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1) NEWS FEED
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2) ADDING YOUR ACTIVITIES

Step 1: Check if the Account (Company) exists already (if not, see section 3 below)

+

@ Search Results ~ Salesforce - Ent X
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# na93.salesforce.com/_ui/search/ui/UnifiedSearchResults?searchType=28str=peopleready
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~ WordPress
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X
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+N. Alison | Free Online... »

Other bookmarks

o searhPeopleReady se_ Name. If Company is Eizachappell ~  sewp  Heps Tamng (IR
NOT there, add the
Home Accounts Contacts Reports Dashboards Chatter Files + .
Account (see Section 3)
SearCh ReSUItS Guided Tour | Help for this Page &
f© Search Feeds peopleready Search Again | * Options.
i Records Accounts (2) Show Filters
= Select most relevant,
Accounts (2) Action AccountName  Phone Billing Street Billing City  Billing State/Province  Billing Z f d bbsite Account Owner Alias
Activities (3) Edit People Ready (703) 530-6350 9383 Forestwood Lane Manassas or mOSt o ten use ’ lp:/Awww peopleready.com ksarg
Attachments (8) Edit  PeopleReady 540 .54 8920 582 N. Loudoun St ‘Winchester 22601 Version lp-/Anvnw peopleready com mluna
Calendars (0)
Campaigns (D) Activities (3)
Case Comments (0) Action Subject Name Related To Due Date Assigned Alias
Cases (0) Fdit  Service OAR Fairfax mluna
Step 2: Check if your Contact is already in there
® Account: People Ready ~ Salesfc X + - X
&« C @ na93.salesforce.com/001F000001nT5Gn?srPos=0&srKp=001#001F000001nT5Gn_RelatedContactList_target ¥ 0O ® O = o :
fi Apps ~p WordPress B8 SSAPortal (@) MNENA 2020 10th A.. 12-30 Restart [ Blackboard [Pl iSolved HCM @ Shyneka Pall CIICk contacts to see yers ¥\, Alison | Free Online... » Other bookmarks
o) | all representatives <
_ : the team has
Account Detail Edit
Account Name  People Ready [View Hierarchy] |nteracted Wlth
Phone  (703) 530-6350 leready.com
Fax  (703) 392-7321




@ Account: People Ready ~ Salesfc X -+ - =] e

&« C' & na93salesforce.com/001F000001nT5Gn?sPos=08&srKp=001#001F000001nT5Gn_RelatedContactList_target =4 O ® 9 » e i
Y Apps w} WordPress B8 SSA Portal MEMNA 2020 10th A.. 12-30Restart [ Blackboard ﬂ iSalved HCM e Shymeka Palmer 2n._.. 5 Basic Computer Skil... ITEmployers & Alison | Free Online... » Cther bookmarks
- Contacts Mew Contact Contacts Help (2 o
Action Contact Name Title Emal . . Phone
et Marisol Brandon wq See if your contact is (703) 830-6350
edit  Daniglle Gache-Piriz Market Recruiter dgag (T03) 530-8350
Fdit  Kathy Gray Om-site Manger ' ki!a already here' If nOtI add (703) 3828353
Fdit  David Hatch Branch Manager 1 . (703) 530-6350
Eait  Kaneia James Market Recruiting Coordinatior kijain] contaCt (See SeCtlon 3)' (T03) 530-6350
Edit  Kevin Lewicki Branch Manager klew (T03) 530-6350
Fdit  Wendy 31 Lawrent Stathng Speciakst (703) 530-B350
Edit  Rasheeda Witherspoon reitherspooni@lahorready com (T03) 830-6350
Open Activities New Task | Mew Event Open Activities Help 7
Mo records 1o display
Activity History Send an Email Activity History Help 7
oo [ — cmcss | YOU Can also see whoonthe |, singePon of cotct
Edit | Del Service Danelle Gache-Fing Prople Heady 411072020 H [OrganuzingHaosbing a Job Fa Angela Harrs
Fdit | Del  Service Daniglle Gache-Piriz People Ready 21812020 team mOSt recently InteraCted Angela Harris
Edit| Del Service Danielle Gache Firiz People Ready ZIB2020 With the organization and X Trr T Angela Hamis
Edit | Dol Servicg Daniglle Gache-Piriz Pegple Ready 218/2020 Crganizing/Hosting a Job Fair Angela Hamg
Edit| Del Service Puaple Ready 282020 what they did OrganizingHosbng a Job Far Angela Hams
e ege
Step 3: Add Your Activities
i Account: People Ready ~ Salesfc X + = w] ke
& C @ nad3salesforce.com/001F000001NT5GN?srPos=08srKp=001£001F000001nT5Gn_RelatedContactList_target W o® e »0 :
HI Apps ) WordPress Em SSAPortal (@ MENA 2020 10th A, 12-10 Restart (@@ Blackboard [ iSokved HCM @ Shyneka Palmer2n.. B Basic Computer Skil.. ITEmployers @\ Alison | Free Online... » Other haokmarks
"7 Contacts Hew Contact Contacts Help 7
Action Contact Name Title Email Phone
Edit  Mari I mbrandenifpecnleready com (703) B30-6350
edit  Daniglle Gache-Piriz Market Recruiter deache-pinz@pecpleready.com (703) 530-6350
Edit  Kalhy Gray Or-site Manger koray@peopleready.com (703) 382.83563
Edit  David Hatch Branch Manager 1257 -be@peopleready com (703) 530-6350
Edit  Kaneia James Warket Recruiting Cocrdinaticr kjaime@pecpleready.com (703) 530-6350
Edit  Kevin Lewicki Branch Manager klevdckipeopleready.com (703) 530-6350
B Wendy St Laurent Staffing Specialist
Eot _Fasimeda Witwrsowen eodrarseien@labersadyan If the activity has been
“«
Open Activities New Task| | New Event completed, select “Log an w2
h e er g o e .
Mo recards fo dspiy Activity” (If the activity is
Activity History e M i still open and you wish you [~ *
Action  Sul Nai Related To Create D Due Date Acti Sel H
pie oy e e M have reminders, you can
Edit| Del Sefvice Danielle Gache Piriz Peopls Ready A0R020 G020 Candidate Recruiting & Screening g
Edi|Del Service  Danielle Gache-Piiz Pecple Ready 21872020 202712020 Candidate Recruiting & Screening ol select “New Task” or “New
Edit | Del Service Danielle Gache-Piriz People Ready 2082020 20812020 Candidate Recruiting & Screening g ”
Coit|Del Senice  Danielle Gache Pz People Ready 21812020 111612020 Candidate Recruiting & Screening on{ Event” in the section above
Edit| Del Service Lamelle Gache-Ping Buople Heady 21872020 V2020 Candidate Recruting & Screening O .
this — Open Tasks)




Enter Interactions as seen below:

@ Task: Mew Task - Salesforce - En. X +

a X

MAKE SURE this task
is associated with an

« c # na%93.salestorce.com/00T/edwhat id=001F000001nT 5GR&retURL=%2F001FOD00 1T 5Gn%3F srPos%3D0%26erkpSe 30001 T 0@ 9 X o :
B Apps o) WordPress EE SSAPortal (@) NENA 2020 10th A 12-30 Restart @ Riackboard [ iSolved HOM @ Shyneka Paimer 2n.. B Basic Computer Skil., IT Emplayers ¥ Alison | Free Online... » Cther bookmarks
. |
+ g Task Help for this, Bage @
T New Task
Task Edit Save | Save & New Task | Save & New Event | Cancel
Task Information 1=
Single Point of Gontact [ Fiiza Chappel 1) Mark Completed o -

& 2

Infermabion, Consullation, & Planning

Emp. Development, Training & Retention

activity (roughly)

2) Date you did the

| Account

Select an Activity Type
’ GUIDE

i Information & Consulting: Explaining Services/Intro with Employer
Emp Development, Training: Discuss or set up OJT, WEX/SWE, IWT, etc.

Candidate Recruitment: Job leads, referrals, and placements

| J
Link to the relevant

contact (must
already be in
Salesforce)

| [ 3152021
v || Pevple Ready
[Contact + || Denielle Gache-Piriz | &y

Account (Select the
Company). This is
necessary for the data
to be counted.

Enter Services you did for that employer in each category (maximum one of each service per quarter, per user):

INFORMATION, CONSULTATION, AND PLANNING CATEGORY:

Task Information

Single Point of Contact

| Eliza Chappell Q)
El

Subject

Activy

| Information, Consultation, & Planning v |
)

Service_/| Providing an information packet

Job Fair Details --None--

Comments
Utilize WOC or Other Tax Credits
Employer Meeting at Worksite
Federal Bonding

System Information Marketing Services

Priority | On-Site Employer Informational Visit To Center

Providing an information packet
Rapid Response Assistance

Recurrence

[ Create Recurring Series of Tasks

e —
Due Date [ 3/15/2021 ]
Related T [Account v |[People Ready
Name

| Contact v H Danielle Gache-Piriz

|2

 —

Select a Service

Most common: “Providing an Info Packet”
= Giving Overview of VCW Services (ie
providing EST Brochure)

1 = Required Information



System Information

Priority |
Recurrence
[T] Create Recurring Series of Tasks

Reminder

DEVELOPMENT AND TRAINING CATEGORY:

Referring job seekers to job order
Veteran's Services

Youth Employment Services
Marketing Employer Services

503 Inquiry

Job Placement

Entering a Job Order = Sharing a lead with team
members/clients

Referring job seekers to job order = Sending a
candidate resume

Organizing/Hosting a job fair = You were POC for this
employer for an event

single Point of Contact | Eliza Chappell |a status | Completed ~|
subject | Service | Due Date [3/15/2021]
Activity Type [ Emp. Development, Training & Retention v | Related o [Account  w | People Ready | &y
Service | —_None— vl Name ‘ Contact v H Danielle Gache-Piriz | N
Job Fair Details | __Ngne—
Comments
Assisting with Incumbent Worker Training participation forms
Disability Training
Executing Customized Training Account £ .
Most Common: Explanation or
= Discuss or Execute OJT Contract .
Syl iconaton setup of OJT or WEX/SWE options
Priority | Negotiating Customized Training Account
RECRUITMENT AND DEVELOPMENT CATEGORY:
Task Information
single Point of Contact | Eliza Chappell |ay status | Completed ~|
subject | Service | Due Date [ 3/15/2021]
Activity TyPe | Candidate Recruiting & Screening v| Related To  [Account v H People Ready | Q)
service | _None— v Name [ Gontact v || Danielle Gache-Piriz | &y
Job Fair Details
Comment Most Common - You will likely have more than one!

| = Required Information



ENTER EACH INDIVIDUALLY AND CLICK “SAVE” AFTER EACH:

Task Information

Single Point of Contact I Ehza Chappell @
Sutmect ) Service &
Agtivity Type Emp Development, Traming & Retention ~
Service | Discuss or I:x:cculo OJT Contract e £

Job Fair Deails

Comments Employver s open to Work Expenences for Office Assestant pesibon, looking for candedate with)

Excel skills

System Information

Priarity | Normal v

Recurrence

Create Recurring Senes of Tazks

Remindar

-

[ 3152021 )

v || Peogle Ready L]

Contact ~ || Danielle Gache-Piniz @)

1 = Requirea Information

Reminder 21282021

Click Save to go back to Account

@h OR Click Save and New Task to add more than one

Note: For any contact you introduce to VCW, you should likely have all 3 for the first entry.

Then you can add any additional activities as they occur. Example:

Activity History Send an Email | | View All| | Log an Activity
Action  Subject Name Related To Create Date Due Date Activity Type
Edit | Del Service Ttec 3/5/2021 2/3/2021 Candidate-Re

Candidate Recruiting & Screening

Edit | Del Service Ttec 3/5/2021 2/3/2021
Edit | Del Service Ttec 3/5/2021 21372021 Emp. Development, Training & Retention
Edit | Del Service Ttec 3/5/2021 21312021 afgrmation, Consultation, & Planning

TIPS:

e Entries are due on the week after the last day of each quarter

Service

Job Placement

Entering a Job Order

Discuss or Execute QJT Contract

Providing an information packet

Activity History Help 2

Single Point of Contact
Warren Smith
Warren Smith
Warren Smith
Warren Smith

e Come up with a strategy to keep track of your employer interactions such as keeping a separate note or email folder to remind you of what you did. Then,

set aside a day per week or month to enter the data.

e Motivation - Warren, Angela and Seema all rely on our data for reports. The information is reflected in the reports to the Board on employer service as well
as our accountability to the state. It’s also helpful to each other so we can see up to date what employers are active so we can all refer our candidates!



>

2) ADDING ACCOUNTS AND CONTACTS

If you search for an account and the company is not already in Salesforce, or the branch you are searching for is
not in Salesforce, add an Account. If the company is there but your point of contact is not, add a Contact.

Adding an Account

m Contacts Reports Dashboards Chatter Files +

Accounts

“. Home

View: [Transportation

~|| Gol | Edit| Create New View

Tell me more! | Help for

Recent Accounts

On the Accounts Tab, Select “New”

Reports

Dashboards

Chatter Files L J

Recently V

Account Edit

“/ New Account

Help for this Page &

Account Edit

Account Information

Additional Information

Save

Billing Street

Billing City

O Er—

<=

Save & New | Cancel

e

Add contact info
for the company
or Branch location

Parent Account
Website

Shipping City

shipping State/Province

Shipping Zip/Postal Code

Shipping Street \J[\
\
\
\
\

Shipping Country

st
[[=None-

Additional Hiring Considerations

Assigned To Name

Description

ilable

Disability Friendly
Second Chance Empjoyer
ection 503

-
-

To find a NAICS Code, Google the
company or industry and NAICS
Code (see example below)

Employees ‘

Annual Revenue

Cerosn 32) |-t

L"JCh
wJ

-

Available

LA

Add this if the company specifically mentioned being open to a
certain population or seeking diversity hiring.

503 is if a federal contractor reached out to increase their
diversity hire requirements

If the company
already is in
Salesforce, but
you are adding a
specific branch,
select the other
entry as the
“Parent Account”
to link them in
Salesforce.

site

Enter the size of
the local company




NAICS Code Google Example (this is more accurate than the NAICS website, which has given people some trouble):

& Account Edit: New Account ~ Sal X & naics code for 7-eleven - Goog x +

<« C @ google.com/search?q=naics+code+for+7-eleven8urlz=1C1GCEB_enUS5833US833&0qg=naics+code+for+7-eleven8iags

i Apps  ~p WordPress 88 SSAPortal (g NENA 2020 10th A... 12-30 Restart W Blackboard B iSolved HOM @ Shyneka Palmer 2n/|

naics code for 7-eleven X $ Q

0
0

i
@
0

Q Al [¥] Videos [ Books ® Maps & Shopping : More Settings  Tools

About 168,000 results (0.57 seconds)
NAICS Profile Page

Company DUNS#: 00-734-7602
Corporate Name: 7-Eleven Inc

NAICS 1: 445120 Convenience Stores

Adding a Contact
Type in the company that the person works for, and pull up the Account

VAN

% Baid | Search Eliza Chappell ~ Setup Help & Training SkillSource ~
Nortnern Virginis Workforce System My Recent ltems
W SAIC
Home Contacts R Files
Search for SAIC* (starts with)
SA'C Customize Page | Printable View | Help for this Page &
Tou
 Tute |
4 Hide Feed
Post {l Fil 2 Link Poll
@ Pas ﬂ ve @ hn 'I' ° & Follow
= Followers
No followers

Q Show All Updates

There are no updates.

Click Contacts or Scroll Down to
the Contacts Section

Account Detail Edit




Scroll down to the contacts section — Here you can see what contacts are currently included, and what activities have been done.

Google Search Google Maps
Edit
- Select New Contact
= Contacts (_Ldew Contact ) Contacis Help 2
Action Contact Name Title Email Phone
Edit  Amy Butchko Strategic Talent Acquisition Programs Lead amy.b.butchko@saic.com (703) 828-7651
Edit  Brigit Freedman Programs Lead / Talent Acquisition brigit. freedman@saic.com (703) 676-2055
Open Activities New Task  New Event Open Activities Help ' ?
Action Subject Name Related To Task Create Date Due Date Status Priority Single Point of Contact
Cdit | Cle  Service SAIC v 10/31/2019 In Proaress Normal Milaaros | una Victoria
Enter Contact Information — Example:
" - Contact Edit Help for this Page &)
New Contact
Contacts not associated with accounts are private and cannot be viewed by other users or included in reports

Contact Edit Save | Save & New | Cancel
Contact Information I = Required Information

salutation Phone [(703) 864-0928 |

FirstName [ arquita | Mabile [ (571) 262-1879 |

Last Name || Delaney ‘ Email ‘ marquita.delaney@saic CO|

Account Name || SAIC ‘ Oﬂ Reports To ‘ | OM
Title (1T Recruiter |
Department

Address Information

Mailing Street

Mailing City
Mailing State/Province
Mailing Zip/Postal Code

Mailing Country

Additional Information
Fax
Heme Phone

Other Phone

Description Information

| Information Technology

‘11111 Sunset Hills Road

[Reston

[VA

[20190

(Optional)

Other Street \y\

Other City

Other State/Province

\ |
\ |
Other Zip/Postal Code ‘ |

Other Country ‘ |

Assistant ‘ |

Asst. Phone ‘ |

Birthdate

Lead Source

Copy Mailing Address to Other Address

-



Enter any description, context, or focus of the contact

Additional Information

Fax |

Home Phone | ‘

Other Phone |

Description Information

Assistant

Asst. Phone ‘ |

Lawa soure

Description

Contact interested in Vieterans and SWEs. Enthusiastic about job fairs.

igned To Name .
\As;g\ Available -

James Do
Mouly Alou

System Information

Contact Owner  FEliza Chappell
Mark for Delete )

Reason for Deletion ‘

Save Save & New ) Cancel

(Ignore — contact will automatically be saved under your name)

Save to close, or Save & New
to enter another contact
under the same Account

Happy Job Developing, Everyone!



