Vendor Portal Quick Reference Sheet: % HEALTHTRUST

5. Submitting Candidate to Contracts Workforce Solutions”

Thank you for partnering with HealthTrust Workforce Solutions! HealthTrust is pleased to offer a simple and
convenient, web based, Self-service option to our staffing relationship. The purpose of this quick reference guide is
to guide you on the following functions in the Vendor Portal:

e SubmittingCandidate to Contracts Positions

Login Reminder:

Browser: Ensureto always use the Google Chrome browser.
Vendor Portal Web AppLogin URL: Welcome

vendor.healthtrustws.com
e Enter Email Address ‘.I Ch rome
e EnterPassword

NOTE: You will use the same credentials as you do for Workforce 2.0.

Option 1: Submitting Candidate to Contracts fromthe Position
This section walk through the process of submitting to Contracts positions. There could be specificinformation needed for contract
positions. Should you have any questions please reach out to your Program Team or Local Staffing Office.

IMPORTANT: If a Candidate is being submitted for Per Diem Shift work, please contact yourlocal staffing office for the process.
Do NOT submit Per Diem Candidates via this process.

e FromthePosition section
e Click to open the Position
e Click to Add New Match

]

Positions \
Travel-RN-OR-(701)-8:00AM-8:00PM (533296) Add New Match +
Open Lone Peak Hospita
OVERVIEW NOTES ATTACHMENTS
Position Position Type
ICU Days (555897)
Lakeview Hospital UT Travel 1 0 0 0 0/1
CHS - LDH Travel:Registered Nurse (RN) /... (524264)
Travel
Lutheran Downtown Hospita
CHS Travel:LPN/CMA - UROLOGY (DAYS) (543887) Travel
Lutheran Medical Groug, LLC Position Details

Travel
Lone Peak Hospital About Position Location

CHS Travel:Certified Respiratory Therapi... (543886) Travel T P
DupontHospital
11
UT 84020
LVHN - Travel: Clinical PEDS Vaccinater {523773)
Travel

LehighValley Hospital-Pocono Fosition Description

TRAVEL - RN - OR - COST CENTER (700) / D... (543863)
WEST MARION COMMUNITY HOSPITAL

Travel Facility - Lone Peak Rates Overview

Need: RN

TRAVEL RN OR (3558342)
Nurse Manager Pediatric Med Sure and Onc.. (543d04) Start Date- 11/15/2021
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Follow the 3-step template to submit candidates to contract positions.

Position Candidate

Selectingto adda match fromthe position 1. Select the Candidate by searching forthe
will automatically default the fiel ds. candidate by name or Candidate ID. Any
recently view candidates will appear when
you clickin thefield.

Ifthereis a candidatethatisnotin

the system, the Candidate can be
& addedtoportalatthisstep.

2. Add any Candidate Notes that you would
wantthe HWS teamto know about the
candidate.

e Click Next to continue

3. Click Next

Add New Match

Select Position Select Candidate

Rates

RAVEL - RN - OPERATING ROOM (OR) - COST CENTER (701 (3616352,

Regular Pay

Add New Match

Submittal

1. The position ownerwill be
defaulted onthe To field. Thereis
an option to addadditional emails
on CCor BCClevels.

2. Email Body will bring over any
Notesadded inthe previous step,
butadditional notes may be
added.

3. Add Attachments if needed for this
4. |ftherewas a resumeon the

Candidaterecord it will be
automatically added.

5.Click Finish to complete the
submission.

Approval Request

Add Attachments
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Option 2: Submitting Candidate to Contractsfromthe Candidate Record

This section walk through the process of submitting to Contracts positions from the Candidate record. There could be s pecific
information needed for contract positions. Shouldyou have any questions please reachoutto your Program Team or Local Staffing
Office.

IMPORTANT: If a Candidate is being submitted for Per Diem Shift work, please contact your local staffing office for the process.
Do NOT submit Per Diem Candidates via this process.

e Fromthe Candidate section
e Optiontoexpandthepage
e Click to Add New Match

erecruit @ VCPAdmi

Welcome to the Vendor Contact Portal! Click *Learn More" fora summary of some of the features plusa link to our Quick Rel I:I
Candidates Shannon (sz08a7)
Screened MeaganCawley « skluperg s (es)T1e

OVERVIEW WORK EXP./EDUCATION CREDENTIALS MATCHES ATTACHMENTS NOTES

Candidate Status Title

0 0/1
Nikolai 2 (5106475) Scrcaned - 1 0 0 /
Edna (5106473) Sercened Grande thru Stonebrige Staffing LYN / LPN Candidate Details
khanh (5106469) Sereened

Follow the 3-step template to submit candidates to contract positions.

Position Candidate Submittal
Selectingto adda match fromthe position 1. Candidate and Projected start datewillbe 1. The position ownerwill be
will automatically default the fiel ds. pre-populated. defaulted onthe To field. Thereis
2. Available Date can beselected an option to addadditional emails
e Click Next to continue 3. Add any Candidate Notes that you would on CCor BCClevels.
wantthe HWS teamto know about the 2.1f Subject lineis defaulted, leave as
candidate. isoradd.
4. Click Next 3.Email Body will bring over any

Notesadded inthe previous step,
butadditional notes may be
added.
4. Add Attachments if needed for this
5. Iftherewas a resumeon the
Candidaterecord it will be
automatically added.
6.Click Finish to completethe
submission.

Issued By: HWS Professional Development Group Issue Date: February 2022 Updated May 2022 Page3of4




Vendor Portal Quick Reference Sheet: % HEALTHTRUST

5. Submitting Candidate to Contracts Workforce Solutions”

,:| i ' Approval Request -
Select Position Select Candidate 9

March 012022 o

Work from home Add Attachments

Add any additional notes that you would want the HWS team to know about this candidate |

© o
cancel | Next I Back | Resume 6

I

Locate Training Resource information foradditional system quickreference guides.
Please note: Forany “process” related questions, please contact you ProgramTeam or Local Staffing Office

Control Center
Profile Help | FAQ

0 offer a simple and convenient self-service option to our staffing relationship. Please access the training resource material which will provide a quick demo tour of the Web App and step-by-step instruction to the different functionalities

Data Preferences Health
ofthe

Notifications

Technicalissues? Report a Problem or contact Help Team
To Report aproblemviaweb app portal:

Next to your profile name/login and out section on the upper right corner |:| gl -
Click on the exclamation talkicon

Fill out theform Report a Problem
Attachfile (please ensure this is a full screen shot of yourissue and not just the error)

Click Submit

Report a Technical Problem

Service Desk Contact Information:
Phone:954-514-1642

Email: HWS.ServiceDesk@ HealthTrustWS.com

Aach fles [

Caneel m
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