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Dashboard | Job Management TR :
-1 = Lreate New Requisition
e — Director of Operations
Requisitions This screen contains all of your job description information for the selected job. Each fab contains job section specific information that will allow you
to create a job description that will attract top candidaies.
Candidates
Save Job Information
Assessments
Email Basic Information Job Description Job Responsibilities Performance Measurement
Data Knowledge, Skills and Abilities Physical Requirements Additional Information Disclaimer Advertisement
Employees Application Special Requirements Performance Profile Candidate Profile Job Application
Reporting Basic Information -/
Settings Job Title: Director of Operations Report Employee As: Salary v
Logout Division: Corporate Payroll Status: Full Time hd
Department. Operations Pay Frequency: Bi-Weekly ¥
EEOC: Executive/Senior Level O Pay Group: Biweekly v
Exempt Status: Exempt Job Code: 2265
Reports To: HR Manager Job Grade: 1
Pay Range: $75,001 - $100,000 Job Step: 2
Affirmative Action Category: -Select AAP Gategory- Supervises: 0
Effective Date: 1172015 Employees in Position: Stephen Smith
Revised Date: 1/4/2016 11:41:00 AM
Job Description Feedback Routing
Automated Candidate Routing

Make your hiring process smarter and smoother, starting
today. The newest addition to Sage Payroll Services, Sage
Payroll HCM enables you to automate your recruiting

and onboarding processes, saving your HR staff time and
optimizing their efforts. With tools that transform HR from
tactical to strategic, you can gain actionable information
that helps drive the capital in human capital management.

How does it work? With Sage Payroll Services at the core,
Sage Payroll HCM provides small and medium businesses
with a unified employee lifecycle management experience,
from recruiting and candidate management to onboarding
and retention. It even allows for highly configurable
workflows and dynamic reporting and compliance.

Finally, you can recruit, onboard, and manage top talent
without the stress and expense of a clunky enterprise

system. Employees and employers alike become better
at what they do when Sage Payroll HCM empowers your
company to:

« Focus on finding and hiring the right candidates.
« Help reduce job-sourcing costs.
« Assist in lowering turnover expenses.

« Outline clear expectations, define results, and compare
candidates to top performing benchmark employees.

« Integrate with your company’s website and major job
boards.

« Fill roles as accurately and efficiently as possible—then
help employees feel at home from their first day, so they
stay with you for the long term.
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Sage Payroll Recruit:
Recruiting
Career job portal

Your integrated career portal will be the
powerhouse from which you attract

and recruit talent. Manage all your job
descriptions from one screen, using
performance and candidate profiles to
identify what you need and lead you to the
best candidates.

Job requisitions and social network
integration

Create and publish open jobs to the
platforms of your choice, including Indeed®,
Glassdoor®, LinkedIn®, Monster®, Facebook®,

Key capabilities

® Job Alert

Not ready to apply?
Be notified when job openings become available.

L About Us

AMERICAN

BUSINESS
SERVICES

Who we are

WeTe the premier provider of business services for
small and medium sized companies in the US. Our
products include everything a busiess needs. We're
passionate about helping our customers (and their
businesses) succeed

Who we’re looking for

We want people who're just as passionate about
helping businesses as we are. We want people Who
are agile and trustworthy, as well as individuals who
strive for innovation. We want people who hold

American Business Solutions

B Job Openings

Wellness and Nutrition Coach
Atlanta | Lawrenceville, GA

Human Resources | Corporate

Rate of Pay: $15,001 - 525,000

Status: Accepting Applications

Details: Have we got a great job for you!
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share thisjob | | 5 B 2 °4 E) BB (0 (R A BB

Director of Operations

Atlanta | Lawrenceville, GA
Operations | Corporate

Rate of Pay: $75,001 - $100,000
Detail: Hi,this s requisition detail )

= e

Share this job

Senior Developer (Open Positions: 3)
Irvine | irvine, A

Research & Development | Corporate

Rate of Pay: $75,001 - $100,000

Status: Undil Filled

[ oo o

Share this job

HR Coordinator

Atlanta | Lawrenceville, GA
Human Resources | Corporate
Rate of Pay: $35.001 - $50,000
Status: Until Filled

Details: Join our fun teamt

Twittere, and Craigslist®.
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Job sourcing metrics

Requisition Type: @

~Select Requisition Type- ¥

Job Status:

Ful-Time [[] Part-Time

Open Date:

=

Publish to Career Portal:
© External - © Intemal - ©) Both

@ Require Resume Upload: []

Job Description

[ Performance Profiles

Job Responsibilities

[] Performance Measurement
Knowledge, Skills and Abilities.
[C] Physical Requirements
Additional Information

[ Job Advertisement

[] PayRate

o Track time-to-fill and cost-per-hire data
Dashboard | Requisitions . .
Job Management 10 | Accounting Manager - Requisition Management US|ng CalCulatOrS and the report”']g
Requisttions Fill a job requisition by clicking the 'Hire: Candidate’ button. Once you do that you will be prompted to enter the hire date, tart date, the candidate | n te I'faC e.
You want fo seect, and hiring notes. Once you click 'Save' the candidate will be moved o the 'Hired" status and the requisition will efther close or
B it remain open depending if you selected Perpetual Requisition” . . .
Application and candidate
Assessments
. Manage Requisition JobCosts  Sourcing Channel Links ~ View Extemal Candidates  View Intemal Candidates man agement
Data [ soveRequisiion J e Concioare JINRE fon ] Ciose Requisiion ] Enjoy the f|ex|b|||ty Of dynamic Web-
'

Employess . 3 .

felost Job T et based job assessments that you can
Repediiy Accounting Manager +  * Hours Per Week: E Sunday

Aernate JobTie: s build on the fly. Manage passive and
Settings Daily shift: ] Wednesday N N
. e ° ° B Thursday active candidates from one screen.
il Atlanta v % Friday

Requisition Status: @ Saturday Reporting module

Accepting Applications ¥ Display Sections:

Easily create reports for candidate
sourcing, candidate status, job
descriptions, and career portal metrics.
Plus, report on EEO-1and OFCCP data

to help ensure compliance in all areas of
your job sourcing campaign.
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Key capabilities

Sage Payroll Recruit:

Candidate management
Job Management Accounting
Performance-based hlrlng Requisitions Use the form to create a new assessment list. Afer creating the st you can add questions to the st
Use profiles to create clear expectations for S Tite Questions
candidates—to help reduce turnover and raise i fesountng
Email e
performance levels. pescrition T e
Data To gauge the skill level and experience for candidates applying Text Box Muliine Bt
in the Accounting department Dropdown List
Dynamic assessment Iists Employees Checkbox List m an accredited college or university
Radio Butten List ee in Business Administration with
. . Reporting e 1e following fields?
‘JOb-SpeCIﬁC assessment lists allow you to — Do you have experienice with GAAP principals and
. . . tandards?
screen candidates for competencies you've s sinders
Do you have knowledge of accounting principles and
|d e nt|ﬁ ed | n yo urto p emp | Oyees_ procedures; of budget controls; and of purchasing methods
and procedures?

Payroll Recruit

Resume parsing
E-Mail M : - -
o enasemen Let candidates come to you. Automatically parse
e e e and search resumes previously uploaded into
e .
PR anager nerv . your candidate database.
] SondTor | Slect Canidate(s) .
Tosdorea m e Microsoft Outlook® add-on
(December Fifteenth) - december fifteenth@absdemo.com; %
P (Marcus Phelps) - 4fficwis@gmail.com
-~ SN e . B e Schedule candidate interviews from within your
chmens o5 Microsoft Outlook calendar and automatically
IR i sync them to Sage Payroll HCM. One-step
mp— . emailing notifies passive and active candidates of
s e ’ job openings and requisition status.
v. B @ & B 7/ U FontName + Size cA-3

Dear #FirstName#

‘Thank you for your application for the #JobTitie# position. However, we will be moving forward with
other candidates that better meets our needs.

‘Thank you so much. We appreciate your time and encourage you to apply for other positions in
which you may be interested. Please check out our career page for the most current opening

A Design | OHIML @ Preview

Words: 60 _Characters: 371

Sage Payroll Onboard: Onboarding

Turnover reduction tools

Your company-branded portal equips new employees to access information from a single place. By allowing them to view
policy manuals, facility maps, training videos, and more, you best acclimate employees and help them get in the loop starting
their first day.

Job and workflow templates

Create custom job and workflow templates to make onboarding new employees a breeze. Rapidly configure templates to
ensure a personalized experience.
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Key capab

ilities

Automated forms

Gather critical data before the employee’s first day
with automated online W-4 and 1-9 forms. You can
also create custom forms for personnel and other

Welcome Message
Day One Survey

Onboarding Timeline

Personal Information Privacy Policy Event Calendar Health Plan Dental Life (Optional) Job Description
Week One Survey Month One Survey Day One Schedule Week One Schedule Month One Schedule
Policy Section Employee Handbook & Policy Manual Additional Resources Form I3 Emergency Contact

| t . f t Sample Form Direct Deposit 2016 Wa Blood Bome Pathogens Company Weicome Employee Orientation Video IT Security Video
y Values Hard Copy Document Upload Finish and Submit
B Ouboarding Plan Upload Hard Copy Documents
for ths onboarding plan subited el on the fo
areas
Welcome Message  Personal Information Privacy Policy Event Calendar Health Plan Dental Life (Opt]
DayOneSuvey  Week One Survey Month One Survey Day One Schedule  Week One Schedule Month On
Alfles mustbe nDOC, DOCX, POF, XS | parconal allowance Worksh:
Onboarding Timeline Policy Section Employee Handbook & Policy Manual  Additional Resources Form 19 =
. 1
Sample Form Direct Deposit 2016 W4 Blood Bome Patfiogens  Company Welcome Employee Orientation © SAMPLE DOCUMEN el x Remove A, Enter "1 for yourself i no one else can claim you as a dependent A
Values Hard Copy Document Upload Finish and Submit B.Enter 1" B

Resource Name

* You are single and have only one job; or
* You are married, have only one job, and your spouse does not work; or

Welcome to your new Career!

On behalf of all your colleagues at American Business Services, welcome to our family!

@
Let me first take the time to say thank you for the opportunity to bring your talents to our team. As one of the fastest growing talent manage
nation, your are joining us at a prime time (o grow. We are proud Lo have you as an employee and look forward to sceing the skills and qualif
organization first hand.

Your Onboarding experience is streamlined through our Human Capital Management (HCM) suite powered by our payroll provider, Sage Pay
through each of these tabs, please complete each section and let us know if we can help in any way.

EMPLOYEE HANDBOOK paf

* Your wages I d job or your spouse’s wages (or the total of both) are $1,500 or less

. Enler *1"for your spouse. But, you may choose [0 enter *-0- if you are martied and have either a working spouse or more than
one job. (Entering "-0-" may help you avoid having too litte tax withheld

Please read this d togeta better our d company p
Please click to view our P10 Policy.

Welcome aboard!

Lisa Green, SPHR, SHRM-SCP.

1R Director

lgreen@absdemo com

@ ct

‘Section Completed on 1/11/2016 9:24:41 AM

2
. Enter number of dependents (other than your spouse or yourself) your will laim on your tax retum o
E. Enter *1*if you willfile as head of household on your tax retum c
(see conditions under Head of Household)
F. Enler "1" if you have al least 52,000 of child or dependent care expenses for which you plan to claim a credit F
G. Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credi, for more information. G
* If your total income wil be less than $65,000 ($100,000 if married), enter "2" for each eligible child; then
less "1 ifyou 82" if
* If your total income will be between $65,000 and $84,000 (§100,000 and $119,000 if married), enter 1 for each eligible child
BoxH

H. Add lines A through G and enter tolal here. (Note. This may be different from the number of exemplions you claim on your tax
retum,

For accuracy, complete all worksheets that apply.
*If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the
*If you are single and have more than one job or are married and you and your spouse both work and the combined

Payroll Onboard

eamings,
from all jobs exceed
withhold

* I neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

married), see the Jobs. having too litle tax

Bl \Vithholding Certificate

Employees o
Company Tempites Requisition Workflow Tasks
Job Templates Use this page to setup the Workflow Job Templates for assigning workflow tasks to employees.
Workflow Templates
Select Workflow Job Template
Suneys Accounting Clerk v

E-Mail Templates

Operations Workflow IT Workflow HR Workflow Maintenance Workflow Supervisory Workflow
Reporting
Manage Operations Workflow
Sotting
Logout

Custom workflow management and new
hire provisioning

Easily assign requests for new email
accounts, network accounts, business cards,

Select Task Task Name Last Updated

or office space to back-office support staff.

8adge Photo and Creation 11/4/2015 1036:04 PM

Assign Cubicle 11/12/2015 3:06:31 AM

Order Credit Card

Payroll Onboard

Fmployaes

Company Templates

Job Templates

Workfiow Tomplates
Surveys.

New hire onboarding surveys

E-Mail Templates

Stay in tune with new employees and their needs
by finding out how their first day, first week, or first toson

month is going.

Survey List Management

Create and manage employee surveys from this screen. Suveys will be sent to employees on a schedule dependent on the Onboarding Plan setings.

Survey Title Description Delete
New Hire Day 1 Survey Please complete this Survey a the end of your first day with ABS. ]
Week One Survey. Please complete this survey at the end of your first week. i}
Month One Survey Please complete ths survey atter your frst month with ABS ]

For more info, visit: www.sage.com/us/sage-payrol
or contact us at 888-591-5151
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