Command Center
Manual



Candidate list

Advanced Search

Searching candidate based on qualifications

1. Goto candidate management

N



2. Click advanced search

MANAGEMENT
- Management v

s Candidate Management

Candidate List

Advanced Search

Add Candidate
s Client Management
Client List
Add Client
s Position Management
s HR Management
Interviews & Job Offer List

Hired [ Employee List




3. On the screen the user will see all the available badges or search options to filter the
candidate, Here are the following filter that the users can use:

(:)atelliteteams' = Command Center

Applicants List of match applicants show | 10~

Search for the right applicant suited to your team o

View Resume © Philippines
RAY ALEXIS (v
ACCOUNTS PAYABLE SPECIALIST /
ACCOUNTS PAYABLE CLERK

> Search for the candidate that is best suited for your team

> List of qualification degree

Match: 100%

> Career and experience level Rate: USD 1895.00

> Language proficiency

View Resume @
People management
> P g MARIELLE
S oo SOCIAL MEDIA MANAGER / SOCIAL
i
&%  Management v MEDIA SPECIALIST / SOCIAL MEDIA
COORDINATOR
« Condidate Management v > What is the monthly budget for this role?
Match: 100%
Candidate st Rate: USD 1895.00

Skills needed for the role

Selected skills
View & © Philippines

REGINALD Q

List of known skills
Match: 100%
Rate: USD 1695.00

® ©

SEARCH

View Resume © Philippines
KATRINA ALYSSA (v]
ACCOUNTS PAYABLE SPECIALIST |

ACCOUNTS PAYABLE CLERK

a. “Search for the candidate that is best suited for your team”
i. Select category
ii. Position

b. List of qualifications degree
i. Level/degree
c. Career and experience level
i. Careerlevel
ii.  Years of experience
d. Language proficiency
i. Languaged
e. People management
i.  Number of direct reports
ii.  Number of indirect reports
f.  Shift
i.  Select shift
g. What is the Monthly budget for this role?
i. Rate range from 1000 to up
h. Skills need for this role
i.  Listof skills



4, Click on each badge to open the drop down and select a value based on your
qualifications options.

(ST

Command Center

Search for the right applicant suited to your team

v Search for the candidate that is best suited for your team
Category
Position

v list of qualfication degree

Lovel/degree

~ Career and experience leve

Career level vear
BErrp—r——
Languages

shift

 Whatis the monthly budgat or this role?
@ nooa.

Indiract reports

Siills needed for the role

Selectad skils

Listof known skl

RAY ALEXIS

ACGOUNTS PAYABLE SPECIALIST |
ACCOUNTS PAYABLE CLERK
Mateh: 100%

Rate: USD 1695.00

MARIELLE

SOCIALMEDIA MANAGER | SOCIAL
MEDIA SPECIALIST / SOCIAL MEDIA
COORDINATOR

Match: 100%

Rate: USD 1695.00

REGINALD

Mateh: 100%
Rate: USD 1695.00

KATRINA ALYSSA

ACCOUNTS PAYABLE SPECIALIST /
ACCOUNTS PAYABLE CLERK
Mateh: 100%

Rate: USD 134500

MELGENE
ACCOUNTS PAYABLE SPECIALIST /
ACCOUNTS PAYABLE CLERK
Mateh: 100%

Rate: USD1095.00

MARY RoSE

} SOCIALMEDIA MANAGER | SOCIAL
MEDIA SPECIALIST  SOCIAL MEDIA
cooromaTor

tcn:100%
Rats: USD1095.00

A s

5. Click on the badge again to enter your search criteria or click on the search button below

the screen.

t:‘ale[l ite

Search for the fight applicant suited to your team

best suited for your team @

software Development (Web & Mobile)

Procuct Developmant Usnoger X
> List of qualification degree

> Career and exparience lovel
> Language proficiency

N

> What is the monthly budget for this role?

Skills neadiad for the role

Sebected skils

ifyou canit find @ centain skl y

n Click Hore 19 0dd 16 1h st

st of ko skills

NET Fromewor +) (Actian X+ (Action 2en+) (Activity Diagr

Adabas + Aerozpike + | (Agie+) (Albaba Cloud+

HisgroGroph+) (AMtibose +) (Amozon Athenc +) (Amazon Auraro + ) (Amazon DynamoDB +) (Amaion Web Sewvices +) (Amazon Web Services + | (Apoche +

Apache Aceumulo + apr Apache ignite +

Apoche Statos +) (Apoche Tomeat+ | (Apex+) (Appi2Pons+) (WiongoDi+ | (Aeana+) (ASPNel) (AWS Ampify-+] [AWS Give | Azse Cosmos 08+

Boseir) (BPacs+) (c-wesaCE+) (GH+) (GmIGrs +) (G5 Sansora s yact+) (Cas+ Glau

Cioua
Cloud Security Aliance +) (Cloud Sponner +) (Cloud Testing +) (ClusirisDi +) (Compiance Consultation +) (Computer Network+) (Computer Network +) (css+

CUBRID +) (Data Enfry +) (Dota Migration + y + P

Datobase + e

S

KANE ARVIN
PRODUCT DEVELOPMENT MANAGER

Mokeh: 100%
Rote: USD 8485.00

DINA JANE
PRODUCT DEVELOPMENT MANAGER

Motch: 100%
Rate: USD 4345.00

MARVIN JOSEPH

PRODUCT DEVELOPMENT MANAGER
wotch: 100%

Rote: USD 4345.00

JENNIRA
PRODUCT DEVELOPMENT MANAGER

Motch: 100%
Rate: USD 4345.00

JON ROBERT
PRODUCT DEVELOPMENT MANAGER

Motch: 100%
Rote: USD 545,00

RAMEER
PRODUCT DEVELOPMENT MANAGER




Add Candidate

Creating new candidate profile

1. Goto Candidate management

MMENAGERMEMT

A rManagement —

I e Candidate Managernment

Candidate List
Acivanmnced Search
Add Candidate

e Client Managerm-ent
Client List
Acid Client

e Position Managerment

e HR Managermment

INnterviews & Job Offer List
Hired f Employee List >

Prewvious Employes List

Settinas

2. Click add candidate

MAMNASGEMEMNMT

e rManCGgerment r

e Candidate Managerment
Candidate List

Advanced Ssearch

I Add Candidate: I

e Client Managernment
Client List
Acid Client
- Position Manogemeant
- HR Managerment
INnterviews & Job Offer List

Hired f Employees List




3.

(Satelliteteams' =

4.

tsatellitetear'n S

had Candidate

Fill up all the required fields

Add candidate

Candidate Details

Click continue

Add candidate

candidate Details




5. Fill up the required fields in candidate profile

Qsatelliteteams'

B sate

gmail.com = - +639083 862054

Candidate Profile

In what field or industry are you pursuing a job role?

This field is required

What role are you looking for?
Primary job role

[ J

o Candidate Management > This field is required

2% Management ~

lent Managemer > Years of experience Careerlevel

o Position Management [ ]

This field is required. This field is required.

Career Highiights @

People management
* silling

* Invoice Q ves O No

People management

Q ves O nNo

Current monthly compensation

b

Current monthly variable compensation

2% Management v
b 1
« Candidate Management >
« Client Manageme > Total
« Position Management
= e

 HR Manager

n >
o Asset Management >

« ADs Managemer

Inclusions in your compensation select all that apply Please select your current compensation.

[0 commissions

B siing &invoice: v [ performance Bonus
* Billing O3 Hmo
o Invoice O Profit sharing/Stock Option

= = O Allowances



(:)atelliteteams ommand Cen

Inclusions in your compensation select all that apply Please select your current comps

O commissions

O Performance Bonus
0O Hmo
. [0 Profit sharing/stock Option

O Allowances

ot If others, please specify

Expected monthly compensation | 8 prp

Preferred working hours Please select a work shift

agement v
Note: That most job openings are in the night shift.
o Candidate Management >
[ Morning shift
« Clien >
. [0 Mid - shift
e N [ Night shift
« Asset Management >
Languages
e o Proficiency level:1- Poor and 5 - Excellent
B Languages Spoken written Primary
. J J
R X This field s required. This field s required. Thisfeld is requirec.



 Candidate Management

(Satelliteteams' =

&  Management

2%  Management

 Candidate Management

o Posit

After the user fill up all the requireds fields click done

Fillin your work experience.

Please select the date sing input format : MM/DD/YYYY or MM/YYYY.

fiold s required

From: [ERRS B | O resent

s field i required

l

This field is required

|

is required

i feld s required

Education background

Please select the date using input format : MM/DD/YYYY or MM/YYYY.

Command

This ield is required

Education background

Please select the date using input format s MM/DD/YYYY or MM/YYYY.

From:

To: (3 | O present

equired

Lovel completed [

s fieldis requir

Field of study

skills
select your skills and indicate your proficiency level

simply click on a skill on the left and drag it over to the box on the right. Then select your proficiency level using the dropdown menu

Hard skills: Proficiency Flease select at least 1 skil

ease provide a primary j




* Condigate Management

days

T
have 21 fields emrors



Schedule Interview

Schedule interview using Candidate List

1. Goto candidate list

MANAGEMENT

- Management v

Candidate Management

Candidate List

Advanced Search

Add Candidate

Client Management
Client List

Add Client

Position Management

HR Management
Interviews & Job Offer List
Hired | Employee List

Previous Employee List




2. Search the candidate in search box

t:)atelliieteam S

Candidate list Add Candidate

Advanced search

) 10,000 8,000 11576
Total applicants: 5
Hired = External Hired = Internal Active applicants
o
.
¢ Rol Q,  rachel anne @ wa Q Show | 10 = | Entries
an ent v
NO. COUNTRY NAME CONTACT NUMBER EMAIL ADDRESS CURRENT SALARY EXPECTED SALAI
# Candidate Management v
Candidate st 2817 a Rachel Anne Hilwo Bocarra  +63 9987 338153 rbocarro@sateliiteteams.com  PHP 30000.00 PHP 20.00
2266 A Rachal Anna Hilwa Bocarra +63 9987 33B153 removedamail @gmail.com PHP 0.00 PHP 60000.00
. ?
. " o t 744 > | RACHEL ANNE SAMSON +63 1234 56789 removedemail@gmail.com PHP 3500000 PHP 40000.00

3. Click the name of the candidate in table list under name column

Shatelliteteams
Candidate list
L
. 10,000 8,000 n576
Total applicants: 5
Hired = External Hired = Internal Active opplice
o
.
. d v Q,  rachel anne @ st Q show 10 v  Entries
= -
NO. COUNTRY NAME EMAIL ADDRESS CURRENT SALARY EXPECTED SALAI
« Candidate Monagement
Candidate List 2517 A Rachel Anne Hilwa Bacarra +63 0087 338153 rbocara@sateliteteoms.com  PHP 30000.00 PHP 20,00
2266 > | Rachel Anne Hilwa Bocarra  +63 9987 338158 removedemali@gmail.com PHP 0.00 BHP 60000.00
. >

.  hiorarerrer 744 | RACHEL ANNE SAMSON +63 1234 56789 remaovedemail@gmail.com PHP 35000.00 PHP 40000.00



4. Click Schedule interview

Shatelliteteams =

2] About ~
-
i
FULLNAME POSITION EMAIL CONTACT NUMBER
Rachel Anne Hilwa Bacarra Business Analyst rbacarra@satelliteteams.com +63 9987 338153
COUNTRY REGION STATE cmy
Do A t v Philippines REGION IV-A (CALABARZON) RIZAL TAYTAY
= Company Profite ADDRESS POSTAL CODE
taytay rizal 425
® Roles and Permissions
Ek pitch v
P skils v
&%  Manogement v
) Work experience v
 Candidate Management -
Candidate List 1 Education ~
E7) certificates ~
> | B Schedule interview

Schedule Interview for Rachel Anne Hilwa

This field is required

start

[ dd/mm/yyyy -=:-- -- 0O [ dd/mm/yyyy --:-- -- 8 ]

End

This field is required, This field is required.

+ ADD DATE I

[ @ Google calendar l [ E Outlook calendar l

Description

Start date and time

End date and time

Participants

Client - if the candidate is for client

® a0 oo



6. Click save

schedule Interview for Rachel Anne Hilwa

This fied is required
End

Start

{ddimmf)’wy S = ‘ [dd,ﬂmmf'ﬂ'ﬂ' = ‘

This fietd is required. This field is required

[ + ADD DATE

[ Google calendar ” [ outicok calendar ]

© e




Schedule interview using Advanced Search
1. Goto Advanced Search

MANAGEMENT
o0 Management v
- g

Candidate Management

Candidate List

Advanced Search

Add Candidate

Client Management
Client List

Add Client

Position Management

HR Management
Interviews & Job Offer List
Hired /| Employee List

Previous Employee List




2. Search the candidate by setting up all the available filter

(Satel liteteams’

2% Management ~

o Candidate Management v

Management List

Request

Management v

Applicants

search for the right applicant suited to your team

Skills needed for the role

Selected skills

List of known skills

SEARCH

Applicants List of match applicants

List of match applicants

No result found.

ing1-10 of 0

Search for the right applicant suited to your tearmn

_ Search for the candidate that is best

suited for your teamn

Software Development (Web & M.

TES ANME
WEBE DESIGMNER

Mateh: |
Rate: USD

Wb Designar X

» list of qualification degree
» Caoreer and experience level
> Language proficiency

t

> Paeople management
» What is the monthly udgaet for this role’

OFFICE
WEB DESIGNER

Match: 100%
Rate: USD 1185.00

NAME
WEE DESIGNER

Matct
Dextar 1120 WNGE AR

Show

10~




4. Click Schedule interview

t:‘atellite

Advanced Search

Applicants

Search for the right applicant suited to your team

_ Search for the candidate that is best ©

suited for your team

Software Development (Web & M..

‘Web Designer x

> List of qualification degree

» Career and experience level

> Language proficiency

3 People managemant

> What is the monthly budget for this role?

5. Fill up all the required fields

Description

Participants

® a0 oW

List of mateh applcants

Schedule Interview for tes anme

This field is required

start

End

[ dd/mm/yyyy == - 8

dd/mm/yyyy —:---- 0

This field is required.

Q

This field is required.

[ B‘ Google calendar

l [ E Outlook calendar l

Start date and time
End date and time

Client - if the candidate is for client

m Cancel

Show 10 ~

TES ANME
WEB ER

OFFICE [w]
WEB DESIGNER

NAME o

WAIED PES RIS




6. Click save

Schedule Interview for tes anme

ddl/ ] yyyy --i-- -- ddfmm/fyyyy --i-- — 0O

Q

~
I GGDQM ]I Eoutlookcalendar I

Save Cancel




Job offer

Creating Jo contract for candidate

1. Goto Hr management




Select Interview & Job Offer list menus

MANAGEMENT
- Monagement v
+ Caondidote Management W

Candidate List
Advanced Search
Add Candidate
+ Client Manogement A
Client List
Add Client
+ Position Management

* HR Management A

Imterviews & Job Offer List

Hired | Employee List p)
Previous Employes List
Settings
EEPDI'TS

+ Asset Manogement b
Asset Management List
Request
Settings
Reports

® ADS MI]I'I{!Q ement



3. Select Job offer tab

tsatelliteteams.'

Mylnterview  Allinterview  Pro-Scroen  Shortlisted | Not-suitable «

25 wonogement v
. . . Total candidates
. teonogement v Candidate list: My Interview .
% for interview
a 2Ba
o Interview date and time Applicant Rote  Country  Applicant iD Applicant Name Email address Job role Expected salary Client Company name
« HR Manogement -
views & Job Offer is
e e b | APL-3321 Tress Satellite sateliteTeamsThide@gmai.com  IT Network Engineer  PHP 71000.00 satalite Teams
i t 2022-08-10 15:37:00 a ap-3202 Ghenry Barbaza gbarbazagsatelliteteams com Web Designer PHP 1600000 Sotelite Teams
Interview date and time ApplicantRate  Country  Applicant ID Applicant Name Email address Job role Expected salary Client Company name

_ m

4 Select the name of the specific candidate/Applicant that you want to create JO contract

My interview  Allinterview  Pre-Screen  Shortiisted | Not-suitable [CEELEY

&%  wanagement v
- - Total candidates
. ranage v Candidate list: Job offer
for Job offer
N
) ® @ =] @ show | 10 ~
Job offer date sent Job offer status Applicantkate  Country  Applicant ID Applicant Nome Emall address Jobrole  Application Status
« HR Manogement ~

Interviews & Job Offer List
APL-2643 Rachel Anne Hitwa Bacarra || rbacarra@sateliteteams.com FrontEndD  Job offer

v 2022-08-09 16:40:55 SENT b | Jay Teodoro sateliteteams test0B@gmailcom  DevOpsEnc  Job offer ~
v 2022-08-09 151815 SENT a APL-3082 Maitha Teodoro sateliiteteams.testos@gmailcom  DevopsEng  Job offer ¥

M 2022-08-08 1518:50 SENT b | APL-3085 Zion Grey sateliteteams testOl@gmailcom  ProductDe  Job offer ~




5.

(':‘atellilete-ams' =

On Jo screen you can can edit the Basic Monthly Salary and the Start Date

© HR Management

i

Create job offer

Joboffer status:
Dpate:
user:
Jobofter small sent to:

RACHEL ANNE HILWA BACARRA
FRONT END DEVELOPER

Bacarra inc.
FRONT END DEVELOPER

Retun to list

Applicant compensations

Basic Monthly Salary

13th Month (rem-outa)

Rice Subsidy Allowance

Communication Allowance

sick Leave

Vocation Leave

Warking Hours

Start Date. oafisf2022 ]

T o



6. Click VIEW PDF button to verify and to check the content of the contract

Return to list
Job offer status:
pate:
v User: 4
Job atfer emall sent to:

Create job offer Applicant compensations

@ Priippines Basic Monthly Salary

I Miew Application 13th Month (rem-auto)
‘ 9 RACHEL ANNE HILWA BACARRA
FRONT END DEVELOPER
* HR Management v Rice Subsidy Allowance
[ p— d ROt PP 3000.00

Communication Allowance

Previous Employee List Sick Leave

) @ philippines Vacation Leave

- prgf Working Hours

Bacarra Ine. L -
e SiCENELOVE Start Date 09/15(2022 ]
= e e

Jaob offer preview

Qsatelliteteams

Date: August 16, 2022
Rachel Anne Hilwa Bacarra
taytay rizal

TAYTAY, RIZAL
REGION IV-A (CALABARZON), Philippines

Dear Mr./ Ms. Bacarra,

Satellite Teams, a division of Spectrum Solutions BPO, is pleased to offer you an employment opportunity under
the following terms and conditions:

1. Position: Front End Developer

Pagelof6 >

7. After checking the content of the contract you can now save the created JO by clicking
SAVE button



Shateliite

 Roles and Permissions

Return to list

Job offer status:
Date:

: = 4 3
ER—

Create job offer Applicant compensations
S APPLEANTID 02 @ Priippines Bosic Monthiy Salary
Add client
. View Appfcotion 13th Manth (rem-auto)
* Position Management RACHEL ANNE HILWA BACARRA
FRONT END DEVELOPER
* HRt Management v o Rice Subsidy Allowance
Intenviews & Job Offer List o Rote: FHP 3000.00
Communication Allowonce
Hired | Employee List >
Previous Emplayee List Sick Leave
cusr L2717 @ Philippines Vacation Leave
+ Asset Management v View profie 9 J Working Hours 4
Becarraine. r
asset Management List
h FRONT END DEvELORER Start Date oaf18/2022 i)
Rates
Request

sattings

L
sopors

» ADs Monagement

t:)atelliteteams'

&5 Account v

 Company Profile
o User

 Roles and Permissions

MANAGEMENT

&% Management v
e Candidate Management >
o Client Management >

Success!

o Position Management

© HR Management “ This applicant has job offer!

o Interviews & Job Offer List

Ok
o Hired | Employee List >

o Previous Employee List

o Settings
o Reports
® Asset Management >

© ADs Management

L

8. After the user save the created JO, On this part of the screen you can also see changes
indicator of successfully saved the created JO




t:)atelliietear

: .

2

3 o
. . v

A% Monagement v

Create job offer Applicant compensations

. >
. ci >
 Position Manogement APPLICANT @ Philippines 13th Month (rem-auto)
» HR Management -
v pication Rice Subsidy Allowance
int & Job GHer List RACHEL ANNE HILWA BACARRA
. FRONT END DEVELOPER
Hired | Employe List > R Communication Allowance
d Rate: PHP 3000.00
pre Employes Uist
Sick Leave

o Vvacation Leave

. >

CUENT i C1-2777

Working Hours

Start Date 09/15/2022

* Bacareaine. i =i
FRONT END DEVELOPER o

Job offer status: CREATED
Date: 2022-08-16 16:13:1%
User: Ghenry Barbaza
Job offer email sent to:




Sending created JO

1. The user need to create JO for the specific candidate and save

* Roles and Permissions
Return to list

WNTERVEW
Job offer status:
oate
Management v User: 4 3
Job sffer emall sent te:
« Condidate Monagement v
Candicate Ust
Advanced Seoreh
Create job offer Applicant compensations
Add Candidate
+ Client Management v
Glient List a1 ez
- @ phiippines Basic Monthly Salary
Add Client
R Rication 13th Month (rem-auto)
Position Managemer RACHEL ANNE HILWA BACARRA
FRONT END DEVELOPER
* HR Monagement v Rice Subsidy Allowancs
Interviews & Job Offer L o
Communication Allowance
Hired | Employes List >
Previous Employ Sick Leave
Setings
. — @ ehilppines vacation Leave
Reports
« Asset Management v View Profie osiny o
Bacarra ne.
Asset Management List
b ) O DENECEER Start Date 0a/1s/2022 =]
R Rotes

Settings

vomecia

Reports

» ADs Management

tsatelllteteams'

&5 Account v

 Company Profile
o User

 Roles and Permissions

MANAGEMENT

Management v

o Candidate Management >

« Ciient Management > Success!

o Position Management

This applicant has job offer!

© HR Management ~
Interviews & Job Offer List

Ok
o Hired | Employee List >

o Previous Employee List

o Settings
o Reports
o Asset Management >

& ADs Management




2. After saving the created JO, click View pdf

tsatelliteteams'

-n  Managen
* HR Management v

Create job offer

Job offer status:
Dpate:

Jobs affer small sentto:

@ Priippines
RACHEL ANNE HILWA BAC ARRA
FRONT END DEVELOPER

@

Bacarra inc
FRONT END DEVELOPER

Return to list

WTERVIEW TOTAL APPUCANTS

4 3 2160

Applicant compensations

nthly Salary

n (rem-outo)

Rice Subsidy Allow

Communication Al

Sick Leave

Working Hours

Start Date



3. Review first all the contract content then click send

Job offer preview

tsatelliteteams'

Date: August 16, 2022

Rachel Anne Hilwa Bacarra

taytay rizal

TAYTAY. RIZAL

REGION IV-A (CALABARZON), Philippines

Dear Mr.) Ms. Bacarra,

Salellite Teams, a division of Spectrum Solutions BPO, is pleased to offer you an employment opportunity under
the following terms and conditions:

1. Position: Front End Developer

¢ Pagelofé »

t:)atellitetea_n Comma

BE  oshboar
BE  ooshboard

ACCOUNT SETTINGS

25 Account

« Company Profile

o User

© Roles and Permissions
MANAGEMENT

2% Management

Success!
 Candidate Management > JO successfully sent.
« Client Managerment >

o Position Management

 HR Management M

Interviews & Job Offer List

Hired [Employestist >
Previous Employee List
Settings
Reports

« Asset Management >

« ADs Management

BILUING & INVOICES




4. This part of the screen will also update the content as indicator the created JO was sent

('Saielliletaams‘ =

Create job offer

™~

RACHEL ANNE HILWA BACARRA
FRONT ENO DEVELOPER

Applicant compensations

Baeanane.
FRONT END DEVELOPER

Job offer status: SENT

Date: 2022-08-16 18:47:19

User: Ghenry Barbaza

Job offer email sent to: r bacarra@satelliteteams.com

5. The candidate will receive a congratulation notification email



