TeamPersona

Online Tools Guide for Candidates

TEAM

PzZRSONA

Staffing Solutions




EAM TeamPersona Career Center

P.erRSONA

Staffing Solutions

Congratulations! You now have access to the
TeamPersona Career Center!

| Home

EAM
P}-RSONA

Sta}:fing Solutions TEAMPERSONA IS A NATIONAL £

i)

1. Go to http://www.teampersona.com/ 1 Real People
IR TN :

2. View the “Career Center” on the left side of the HCY T
Home Page : Rea SO0IU

In the Career Center you may:

. View and Apply for Jobs

i MY PROFILE
. Update your Contact Information and Resume
EMPLOYEE CEMTER

. Obtain Employment Documents & Benefits

. BEMEFITS
Information

. . TESTIMONIALS
. Enter Your Timesheet Online

EE——— | See what we do for these industries
b UTILITY
*» HEALTHCARE (HIPAA)


http://www.teampersona.com/
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1. Under Career Center, click JOBS Real SOI u ‘.E‘:'j,—
e ”””"ﬁ-ﬂi{%ﬁ_ﬂu. " : -

2. Search all jobs listed, or:
a) Select a specific State to
search Jobs only in that state
b) Enter “Keywords” to search for E—
a specific Job Title or Skill [ e e e
Required Jobs
For Example:
*  “Project Manager”
. Receptionist
+ Accountant
. “Unix Administrator”

| search || Reset |
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To View a Job, click on the Job
Title

To Apply for the Job, enter your
email address and click “Apply” at
the bottom of the screen

If you have already received your
TeamPersona online access
information from a TeamPersona
representative, your resume will be
submitted to the Recruiter
immediately

If you do not have a TeamPersona
Candidate Profile, you will be asked
to create a profile

Enter your name and other
information in the required fields

You may either Upload a Microsoft
Word resume, or copy and paste
your resume

Click Apply

Descriplion

Jub ID: 5458
Job Title: Administrative Assistant
Joh Length: 3 maonths

lLocation: San Francisco

To Apply:

User Profile
First Name

Apply for a Job

Thank you for your submission!

to return to the job board
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1. Under CAREER CENTER, click MY

PROFILE -
'

MY PROFILE

2. Log into My Profile
a) If you have an existing
TeamPersona Candidate
Profile, enter your Email
Address and Password (your B e TR P D
TeamPersona representative
can provide this to you

Hame

My Profile

Existing Candidate:

a) Ifyou are a New Candidate, To retriey
create your profile by entering Email:
your Email Address :

Mew Candidata:

a) C“Ck Sme |t To create your prof

Email:

| -Subn'lit- |
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1. Update your profile: Upload Resume:

i Addl‘eSS To uplo - res d =elect the file vou
. Email wizh you upload. ¢ ur resum A

. Phone Number
. Resume

2. Click Submit

First Name™ 1oh

Last Name™ Seeler
Address® 123 Main Street
Address 2

City/ Town™ Anywhere
State / Province™ s

Zip / Postal Code™

Email Address™

Telephone™®

Cell Phone

uired Fislds | Submit |
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1. Under CAREER CENTER, click on —
EMPLOYEE CENTER : - ! .‘ i 7 | Homa | Nerw About Us Bilr Miay |cn

2. View and/or Download Employment PT——
Documents Ve deliver em  Brsisminnpiss

° Employee Handbook m fﬂ:shipoﬁ;kkv:

O Payd ay Calendar Learn more ab
NFORMA
. Application for Employment

+ Et..

l. Undel‘ CAREER CENTER, C||Ck on E M Employee Benefits
d‘ i TeamPersona understands that our employees are our greatest asset. We
B E N E F I TS Pg_, RSONA are committed to providing you with the most comprehensive benefits *

- e Py a possible .
Staffing Solutions

2. View Benefits Information TeamPersona Beneits Snapshot

Overview

Medical, Dental, Life, Vision and Disability Insurance
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1. Under CAREER CENTER, click on ONLINE
TIMEKEEPING

2. Login to the Online Timekeeping page
using the access information provided by
TeamPersona.

. Enter Username
. Enter Password
. Click Login

3.  When asked “Do you want to display the
nonsecure items?” click “Yes”
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1. From the Online Timekeeping Home Page,
click TIME CARDS

2. The Timesheet for the current week ending
displays. To enter your hours for the day
and/or week, click Enter Time

PZRSONA
En el

Matchmakers

Timecards: 10/27,2008 - 11/02/2008
Hours lacems Title

Enter "ﬁme | Recruiter
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1. Inthe appropriate Pay Period fields do the following:
. In the daily fields, enter the total number of hours you worked each day
. Select “Save Draft” each day until you are ready to submit your time for approval

imes And Expenses: Placement #1137 Job Seeker @ TeamPersona

Time Card

Pay Period: 10/27/2008 - 11/02/2003

Status: Draft

Total:
Timecard Comments:

Notes:
. Your timecard remains editable until it is approved by your manager
. Use “Save Draft” to indicate that your timecard is not ready for approval

Timecards: 10/27/2008 - 11/0

Title

Ente Submittec 1 Recruiter

10
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1. Review your timecard for accuracy
2.  When all hours for the week are entered, Print your timesheet
3. Click Print

imes And Expenses: Placement #1137 Job Seeker @ TeamPersona

Time Card

Pay Period: 10/27/2008 - 11/0

Status: Draft

Obtain your supervisor’s signature approving your hours
Fax the Timesheet to Payroll at 866-881-3737

o~
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View your timecards for the past 14 weeks by clicking the Pay Period drop-down.

Timecards: 10/27/2008 - 11/02,2008

12
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Go to: www.teampersona.com

At the homepage click the “Online Pay Stubs” button on the left hand
side of your screen.

You will be taken to the below log in screen on PayChex eServices:

Enter TeamPersona’'s Company ID (0400 7639), your User Name, and
Password.

Paychex
eServices

Please enter your company ID, username and password to log in.

Company ID: 0400
Username: jpryor

Password:

SECURE LOGIN

PAYCHEX"

© 2009 Paychex, Inc.
All Rights Reserved.

13
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" nline Pay Stubs:

If logging in for the first time, you will be prompted to change your temporary password into
something specific to you.

-enter your

Click here to

Username:
Current Password:
New Password:

Confirm New Password:

Save Cancel

PAYCHEX®

© 2009 Paychex, Inc.
All Rights Reserved.
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After a successful log-in you will be taken to your home page where you can view pay stubs and
access other features.

& 0400-7639-2009 / Em| e by Paychex - Windows Internet Explorer

PERSONA COMPUTING INC
HELP | LOGOUT

Check History

008 v
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If you have any additional questions please contact:
TeamPersona Human Resources
866-982-8367 or hr@teampersona.com

16
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