INSTRUCTIONS TO ATTACH EXCEPTION FORM IN

VECTOR VENDOR MANAGEMENT SYSTEM (VMS)

S—

When using either the “Non-Standard Job Title (Niche)” or “Standard Job Title — Rate Exception”
requisition classes in VITA's IT Contingent Labor Program, the hiring manager must complete the

Exception Form, obtain signature from the agency head, and attach the completed form on the
Approval page when creating the requisition in VectorVMS.

Step 1 — After entering all required information on the requisition in VectorVMS, the hiring manager

must complete the submission by entering a Justification Comment and attaching the Exception
Form on the Approval page, shown below.

N IT Contingent Labor MSP

Hi, test i
Dashboard ~ Create ¥  View ¥  Repois v  Adv.Search
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E] Create Requisition

Reports To Req_Status Start Date: End Date
testuser
Test Requisition (724332)

12012023 1213112024

Job Selection Details Skills Compliance

Required: ° Invalid data entered: &
Internal Approval Request

Instructions: Please enter any additional information necessary for the CAl VA ITCL Account Manager’s final review.
Assigned Approver Name Approval Level
Linda Leiby Final Approver
Justificati
Comment it:
071000
Justification Attachments

_Add New Attachment

Action  Attachment Type Description File Name

Created By

Created Date
Page 1)of1 Items per page: 3+

No data to display

Step 2 - Enter the justification for the position in the “Justification Comment” field, highlighted below.

AN IT Conting

abor MSP
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@ Create Requisition ez i = o
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Test Requisition (724332)
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Job Selection Details Skills. Compliance

Required: * Invalid data entered: &
Internal Approval Request

Instructions: Please enter any additional information necessary for the CAl VAITCL Account Manager's final review.
Assigned Approver Name Approval Level
Linda Leiby Final Approver

Position needed for new project
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Justification Attachments

4Add New Attachment
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Page 1 of1 Items per page: 4
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Step 3 —Attach the completed and signed Exception Form in the “Justification Attachments” section
by clicking on the “Add New Attachment” button. A new popup window, shown below, will display.

AN IT Contingent Labor MSP Hi, test
sty
el Reports To Req. Status Start Date End Date
[g Create Requisition
test user Draft 1210112023 1213112024
Test Requisition (724332)
o O
Job Selection Details Skills Compliance Approval
Required: * Invalid data entered: &
Internal Approval Request -
Instructions: Please enter any additional information necessary for the CAl VA ITCL Account Manager's final review.
Assigned Approver Name Approval Level x
Linda Leiby Final Approver Required: * Invalid data entered: &
Fill the fields, then click the paper clip icon to browse for a file to upload.
Justification Add Attachment
P e e e e Attachment Type Description File Name
¢+ Select File g | °
New attachments to add
Justification Attachments | R
B save | | @ Cancel
| LdAdd New Attachment |
Action  Attachment Type Description File Name Created By Created Date
{|Page|  1/of1 b |Vl ttems per page: ) No data to display

Step 4 — Select “Justification doc” from the “Attachment Type” drop-down list and enter “Exception

Form” in the “Description” field.

AN IT Contingent Labor MSP
LaborM>

Dashboard Create v View v Reports v Adv. Search
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[g Create Requisition ikl
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Test Requisition (724332)
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A e @
Job Selection Details skills Compliance Approval
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Instructions:
Assigned Approver Name
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Position needed for new project

Justification Attachments

L.dAdd New Attachment

Action  Attachment Type

{IPage|  1]or1 ) |41/ tems per page

-~

(@)

Approval Level

Final Approver

Please enter any additional information necessary for the CAl VAITCL Account Manager's final review.

Fill the fields, then click the paper clip icon to browse for a file to upload.

Add Attachment

Attachment Type

Justification doc s

Agreement

Description File Name

Exception Form Select File
Contract
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Guideline

Justification doc

Miscellaneous

Other h

Required

Req. Status
Draft

* Invalid data entered: &

B Save | (@ Cancel

Description

File Name

Start Date
12012023

Created By
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.

Created Date

No data to display

CURRENT JANUARY 1, 2024




INSTRUCTIONS TO ATTACH EXCEPTION FORM IN

VECTOR VENDOR MANAGEMENT SYSTEM (VMS)

Step 5 —Click the paper clip icon, select the Exception Form file from your computer, and click the
“Save” button.

N IT Contingent Labor MSP
LM

Hi, test
Dashboard eale ¥  View v  Reporls v  Adv.Seal Quick Find
P Reports To Req. Status. Start Date End Date
E] Create Requisition
testuser Draft 12/01/2023 1273112024
Test Requisition (724332)
A4
Job Selection Details Skills Compliance Approval
Required: ° Invalid data entere
Internal Approval Request

Instructions: Please enter any additional information necessary for the CAl VA ITCL Account Manager's final review.

Assigned Approver Name Approval Level | x

Linda Leiby Final Approver Required: * Invalid data entered: &

Fill the fields, then click the paper clip icon to browse for a file to upload.

Justification Add Attachment

Comment:

R T e e e 2 Attachment Type Description File Name

$ Select File g | °
New attachments to add
Justification doc 4 Exception Form Exception Form.docx g|©|
Justification Attachments ] [
| B save | (@Cancel| |

L.Add New Attachment |

Action  Attachment Type Description File Name Created By Created Date
14/ 4 'Page 1of1 b bl ltems per page: % No data to disp

Step 6 — A message, shown below, will display to indicate the form was successfully attached. Click
the “OK” button.

achNIT Contingent Labe

Hi, test
shboard  Create v  View v  Reporls v  Adv. Sear Quick Find
P Reports To Req. Status. Start Date End Date
g] Create Requisition
testuser Draft 12012023 12312024
Test Requisition (724332)
Job Selection Details Skills Compliance Approval
Required: * Invalid data entere
Internal Approval Request
Instructions: Please enter any additional information necessary for the CAl VA ITCL Account Manager's final review.
Assigned Approver Name Approval Level | x
Linda Leiby Final Approver Required: * Invalid data entered: ¥
Fill the fields, then click the paper clip icon to browse for a file to upload.
Justification Add Attach/
Comment: Uploading
Position needed for new project AttachmentT e, attachments
Exception Form.docx: @ °
Your attachment(s) has (have) uploaded successfully. You may enter more
New attachm(  ttachments or click ‘close’ if you are done,
| ©
OK
Justification Attachments ] I
{ Bsave| (@Close| |
L.6Add New Attachment
Action  Attachment Type Description File Name Created By Created Date
(@] Justificationdoc  Exception Form Exception Form.docx test user 11/07/2023 8:34 Al
141 Page 1/of1 b |11 tems per page: 4 Displaying 1-1¢
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Step 7 —— Additional documents may be attached if needed. After all documents have been attached,
click the “Close” button.

AN IT Contingent Labor MSP
Labor st

Hi, test

Dashboard Create v View v Reports v Adv. S¢

E] Create Requisition

Reports To

Req. Status. Start Date. End Date
testuser Draft 12012023 12312024
Test Requisition (724332)
o -« 4 4
Job Selection Details Skills Compliance Approval
Required: * Invalid data entered: &
Internal Approval Request .

Instructions: Please enter any additional information necessary for the CAl VA ITCL Account Manager's final review.

Assigned Approver Name Approval Level | x

Linda Leiby Final Approver

Required: * Invalid data entered: ©
Fill the fields, then click the paper clip icon to browse for a file to upload
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Add Attachment
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q New attachments to add
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Justification Attachments ]
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Step 8 — Click the “Submit” button when the requisition is ready to be routed through the approval
process within VectorVMS

N IT Contingent
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E] Create Requisition > e
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Job Setection Details skills Compliance Approval
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Justification
Comment:
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31/1000
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4Add New Attachment
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