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Overview

Welcome to the Sci.bio Recruiter Guide to Kortivity! Sci.bio uses the ATS, Kortivity,
(historically also referred to as “Scibase”) to manage our candidate and client database.
As a member of the recruiting team, you will use Kortivity to add and view potential
candidates, change the candidates’ position in the recruitment process, add job listings,

communicate with clients and candidates, and more!
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Logging in to Kortivity

To log into Kortivity, go to the Kortivity website.

Lhaie

Sign in to continue to SciMDX

Then, using the login information provided to you by
a member of our administrative team, enter your
username (i.e. your email) and your temporary

password (this will be given to you via our team; you

john.doe@example.com

can then change it after successfully logging into

Password

Keep me logged in on this computer

Kortivity). The login screen will look like this:

Understanding the Home
Screen

(2}

The Home Screen to Kortivity displays all companies Sci.bio is currently recruiting/consulting
along with all open/drafted positions for each client. It will appear as such:

& Recruiting = | Pipeline $ Deals

Menu | 4@ / Scoreboard openrevenue:$0 T~ & = @

elopment Scientist (Draft

2 0 0 0 0
nonths ago 5 days ago

Research Scientist, Chemistry (3

3 0 1 1} 0

2 months ago 6 days ago
Associate Scientist/Scientist, Functional CG

Genomics - #20987
1 0 1 0 0

33 1 0 0 0
a month ago 11 days ago
Director, Encapsulation R&D - #20909 EG

27 1 1 0 0

amonth ago 10 days ago

nint
=

LM H 2 TANGO @ i
WiTranslatesio SILICON Seres Therapeutics
EC cc KH MF
Associate Scientist - #21181 KH Associate Director/Director, Program GG placeholder for admin - #18610 EC GMG Manufacturing Senior Associate -~ MF
7 2 0 0 0 Management - #18356 50 0 0 0 0 #2109
19 days ago an hour ago 24 5 2 o 0 5m g0 73 0 4 0 0
Director/Sr. Director of DMPK - 420370 EC | 8 months ago 5 days ago so  25daysago 2 days ago
80 0 2 0 0 Associate Scientist, Biclogy - #20059 o6 0
amontts ago s daysago 8 2 3 & 0 Semma Therapeutics . -
He ry and Formulation ~ EC 3 months ago an hour ago e Sci.bio Recrultlng
De J i i i cc
D Associate Scientist, Translational Biology Chemical Enginesr, Encapsulation R&D - DM EC
01 #20007 Director, Client Recruitment, EC

Biotechnology Talent Advisor - #19477

5 months ago

38 0 0 o 0

4 hours ago
ctor - Clinical Development WD

a manth 5 days 12 0 0 0 0
e e BT AP x ag: Principal Scientist, Device Research and PM
Assaclate/Scientist, Gomputational Davelpment <ones 11 ago 1 ago
B | 7 0 0 0 Biology - #18510 35 1 0 0 0 Scientific Recruiting Associate - #12208  EC
13 d 3 haur 6 0 0 0 0
it ikl a month ago 7 days aga 100 3 ) 0 2
Resumes from Translate Bio - #20980 MF 5 months ago 17 hours ago . 7 T T [T S
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Each open/drafted role will have the position title, job %
TANGO

number, a flowbar to indicate the recruiting stage, the
recruiters’ & account managers’ initials, a time period | CC

of when the role was opened and the last time it was | Associate Director/Director, Program e
Management - #18356

24 5 2 0 0

worked on/updated. The Account Manager’s initials

is displayed in the Upper Left-Hand corner of the

company’s box (CC: Carina Clingman). The Recruiter's | &months ago 5 days ago
Initials are displayed in the Upper Right-Hand corner | ASsociate Scientist, Biology - #20059 o
of each Open Role (CC: Carina Clingman). Underneath 3 2 1 0 0

the Hiring Manager section you will find a Numerical | 3 months ago an hour ago

Flowbar, which denotes the number of candidates at

each stage of the recruiting process.

Blue: New and/or Contacted Leads

CRISPR Therapeutics
o Black: Candidates Presented to Hiring Manager
Research Associate/Sr. Research MG ) o
Associate, Immunology and Cell Biology Orange: Candidates Interviewing

84 0 0 0 0 Purple: Candidates Offer Extended

7 days ago 7 days ago

pe Green: Candidates Hired

Underneath the Numerical Flowbar will be two sets of dates. The date to the left is when the job
was opened. The date to the right when the job was last worked on/updated. If you see a
position in the Color Gray, it means that the position is in “Draft Mode” (as seen in Crisper). If the
position is clear (as seen in Tango), it means the position is in “Open Mode”. The difference
between these dwells with the marketing settings. When a position is left in “Draft Mode” you
will not see it posted on our Sci.Bio website under Job Search. Leaving some positions in Draft
Mode can be helpful if the company is doing a discreet search or if the Job Description is not

complete but you wanted to begin sourcing. (Page 11)
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Tabs (Upper Right-Hand Corner)

The Three Tabs in the upper right-hand corner of the Home screen
include the “Recruiting” Tab (the Home Screen - Page 2), a & Recruiting ~ o2 F

“Pipeline” Tab and a “$ Deals” Tab. When you click the downward ¢

pointing arrow for the ‘Recruiting’ Tab, a dropdown menu will

appear. This menu will allow you to alter the display of the home

screen. You can filter roles by “Assigned to Me”, Priority, Draft, or
Closed. After playing around, you can clear all filter set and return
to the original home screen settings.

Next to the Recruiter Tab
are the two other Tabs: r

l## Pipeline & Deals

“Pipeline” and “Deals”.

The Pipeline Tab allows || $ Sort by Revenue
(

you to view Open Positions that could be coming up from a Client,

but we are not currently working on. This tab also has a
Drop-Down Menu similar to that of the Recruiting Tab- enabling you to organize positions by
Priority, Draft Mode, or Assignment.

q
S i bie » =
M Pipe“nﬂ - $ E e & Reciting |2 Pipeling = § Deals
Merws | Pigalnn openravenue:$d | T+ | 4 = @
o~ = . =
H £)SILICON (aomn s @ Goldfinch Bio i)
I K &t - : =
Drug Diseovery Froject Manager, S5 Genaral Position - 11850 B "‘_‘ o || ‘Seriar Devsiapment Seientist o
Associete Director - kEasT 267 0 o ° 0 :’_‘s:::" Fequstion Galdiinch Blo - Formulation TecTnaiogy Davelopmient -
6 4 ¢ 0o o : et
i e EH O D s 38 4 0 o
2 ypmars a0 HISA0  WAT Career Far - #1200 =8l .
Senlor investigator, Drug Dasigner - oo 100 0 o ° " U oS AEE | 3 monms ago: 5 iy age
w0G0 o &0
2 pears g0 a pear ago
- e S e c RUT17080. 48 Bioprocess Development  EC
2 ymars a0 aparan | Enginear - #1091

I Senioe kmstigator, MD Simulations and 5% “ i " . i
Pregramming - pa1ss

12 5 3 o 0
| 2years aga a pearag
®

2 yeirs 50 8 yoar g0
0

Deals
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The “Deals” Tab enables you to view the number of Deals that are in the pipeline between
Sci.bio and their Clients. This is helpful from a Business Development perspective, and does not
need to be consulted by recruiters in their day to day work. The Deal history with each client can

also be seen on the “client” page.

For Business Development team members, the Deals tabs should hold the pipeline of all the
clients you are actively working to close. NOTE: This is for CLIENTS we are hoping to bring in,

not CANDIDATES we are courting (those can be tracked through Planner tasks or Talent Pools).

As your client contact moves through the process from “not contacted”, please update the deal
to show where they are in the process, until they become “Active Clients” and have open regs on

the home page.

Task Bar (Upper Right-Hand Corner) |openrevenue:$o 7~ &

The Task Bar in the Upper Right-Hand Corner of the
home screen allows you to do multiple things

J| Filter

relevant to organization. The Open Revenue box P

pertains to the “Deals” Tab, and can be ignored by

most recruiters. The Blue Funnel with the Downward Arrow is the “Filter this Page” Button. When
you click this Button, a Drop-Down Fill in the Blank Box will pop up, enabling you to filter the
Home Page based on which Client or Open Role you wish to view. The Blue Water Droplet Button
allows you to “View All Talent Pools.” The Blue Progress Bar Button allows you to “Add Activity to
Your Planner” and is there to help you organize your schedule. The Blue Magnifying Glass Button
allows Recruiters to Search for anything in Kortivity. To do this, a Search Bar will appear
underneath the button on the screen. This is helpful when searching for a role that’s been
closed, a past client, a prospect or candidate. The final Button on the Task Bar is Three Blue
Vertical Dots that allow you to Perform various Actions, Jump to Settings, What's New, and the

Planner, and view your Recent History.

Talent Pools
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When you click this water droplet Button, it will bring you to all created ‘Talent Pool(s)’. An

overview of talent pools can be found here:
https://kortivity.zendesk.com/hc/en-us/articles/360013090672-Talent-Pools-Overview

Any user can create their own talent pools by clicking on the “+” button (left hand corner under

Menu). Talent pools are helpful in various different ways. If a future client contacts you (the

recruiter) looking

Sti bio
>chbic

for a high level [vew & o suenros

p rOﬁ Ie type; yo u Talent Pool Name Chiant Job #People #InProgress # Complete Last ACtivity | aet Activity by Created Created by
— Translational Deciphera - - TH ] a o41072M9 Eric Celidonio 04102078 Eric Celidonio
can create atalent | -~
Clinical Scientist DirfAD - - o o 0 04/03/2019 Jen Schwartz 04/03/2019 Jen Schwartz
_ TBio TTranster o e 33 33 o 04037209 Eric Cellconic 04/03/2018 Erie Celidanio

pool and present it

& People [ Clients & Talent Pocis in Linkedin

+ & 75 Talent Pools found | 0 selected

as a talent map in

your initial meeting. You can use Talent Pools to collect candidates with a specific skill set,
either for a confirmed upcoming need, or to look back on for future roles. Sourcers can collect
potential candidates for open roles here, and connect the talent pool to the job so that the
recruiter can review and offer feedback without cluttering the req itself with passive candidates
who may not be a good fit. Once you've created your talent pool, you can send all leads to a
specific job. After creating a talent pool you can compile a list of leads for either a specific

upcoming job, current job or particular category.

There are a few different methods in adding people to a talent pool. One method is to click on
the talent pool you created and click the “Add Person” button. This allows you to manually add
people from our database. Another is to compile a CSV file and tell the system to add call

prospects to a talent pool.

Settings

In settings, you are able to add in your email signature (please match the format in your sci.bio

email) and edit account preferences.
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Account Setings

First Wemte

Last Kame

Account Preferent=s

“our isitials for use 03 the code for MPC compaigns

initial lznding page-after legin
Fim Recnstrg Tab

Dedaut Tab In Person Quick View
Frote

1 Diataut a1 Seareoands 12 iy Permanal e
L Pzt e o ol aiermaed e | o]

sl Signaturs
o B 1 u & x £ A- T- 4 Fe - 2. = - = - = = .
* = - 13 - e n ? o

Planner

Planner is a great tool to help keep your tasks organized in one place. This is most helpful for
calls and follow-ups that you need to schedule further out, i.e. a T month check in with a

contractor, or when a client requests a call back “after year end”.

Click the “+” to add an activity and a box will pop up.

e 1

SRk b Dashbosnd B Planwer 2 Activity M Bookmarks. o Sotngs

weny | @ user | Shersen Do Assuncas  paaner 4= g
B4 s MW
Al O B m Q| seamh aciviies by keywerd m 16 % | A wiSl | Hseecae

B Summary Created Sohedwled Date Scheduled Start Time Scheduled End Time Completed Date Person First Kame Person Last Name Ferson Phone Ferson eMall Ferson Location Job Titse

There were no activities matching your filters!
Please adjust your filters or create a new activity here
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Add New Activity x

2 | Assign to someone else

Activity Summary

T  =Task v P | ® Normal \
B | Scheduled for x
enter start time O] enter end time @
& | Link a person v %
il | Linkajob I
Link a client A
A

[ schedule this activity on calendar

(] add another activity just like this one

Cancel Add Activity

Make sure you fill in as much information as you can.
e Detailed summary information
e What kind of task it is (call, task, etc)
e The date it is scheduled for
e Link at least to a person in Kortivity; ideally, also a client company and/or open job.
o Planner activity is also visible on candidate application views from regs, as well
as on the relevant person records
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After adding the task, it will appear on your screen in the list. Note that you can show/hide
calls, tasks, all activity by clicking each of the icons. You can also set the date range or filter by
priority/overdue.

¥4 Z &

Au tle = m T — E 1 e % A w5 H| fsapeiod-
Summary Created Scheduled Dabe Scheduled Start Time Scheduled End Time Compileted Date Person First Name Person Last Mame Person Phone Persan eMas Person Locaton Job Tite
I B 1 e st with HM for more desalls DEML0E os0TZ021 Alson Efsworih AlsongEsa o Test- RA,

To complete the task, click on the title to open the activity and click the checkmark next to the
summary to complete the activity. You can also create a follow up activity by selecting “create
another task like this” at the bottom of the screen.

Edit Activity x

Meet with HM for more details

Clients

All current clients are displayed on the Home Screen. Each client has a number of open or
drafted positions, all of which are found under their title. To further investigate each role, click

either on the client’s title or the specific role you wish to view.

# Recruiting L Fipeli . . , .
i “"1 If you click on the client's title (such as
Open revenue:|
Trareskata Bio - total of 12 open positions " I t B' ") 't ‘” Iead Ou 'to a” Of
: - Translate Bio”) it wi
Point i Translatesio 2 TAY y
itics = | Translate Bio's roles (as seen below).
Aszociate Diractor/Diractor Heaulator: o Associate Director/Direch
Affairs CMC - #21687 Management - #158356
22074 mc
o a T4 1 1] 1] [+] 2 3 [
# months ago 3 days ago 10 months ago
10 days ago Associate Director/Directar, DMPK. KH Associate Scientist, Biolg “CRase i e L e
0 piser 1 0 | Moris | Tz Bl ¢ b Sl SR
209 0 1 [1] [v] Translate Bio x
LON 2 montta =g0 4 fious e Z?;:Xnior Soientist Festn v
m— m— Tartal
S Pt ?:W"""‘ ::‘:":“' .u:w:w Intardeaw a:u'rncn J‘:;L Hrd RS8P il Auzuct Mn:-:;
Click on the tabular button “Jobs” to have a [ wre dw i
different view of all jobs or click directly on the |[zgmom " = ™ )
job to directly you wish to work on. N e - -
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Open Jobs

If you click on the tabular “Jobs” the screen will appear as below. Here we see a different view of

all open/drafted jobs for this client.

Sci.bio Recruiter Guide to Kortivity

M

Isci.bio

G e 3 Jobs ~ L Snapshot
Menu <& / Translate Bio / jobs

Project Team:

Eric-Lead, Executive roles
Katja-Scientific
Danielle-CMC

Conor- Analytical
Madeline-Sourcing

DM

Sr. Scientist/Sr Sr. Scientist, Analytical
Engineer Technical CMC

Job #: 20386
Tra nSfer Positions: 0of 1 filled
Job #: 20384 Location: 29 Hartwell Ave, Lexingtan, MA
Positions: 0 of 7 filed Tvpe: Fuil Time {Salaried)

Location: 28 Hartwell Avenue, Lexington, M4

Hiring Manager

Client Info
open revenue: $0 &

# Hiring Forecast

i

oM
Scientist/Engineer
Technical Transfer
Job # 20889
Paositions: O of 1 filed
Locafion: 28 Hartwell Ave Lexingion, MA 02421

Tvpe: Full Time (Safaried)

Hiring Manager

Not Set
88 0 0 0 0
4 months agoe 4 hours ago

$0

Tvpe: Full Time {Salaried)]
Hiring Manager Not Set
aioac 51 2 2 0 0
144 1 i 0 0 & months ago 5 days ago
& months ago & hours ago $ﬂ_
$0 KH

Scientist, CMC

Scientist, Analytical

You can select which job you'd like to view to see even more information about/update a role:

PCfscibio | Filter X Status [NCSCUEINSCUM  Activity  Rating  Name | 4 GoBack €  1of12 &
WIenu @ / Translate Bio / Sr. Scientist/Sr Engineer Technical Transfer (20384) openrevenue:$0 & = @
Sr. Scientist/Sr Engineer Technical BEAIC=Q L@ Hiring Manager
Transfer - #20384 - Lexington, MA *SHAD D Not Set
= HR Contact
0@ =0
Not Sat
3 140 2 1 0 1 0 1 0 0
Mew  First Cn  Phone Account Hiring Client  Interview Offer Hired =
Contact Hold Screen  Manager Manager Approved Extended < e >
Review Review
5 manths age total candidates: 351 | showing: 148 | selected: 148 9 hours ago
Recent Activity =+
Yijie Gao Vi diC Anant Raina w o=
Sr Scientist | Takeda i\f 3. Scientist, Formulation Development | ﬁ
yijlegao2006&gmail.com ol Mlcami [AA_IPharma Services Comp./ Cam @
Cambridge, Massachusetts W= br:ugale Major Labio... w ©
{:—( Wilinington, North Carolina Area ﬂ?
m 7% o) 77 Add Activity
06/24/2018 06/24/2015 | | OG/23/20159 06/23/2019
Alexander P. Toles & Ruiting Liang i = Talent Pools
Manager, Cuallty-Product Develogment | i\f ﬁ? No talent pools
Alexion Phamaceuticals, Inc. o rulting.llang@gmall.com | (5B5) 319-7664 =
alexander.toles@snet.net iy @ 53 Woodbine Strast, Apt 20 Quincy, MA Y1
Chester, Connecticut f{ 2170 'f:f' Attachments @y
in W o RS T PO s
s
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By clicking on the job, you can directly see which prospects have been contacted and which

ones have declined the opportunity. Whenever a prospect applies or is added to the job, he/she
will appear as “New”. If a prospect has been contacted, you will manually update the prospect’s
status to “First Contact”. If a prospect responds and a phone screen is set up, the candidate will

be updated to “Phone Screen” - so on and so forth.
Let’s manipulate some of the information seen/hidden:

If you click on the “140 First contact”, it hides all the prospects that have (only) been contacted.
You will now only see: New, On Hold, Phone Screen, Hiring Manager Review and Interview.

If you only want to see all the candidates that have been disqualified click on “New”, “First
Contact”, “On Hold", “Phone Screen”’, “Hiring Manager Review” and “ Interview” to hide all
prospects logged into these sections. Now click on “Disqualified Candidate”. You will now only

see the disqualified candidates:

If you want to see which candidates have applied and been disqualified click on the smiley face:

Sr. Scientist/Sr Engineer Technical Transfer- [ @ </ 4 » = Qe®fL%s Hiring Manager
#20384 - Lexington, MA <aw ) Not Set

HR Contact
0T OuEO
Not Set
198 O
Disqualified Hired 2
Candidate < 00 b4
5§ manths ago total candidates: 357 | showing: 19 sefected: 19 9 hours ago
Recent Activity -+
Elma Feric Bojic 9 @ Chris Ravin w =
Head, Labaratary Operations | Intarnatia ﬁ Senior Scientist | 1CelBio ﬁ
nal Burch University ® cravin8r@gmall.com | (B17) 821-7044 ©
cimaferic@gmallcom | 617) 845-9879 Ty © 18 Balton Aaad Billerica MA 01821 | ©
Arlingtan MA g
9 ® in) &~ @ Add Activity
P%r Status: New | Prior Status: New =) < 3
DETF2018 06/18/2018 | | 06/05/2018 06/ 14/2018
oo | i = : Talent Pools
Kameron Kilchrist ﬁ’ 54 Niranjan Ghimire {? L1
MNSF Graduate Research Fellow {Duvall / i} Research Associate, Process/Product O .i:? No talent pools
Ad o Th ... | Wanderbilt Uni it el it
¥ N i 3 2 h @ :;e:‘i’:::j:nghimi!aﬂgmail.mm | {:? @
kameronkilchrist@gmail.com | {\J’ (BS2) 485-5353 {:7
(337) 2541761 Attachments %
L @
S T e | <

Here we now only see the candidates that have applied and been disqualified. If we click on the

first candidate “EIma”. It will open to her profile in our database for this client:
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Here we can see this candidate’s current and previous positions, their number, email and

3:155133_? 4 Go Back & € 1of19 > »
Menu | @  Translate Bio ' Sr Scientist/Sr Engineer Technical Transfer (20384)  candidates /| Elma Feric Bojic 4 = Q
-4
Candidate @& Rasume % Compansation =) 6 ’ % Recent Activity
05/20/2078 by KH %
Elma Feric Bojic Not local, overgualified
Arlington MA, < u 5
Head, Laborstory Operations at International L
Current Bk University
Previous:  Amgen Inc. Department of Naurosciance,
Massachusetts General Hospital, Department Attachments ®
of Genetics and Bioengineering, Amgen Inc., £ 7 diays ago
Armgen Inc., Massechusetts General ] EImaFerlcbo;.chesume.pdf
Education: Unknown & ElmaFaricBojlcCovearLatt... a month ago

Opento:  Unknown
Work Auth: Unknown

Tags: Mone Elma Feric Bojic Commute
S W HUTINY LT NI -
CONTACT INFO { Arlington, Massac... ’} it
Phane: & Call: (617) 645-9879 Email: & i Parsonal: alma ferlc@gmall.com , 29 Hartwell Ave, L.
Social/Web: [ hittpe S linkedin.com/finfelmaf... More options & 19 min

Gandidate On Hold Candidate Declined Disqualify Candidate

LinkedIn profile. On the left side, under “Recent Activity” we can see Katja Helenius (KH) left a
note on 05/20/2019 stating the candidate is “Not local, overqualified”. To add more notes click
the “+” button. (This note was likely from when Katja disqualified this candidate). Under
“Attachments” we can find the candidates Resume. To see more, scroll further down to see how

they applied and other information.

O Jsci bio « GoF
& Doy
Menu 4 / Translate Bio / Sr. Scientist/Sr Engineer Technical Transfer (20384) / candidates ' Elma Feric Bojic

Social/Web: [ http://www.linkedin.com/in/elmaf...

st et )

Candidate On Hold Candidate Declined Disqualify Candidate

Reason: Other | Prior Status: New

Applied: 06/17/2019 Last Activity: 6 days ago

Candidate Type: Active Candidate Link: (] & https://k7y.pl/c/uEiTg
Submitted By:  Applied Online via translate.bio

Elma's Recruiter: Katja Helenius

Job Recruiter: Danielle Matthews Cox

Current Salary: Base: -- | Bonus: -- | Total: -- | Hourly: --

Client Comments

Client comments
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Job Marketing Settings and Job Details

Return to the role in order to view the job details and marketing settings.

Of
st‘-!,?..'-? 4 Go Back # 10f18 > £
Menu §& & Translate Bi Sr. Scientist/Sr Engineer Technical Transfer (20384) ndidates / Elma Feric Bojic & = Q
ivi LT
= Candidate @& Resume S Compensation {f 0 ’ @ Recent Act“"ty
O5/28/20718 by KH

To then view the job description/details click the downward arrow:

Sr. Scientist/Sr Engineer Technical Transfer [ z JaP=Q L@@ L * S Hiring Manager
- #20384 - Lexington, MA “aw ) Not Set
Y el ls HR Contact
198 0 Not Set
Disqualified Hired 5 LR N
You can then see the
fO”OWing dl’Op- down Sr. Scientist/Sr Engineer Technical Transfer @ 7 /4P =0 <@t L& $ Hiring Manager
. - #20384 - Lexington, MA waw iy Not Set
menu to the right. ) HR Contact
Not Set
Here we can see the = L :
job details - when it
Recent Activity ¥
was opened, the .l
ur, 8Not Setfday, ENot Set/week, SNot Set/manth
primary recruiter,

. httpefiwww. fransiate. hio Add Activity
location of the o o X %
position, job ::::: :;m
Summary' JOb Attachments @

responsibilities, etc.

Re-click the arrow to hide this information again.
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To view the marketing settings of the position click the horn:

Hiring Manager

Sr. Scientist/Sr Engineer Technical Transfer @ w Yap =g <@ P .L* S
- #20384 - Lexington, MA = a% iﬁ > Not Set

ceno®o®O HR Contact
108 0 Mot Set

Disqualified Hired 2y

P [N

Lexington, MA
Posting City:  Lexington
Posting State: MA

Client Overview

il
n
Il
lil

T~ & 7~ - E~ (154

I
-
1

x <~ B I

% = Z c =

Type something

Job Summary

iii
il
Il

x < B I U A~ Tir & Z#~ O~ E~ E 66~
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Menu & / Translate Bio / Sr. Sciantist/Sr Engineer Tachnical Transfar (20384) apan revenuea: $0 . Y =
Sr. Scientist/Sr Engineer Technical Transfer - Hiring Manager
#20384 - Lexington, MA w Not Set
HR Contact
Mot Set
B Your Scibase job feed that may be embedded _
|:‘_-Is_'.:'1'-2!2 within your corporate website. AN < .00 b
Recent Activity -+
| T I i A Scibase job feed that may be embedded within _
Enablad +
.l!' ra ns a e Bl O your client's website, Ced |
Since 2004, Indeed has given job seekers free Add Activity
access to millions of jobs from thousands of < >
company websites and job boards. As the leading 1
'y z pay-far-performance recruitment advertising
'n ee network, Indeed drives millions of targeted Talent Pools
applicants to jobs in avery field and is the most No talent pools
cost-effective source of candidates for thousands
of companies,
Attachments %
& Translate Bio Employmen... 4 manths ago

The marketing settings show where the job has been posted through Kortivity. For this position

it has been posted on our Sci.Bio job search website, Translate Bio's career website, Indeed and

a couple different places. We can tell where the position has been posted by the green “Enabled”

button. To disable the posting click the button and it will appear as “Disabled”. Each company

prefers different marketing settings depending on the contract and job type. Please note that if

the position is in “Draft Mode” the marketing settings are automatically disabled. Every other

setting automatically posts to our website unless you make changes.

Client Information Tab

Going back to the Client view, you will see other tabs
with different information along the top right side.
The far right is Client Information. This view provides

an overview of all client information, including linked

contacts, placements, and deals.

S e

e

bors W TatmeB  swcshet
Transkte Bio

Fipstne
i Mnnm:u G Obar | Toln

e o Ee D Fsin HEBTN Wty B Adthe Hredd

fastolne Dmem T Lod @ Wh RPD

[

T

pr— P P T

reneTRoctcr TRFH

e

e LTI TP e = -

Siewc; 3erdynd Ledogen WA RROD

T =T S PN T

4 =0

T
it
Hirirg Fomemd

Tkl

b2
ATAF Jly fugust Menths
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Person Records

When you search for a person through the Finder feature, or click on their name from the
candidate record, this brings you to the Person page. Similar to the Client record, this is an
overview page that will show all the jobs and talent pools the candidate is attached to, all

activity for that person, and all tags and attachments for this record.

Menu Sidebar (Upper Left-Hand Corner)

Menu @ / Scoreboard When you click the “Menu” Button in the upper left-hand corner of
# Scoreboard the screen, a Drop-Down Menu will appear.

M Finder Click “Scoreboard” to view the Home Screen with Clients and Open
@ My Dashboard Roles.

£ Toarm Directory Click “Finder” to search Kortivity for Applicants and Clients.

Click “My Dashboard” to view Applicant Pipeline, Interviews, & More

&£ Upload People i ) ” . Lo
Click “Team Directory” to view the Sci.bio Team members.

b Addat Click “Upload People” to add Candidates.
+ Add Client Click “Add Job” to add a Role for your Company.
+ Add Person Click “Add Client” to add a Client to Kortivity.

l&w Reports Click “Add Person” to add an Employee to Kortivity.

Click “Reports” to view Applicant Pipeline Related Information.
¢= Qutreach & Engagement
Click “Outreach & Engagement” to view Reach & Contact

O Adrakimion Click “Administration” to Manage Users, Questions, Tags, etc.
© Send Feedback Click “Send Feedback” to Send Feedback about Kortivity

% Kortly Click “Kortivity” to see Information about Kortivity

The “Scoreboard” Button

The “Scoreboard” Button is the screen you see when you initially log into Kortivity. As previously
stated on Page 2 under “Understanding the Home Screen,” this is where you will see all active
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Clients and their corresponding Open Roles. To read more, please go to “Understanding the

Home Screen” Section.

The “Finder” Button

Sci.bio
%iwm & People
Menu @& / find / People [}
»Keyword »First Name »Last Name »CurrentJob Title rJob Titles »Current Gompany »Companies »Phone »eMall »Geo Location »Location »Relocation Prefs »Tag
»Skil »Resume »Summary Information »General Information »Person Status »Person Type »Work Authorization »Employment Preferences »Archived »Years Experience Load Saved Query
» Primary Recruiter »Sourcer »Source *»Current Salary »Minimum Salary »Desired Salary »Curent Hourly »Minimum Hourly »Desired Hourly
Please choose a field above 1o filter by. Clear Filters | £ | "
@ must have @ should have @ cannot have
= e 0 results found in 0.37 seconds | 0 selected
O R P  First Name Last Name Current Job Title Current Company Phone eMail Location Last Activity Date ﬂll

Using the “Finder” Button, you can search the Kortivity for any candidate or client user. When
clicking this Button, this screen (shown above) will appear. The blue options listed at the top of
the screen are categories to search by. To enter search information, click on the desired
category and type in your search words and then press the Blue Check Mark to enter your
search word into the Query. Once

»Keyword »First Name »Last Name »Current Job Tit] your term is selected, you can
e T L A D srmenam ke T srvamesmons s Limofam mes bl s T Il.r]fc Choose tO include OI' eXClUde .tha.t

Enter a keyword | x rm term in each search by changing
~ | the “Must Have” green check mark

to “Should Have” or “Cannot Have."
Once you have chosen what terms you want to include or exclude in your search, they will
appear in the bottom left-hand corner of the screen. To remove a term, press the Red X next to

the term. To run the search on Kortivity, press “Run Query” and the results will appear at the

s

€ @ Keyword ~ Stem Cell ©

bottom of | R P FirstName the screen.
Search @ must have @ should have @ cannot have results can
be saved using “Save Query.”

Old searches can be pulled up again with “Load Saved Query.” Additionally, you can reset a
search with “Clear Filters." To change the status of all search results, click the notepad and

pencil tool located in the bottom left of the above image. To submit all search results to a job,
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click the right arrow image located in the bottom left of the above image. Search results can

also be manually selected and unselected.

The “My Dashboard” Button

When you click the “My Dashboard” Button, you get a quick view of the Applicant Pipeline
(pictured below). More specifically, this shows the number of Applicants at each stage of the
Recruitment Process. At the top of the box is a Drop Down menu where you can sort Applicants
by Company. This page also shows Upcoming Interviews scheduled, Active Candidates with
Clients, and any Planner Activities that you have.

|~ Applicant Pipeline [ All %! All Companies & Jobs 3
Stage Total Overdue Stage Total Overdue

New Applicants B4 0 Hiring Manger Review 1] 0

First Contact o 4] Client Approved o 0

Phone Screen o 0 Interview o 0

Account Manager Review 1] 0 Offer Extended 1] 0

On Hold 0 0 Hired 0

In the Upper Right-Hand Corner of the Screen are a series of Tabs that include the “Dashboard”

nu nau

(as described above), “Planner,” “Activity,” “Bookmarks,” and “Settings.”

@ Dashboard &4 Planner ™ Activity M Bookmarks £+ Settings

When you click the Blue “Planner” Tab, it shows you all Activities (Past and Present). You can

Sort and View Activities by Summary, Date Created,

& < (& Scheduled Date, Scheduled Start Time, Scheduled End
Time, Completed Date, Person’s First/Last Name, Phone
Al & O = Number, E-Mail, and Job Title. In the Upper Right-Hand

Corner you will also find a series of Buttons. The Blue Gear
Button to the Left allows you to “Change Visible Columns.” The Blue Paper Airplane Button
allows you to Send Bulk Emails and the Blue Pad with Pencil Button allows you to Update any
Selected Activities. Below these three Buttons are a set of Five Buttons: the Blue Plus Sign

allows you to add an Activity, the “All” Button allows you to view “All Activities,” the Blue Phone
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Button allows you to organize activities based on Phone Calls, the Blue Clock Button allows
you to sort Activities by “Appointments,” and the Three Blue Horizontal Bars Button allows you to

sort  Activities by

“Task.” Next to this

@ | ¥ Al | & | B | [ Select Period »

set of Buttons is a

Search  Bar that

allows you to search Activities by Keyword. To the Right of the Screen is another set of Buttons
that allow you to organize the Activities on your screen. The Three Buttons furthest to the Left
allow you to sort Activities by Priority (the Red Exclamation Point sorts for “Top Priority,” the Blue
Bullseye sorts for “Medium Priority,” and the Green Downward Arrow sorts for “Lowest Priority”).
The Four Other Buttons to the Right of the screen also allow you to sort your Activities: the Red
Triangle shows “Overdue” Activities, the Blue Flag shows “Planned” Activities, the Green Circle
with the Checkmark shows “Completed” Activities, and the Blue Filing Box shows “Archived”
Activities. When you click the “Select Period” Button, you can view Activities from a certain time

period (i.e. Last Month, Last Week, Yesterday, or a Custom Range of Dates).

When you click the Blue Activity Tab, a screen with your recent activity will show up (i.e. email
communications via Kortivity, Uploaded People, and any edits to Candidates’ statuses). The Blue
Bookmarks Tab allows you to view any Applicants, Clients, or Open Positions that you have
Bookmarked. The Blue Settings Tab allows you to change your Account Settings and Email

Signature.

The “Team Directory” Button

The “Team Directory” button allows you to see all of the Sci.bio Team Members and their
corresponding information. For example, you can view their Title, Sci.bio Email, Phone Number,
Address, and their Online Status (i.e. when they were last online). The Green Circle next to their

name indicates they are currently Online.

The “Upload People” Button

After selecting the “Upload People” Button from the

Upload Resumes Upload List of People

Drop-Down Menu, three Tabs will appear.

Resume upload options - use the following options to upload resumes

Source: Please select the source of these resumes to continue
O e

] Subn Source of resumes . x
7 Add & | Q

Craigslist
Dice
Facebook
GlassDoor
Indeed

Monster

Rafarral
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Under the “Upload Resumes” Tab, input the Source of the Resume by clicking the line that

says “Please select the source of these resumes to continue” and then select the source from
the Drop-Down Menu (i.e. Linkedin, Indeed, or Your Name). Below the Source of Resumes, you
will see a list of Options. If you need to add any Specific Tags, submit the candidates to certain
jobs, or add notes to the candidates, select those options PRIOR to uploading resumes. For
example, if you want to add resumes to a particular job requisite, check-box “Submit all to
specific job(s) after upload”. A drop box appears under and you fill out which job requisite you
want all prospects sent to. Once you write the source and click the checkmark, a drag-and-drop
box and green “Choose Resumes” button will appear. Add/Drag all resumes you wish uploaded. |

always recommended double checking the system to ensure resumes were properly added.

Under the “Upload List of People” Tab, click the “Download Example File” document located in
the top Right-Hand portion of the screen. A csv file will

download. Once it is downloaded, click the file and it will
open with Excel. In the Excel file will be the Example Download example file
Applicant’s personal information (i.e. Full Name, Job Title,

Contact Information).

Upload Resumes Upload List of People

File upload (CSV) options - use the following options to upload your CSV file of contacts Download example file

") Submit all contacts to specific job(s) after upload

The CSV file will appear as such:
- ) e ] rimee . ] i e F I G
Title  |First Name  Last Name  Suffix JobTitle  Company Ernaill

Mrs Cynthia Alvis Airman A, August Fashion Wear cynthiajalvis@cuvox.de
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By manually filling out all known information (leave all unknown information blank), you can

add a mass amount of people at one time into a talent pool or requisite. If you want to submit all
Candidates to a role, select that option PRIOR to uploading the CSV into the ATS by clicking the
box labeled “Submit all contacts to specific job(s) after upload.” Once you have uploaded your

CSV file with your Applicant’s information, they will be automatically entered into Kortivity.

Under the “Upload List of Clients " Tab, click the “Download Example File” document located in

the top Right-Hand portion of the screen. A csv file will download. Once it is downloaded, click

the file and it will open with Excel. In the Excel file will be the Example Applicant’s personal

information (i.e. Full Name, Job Title, Contact Information).

Uplcadt Resumes  Upicad Lt of Feople  Uplaad List of Clents

File upbaad [C5V] options - use T folicwing optians 1o uplcad your G54 fie of chents Dowrinad sxample e

The CSV file will appear as such:

A B G D E F G
Title  |First Name Last Name  Suffix JobTitle  Company Ernaill
Mrs Cynthia Alyis Airman A August Fashion Wear cynthiajalvis@cuvox.de

By manually filling out all known information (leave all unknown information blank), you can add

a mass amount of clients at one time.

The “Add Job” Button

There are a couple ways to add a job, one

Type Job Title Here way is to click this “Add Job” button.
Wob Tle fores;:  [Not Set Another is to return to the home screen,
Positions: 7

Type: Fuil Time (Salaried) Status: Draft click the client, click the tabular “Jobs”
Engagement Type: Contingency Priority: Normal

Opened On: Need by Date:  Not Set (Page 1 4).

Industry: Not Set Speciality: Not Set

Direct Comp: Not Set Contractor: $Not Set/hour,

Primary Recruiter: Ann Darda Primary Sourcer: Not Set

Hiring Manager:  Not Set Client Website  Not Set

HR Contact: Not Set Cllent Linkedin  Not Set

Location: Not Sat Source Not Set

Posting City: Not Set

Posting State: Not Set
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Under the “Add Job” Button, you will be able to add a New Open Role for a Company. To add
a New Open Role, it is required to fill out the following information: Client, Job Title, Job Title for

Ads, Type, Engagement Type, Primary Recruiter, City, State, and Status.

In addition, please provide descriptions of the position under “Job Summary,’ “Job

—— Responsibilities,’” and “Required Skills &

Box /s B 7 ou s x o« aAvTeos osoe-=-= o= = =« | (Qualifications”. You may enter a “Client

® @ - & -, B 1

Overview” of the company and any specific

dob Summary instructions for other Sci.bio Recruiters.
2] o & B I u = Xy E A- Ti- & e - Er = = = = k-
£ = - » - - ?

Once you are done

Job Resp ibviliti e .
= UL - — writing the required | Cancel EESELY
3] x « B I u = a2 x* A~ TI~ & Fr - R~ = § E b
2 Rl-» alBg : information for your

i
Bl
il
1
4

Hequi,ed's.m,swuamaﬁm New Open Role, click “Add Job” Button in

BE % J B I U 85 x x® A~ T~ & /- - =~ =

the bottom Right-Hand corner of the screen.

* ] e L3 - = ? L

Once you click “Add Job,” all information will

be saved and may be edited later.

To add a candidate to your job, click on the magnifying glass and add the candidate. They will
then appear on the screen below.
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Sr. Scientist/Sr Engineer Technical Transfer- @ @ s =Q < @@L $
#20384 - Lexington, MA Ha®d
[+ 1 Jhws =0
3 2 1 0 1 0 1 0 0
Mew On Phone Account Hiring Clignt Interview  Offer Hired
Hold  Screen Manager Manager Approved Extended
Review Review
5 months age fodal candidates: 351 showing: 8 selected: 8 I fours age,
Anant Raina yd Moumita Bhattacharya =
S Sclentist, Formulation Development | i\f Seeking Fultime pesition in the feld of D f?
Alcami [AAIPharma Services Carp.’ Gam @ ata Science | University of Delaware e
oridge Major Labo... | © Priladalphia, PA 4
‘Wilmingtan, Marth Carclina Area i‘r f{
in] e W =
OE/23/2078 O6/23/2079 O6/23/20719 08/23/20058
Amit Gangar yird B Gina Altaras il
Formulation Scientis! | Movavax Inc. f.f Sr. Engineer | Modema Therapeutics f?
amitgangar@gmail.cam | (716 318-0878 = Greater Boston Area )
2B Myrtle Straet Watertown MA 02472 Y| @ Yr ©
%o |l @ %
pAdfpes 2 g
Test- RA - #26200 - Boston, MA BRAZIACEQL@HLNSTABED
oo =0
1 0 0 0
New 1 Phone Screen Actount
Manager Revisy
A 058 a0 fotal candidades: 1 | shawng: 7 | seleched | A mveulas 600
Test-Henry D.a ¥ B
o
7 @
by
w =
DE082027 08082021
Another way to add a job for a particular client is to go to this screen for the client.
B Jobs = & Snapshot IE Hiring Foracast Client Info
Menu | @& / Translate Bio / jobs openrevenue:$0 & = @ ¢
Project Team:
Etic-Lead, Exacutive roles
Katja-Scientific
Danielle-CMGC
Conor- Analytical
Madeline-Sourcing
: ; R0} i i iz cs = = . (]
Sr. Scientist/Sr Sr. Scientist, Analytical Scientist/Engineer
Engineer Technical CMC Technical Transfer
Job ; 20585 | | Job it 20689
TranSfer FPositions: dof i fited FPuositions: 0 of 1 filed
Job #: 20284 | | Location: 29 Hartwell Ave, Lexington, MA | | Location: 25 Hartwell Ave Lexinglon, MA 02421
Foszitions: 0 of 1 fitled Tvpe: Full Time {Salaried) Trpe: Full Time (Salariad)
Locstion: 20 Hartwell Avenus, Lexington, MA L G
i e e fesneey | Hiring Manager Hiring Manager
Hiring Manager Not Set Not Set
Not Set
51 2 3 0 1] 88 1] ] 0 o
145 o 2 ] 0 & months ago 4 haurs ago 4 months ago 4 minutes age
S0 $0
& moriths ago a day ago
0 | KH G5

Scientist, CMC

Scientist, Analytical
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Click on the down arrow on the tabular “Jobs” and then click “Add Job”. It will open a screen

displaying the screen below:

" sgbio ) 3 Jobs ~ L Snarf

Meru & / |ob / add job 4

n
5

Translate Bio o
Type Job Title Here

% Mot Set

Tvpa: Fuil Jime (Satertaa]
Engegarment Trpa: Comtingancy

Not Set

Nok Set 1ot

Fpaing Sras:

Client Overview

=] x s B 1 u A- T~ & Fro- =m- = = = I
@ @ D C il Add Job
L .

Fill out the Job Title, Job Title for Ads, Type (RPO/Contingency), Primary Recruiter, Location &
Status (Draft/Open/Closed). Proceed by filling out the job summary, responsibilities,
qualifications and then click “Add Job".

The “Add Client” Button

General Client Information

Using the “Add Client” Button, you can add Clients and their E‘::_*Nm e

Source: Not Set
Client Web Site: Client Web Site
Account Manager: Primary Account Manager Unassigned

information directly into Kortivity. To add a Client, please fill out

the following information: The Client's Name, Account

. . . . Client Contact Information
Manager, Location, and the Client Overview. The Client

Location: Primary Location
Overview will be provided by your Client or can be written up by | Phone: Frimary Phane Number

Recruiters using the Company’s information from their | Client Overview

Not Set

Cancel Add Client

Website. Once you are done, click “Add Client.”

To make an update to the client click into the section you are

looking to update and you should be able to edit as needed.

The “Add Person” Button Full Name

Current Title at Company Name

Primary Phone Number | Email Address
Address City, State Zip

Source: Not Set

Type: Not Set Years Experience: Not Set
Sourcer:  Ann Darda Primary Recruiter: Al
Archived: No Include in Bulk Emails:
Linkedin: ~ Not Set Other:

Facebook: Not Set Twitter:
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Using the “Add Person” Button, you can add Potential Candidates and their Information

directly into Kortivity. To add an employee from a company, it is required to fill out the following
information: Full Name, Current Title, Company Name, Phone Number and/or Email, Company
Address, Source, and Type. You may fill in a “Summary of Experience,” “General Information,’
and/or “Tags” (this is similar to the layout on the “Add Job” Page). Please note you can upload
resumes on this page. When you click on the green Upload Resume button on the bottom right it

will parse the resume and add the details. Once you

click “Add Person”, all information will be saved and
may be edited later. Tags

Q, | Searchtags

Cancel Add Person

Summary of Experience

s B I U 5 o Av Tiv & Fv O =- E i

> = - s o Expanding Open Roles

e something

e
i
i
7

When you click on an Open Role (as seen on
General Information

Page 2 under “Understanding the Home

s B I U 5 w o€ Av Tiv & F+ O =- E i

Dl B R B S Screen”), Kortivity will take you to a new

e somathing

iii
fi
li
E

screen that details the Potential Candidates
for the Open Role. Another Numerical Flowbar will appear (very similar to the one under the
Open Roles on the Home Screen), which denotes the number of candidates at each stage of the
recruiting process.

Senior/Production Engineer, Device Manufacturing - #21063 - Providence, RI BEQ ®fOLD>
00 =0
0 0 1 0 0 0 1 1 0 0
New First Contact On Hold Phone Screen Account Hiring Client Approved Interview  Offer Hired
Manager Review = Manger Review Extended
19 days ago total candidates: 6 showing: 3 selected: 3 a day ago

Like the Numerical Flowbar on the Home Screen,
. Update Multiple Candidates x
the date in the bottom Left-Hand corner denotes

You currently have 3 candidates that will be updated to the status below.

when the Job was Opened, and the date in the | wewcandidate stats:

| v New
First Contact
Phone Screen
Client Approved
Interview

©On Hold
Candidate Declined
Disqualified Candidate

21 broadcast notifications to team
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bottom Right-Hand Corner denotes when the last activity on the position occurred. The Blue

Symbols in upper Right-Hand Corner enable you to do a variety of tasks. The Blue Box with an

Arrow Inside & allows you to Expand or Collapse Job Details. The Box and Pencil (< allows

you to update Candidates’ Status in the Application Process (i.e. how many are at which stage,
as seen on the right). The Magnifying Glass Q allows you to search for Potential Candidates.
The Eye @ jllows you to show or hide the details of the Formatted Job Position. The Two
Pieces of Paper & allows you to create a New Job from a Copy of this Open Position. The
Flow Boxes “* allows you to Manage Positions (i.e. Add an Opening, Close Selected

Opportunities, and Remove Selected Opportunities). The Blue Arrow < allows you to Show or
Hide the Menu to the Right. This Right-Hand Menu shows the Information of Hiring Manager,
Human Resources Contact, the Sci.bio Recruiter, and the Kortivity Account Manager. Below this

information you can see Recent Activity, any Attachments, and the Primary Job Location.

To Toggle between the Different Open Roles for your company, click the

€ 10f7 9 Arrows at the top Right-Hand Corner of the Page. When you click the

Arrow and Move to Another Open Position, you will see the same Screen

Format for your Other Open Positions.

Under the Numerical Flowbar you will find the Candidate Profiles, including their Name, Current
Job Information, Contact Information, and LinkedIn Profiles.

Francis Kankam 9 = Geoff Moodie % = Raman Bahulekar 9% =
Senior Engineering Gonsultant | ICQ CO ﬁ Vice President Of Programs | Medical De ﬁ Principal Scientist | Medtronic Inc. ﬁ
RPORATION © velopment Group of Boston © bahulekar@medtronic.com | ©
fkankam@comcast.net | (978) 521-5327 ﬁ geoffdsw@yahoo.com | (603) 321-1466 {,? (732) 960-1114 ﬁ
28 Victor Street Haverhill MA 01832 f? Greater Boston Area ﬁ Greater New York City Area ﬁ
& & &
A in W in A
& & &
04/01/2019 04/03/2019 03/16/2019 03/16/2019 03/16/2019 03/21/2019

If you wish to sort the Candidate Profiles by Application Date, Candidate Activity, Candidate Star

Rating, or Name, you can use

elatus Activity ~ Rating ~ Name IZ | the Tool Bar next to the

Arrows for Expanding Open

Role Details. This Tool allows you to sort your Candidate Profiles by Status in the Application
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Process, Application Date, Activity on their Profile, their Star Rating, and Name. The Symbol

to the very Right allows you to Toggle between Ascending and Descending Order of Profiles.

ECandidate @ Resume

Raman Bahulekar

Greater New York City Area

Current:  Principal Scientist at Medtronic Inc.
Education: Unknown

Opento:  Unknown
Work Auth: Unknawn

CONTACT INFO
Phone: @1 Cell: (732) 960-1114

SocialWeb: [ https://www.linkedin.com/in/rama...

Previous: Meditronic, Rutgers University, Rice University, Tsukuba, National Chemical Laboratory, TYRX Inc., Meiji Milk Products Co.

Email: @ Work: bahulekar@medtronic.cem
I, Personal: raman.bahulekar@medtronic.com

[P~ ]

When you Click on a
Candidate Profile,
you will Expand their
There

are Two Tabs to view

Information.

: g o their Profile in the
Interview Elzf"fedvm Hired

Candidate On Hold

Client Comments

Client comments

Candidate Summary

Questionnaires & Assessments
Sci.bio Recruiting Overall Rating

Experienced Principal Scientist with a demonstrated history of working in the highly regulated medical device industry. Skilled in Potymer synthesis and
devices, Combination (Drug &Device) products. Experience in launching medical device products, Quality System Regulation (QSR) and Regulatory aspects of medical device products. Strong research / product
development professional with a Ph.D. focused in Chemistry (Polymer) 1991 from University of Poona (Thesis work at National Chemical Laboratory, Pune).

Left-Hand
the

View

Upper

Disqualify Candidate

Corner via
Candidate
(shown to the Left)

and Resume View

Drug delivery

Set Rating

(shown on the Next

Page). Under Candidate View, you can see the Candidate’s Contact Information and a Summary

of their Experience, along with Questionnaires and Assessments, and their Interview Schedule.

You can also rate the Candidate out of Five Stars in the Upper Right-Hand Corner. In the Center

of the Screen will be a

Progress Bar  that

shows you where the

Candidate is in the
Application Process.
You can select any
Point in  Application

Process to place them
by the

appropriate Circle. You

at clicking
can also select if the
Candidate is “On Hold,”

“Declined,” or

“Disqualified.” In the Right Menu

= Candidate

 Fesume

Raman Bahulekar
Greater New York Cry Area

Curront: Prm:l:al uclrﬂﬂ at Mediranic Inc.
Rulgers Univaraity, Rice Usivarsity, Toukuba, Nalicnal Chemicsl Laboratory, TYRX Inc., Meii Mik Products Co,

Provivus:
Entvcatinn: Lriaoan
Open to:  Uinimomwn
Uniown
CONTACT INFO
Phone: & Gel: (73 BG0-1114 Email: &1 Work: behulkar@medtranic.com
1 Personal; raman barnskarmedionic com
Sacialweb: [ nitgs s .
reeraew Cter Hied
Exionced

ﬂﬂ Wo

Candidate On Hold Disqualify Candlidate

ord Online
FamanTenims [§ Accwstitmprande [ Domeioas g S or el 8 ot
Raman Bahulekar, Ph.D.

52 Providesce Bhnd . Keodall Pk, M) 06524
Home {732) 9601114, Cell (733 609 2602

mmkwgmannmc com

samaababulelon ™ & gmail com

Objective

Talomiod e pocamalicind ciaiisl, sending .o chollinglig Sachical
Managartal level pasition in an tnduse Jdevices,
that urtlizes my techmical b
science, and drug/pratein delivery area.
Profile

+ Espericnce o i RED smiromsen mad peodic develogessn ses wilin the mede deviee

of the Screen, you can view Recent Activity on the Candidate’s
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Profile, any Attachments (i.e. the participant’s CV and Linkedin Profile), and their potential

Commute to the Open Position.

Updating a Prospect

When a prospect, or candidate, is added into a req, they will appear as “New”, in blue. A bolder

Menu @& / Semma Therapeutics / Quality Control Engineer, Device Manufacturing (21395)

Quality Control Engineer, Device DEAICEQ L@ L KS
Manufacturing - #21395 - Providence, Rl <aWED
00~ ®0
12 126 17 0 0 0 0 1 0 0
New  First On Phone Account Hiring Client Interview Offer Hired
Contact Hold Screen Manager Manager Approved Extended
Review Review
3 months ago total candidates: 174 showing: 156 selected: 156 3 days ago
Stephen Doyle W @ Roger Coughlin W =
Senior Quality Engineer | Contract Manuf ﬁ Senior Quality Engineer | MicroGroup ﬁ
acturing ; ﬁ ® ric1124@gmail.com ﬁ ®
cobrad1@hotmail.com Gisater Bostor Ared
Woburn, Massachusetts ﬁ m ﬁ
@ @
o Y g W oG
06/23/2019 06/23/2018 06/23/2019 06/23/2019

color outline indicates that this record has not yet been opened. There are several icons down
the right side of each candidate’s card. The check mark is to select them, for example, to bulk

update status, or email more than one at a time.

The smiley face indicates whether the candidate is “Active” or “Passive”. Active is a smile,
meaning the candidate applied for this role directly. A straight mouthed face means the
candidate is Passive, and has been manually added to the req by a recruiter or sourcer. This
candidate may not actually be interested in the role, so there is a different level of screening that

would need to be done.

The eye icon opens their resume on the side of the screen, without navigating away from the

main job req page.

Once you have contacted a prospect, make sure to update them to “First Contact”. You can do
this by clicking on the prospects profile and updating the flow bar. Click on the “First Contact”
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and the prospect will be updated. Be sure to do this for every step in the recruitment process,

further details are below.

Sci.bio Recruiter Guide to Kortivity

CONTACT INFO
Phone:

Social/Web:

em@e— @

New First Contact Phone Screen
Applicant

Candidate On Hold

Email:

@ nitps://www.linkedin.com/in/step...

Account Hiring Client
Manager Manager Approved
Review Review

Candidate Declined

@I Personal: cobrad1@hotmail.com

Hired

Interview

Offer
Extended

Disqualify Candidate

CONTACT INFO
Phone:

L o

Candidate On Hold

First Contact Phone Screen

Email:

Social/Web: ) https://www.linkedin.com/in/step...

Account Hiring Client
Manager Manager Approved
Review Review

Candidate Declined

@ I Personal: cobrad1@hotmail.com

@ ® @
Interview Offer Hired
Extended

Disqualify Candidate

To make an update to the candidate record, click on the blue text and a box will populate to

make changes.

Qo
S Isci.bio
g o B Jobs » & Snapshot IE Hiring Foracast Client Info
Menu | @& / Translate Bio / jobs openrevenue:$0 & = @
Project Team:
Eric-Lead, Executive roles
Katja-Scientific
Danielle-CMC
Conor- Analytical
Madeline-Sourcing
; = DM F E = = o : DM
Sr. Scientist/Sr Sr. Scientist, Analytical Scientist/Engineer
Engineer Technical CMC Technical Transfer
Job #; 20386 | | Job 1 20889
Transfer FPositions: dof i fited FPuositions: 0 of 1 filed
Job #: 20384 Location: 29 Hartwell Ave, Laxinglon, MA Location: 28 Hartwed! Ave Laxinglon, M4 02421
Posifinns: 0of17 fitled | | Type: Full Time (Salaried) | | Type: Full Time (Salarisd)
L ocation: 28 Hartwel! Averue, Lexingfarn, MA . i
i e e ooty Hiring Manager Hiring Manager
Hiring Manager Not Set Not Set
Not Set
51 2 3 0 1] 88 1] ] 0 o
145 0 2 0 0 5 morniths ago 4 haurs ago 4 months ago 4 minutes ago
50 0
5 monifis ago & day ago
m . - - KH - - - cs
Scientist, CMC Scientist, Analytical
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SUMMARY

Test-Henry D.a

Address Gity, State Zip

Current:  RA at Sci.bio Recruiting
Previous: Unknown

Education: Unknown

Opento:  Unknown

Work Auth: Unknown

Tags: None

CONTACT INFO
Phone: Email:

¥ Home: Address jina 1 9Work: Address fine 1
Address fine 2 Address
City, Province Zip Gity, Province Zip

Socialeb: [ wot Set Not Sat
3 wot set
8 ot Set
¥ Relocation Preferences:  + Add

© Salary: Base: - | Bonus: — | Total: — | Hourly: —

GENERAL INFORMATION
B x = s B I U & x x¥ A~ T~ & 7#- 9~ =~ E - = - E = G-
% E = k & B ? o
Type something
ADDITIONAL INFORMATION
Type: Candidate Status: Placed by Us
Work Authorization: Not Sat Employment Preferences:  Mof Set
Years Experience: Not Sat Source: Linkedin
Archived: Mo Primary Account Manager:
May send SMS: Yes Primary Recruiter: | | x
Include in Bulk Emails: ‘Yes Sourcing Recruiter: P
Dy €520 pecord Createa: | Shereen De
Wedding Anniversary: Mot Set @ Assuncao
Middle Name: Not Saf Record Last Updated: | shereen@sci_bio
Nickname: Not Set Record Last Activity: |
Spouses Name: Not Set Recopt LagtActivly bmex

Last Recruiter Interview: -
Last Client Interview: -

Moving a Candidate Through the Stages to Hire Stage

When a candidate is first entered on a job they will be in the “New Applicant” stage.

“Disinie o

Menu | 48 ¢ Sciblo Recrulling | Jobs | Test RA[28208) | canodates | TestHenryD.a

= Canadidate & Resume § Compensation =< 0 , %

Test-Henry D.a

Current: 2

Pravious:  Unknoen

Education: Linknown

Open to:  LInknown

Wrk Auth: Linknsen

Tags: Hone
CONTACT INFO
Fhone: Email:
socisieb: [ Search Linkedin for Test-Henry D a

Fnong Screen

Client Approved Interiew

Apphed:
Candidate Type:
Buhmittad Bu-

Last Activity: a few seconds ago
¥ PUCIZMBESE

Candidate Link: = Mips ik
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Once you have communicated with the candidate you can click on “First Contact” and you
will see the candidate move through the stages.

= Candidale & Resume § Compensation <449

Test-Henry D.a

Current:  al
Previous:  Unknown
Educatien: Unknown
Opentor  Unknown
Work Auth: Unknown
Tags: None

CONTACT INFO
Phone: Email:
Sociaiweb: [ Search Linksdin for Test-Henry D.3

First Contact Ehone Screen Cent Approved Intervisw Hired

Accournt H-nnP orter
IManager Review Manager Rowow Extended

Candidate On Hold Disqualify Candidate
Applied: 08/08/2021 Last Activity: a fow scoonds ago
candidate Type: Passie Candidate Link: = nips (kTy plicizMMET

When you click on “Phone Screen” you will see the following screen.

Schedule Interview for Test-Henry D.a X

Name enter the name of the interview (e.g. Phone Screen)
Type Recruiter Phone Screen v
Company Sci.bio Recruiting
Position Test- RA
Date enter date of the interview =
Time enter start time o] to enter end time 9]
Time Zone US/Eastem v
Notes enter any notes

[0 schedule this interview on my calendar

[J schedule this interview on my planner
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When you click on Account Manager Review, an email template will appear. You also have
the option to not send at the bottom of the screen.

Send Candidate to Eric for Review x

]
4
1]
4
iii
4
lil

< B I U & x x A~ T~ 6 #F~ 9O~

il
[_al
[ )
4

00

=) - 1S - = (1] ? >

Please fake a look at Test-Henry D.a for the Test- RA position and let me know your thoughts.

(7] Do not send a message to the Account Manager Save Message Draft Cancel m

To not send a message, confirm you will be updating the status only.

Send Candidate to Eric for Review

Warning! No message will be sent to the Account Manager for this submittal.

Do not send a message to the Account Manager Save Message Draft Cancel Update Status Only

When you click on “Hiring Manager Review” an email template will appear to send. Edit as
needed. Once again you have the option to not send a message at the bottom of the screen.
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Submit Candidate to Hiring Manager x

<L B I U & x x A~ T~ & 7/~ -~

i
4
i
4
iii
4
lil

il
=
L]

&
i
|

k = e B 2 o

Please take a look at Test-Henry D.a for the Test- RA position and let me know your thoughts.

[J Do not send a message to the Hiring Manager Save Message Draft cancel m

When you click on “Client Approved” no screen will populate and the candidate will be moved
forward.

When you click on “Schedule Interview.” Enter relevant details. You will have the option below to
add to your planner and calendar.
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Schedule Interview for Test-Henry D.a x
Name enter the name of the interview (e.g. Phone Screen)
Type Client Phone Interview v
Company Sci.bio Recruiting
Position Test- RA
Date enter date of the interview 2]
Time enter start time 0] to enter end time 9]
Time Zone US/Eastem v
Notes enter any notes
[ schedule this interview on my calendar
[J schedule this interview on my planner

When you click “Offer Extended” you will see additional information required. Enter relevant
details.
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Additional Information Required X

Client Information
Name Sci_bio Recruiting
Billing Contacts
Payment Terms Upon Receipt, NET 10, NET 30, etc.

Industry Sector Technology, Manufacturing, efc

Placement Information

Source Linkedin

Title Test- RA

Start Date June 23 2021 =i

[ this is an estimated start date

Employment Type Full Time (Salaried) w
Annual Salary 1
Bonus: @ Percentage O Dollar

Annual Bonus Bonus amount, 15%, 5,000, etc %

Benefits Medical, dental, paid fime off, flex fime, matching 401k, efc.

Placement Fees

Type Amount Retention Additional Details
There are no confract fees configured for this job.
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Candidate Referred To Us By

First Name

Email

Jalne

jane.smithi@gmail.com

Sci.bio Recruiter Guide to Kortivity

Last Name

Phone

Smith

(512) 367-5309

Address Line 1 123 Main St.
Address Line 2 Swite 200
City Austin State = Zip 78T
Additional Information
« B I E x ¥ A~ T~ & F- 9 =~ = - = - = =
13
% H - 4 = 4 7 s

Cancel Set Status fo Offer Exdended

Click Add fee to add details for the contract fee.
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Add New Contract Fee

Fee Type Percent First Year Candidate Salary (on Start)

Amount Enter amount of fee

Retention Period Enter number of calendar days

Additional Details Enter additional details

Cancel

The same screen will appear to confirm if there have been any changes. Confirm any changes.
And click “Set to Hired”
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Additional Information Required %

Client information

Name Sci.bio Recruiting
Billing Contacts
Payment Terms Upon Receipt, NET 10, NET 30, eic
Industry Sector Technology, Manufacturing, elc

Placement information

Source Linkedin

Title RA
Date Accepted June 09 2021 =]
Start Date June 22 2021 =]

[ thiz is an estimated start date

Employment Type Full Time (Hourly) v
Estimated Hours 4 Weekly v
Hourly Rate 5 | 35 Hourly v

Bonus: ® Percentage O Dollar

Annual Bonus 5% %

Benefits Medical, dental, paid fime off, flex fime, matching 401k, efc
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Flacement Fees

Type

There are no contract fees configured for this job.

Amount

Candidate Referred To Us By

Retention

Sci.bio Recruiter Guide to Kortivity

Additional Details

First Name Jane Last Name Smith
Email jane. smithi@gmail com Phone {512} B67-5309
Address Line 1 123 Main 5t
Address Line 2 Suite 200
City Austin State TX Zip Ta70
Additional Information
s B I U & % x A-T- 8 7. §-2. 2 - = - =

% E - k & o B 1

ype something

Cancel Set Siafus to Hired
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The “Send Feedback” Button

The “Send Feedback” Button allows you to send Feedback to the Kortivity Developers and
Programmers who work to improve the system. If you ever have any suggestions (i.e. a button or
tool to make things easier) please write them in this box and click “Send.” This Kortivity Feature
also allows you to upload Screenshots and other Files that may be helpful to program

developers (up to Three Files).

Installing the Sci.bio Chrome Tool

The Sci.bio Chrome Tool will help you with Sourcing via Linkedin. Specifically, it will allow you to
upload Potential Candidates from Linkedin to Kortivity without having to manually upload

anything into the system.

To Download the Chrome Tool, you will need to download the file the Chilca and Likor tool from
the Google Drive (this will be shared with you your first week of working for Sci.bio via Google
Drive; if you have any problems finding this file, you can find it under the Google Drive “Team
Folder” under the folder “Technology Tools”). Once this file is shared with you, click “download.”
Once it is fully downloaded, open Google Chrome and in the Upper Right-Hand Corner of the
Screen, click the Three Vertical Dots. Once you click the Three Vertical Dots Button, it will open a
menu with options. Click “More Tools” and from there click “Extensions.” It will then bring you to
the Google Chrome Extensions Page. Once you are on that page, click “Load Unpacked.” This
will bring you to a screen where you should select the downloaded zip file wherever it has been
saved to your computer. Once you click that and press “Select,” the Sci.bio Chrome Tool will
appear in its own box on the Extensions page. Make sure to slide the Blue Circle in the Blue Bar

to the Right so it is Blue and not Gray (this means it is visible on your Chrome Browser).

Questions and Contacts

If you experience any Technical Difficulties Accessing or Using Kortivity, please contact Shereen

De Assuncao or Allison Ellsworth .



mailto:allison@sci.bio

