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1. How do I login to the CCM?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Long Visual Answer:

Login to OI Solutions

Your username is your email address

Get your password from your Firm Administrator

Login link is: https://oisolutions.oipartners.net/CustomerLogin

Oi Solutions

by OI Partners Inc.
Email:

I

Password:

|
—

Go to the top right of the page

Click on CCM Login \
CCM Login | My Profile | FAQs | Logout

(]
Oi Partners..
.GATE WAY INTERNATIONAL _
My Dashboard My Career Research Resources Webinars
Welcome Deborah @' LexisNexis'
LATEST NEWS YOUR COACH YOUR PROGRESS UELI6L

Business headlines: Toyota; Gatewaylitermational

Danone; Barclays;...
12 Feb 2014

@ Leaming Modules Accessed: 10
B4 gateway@oipartners.net @ Career Tools Accessed: 4

; @ Job Searches Run: 2
i 973-257-3052x107
Read more B @ Jobs Viewed: 0

S —— M MARKETING YOUR BRAND

P ‘\,C)IUG

You’re in!
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2. How to I find my candidates?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts — Look at your list
Add columns to your list to help you search by picking “Select columns to display on the
submenu”
Find your candidate

Method 2
Start typing last name of candidate in search box at top right
System will display list of names that match
Pick your candidate off list

Long Visual Answer:
Login to the OI Solutions website
Go to the top right of the page

Ol Solutions- 0! solutions - Career Center Manager Recent) Bekorah Esinn Emai | Training
— LSS
Select columns to display
Tags: Filter by assignedto All Assigned To ¥ | | Filter by company All Companies ¥ | | Filter by project:| All projects ¥ | Filter by status: All Status v
No tags found
Last Name First Name Company Email Phone  Program Start Date
show contacts as: me
oslcaaclassinel Aguilar Roberto American Express foberto29@hotmail com 01Nov 13
oW Contacteeioed toITe Anderson Yolande American Express yoa40@aol.com 140ct13
Baksh Sheldon American Express sheldonbaksh@msn.com 24Dec13
Bellanca Elizabeth American Express sunrisehart2u@yahoo.com 13Jan 14
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Dashboard

Add columns to your list to help you search by picking
submenu.” Picked selections will stay until yg

Oi Solutions-

Select columns to display

#| Email

« Phone
Fax
Address
City
Country
Last note
Assignee
Referred to
Projects
Programme Hours
Coaching Time
Coaching Units
Firm
Status

#| Program Start Date
LDW
Candidate Assigned
Last Date to Engage
Cost Center
Overall Satisfaction 1-5
Coach Satisfaction 1-5
Materials Satisfaction 1-5
Ol Solutions Satisfaction 1-5

Save or Cancel

FAQ’s for OI Solutions*™ - COACHES

Ol Solutions - Caree

Center Manager

Select columns to display on the
ange them again.

Filter by assigned to All Assigned To

Last Name

Aguilar

Anderson

Baksh

Bellanca

Bonkowski

Cutrone

Escoriaza

First Name

Roberto

Yolande

w
@

h

Idon

Elizabeth

Ivana

Lori

Carmen



I have added ... Status and Last Note to this one:

Oi Solutions*

Ol Solutions - Career Center Manager

Recently viewed -

Deborah Estrin | Send Email | Training @

Dashboard Contacts
Select columns to display
Tags: Filter by assignedto  All Assigned To ¥ | | Filter by company| All Companies ¥ | | Filter by project: | All projects v | | Filter by status:| All Status ¥

No tags found

Last Name First Name Company Email Phone Last updated Status Program Start Date
show contacts assigned to me . .
Aguilar Roberto American Express foberto29@hotmail.com 12 Nov 13 Alumni 01Nov13
show contacts referred to me nderson Yolande American Express yoad0@aol.com 150ct 13 Engaged 140ct13
Baksh Sheldon American Express sheldonbaksh@msn.com 24 Jan 14 Engaged 24 Dec 13
Bellanca Elizabeth American Express sunrisehart2u@yahoo.com 22Jan 14 Engaged 13Jan 14
Bonkowski Ivana American Express ibonko@pellsouth.net Engaged

You can sort the columns by clicking on any column header and/or using the filters at the
top
Find your candidate

Method 2
Start typing last name of candidate in search box at top right

« | Deborah Extrin | SeadEmet | Iraning

Oi Solutions

O1 Solutions - Career Center Manager

Dashboard

Yolande Anderson

Select columns 10 display

Tags: Fiter by assignedto Al Assigned To v | Filter by company All Companies ¥ | | Filler by project All projects v | Fiterdystatus: All Status v
No tags found
Last Name firsthame  Company £mas Phone  Lastepdsted  Status gram Start Date
roderto29@hotmail com 12 Now 13 Alumnni 01Nov 13
0a40@aol.com 150ct 13 Engaged 140ct 13
heisonbaksh@msn com 24 Jan 14 Engaged 240ec 13
suneis ehar2u@yahoo.com 22 Jan 14 Engaged 13Jan 14

System will display list of names that match
Pick your candidate off list
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3. How do I find candidates who were referred by an OIGPartner?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts
Add columns to your list to help you search by picking “Select columns to display on the
submenu”
Find your candidate

Method 2
Start typing last name of candidate in search box at top right
System will display list of names that match
Pick your candidate off list

Long Visual Answer:
Method 1
Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login
Click on Contacts
Look on left-hand side at number in the oval: “Show contacts referred to me”
Click on it

éisolutions Ol Solutions - Career Center Manager RegamTiewed -+ | Dennis Owen | Send Emai | Training

R cortacs S

Select columns to display

Tags: Filter by assigned to | All Assigned Tg, Filter by company All Companies ¥ | | Filter by project All projects ¥ | | Filter by status:
No tags found
s Al Status ¥

Last Name__~Firs thame  Company Email Phone Lastupdated  Status Program Start Date

show contacts assigned to me
Allen Daniel American Express dpallen@gmail.com Alumni 01Nov 13

show contacts referred to me
Ambroise James American Express james ambroise@gmail.com 05 Feb 14: Engaged  01Aug13

It will show you your referred candidates
Click on the name to get to the candidate’s contact page

OiSolutions- 0l Solutions - Career Center Manager Recent) Lennis O Email | Training
ashboard Qe
T Referred Contacts Referring Firm Company Assigned To
ags:
No tags found
Lary Califano Cunis and Gontin Richemont Dennis Owen
show contacts assigned to me Show:
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Method 2
Start typing last name of candidate in search box at top right

o] Solutions Of Solutions - Career Center Manager

Tags: Filter by assignedto ANl Assigned To v Filter oy company All Companies v | Filer by project Al projects v Filter by status:  All Status
No tags

Last Name Firstame  Company £ma Phone  Lastepdated Status Program Start Date

ail com 12 Now 13 Alurnni 01 MNov 13

0a40@aol.com 150ct 13 Engaged 140c1 13
shetdonbaksh@msn com 24 Jan 14 Engaged 240ec 13
suneisehar2u@yahoo.com 2258014 Engaged 13Jan 14

System will display list of names that match
Pick your candidate off list
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4. How do I add a note?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts
Add columns to your list to help you search by picking “Select columns to display on the
submenu”
Find and click on your candidate
Click on “Add note” on left side under name of contact
Click on “Select preset notes”
Check off all relevant items associated with this meeting... Save changes at bottom
Pick Type of meeting
Upload any documents (if you want to)
Pick date of meeting
Input Time or Units (if you want to)
Check “Send a copy of this note to ‘contact
Click “Add this note”

299

if you wish

Method 2
Start typing last name of candidate in search box at top right
System will display list of names that match
Pick your candidate off list
Click on “Add note” on left side under name of contact
Click on “Select preset notes”
Check off all relevant items associated with this meeting ... Save changes at bottom
Pick Type of meeting
Upload any documents (if you want to)
Pick date of meeting
Input Time or Units (if you want to)
Check “Send a copy of this note to ‘contact
Click “Add this note”

299

if you wish
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Long Visual Answer: Assumes you can get to the contact page from above

Click on “Add note” on left side under name of contac

Recently viewed = | Larry Maglin | Send Email | Training @

GiSOluti_ons Ol Solutions - Career Center Manager

Administrator

Dashboard Companies Projects Reports

Contact | Login as Contact | Send Login CEIEEEED St
Abby Abby Assigned to: Lany Maglin
Program Manager at American Express Referred to
Company. American Express
Firm: Gateway International
Title: Program Manager
Add a note @) Hide 'system' notes Notify me when an update is posted here Email JaDbyiasby @abbycom
Current followers: add
Phone:
Tuesday, February 04, 2014 City Anywhere
Coaching Units: ou

P by Larry

1h30m

Click on “Select preset notes”

- Career Center Manager

Oi Soluht(ig_g“@w Ol Solutiony

Dashboard Companies Reports Administrator

¢! Hide 'system' notes Notify me when an update is posted here

Current followers: add...

Add a note
Select preset notes

Type:

Misc note v

This note is regarding project:

v
Assign to:
Larry Maglin v
Attach a file :

| Choose File | No file chosen

When did it happen?

FAQ’s for OI Solutions*™ - COACHES 9



Check off all relevant items associated with this meeting

Select preset notes to describe your interaction

Outplacement (OP) Overview

OP - Overview of Program OP - Co-Managed Program & options

OP - Discussion of Background and Skills OP - Review of client's plan for Achievement

OP-Discuss Unemployment - Severence Issues OP-Discuss Training Options - via Unemployment or other sources
OP-Discuss Severance OP-Discuss Finances

OP-Discuss Family and Relocation Options

Outplacement (OP) Assessments

OP-Which A to take (Ol Soluti OP-Review and Discussion of Assessments taken
Outplacement (OP) Career Planning

and other options

OP-Discuss Career Options (including Entrepi ial or Retil ) OP-ID of Markets, Industries, Geogr;

OP-Review Industry Opti

OP-Develop Clients Objective(s)
OP-Command Central and System Set up for Search

Outplacement (OP) Resume Creation

Use scroll bar to see more entries
When you’re finished selecting items, click on “Save changes” at bottom

Sch- Referral Received and Assigned

Other (Oth) Other

Oth-Client got rehired by old company - was serviced - Program Done Oth-Client rehired by old company - never engaged
Oth- Client refused service - never engaged - unknown reason Oth- Client got job - never engaged
Oth- Client got job - does not need more service - Program Done Oth- Client set up meeting - never showed - never engaged

Oth- Client started Program - unresponsive - Program Done

You are then brought back to the “Add a
Add a note s note” screen

Type: «—— Pick Type of meeting

Misc note
Thi is regardi ject: .

is note is regarding project . Upload any documents (lf y()u Want to)
Assign to:

Larry Maglin v
Attach a file :

| Choose File | No file chosen

When did it happen? / Pick date of meeting
2014-02-17

Ti t Unit t P 1 ] 3

LY —— T - Input Time or Units (if you want to)
Y minutes Y units

Or attach from Google Docs

«— Check “Send a copy of this note to

Send a copy of this note to Abby at abby.abby @abby.com ¢ 999 .
contact’ if you wish

Also set a task

Add this note Cancel

Click “Add this note”... Your note will
now be added
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5. How do I change a note?

You can’t change a note.
You will have to request your firm administrator edit it or delete it so you can re-do it.

FAQ’s for OI Solutions*™ - COACHES
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6. How do I change the candidate’s email or address?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts
Add columns to your list to help you search by picking “Select columns to display on the
submenu”
Find and click on your candidate
Click Edit on top right-hand side of contact info

Method 2
Start typing last name of candidate in search box at top right
System will display list of names that match
Pick your candidate off list
Click Edit on top right-hand side of contact info

Long Visual Answer: Assumes you can get to the contact page from above

Click Edit on top right-hand side of contact info

(ﬁSOlutions Ol Solutions - Career Center Manager tly viewad + | Leery Maglin | Send Email | Training

Dashboard Companies Projects Contacts Reports Administrator
Contact | Login as Contact | Send Login CoptactSiae CIL
Program Manager at American Express
History Tasks Flles Projects Career Centre
@ Hide 'system’ notes (] Notify me when an update is posted here
Current followers: add
Add a note
Select preset notes

Type:

Misc note

This note is regarding project:

Assign to:

Larry Maglin
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This will open the Contact’s information ...

Oi Solutions®  O1Solutions - Career Center Manager Recently viewed + | Larry Maglin | Send Email

Training @
Dashboard Companies Projects Contacts Reports Administrator _

Contact

* First Name: Abby * Last Name: Abby

Middle Name/Initial: Title: Program Manager
Email abby.abby @abby.com Altermate Email

Phone: Mobile Phone:

Fax: Altemate Phone:

Address1:

City: Anyw Country v
Postal Code: State/Region: NJ

Time Zone: (GMT-05:00) Eastern Time (US: v

Company |D/Staff No.: Previous Job Title:

Company: American Express v Projects:

You will be able to update their email address if it changed or it was incorrect ..
change City, State if the candidate moved or it is incorrect

You can also reset the password for the candida

Career Centre Theme: OIP Exempt Career Centre End Date: 2014-12-31

Reset Password: Auto Email Career Centre Login Details

Current Password: abby123

Feedback:

FAQ’s for OI Solutions*™ - COACHES
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After changes are made, click Save at boftom
If you have changed the email address (Jogin) or reset the password, you can have the
system send the candidate the new fogin information

Career Centre Theme: OIP Exempt v Career Centre End Date: 2014-12-31

Reset Password: Auto Email Career Centre Login Details

Current Password: abby123

Feedback:

Comments:

Business Contact: A business rgpresentative at the Company

Custom fields: LDW: 2013-11-30
Custom fields: Candidate/Assigned: 2013-11-01
Custom fields: Last Ddte to Engage: 2014-01-11
Custom fields: Center: 012365489

Custom fields: @verall Satisfaction 1-5:
Custom fieldf: Coach Satisfaction 1-5:

Custom figlds: Materials Satisfaction 1-5:

Custo) : Ol Solutions Satisfaction 1-5:
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7. How do I see a candidate’s assessment?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts

Add columns to your list to help you search by picking “Select columns to display on the

submenu”

Find and click on your candidate

Underneath the Name, go to the blue submenu “History — Tasks — Files — Projects —
Career Center”

Click on “Career Center”

Click on Career Assessments ... If there are assessments done, you will be able to view
and/or print

Method 2

Start typing last name of candidate in search box at top right

System will display list of names that match

Pick your candidate off list

Underneath the Name, go to the blue submenu “History — Tasks — Files — Projects —
Career Center”

Click on “Career Center”

Click on Career Assessments ... If there are assessments done, you will be able to view
and/or print

FAQ’s for OI Solutions*™ - COACHES
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Long Visual Answer: Assumes you can get to the contact page from above

Click on “Career Center”
Click on Career Assessment
and/or print

... If there are assessments done, you will be able to view

S()luti()nsw Ol Solutions - Career Cerker Manager

by O Parcmens bnc

Companies Projects Reports Administrator

Contact | Login as Contact | Send Login

Tina Camporeale

at Arcady US

Career Cenire
Career Assessments  Activity Report

Assessments Completed: (2)

Assessment Date Taken Report
Temperament 13 Jan 2014
Motivation at Work 10 Nov 2013
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8. How do I see a candidate’s status?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts

Add columns to your list to help you search by picking “Select columns to display on the

submenu”

Find and click on your candidate

Underneath the Name, go to the blue submenu “History — Tasks — Files — Projects —
Career Center”

Click on “Career Center”

Click on Activity Report

Input Date Range to look for activity

Method 2
Start typing last name of candidate in search box at top right
System will display list of names that match
Pick your candidate off list
Underneath the Name, go to the blue submenu “History — Tasks — Files — Projects —
Career Center”
Click on “Career Center”
Click on Activity Report
Input Date Range to look for activity

FAQ’s for OI Solutions*™ - COACHES
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Long Visual Answer: Assumes you can get to the contact page from above

Click on “Career Center” \

History Tasks

Career Assessments
Dates | 2013-11-17

Name:

Id:

Email:

Last Login:
Account Start:
Account End:

Files Projects

Activity Report <

Career Centre

Click on

to | 2014-02-17

Tina Camporeale
tinacamp @optimum.net
tinacamp @optimum.net
09 Feb 2014

08 N
28 Feb 2014

3

Results from 17 Nov 2013 to 17 Feb 2014

Modules Activity
Accomplishments Exempt
Cover Letters exempt
E-Learning Hub

Interview Preparation

Lexis Nexis Landing
Marketing script exempt
Questions for HR

Recruiters Search Firms

The First 90 Days Exempt

Tough Interview Questions

Exempt

Understanding Yourself

FAQ’s for OI Solutions*™ - COACHES

Tools Activity
eGold Recruitment
Interview Simulator
Knowledge Hub

Lexis Nexis

\Activity Report

Input Date
Range and click
Go ... to look
for activity

Print if needed

18



9. I have a Non-Exempt or specialty-theme candidate.
How do I see that site?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Click on Contacts
Add columns to your list to help you search by picking “Select columns to display on the
submenu”
Find and click on your candidate
Over the Name, you will see “Contact | Login as Contact | Send Login” - Pick “Login as Contact”

Method 2
Start typing last name of candidate in search box at top right
System will display list of names that match
Pick your candidate off list
Over the Name, you will see “Contact I Login as Contact | Send Login” - Pick “Login as Contact”

Long Visual Answer: Assumes you can get to the contact page from above

Over the Name, you will see “Contact | Login as Contact | Send Login” - Pick “Login as Contact”

6} Solutions'“ Ol Solutions - Career Center Manager

Dashboard Companies Projects Contact= Reports Administrator

Contact | Login as Contact | Send Login

Abby Abby

Program Manager at American Express

History Tasks Files Projects Career Centre
¥ Hide 'system' notes Notify me when an update is posted here

Current followers: add...

Tuesday, February 04, 2014

Phone call « OP - Overview of Program Posted

X by Larry
o OP-Discuzs Unemployment- Severence lssues .
y Maglin

e OP-Disnnzs Finances ° ol
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You will be logged in as the candidate and see their home screen and menu items.

Oi Partners..

. GATEWAY INTERNATIONAL

Welcome abby1

LATEST NEWS

Demonstrate your soft skills
using Twitter

12 Feb 2014

Read more

My Dashboard

YOUR COACH

My Career

My Profile | FAQs | Logout

Research Resources Webinars
@ LexisNexis:
YOUR PROGRESS View All

@ Leaming Modules Accessed: 0
@ Career Tools Accessed: 0
@ Job Searches Run: 0

Larry Maglin
B larry.maglin@gigincmail.com
™ 800-376-8176 x107

BUILD A RESUME

@ Jobs Vviewed: 0

s
iE
5] £ polize

“iS 2
= human résources education 8o~ O

JOB INTERVIEW
reference s professional 2
ot KEEZ " TESUME Evirtual S

b 2 4

o gy

! l'it k’ j‘t’ Y

S z =

e 2 sell ps 5, R
Eowane, P le £
technique 27 2
-
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10. How do I send an email to a candidate from the system?

Short Answer:

Login to the OI Solutions website
Go to the top right of the page
Click on CCM Login

Method 1
Go to top right of page
Click Send Email

Long Visual Answer:
Go to top right of page
Click Send Email

6} Solutions”  ©i solutions - Career Center Manager

Dashboard Contacts

Recent history Upcoming tasks

You can send a single email or generate a list of candidates and send an email to all of
them using filters at bottom

OiSolutions- 01 solutions - Cafeer Center Manager

Dashboard Contacts %

Add recipients (Companies or contacts) Company: Project Status Assigned to:
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Message recipients

Patti Anguiano . Paul Boord . Sean Burke . Donna Contini . Frank Crain . Melissa Diamant . Alfred Frierson . Phyllis Hutchinson . Karen Suchomel .

Add recipients (companies or contacts): Company: Project: Status: Assigned to:
Arcadis US v v Engaged v v

I have picked a company and status and the system auto-populates the recipients of the
email.

Just add your message and any attachments (if needed) and send.

FAQ’s for OI Solutions*™ - COACHES
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