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Change Your Contact Info

info@reserveinc.org e & 877-290-6145

or View our contacts

After logging in,

. . HOME + ADDSTAFF « [ ORGANIZATION PROFILE e POSITIONS )= David Somerset &
you will be directed " 8 ot
to your profile
page_ 0 You are logged in

Organization staff: test David Somerset
A” flelds Can be © organization: Universal Exports
Changed except BIO information
your email address- Change password & First name David
(To change your email 1 test
address, contact ReServe.) Contact Information
123-123-1231
__________________ orgtest@orgtest.com BRI .~
________________ {ddr Inform ‘~\\\\\

To edit any field:

@ @ ®

123-123-1231 J[E& 123-123-1231 {

6655-655-5665

€ x
A

Click on the field Edit the text Click[+]to save the change




Change Your Password

HOME +« ADDSTAFF « [§ ORGANIZATION PROFILE s« POSITIONS

After logging in, you will
be directed to your
profile page.

Home « Organization « Staff

0 You are logged in

-._ | Organization staff: test David Somerset

@C“Ck Change password & on
the left side of the page.

~

0\4;:;&::::»!.':&':: Universal Exports

S BIO information

Change password &

David

Somerset

g rm

Old password

New password

change.

@ On the next page, put in
your old password, and your
new password twice. Then,

click to save the

FEFRERE R

Password confirmation

}

CHANGE PASSWORD




Add a Co-worker to the Portal (1/3)

After logging in, you will
be directed to your

[ ORGANIZATION PROFILE

POSITIONS

David Somerset F
2= ORGANIZATION STAFF

ile nasce | T =)
prOfl Ie page- pesafft L e---mTTTT Positions views
_____ _.8 0 ‘Y‘otxéfe_laig-e;l-u;
@Click on |, id
My Organization lion staff: test David Somerset _.---
the rlght Slde Of Jniversal Exports ___,——"—/—
the page. _ _.----BfG information
roli-e-
Change password & s David
@ On the next page, _| Last name Somerset
. .
CI ICk Statt -&: on the Ieft David Somerset
. [ZATION PROFILE * POSITIONS R ceArT &
side of the page. ,
— ®)
Home - Organization 1 VA GEVIVELG) Wl Positions  Interviews
1
\ 1 -
Organization Profile: Universal Exports
\ 1
\\\ © About us: 1229 Final Test /
\\ I’
N 1
1
\\\ ) Address:
N ! Positions. 55 ?rgamzauon name Universal Exports Mefidon Rd
\ 1
\ 1 - ~
\\\ e Ch ,'I Website testing.com S
\\ N
N\ ! Email test@test.com
Curtent Placements ) Rhode lIsland Conti n ued
Py Phone 555-555-5555 .
Staff 58 aon Cumberland in Part 2
Pending & - 5
Submissions (1) How did vou hear about ReServe?




Add a Co-worker to the Portal (2/3)

You will see a list
of all of the staff that

ReServe has in our Profile Partner Staff List

database for your itions — Position action
Orga n |Zat|o n. e John Black test
David Somerset test
Current Placements
Richard Sterling test

At the bottom ofthe |
list are two buttons. | T

E— () )
Agreement T TTTTTTmmmoeeeee ]
- - Click f you want
Click (EEEED if you want

o to add your co-worker to our database
to invite your co-worker to , o
without inviting them to create a
create a password so they can

log in to the ReServe Portal. OR password in the ReServe Portal.

You will need their name, title, email
address, work phone, and office
address.

You will need their name and
email address.

Continued
in Part 3
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Add a Co-worker to the Portal (3/3)
(5) If you clicked |(CEZEED, fill

out the form with your co-
worker’s name and email address

Send invitation to staff member for Universal Exports | and click ({2, They will receive

James

an email from ReServe with a link
Stock

they can use to set a password for
the ReServe Portal.

OR

(5) If you clicked , fill out

the form with your co-worker’s information

Stock

Journalist

Organization staff member registration as indicated, then click m to

add them to ReServe’s database.

James SF 555-555-5555 123 Main Street

Preferred name Mobile phone New York

New York v 10001

jstock@universalexports.com




List a Position with ReServe (1/3)

After logging in, you
will be directed to [ RSl E i

your profile page.

POSITIONS

__________ - - - —e' Youare 16gged in
(1)Click on

You will see a list of all of the

S htion staff: test David Somerset .-
the right Ide Of Universal Exports -7 S
the page. .-~ BIDinformation
Change password & David

David Somerset 2
2= ORGANIZATION STAFF

positions that ReServe has in our
database for your organization.

TIOME + Olganlzatoll » FOSIon

Manage positions
I Click on table header fo sort by column

Title -
Administrative Assistant -

Test207 :

21 @ Click on the right
Test side of the page to start creating
a new Position

TestllOb

=}

.
Status -~
.

Open [‘Jisib}e’tu ReServists)

( Perfding ReServe Approval )

| Pending ReServe Approval |
Continued
in Part 2

| Pending ReServe Approval
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List a Position with ReServe (2/3)

You will be taken to
the “create new Position”
form. Required fields are
marked with *.

reate new

Please com,
' raach ot

Work from Home

Paosition Title™ Work-site: Street Address® Nearby Public Transit
Options (if any)

Department Work-site: City*

Some sections have the © |execeanuaon monns) expectea Hous e Stter~ v Worksite: ZIP* parking Availabie
symbol. Clicking this orover 2yeargy

allows you to create

more space in the job for

additional requirements. S

The @ symbol allows you |cueoescipion oo cnan )
to remove the extra N .

space you have added.

Continued
in Part 3
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List a Position with ReServe (3/3)

The last step is to choose the Designated Staff Contacts for this position.
You can choose from among the organization staff who are already in the
ReServe database, or you can click #9¢5E7© to add a new person to the

database. You will need their name, title, email address, work phone, and
office address.

- Choose Primary Supemnvisor - r -- Choose Secondary Supervisor — r -- Choose Other Resume Approver — r

@ Once all information about the Position has been

CREATE POSITION

completed, click at the bottom of the page.

When your position is submitted to ReServe, you will be taken to the position page and you

will see this message:

0 Position saved. Wait for approval.

ReServe will review your position; you will be alerted if we choose to open your position and

begin searching for a placement.
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After logging in, you
will be directedto [
your profile page.

* [ ORGANIZATION PROFILE « POSITIONS

(1)Click on

Positions

i tion staff: test David SOIlleTSG_}I__,__——"”' -
the right side of

Edit a Position with ReServe (1/2)

David Somerset
2= ORGANIZATION STAFF

Universal Exports - -
the pagE- —7___.7,——"‘—?—':T‘—:T.fi‘zl1‘.\:{11‘.1"2‘.
Change password & David
You will see a list of all of the
positions that ReServe has in our 2
database for your organization.
BC n table heade Mbycolumn  ____---7T .
Tite - @ Locate the position you status
Administrative Assistant Wa nt tO edit On the |eft Of the Open (Visible to ReServists)
Test207 page_ CIiCk the Title Of the | Pending ReServe Approval |
t1291 pOSition to go to itS page- { Pending ReServe Approval |
e T Continued
Tesmob | e |, Pending ReServe Approval in Pa rt 2
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Edit a Position with ReServe (2/2)

From the Position
page, click [ to edit

o, . . \\ )
Home « Organization » Positions = 8670 the pOS|t|0n deta I |S' J-.,. T \ - C‘JP
Position: Administrative Assistant wes oo Open (Visible toReServists)
Tl EDIT
Department:test . 1
Organization: Universal Exports
10 10
Expectecl hours Expe ted Duration

perweek  (months

Submission

Interview -

Workplace Culture: t

Edit position
¥l Work from Home

Administrative Assistant

test
Replace the existing ReServe will review your position;
t information to edit the you will be alerted if we choose to
position. Once you are open your position and begin

finished, click ([l at | searching for a placement.
the bottom of the page.



Review Reservists (Resumes) (1/4)

After logging in, you will
be directed to your
profile page. i

* « [§ ORGANIZATION PROFILE e« POSITIONS

on the right side
of the page.

Profitc &

Universal Exports

My Organization htion staff: test DaVld SomeI_S‘(_?_t,——"’/

---~""BIO information

David Somerset &
2= ORGANIZATION STAFF

---------------- L] B8

Interviews

2

Home « Organization

© About us: 1229 Final Test

Positions [35)

Profile

Interviews -

.- Email
Current Placements ~
-

-
-
-
-
-

Pie Phone
.-~ Staff &
- — Fax Pt
Pending & -7
Submissions (1) .7

Letters of (&
Agreement

Organization name
-

-
-
-
-

M - -
Website _ -~
-

Number of Employees

Organization Profile: Universal Exports

Universal Exports

testing.com

test@test.com

__855%555.5555

50-200

@ On the next page,
CIiCk Subrnisi?c;jndsi?ﬁ L on the
left side of the page

@ Location -

Address: -

- fiendon Rd
02564
Rhode Island

Cumberland

How did you hear about

ReServe program partid

Continued
in Part 2
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Review Reservists (Resumes) (2/4)

Organization Profile: Universal Exports
© About us: 1229 Final Test
Profile Pending submissions for position
Administrative Assistant | T TTT===—eol___
Positions @8 [ T e
HRConsultant | e
Interviews < §~‘~~~__s
Current Placements ~\\\~~\‘
Staff 3% \‘\\_\
e .| that appears.
Submissions (2) TTe-

@ Next, select your
position from the list

Position: Administrative Assistant w s

Department: test
Organization: Universal Exports

Submission list
© Piease check all submission users before sending to ReServe Staff

Submission -

Information €

Interview _,,/"M‘artin K -

(4) You will see a list

submitted on: 05/29/2018 1:37 pm

submitted on: 05/29/2018 1.37 pm

Open (Visible to ReServists)

EDIT

Primary supervisor
David Somerset

& Download resume °

& Download resume &)

of candidates. To

start, click

:i IHPIE I"f‘H( “

© You must respond to all ReServists before
L you can submit your responses back to ReServe

(.:on'tinued
in Part 3

for the first candidate. | .~
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Review Reservists (Resumes) (3/4)

@ Review the credentials of
the ReServist candidate here

You can download

N Information &9

Submission 4

N

Interview

SUDINISSION 115t

© Please check all submission users before sending fo ReServe Staff R Sso

Jimmy B. - ik

the resume here

- N
Primary superyisor

submitted on: 05/29/2018 1:37 pm

David SomeTs:et

S
~ S
~ N

& Download resume °

Top 5 skills
L - Sales
Z - Retail

Education
0 years 2 month(s)
0 years 1 month(s)
Licenses

- Communications (Manchester Un

iversity)

Software skills - License A
. )
N Languages
N
Upcormning Availabilities (for Interview) Comments *
O Please check dates for interview:
Please leave some comments about
Friday Monday Tuesday Wednesday Thursday vour decision *
06/01 06/04 06/05 06/06 06/07
| Morning |_| Merning | Morning || Morming | Merming y
| Afternoon || Afternoon || Afterncon || Afternoon | Afterncon
"# NOT INTERESTED o INTERESTED

Meredith K. -

submitted on: 05/29/2018 1:37 pm

© You must respond to all ReServists before
you can submit your responses back to ReServe

& Download resume L 4

Continued
in Part 4
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Infos

ReServist, provide your response:

Review Reservists (Resumes) (4/4)

@ After you have reviewed the

Submission g
Jimmy B. -

Interview

Top 5 skills
1 - Sales
2. - Retail

Software skills

o (Optional) Indicate times you
are available for an interview

ReServe Staff

submitted on: 05/29/2018 1:37 pm

0 years 2 monthi(s)

0 years 1 monthi(s)

Education

Primary supervisor
David Somerset

& Download resume °

- Communications (Manchester University)

Licenses

- License A

Languages

few)
o < ) Please check dates for interview: Tl -~
S Friday Monday Tuesday Wednesday Thursday
\\\ 06/01 06/04 06/05 06/06 06/07
"~ N Morming Meorning Morning MMeorming Morming
B . Afternoon Afternoon Afternoon Afternoon Afternoon

Il * NOT INTERESTED

Meredith K. -

submitted on: 05/29/2018 1:37

9 Mark if you are Not Interested or Interested |

«d SUBMIT TO RESERVE

@ Once you have responded to all of the ReServists, click \

to send your results back to ReServe. ReServe
will contact you about the next step in the process.

b fore
erve

@ Lcave acomment |

) Please leave some comments about

\
LOIMIMNents

) your decision *

PRl «& INTERESTED

& Download resume L1

<1 SUBMIT TO RESERVE
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Provide Interview Feedback (1/3)

After logging in, you will
be directed to your

FF « [ ORGANIZATION PROFILE e« POSITIONS e«

David Somer

set ‘

£2 ORGANIZATION STAFF

w e L 2
M n -« att o ae==="7 fy ( aior ) 1 Inter
profile page. [~
________ --——o‘Yo'u—a-rc-lBt;g-e:i-u;_—— ____,-——"'—/
(1) click |~ | . -
menviews | [zation staff: test David Somerset..---
On the rlght Slde on: Universal Exports "___,—"——"
Of the page. . ‘__1,——""B‘I(T’J—znfonnatlr:);‘.
pa! 1 8 First name Navid
- @ On the next page,
Home - Organization /,/’/ CIiCk Interviews < | QN the .
Organization Profile: Universal Exports left side of the page
© About us: 1229 Final Test /,/'/ /’__,,——”"
”PI‘OﬁIe ‘—‘—————61;(:&“011
o - - Address:
P,osﬁ'ic;ﬁ; = Organization name Universal Expor‘t_s__——"'—— Vendon R
o = T Viendon
Interviews Websie testing.com .
Current Placements Fmat test@test.com Rhode Island v
- FPh 555-555-5655
Staff S e Cumberland
. Fax Continued
Pending g .
Submissions (1) How did you hear about ReServe? in Pa rt 2
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Provide Interview Feedback (2/3)

Organization Profile: Universal Exports

© About us: 1229 Final Test

Profile ﬁ Il‘ltEIViews ____________________________________________________________ Upcoming Recent
To view a list of - Empty 11|S_t e
nere’s no items in this area T
interviews that were e
scheduled in the past, T
click secen: | On the rlght /__,-—""/
side of the page. T
Organization Profile: Universal Exports
O About us: 1229 Final Test
Profile % InterViews Upcoming Recent
Positions [&5] . L
30 ) Meredith,. ="
M RN CENE - -
erviews (O | —
“Appllcm—ﬁew T— ________ emembér to as! ,4””—”’
Curre_ll_l-f-il'ilfe_ﬁl‘e—n_tsl _______ g%-—‘%flﬁ ————— 1\]2&5#:*11111}[&:“5& (Uverdue but not reacteﬂ) /EEEELED;;ELP‘Q;IJ{/ <
Locate the Interview you wish to g o p— . _
Continued

provide feedback for, and click e  Part 3
18




Provide Interview Feedback (3/3)

@ In the pop-up window, use the drop-down options to
indicate your rating of the ReServist in each of these areas.

Interview result

If Interview Happened

Interview Happened Interview Did Not Happen

-- Work Experience - v
-- Software SkKills — v
-- Education -- v

o= Ready to hire?

_ D P % No v Yes

- Licenses / Cerific r COI‘HH’)E‘HTE‘:

— Languages Spoke v

~Levelof Professio | Then, indicate if you would ReServe will consider
like to hire the ReServist by your feedback. If you
clicking |~ xNo lor| o v ves|, indicated| o v ves|, we
Then, click SEECECERE to || will reach out to set a
send your feedback. .| Start Date.

Interview result

If Interview Not Happened

Type here a reason

¢ OR

@ If the interview did not

Interview Happened Interview Did

happen, click| = e

r Did Not Happen
7

ReServe.

type a reason into the comment

box, and click m

to tell
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