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1.1 How to Register a Company Account
1. Navigate to the PCI SSC Community Job Board:

logn rAcs @ 1IN B3
» Security @
Standards Councll Q, Search

PCl Qualified Professionals Products & Solutions Listings

Training & Qualification Events Get Involved

Newsroom Resources

i
PCI SSC Community & 28

Job Board

Home

@ LoginRegister Posta Job

Welcome to the PCI SSC Community Job Board! The PCI SSC Community Job Board is designed to give payment security companies and
professionals a centralized resource for finding skilled talent and roles within the industry.

Keywords Location [ Remote positions only _

logh FAQs @ In B3 B
» security .
Standards Councll Q, Search

PClI Qualified Professionals Products & Solutions Listings Training & Qualification Events Get Involved Newsroom Resources About Us

PCI SSC Community

Job Board

Welcome to the PCI SC Community Job Board! The PCI SSC Community Job Board is designed to give payment security companies and
professionals 2 centralized resource for finding skilled talent and roles within the industry.

eygids Locaion UiRemats positionz only _
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3. REGISTER an account by entering all the necessary details.
Note — Usernames are unique per user. You will receive an error message if another user already
has the same username in place and will you will be required to choose a new username.

My Account

Home / My account @ Login/Ragister ‘# Shopping Cart

Login Register
Username or email address * First Name *
Password * Last Name *

) Company *
Remember me pany

- Enter your company

Username *
Lost your password?
Email address *

Password *

Company Type: *

A description can go here.

Your role *

[ ~]

1.1.1 User Account Role Descriptions

Below is a summary description of the options included in the drop-down menu of “Your role” as part
of the registration account process.

Your role *

Human Resources v

Human Resources

Recruitment Specialist
Project Manager
Primary Contact
Secondary Contact

e Human Resources: an individual that works within the human resource department or supports
the activities conducted by their respective company’s human resource department.

e Recruitment Specialist: an individual that supports their company in filling staff vacancies and
supports overall hiring and recruitment efforts.

PCI SSC Community Job Board, User Guide, Version 2.0 July 2023
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e Project Manager: an individual responsible for the planning and implementation process of a
project(s) at their respective company.

e Primary Contact: As a PCI SSC Participating Organization, serves as the primary point of
contact for business needs and matters.

e Secondary Contact: As a PCI SSC Participating Organization, serves as the secondary point of
contact for business needs and matters.

1.1.2 User Account Participation Level Description

Below is a description of each of the Participation Level options included in the drop-down menu of
“Participation Level” as part of the registration account process.

Participation Level *

General Public or Non-Participating Organization v

General Public or Non-Participating Organization

PCI SSC Principle Participating Organization
PCI SSC Associate Participating Organization
PCI SSC Assessor

e General Public or Non — Participating Organization: an organization that does not
participate in the PCI SSC Organization as a listed Principal Participating Organization,
Associate Participating Organization or Assessor.

e PCI SSC Principal Participating Organization: an organization that is registered and
actively listed as a Principal Participating Organization with PCI SSC.

e PCI SSC Associate Participating Organization: an organization that is registered and
actively listed as an Associate Participating Organization with PCI SSC.

e PCI SSC Assessor: an organization that is actively listed as an: ASV, CPSA, QPA, QSA,
3DS, P2PE, PFI, Secure Software/Secure SLC Assessor, or PCI Recognized Lab.

Please note that all registration account information is validated against the PCI SSC Portal. As part
of the user account approval process, a user’s participation level can be updated. If a user’s
participation level is updated from their original submission, the user will be notified of the change.

PCI SSC Community Job Board, User Guide, Version 2.0 July 2023
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1.1.3 User Account Confirmation

At this point, your account will be submitted to the PCI SSC Community Job Board Moderator for approval
to purchase and post job listings. You will receive email confirmation once your account has been

approved.

My Account

Home / My sccount

Login

Username or email a

Register

ddress * First Name *

Last Name =

Company Name *

® Login/Register §Shccp ng Cart

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.
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1.2 How to Complete a Job Listing

1. Once your Company Account is approved, you will be able to login to the PClI SSC Community
Job Board. Once logged in, you will arrive at your Account Dashboard. From here, you can view
recent orders, manage billing information, and view and edit account details.

My Account

Home / My account

My Jobs
Orders
Addresses
Account details

Logout

® My Account Q Shopping Cart

Hello pshu1996 (not pshu19967 Log out)

From your account dashboard you can view your recent orders, manage your shipping
and billing addresses, and edit your password and account details.

My Job Packages

Listing
Duration

Package Name Remaining Featured?

10 Free Listings Pack - Principal Participating

s > 10 45 days No
Organization Benefit

2. From the Account Dashboard, CLICK on MY JOBS.

My Account

Home / My account

My Account
Orders
Addresses

Account details

@ My Account Q Shopping Cart

Hello pshu1996 (not pshu1996? Log out)

From your account dashboard you can view your recent orders, manage your shipping

and billing addresses, and edit your password and account details.

My Job Packages

Listing
Duration

Featured?

Package Name Remaining

10 Free Listings Pack - Principal Participating

o 10 45 days No

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.
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1. From My Job Dashboard, to begin a job listing CLICK on ADD JOB.

My Job Dashboard

Home / My Job Dashboard ® My Account Post a Job
My Account Your listings are shown in the table below.
Title Filled? Date Posted Listing Expires
Orders You do not have any active listings.
Addresses @
Account details
Logout

2. Next, you will complete the Job Listing with your job details.

*Please note that the following fields are required: Job Title, Job Type, Job Category, Description

of Job, Application Email/lURL, Company Name, and accepting the Terms and Conditions. The

maximum dimensions of logo upload are 140x60px.

Home / Post a Job @ My Account Posta Job
Your account You are currently signed in as dard 2 Sign out

Job Title

Location (optional e.g. "London

Remote Position (cptional) L Select if this is a remote position

Job type e
Job category Choose a category...
Description B I|= =|& W

PCI SSC Community Job Board, User Guide, Version 2.0
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3. If you have started a job listing but would like to return later to complete the posting, you can

CLICK SAVE DRAFT and your job posting will be saved to your account.

*Please note the Terms and Conditions must be accepted each time you go into the draft to save.

Company Details

[
)

Company name Enter the nam

Website (oetiona http://

| accept the Terms and Conditions.

4. If you have completed the details for your job listing and are ready to submit the Job Listing for

approval to be listed on the PCI SSC Community Job Board, CLICK PREVIEW.

Company Details

Company name Enter the name of the company

Website (optiona http://

Tagline (options Briefly describe your company

Logo (optional Nofile chosen

sions: 140 x 60px. Maximum file size:

| accept the Terms and Conditions.

PCl SSC Community Job Board Terms and Conditions

Last Updated: 30 January 2023

These Terms and Conditions (the “Terms”) govern your use of all PCI Security Standards Council (the “Council,” “we" or “our”)
Web sites, Web pages, domains, portals, registries, job posting boards, and other enline resources (collectively, the
“Services"), including but not limited to resources used to provide or in connection with online Council meetings and

events. Notwithstanding the foregoing, the Council may from time to time require users of specific Council portals, services

or resources to agree to corresponding additional or separate terms and conditions (“Additional Terms”), and such

)

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.
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5. Here, you can see the Preview of the Job Listing as it would appear to potential applicants on the
PCI SSC Community Job Board.

Home / Post a Job @ MyAccount Posta Job

Preview

Sample - Director of Compliance
@ Boston, MA, USA (Remote) 3 Posted 1 second ago =35,000 USD

Q ABC Company

Job Summary

« We are seeking a detail-oriented, thorough, and organized director to join our growing organization. In this position, you
will play a key role in departmental planning and oversee your team’s progress. You will be tasked with finding innovative
ways to enhance productivity while ensuring compliance with all rules and regulations. Candidates should have a strong
working knowledge of performance and operations management to optimize productivity and employee satisfaction.

Duties & Responsibilities

Develop and implement plans and objectives for the department in an effective and innovative fashion

Oversee and coordinate daily operations

Maintain compliance with external regulations and internal policies

Assess and report progress in meeting department objectives

See to department staffing needs (e.g. interviewing, hiring, new hire and ongoing training, annual evaluations, etc.)
Participate in budget development and monitoring of expenses

Oversee events and conferences as needed

Generate necessary reports for the executive team: read subordinates’ reports
= 2 2 Qualifi

6. If you would like to make edits, click EDIT LISTING to return the previous screen and update your
Job Listing

Post a Job

Home / Post a Job @ My Account Post 3 Job

Sample - Director of Compliance

@ Boston, MA, USA (Remote) =)

é ABC Company

Job Summary

If you are satisfied with the Job Listing as displayed in the Preview, CLICK POST YOUR JOB to

purchase your listing package.

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.
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Home / Post a Job @ My Account Posta Job

Preview

Sample - Director of Compliance

@ Boston, MA, USA (Remote) £ Posted

é ABC Company

Job Summary

7. Onthe purchase page, CHOOSE the desired Package and CLICK SUBMIT.

Post a Job

Home / Post a Job @ MyAccoum [ Postasob

Choose a Listing @

Purchase Package:

gle Job Listing - PCI SSC
dhmmunity Job Board

Single Job Listing

Listing for 70 days

$0.00 Promotional Price

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.

July 2023
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8. Enter the billing information.

Checkout

Home / Checkout @ My Account 2 shopping Cart

o -

%

ingle Job Listing - PCI SSC Community Job Board” has been added to your cart. _

Billing details Additional information

First name * Last name * Order notes (optional)

Company name (optional)

Country / Region *

United States (US) =

Street address *

House number and street name

Apartment, suite, unit, etc. (optional)

Town / City ®

State *

Massachusetts ~

When your details are complete, CLICK PLACE ORDER.

Email address *

Your order
Product Subtotal

Single Job Listing - PCl 55C Community Job Board = 1

£0.00
Job Listing: Sample - Director of Compliance
Subtotal §0.00
Total $0.00
PCI SSC Community Job Board, User Guide, Version 2.0 July 2023
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9. You will receive confirmation that the order has been received and a copy of the full details will be
sent via email to the email address used to register the account.

Community Job Board Confirmation Screen

Home / Post a Job @ My Account Post a Job

Thank you! Your job listing has successfully been submitted. Your listing will become visible on the PCI SSC Community

Job Board once approved. My Job Dashboard

Email Confirmation

Thanks for shopping with us

Hi Sample.
e have finished processing your onder.

[Order #392] (January 26, 2023)

Product Quantity Price

Single Job Listing - PCI SSC Community Job
Bosrd

1 $0.00
« Job Listing:
Sample - Director of Compliance
Subtotal: $0.00
Total: $0.00

Billing address

Sample Sampie
ABGC Company
401 Edgewster Pisce
Suite 600
Wiakefield, MA 07850
123-456-7890
ialisti o itystandards. ong

Thanks for shopping with us.

FCISSC Cammunity Job Boand

At this point, your Job Listing is under the review of the PCI SSC Job Board Moderator for approval to be
listed on the PCI SSC Community Job Board. You will receive an email notification when your job listing

has been approved and is active on the PClI SSC Community Job Board.

For questions, please contact the Job Board Moderator at communityjobboard @pcisecuritystandards.org

PCI SSC Community Job Board, User Guide, Version 2.0 July 2023
© 2023 PCI Security Standards Council, LLC. All rights reserved. Page 14
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1.3 How to Edit a Job Listing

If needed, job listing edits are simple to make once the listing is active on the PClI SSC Community
Job Board. To begin editing the listing, visit MY JOBS.

My Account

Home / My account

My Account

Orders

Addresses

Account details

Looaout

@ My Account § Shopping Cart

Hello pshu1996 (not pshu19967? Log out)

From your account dashboard you can view your recent orders, manage your shipping
and billing_addresses, and edit your password and account details.

My Job Packages

Listing
Duration

Package Name Remaining Featured?

10 Free Listings Pack - Principal Participating

R ) 10 45 days No
Organization Benefit

From My Job Dashboard, you will see all active, draft, and historical job listings that you have

created. Find the job listing that needs to be updated and SELECT the EDIT option under the job

listing.

My Job Dashboard

My Jobs

Home / My Job Dashboard

My Account

Orders

Addresses

Account details

Logout

® My Account Post a Job

Your listings are shown in the table below.

Title Filled?  Date Posted

g Director July 24,2023  September 7, 2023
- u eptember
BT - )Verkfied | > | Ouplicere | - [[EEEEE T ? ,

Listing Expires

From here, you will be directed to the job listing page where you can make the appropriate updates

and resubmit the job listing to be re-approved by the Job Board Moderator and listed with the

updates.

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.

July 2023
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Post a Job

Homa / Post a Job

Your account You are currently signed in as

@ mMyAccount Posta Job

Job Title

Location (optiona e.g. “London

Remote Position (cstiona O Select if this is a remote postion

Job type <Fi T

Job category Choose a category...

Description B I |= E=E|& &8

Note — the previous version of your job listing will remain active on the website until the updates are
approved by the Job Board Moderator. You will receive notification when the job listing has been

approved and is active on the PCI SSC Community Job Board.

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.

July 2023
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1.4 How to Duplicate a Job Listing

If you have created a job listing and would like to duplicate the listing, you are able to do so in a few

steps. From your Account Dashboard, CLICK on MY JOBS.

My Account

My Ao Hello pshu1996 (not pshu19967? Log out)

oot Organization Benefit

Orders My Job Packages
Listil
Addresses Package Name Remaining . |n.g
Duration
Account details
10 Free Listings Pack - Principal Participating 59 45 days

Home / My account @ My Account gshopping Cart

From your account dashboard you can view your recent orders, manage your shipping
@ and billing addresses, and edit your password and account details.

Featured?

From My Job Dashboard, you will see all active, draft, and historical job listings that you have

created. Find the job listing that needs to be duplicated and SELECT the DUPLICATE option under

the job listing.

My Job Dashboard

Your listings are shown in the table below.

My Account

My Jobs Title
Orders Sample-Director Tien s
- u
B0 - Verkiiled EEB e

Addresses
Account details -

Logout

Filled?  Date Posted

Home / My Job Dashboard ® My Account Post a Job

Listing Expires

September 7, 2023

From here, you will be directed to the job listing page where you can make the make any necessary
updates and then submit the listing for approval to be active on the PCI SSC Community Job Board.

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.

July 2023
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1.5 How to Mark a filled Job Listing

Congratulations, you have filled your open role! To ensure that the PCI SSC Community Job Board
remains accurate for prospective applicants and talent, we kindly ask that you mark filled positions if
the listing has not yet expired. This will ensure that applicants see only available positions and also

ensure that you do not receive additional inquiries for positions that you have already filled.

To mark a position as filled, navigate to My Jobs from your Account Dashboard.

l'l’ MWWl

Hello pshu1996 (not pshu19967? Log out)

My Account
From your account dashboard you can view your recent orders, manage your shipping
@ and billing addresses, and edit your password and account details.
Orders My Job Packages
Addresses Listing

Package Name Remaining Featured?

Duration

Account details

Home / My account ® My Account Q Shopping Cart

From My Job Dashboard, you will see all active, draft, and historical job listings that you have

created. Find the job listing that has been filled and SELECT the MARK FILLED option under the job

listing.

My Job Dashboard

Home / My Job Dashboard ® My Account Post a Job
My Account Your listings are shown in the table below.
My Jobs Title Filled?  Date Posted Listing Expires
Orders Sam

plegon
- July 24,2023  September 7, 2023
Edit Duplicate .m uly 24, eptember 7,
Addresses
Account details -

Logout

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.
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1.6 How to Delete a Job Listing

If you have created a job listing and would like to delete the listing, you are able to do so in a few

steps. From your Account Dashboard, CLICK on MY JOBS.

My Account

Home / My account @ My Account

My Ao Hello pshu1996 (not pshu19967? Log out)

Orders My Job Packages

From your account dashboard you can view your recent orders, manage
and billing_addresses, and edit your password and account details.

Addresses Listing

Package Name Remaining Z
Duration

Account details
10 Free Listings Pack - Principal Participating
locout Organization Benefit

10 45 days

Q Shopping Cart

your shipping

Featured?

From My Job Dashboard, you will see all active, draft, and historical job listings that you have

created. Find the job listing that you would like to delete and SELECT the DELETE option under the

job listing.

My Job Dashboard

Home / My Job Dashboard ® My Accoun

Your listings are shown in the table below.

My Account

. s
My Jobs Title Filled? Date Posted
Orders Sample-Director

Account details -

Logout

t Post a Job

Listing Expires

- July 24,2023 September 7,2023
BTl - | Merkilled | > 3,os:ca:e i B '
Addresses

PCI SSC Community Job Board, User Guide, Version 2.0
© 2023 PCI Security Standards Council, LLC. All rights reserved.

July 2023
Page 19


https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pcisecuritystandards.org%2Fcommunity-job-board-jobs%2Fmy-account&data=05%7C01%7Cacary%40virtualinc.com%7C7dad07ab10a643386fd308db5ba69f78%7Cf0bdbbf2cd7649678c4c50a802746912%7C1%7C0%7C638204543432789362%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=3McQ9Fd4NdOfRta%2F4YLp6MVnAqdWGCuPajLqL4KzvL8%3D&reserved=0

» Security °
Standards Council

From here, you will be prompted to confirm the action of deleting the listing. If accurate, SELECT OK.

FUI SECUTILY Sidilud... 3 WIanCUInn redri - nu... v

www.pcisecuritystandards.org says

@ PCI SSC Community Job Board ,# Customize

A

’ Are you sure you want to delete this listing?

Your listings are shown in the table b n Cancel

Filled? Date Posted

You will receive the below confirmation message that the listing has been deleted.

Home 7/ My Job Dashboard @ My Account Post a Job

My Account

My Jobs

Orders

Sample-Director has been deleted

Your listings are shown in the table below.

Filled? Date Posted Listing Expires

Addresses

You do not have any active listings.
Account details ¥ 2

Logout ADD JOB

PCI SSC Community Job Board, User Guide, Version 2.0 July 2023
© 2023 PCI Security Standards Council, LLC. All rights reserved. Page 20
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1.7 How to View Orders
If you want to view your job orders,

From your Account Dashboard, CLICK on ORDERS.

My Account

Home / My account

My Jobs

‘ Orders >

Addresses

Account details

Looout

@ My Account §Shopping Cart

Hello pshu1996 (not pshu1996? Log out)

From your account dashboard you can view your recent orders, manage your shipping

and billing addresses, and edit your password and account details.

My Job Packages

Listing

Package Name Remaining Featured?

Duration

10 Free Listings Pack - Principal Participating 10 454 N
days o

Organization Benefit

Here, you will be able to view the details of your order and the number of listings you have under

each order by clicking VIEW.

My Account

Home / My account / Orders @ My Account é:’ Shopping Cart
My Account
My Jobs
. July 17, Pending $1.00 for 1
8 2023 payment item '
Addresses
Account details a 20 Pand $1.00 for1
o une 29, ending .00 for
ALESZ 2023 payment itern
Logout
June 29, $0.00 for 1
1859 n
2
i Gaa June 21, Complstad $0.00 for 2 -
2023 iterns
PCI SSC Community Job Board, User Guide, Version 2.0 July 2023
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