot o
. : : (emser The ‘Draft
@ 2 Progress’ section
| T a7 2 i 7o will indicate which
Fot Compuieg sections of this
A 6 e Al st il P—— new Order still
need to be

comnleted
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8. To populate the missing information click ‘Actions’ and ‘Complete New
Wizard’

(o)

—W Click ‘Complete New Wizard'.
Curren 1

fheanse s - pynkcote

9. Navigate through the wizard steps as if you were creating a new Order, you
may add or delete information where necessary.

10. Once completed, you will be taken back to the Order summary page, the
status will change to ‘Open’.

11. The new Order has been sent out to the supply chain.

Notes:

You will be sent an email notification when the ‘Order Closing Date’ has passed.
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Reviewing Candidates

The Matrix-CR.Net system allows you to review Candidates in a number of different
ways.

Candidate Summary Page:

1. When a Candidate is submitted towards your Order, you will receive an email
notification:

Matrix-CR.Net sz

Dear Angre Famrman

An Candudate has been submtied 10 Order ROBOZS0 To mevew this Candhdats plaase log
onto Matrx R Net by using the ok below

Order #: ROBZS
Candidate #. OF L 108
Chent Lemdon Borough of Redhindge
Suppdier Accuraie Appoutments LId - Lasdon . L .
Click this link to be taken directly
Swtus Setimited .
to the Candidate summary page
To view this tem click here

2. To review that Candidate, navigate to the Candidate section of your
homepage:

f Y

- Candidates
CA
‘I 1.

B _§|-. Click into the ‘Active’ section.
Pending Placcment creation )

Pending Placement sctioen €1

\ -

3. You will be taken to a list view of all Candidates.
4. All submitted Candidates will be under the status ‘Submitted’

Cenil heview (@ Soppber hovew @ Chemt Duckiion IR

i M IO\ - PRIN NS LR D S eSE T DA a R
Q mlml? R 1 N Seppher |- NSt L Adem byres AMause e (L84 ) 2
Q o 1AW Sappier | At F oo 2 NALLANLE 442 b1
Q P T T S on 1
O e v Click % icon to navinate to that Candidate. MADIAMTS - SAK2 88 .10
Q  gnM0sk  iier Commheratam W agphe | | K Mapyte | It fon MO0 RIS AL 1
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5. You will be taken to that Candidate’s summary page:

Current Status: Next Steps:

ACOROE BITN 3 I iy 0F 9

Date b pamed »
' O Pt Acoept
- Beject t iepect the o4

Rrgars) Intwrain 33 mhec\ e @1 ITIRIVIeA

W Commtly g gV 1o, Ong

- 1hit

Tea 3 Maramant |where sl able)

et suberipons Alsreatierty 0 Mg Juice

20 [ty welatide|

Puam Carnbabite Raprnt Maprort Vg
Aty Bre Lirghopnest Docunents @)
supplier
Canduirie n 0 iR ? e @ Canddare Question @)
et 3. AW Suppter |
Ordet » ™
tlathun Tagrettem|
Sagmee Lot AR vaigiw trasingl
Weathat Al Furrtee
Wipaied 3 "2/ 218 {
Nosams o) 3018

NG0M
Adrresntratis

viney Wiy

Waaby s tre1 Supplier information.

AW Aate Penthg Ergmdny
Rak Tanry
st
This Candidats is now ¥tting within the shartiet. 1
) 18
This Candidete is currently placod 1t - thare are no othar Candidses as yer.
cowng Daw 1022010 (&80
e Adverninaty b s ites AR oIV The Wew carvbidte ol e vl

el H2O PRI 1D ACTYR) Dt fead ttie. The iiead (arndelate adt bane guodd

Y NG YOO OWR It ther iy an

1 b abde 1o umdnrtabe o profersangl pratian Witk o vaneel robe

.2 .
* broam the prreeth speeatan of sx e e

T o

segterr sarvew b wct pariczirel

1 desarrerdaton (s grodenad scxatately ard tn v, desl arth comioact cometgee dene

w12 wMoerty u svaste [he rmmstermmts of cortoacts e ihet

Toen Ovdee s currently open for Candidates, This paniod ot on Mondey February 15
2016 ot $:00.

Candidate information. Tha top 20 Candidutes submitted doriang this period will be placed o a shortlist, for the
Cliant to review.

= Pre-fmployment Chocks a

LN Commrg (et b Seaacgts == abe for Sheeis (Ismstrg csarteesal) v wons

O Dwtzmry Murow, e a2 Larty Oew .

SLgmddy w2 et m A CrtTre v == 1
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Candidate List View:

1. From the Order summary page click on the ‘Candidates’ field title icon

1 Click on ‘Candidates’ to show a list view

: < {
ria Ander Divstderston NV Seagptier 1 W Supsstet | Attan Foray LLOLI06  GARIES eng 1
! o ez Uneder Conbwyanon A St 1 AW Sapeieer L Al Jivery L0 feEi 6l s
wriwr Conutwanon AW Saazpter 1. AW Napyeeer | Wabm Extprts YoiSTose  LARI AN

2. You will be navigated to the list view of the shortlisted Candidates that
have been submitted to your Order.

([ —a]—cls

[ |

.....

The Candidate which is highlighted in
grey is the one you are reviewing below

lumoew  miee Ll .

Q4 man - - e . - - R ==

| ot | | At na |.....|l'..-.-..‘

BT ——e # b - =
S rnang p——, |04 S Ty €y |8 - - :
ORISR SR In this example, these are the skills that
eQ Candidate has in relation to the Order.
v € TR IZE Vetn BN S @4 b | e . ok J p—
R e o r— A e - g ® 09 108 Segry ety =T
— >

3. Review each Candidate’s submission details, in relation to your Order
specifications, by clicking on the relevant submission detail titles.
4. Once reviewed, click on the = icon to be taken to the Candidates

summary page.
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Compare Candidates:

1. From your Order summary page select ‘Compare Candidates’ report

Lurrent Statusy

e T et . —— 7 S T ——— e IR % ST e Sk w—— 1y # Y PG -

g s it Click on ‘Compare Candidates’

2. This will open a new web page

3. This page will allow you to quickly and easily compare the Candidates in your
shortlist.

4, All the information that has been input about the Candidates will be displayed

within this ‘Compare Candidates’ report.
5. It has been formatted to enable the page to be printed out if necessary.
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Interviews

1. If required, interviews can be set up via the system. From the Candidate
summary page:

= |
e Click ‘Actions’, ‘Request Interview’.

[ S NUP N LOY W S ——— B e e L T D p— :I
s . e bt & R S L L T B e e

B 2 RS T by g
St e r—— b e

2. Input all of the interview details:
3. The interview will be shown on the Candidate summary page
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Rejecting a Candidate

1. If a Candidate is non-compliant against your Order criteria (for example; a
supplier not answering your Profile questions, or uploaded a blank document)
you can reject that Candidate from your shortlist.

2. From the Candidate summary page:

Click ‘Actions’, ‘Reject’ >

4. Complete the comments section with your rejection
reasons:

w

bt

4 Detail your question and click ‘Reject’.

2.
e B

5. The Candidate status will update to rejected:

Cutreat Status. Nest Stens

oo Bmibnd (Te whe he ey habah kb by 4 4 e e Lt b b

6. This will update on your Order summary as well:

If you reject any non-complaint Candidates, Matrix-CR.Net will automatically pull
through the next ranked Candidate into your shortlist (number of Candidates
within the shortlist defined by yourself at Order creation stage).

Notes:

=> You will be unable to create a Placement with any supplier Candidate until
after the Order Close Date

=>» Once that date has passed you will have your final shortlist and will be
able to create a Placement with your top-ranked Offer, see Matrix-CR.Net
user guide Placement Management.
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Need More Support?

If you need more support regarding anything detailed in this guide, please use the
help functions available within your Matrix-CR.Net account:

Click into the ‘Help’ link
available on your
system homepage

Ordeny (mnstatey Plocrrrmity Tanetheets Regerts Acrredtatiom Lz clerenis Atindy Nelp

You will be taken to the help and support section where you have a number of
different ways of finding the answer to any questions you may have:

" Ovdeny Cardbtat 2 Brpeers Acconfitationm Errdeseemy Aty

Here are listed the

Frequently Asked Questions {FAQs) contact details for
o 200 o hatm T |i| the Matrix SCM
: operations centre
a) Click - -
here to \ '
view all ? @
available -
tral_nlng l\ Help Ralse Query Live Support Qperations Centre
guides g i (st e ) owe ) (Oainmes ) pevem—
T ‘ — N ‘
b) Click here to raise a Query c¢) Click here to open Live Support

a) Training Guides / Documents / Videos are available for you to view and use
as support:

Click into the document relevant to your query/question
and the training document will download
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b) Queries can be raised to the Matrix SCM Account Management team:

Basic Details

Input all the details of your query/question as instructed

Client: * Agency Workers
Reason: * Approver Change
Subject: * Service Agreement approver change
Description: *
4
Upload any files relevant
Additional Information .
to your question
Query File: 7 S
[Attach 3 scresnshot to backup your query)
Dwmer Information
Owner: AWsupplier trainingl @ B

Contact Phone: 0123458111123

@ M Click ‘Save’ to send

A member of the Matrix SCM Account Management team will be assigned to your
Query and they will respond to you with an answer.

Each individual Query has its own unique reference number which will detail the
guestion and the response.

You can look through all the Queries you have raised and any that have been raised
by members of your team by clicking into the ‘Browse’ link under the Queries section
of the help and support section.
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C) Live Support is an instant chat help function where you will be conversing with
a member of the Matrix SCM Account Management team in real-time:

F

matrixscm

Weltome 10 Onling Supdort Plesse oufing you query o detinl (DIoviding crospiacamenttimeshes] nuMbers) and I yOu 20% & then! of suppliad

Pty marked wet ® are requred

Please select the department you would itke to reach:
Suppot e CAnet (@ Owiiea! Input your details and the details
Support b SProc et @ Offine fond § Wessage about your question as instructed
Your Nasme: ’ V
Your Compary .

Your Quesiion (please inClude any oaee DIMCementmeshieat mimbars and the issie):
-

Start Chat . :
B -ﬁ Click ‘Start Chat’ to bring up the instant chat

All the system help and support option are also available on your system homepage:

| [ ot s B =]




