Help Documents

Direct Hire 10R2

From the Associate tab click on the Prof/DH button as circled below:

[ Visifile T Address T Pay T Azg T =g T Intiesr T Report T Search T Sweitch

TarHist | ChkHist Dhs, cand | oramaten | ProtoH ) chy#s | [Contact Methods ~
Refresh | ResGen | Resumes | ResCorr Pastloh | GetwEp | SyncEixch | WishSetup | Phore  [[639] 485-3405¢
Mame: |Marshall, Mathew Mat Hametres: Fort Pierce, FL 34982 ResRect || |Emergenc|4074584040
CrderType: [TE | Hire Status: |Fi|e Pending | RateDesired: [$15.00 19 an File:
Email: E LocMema: |Lake Powel Active: ¥
UrnemClaim | 2472005 Asgd ¥ w

Action Message Rep Contact Customer Due

A B4742005( CuztomerD k| CustarmerD MAE mployee - warked thaugh rikrarner Fizher Muts r
A 594 2005(E rnail [Job O ppartunity Available rikrarner r
A 24420050 ebClient E|Sent email from ebClient: 2/4/2005 10:03:20 k. Subject:|dwood W
a 1/21/2005(50 QF Lette|test meg --Modified by virani on 01/21./2005 -tModified by wir]wirani 172272008 [
A 14212005 Available  |Available call if we get amything -Modified by dwood an 01/ dwood 912/2008)
shaialendel e etk el el . %
Recaord: [E] [ 1 [ 1] of 49

¥ Interest Codes EARNIE Customer JobTitle  origStart Pay  Order Prf

iccounting Clerk 11 Edit | Ord JLawrwood Hospital |Data Entry Oprtr | 8/8/2005] 8/8/2005) E7.00  B0.00 4205
Cashier Il Edit | ord [Fosefie Imports |Forklift 5/2/2008] 5/2/2008f0 20/2008)  oodf 0.0 4130
Drug Test Edit | 0rd [Crom Equipment  |Forklift 1/4/2008] 1/4/2008[1 /2002008 1200f 729 3977 CO
Forklift Edit | ord [Cawrmwand Hospital [&ccounting Cler2/23/2004]2/23/20042/23/2004]  45.00]  16.00 3875

Edit | Ord [Cawrwond Hospital |Data Ertry 0716/2004[0/16/20040718/2004) 000 0.00] 3747 CO
Edit | Ord |Lawrwood Hospital |Data Erty  |0715/2004018/20040/18/2004]  0.00]  0.00] 3747 DE

~ | | Record: @ 1 [ ] of 12

This will open the Direct Hire area of the Associate record. In the screens below the user can enter
information about what the employee is looking for in a direct placement position as well as salary and job
title information.

EL‘ Professional and Direct Hire Information

Professional | Salary/lob | Misc

Job Objective:|To secure a pozition with an Advertizing dgency where | can utilize my
education and experience az an Ad Executive

Differentiator: [Money|

WighLigt: |Metropolitan area, casual environment

Professional|15 years in the ddvertizing industiy
Summary:
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(continued)

The Professional tab has free form fields for entering the Job Objective, Differentiator, Wishlist, and
Professional Summary.

EL‘ Profezzional and Direct Hire Information

Professional | Salary/lob | misc

Current5 alary: $65,000.00 Current Title/Lkp: Account Analpst w8374
OtherCompensation: 5.000.00(  Desired TitlefLkp: Account Analyst W [|A374
DesiredS alary: $65.,000.00 ActivelySeeking: M
LocationDesired: Metropolitan Date Available: | jl2/1/2008)
Relocate: [

RelocateWhere: [4ny Metropolitan area

The Salary/Job tab is where the user can enter the Current Salary, Desired Salary, Location Desired,
Current Title, and Desired Title. They can also use this form to indicate if the employee is Actively Seeking.

EL‘ Professional and Direct Hire Information

Professional | Salary/lob | Misc

Misc Notel:

Misc NoteZ:

The Misc tab has two free form fields for entering any other information that did not fit in other fields in
this section.
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(continued)

From the Associate area of Tempworks click on the Address tab and the Status sub tab. In the Order
Type field select “"DH"” from the drop down menu to indicate that this employee is interested in direct
placement positions only.

Update | &) Unfiled:21 | () AsgWarn:é | ‘8% istDay:0 | (Z) 2ndDay:0 | €7 Confi22 | % WyCalls:24 | <@ T9Now:17 | [F] POWarn:0 | LU Activity:25 | §

b# | o | Inactives: O [Name Lkp:] [ SSH# Lkp: | [10% Li: | Mann, Erin 239-1820 SSN-373-87-4444 ]
I 11 R A N P

Vizifile T Address T Intwisw T Azg T PayHist T M=zg T Report T Search T Switch I

Status l Other ] Payroll ] UseiDefined ]
Refresh | DH Detail | Print I
NameiAldent!/ Status Hiring Information
Aot Date: | 2/28/2005] DeactDate:| | Profession: |All = Active: ¥
0 5598 g ——————————__ [ Ref Chkd
55M: [373-87-4444 Change SSN rderType: |TE - > Druge’AlcPolﬁcy: B
[ M i HireStatus : [File Perding - HarassPalicy: [
First Mame: [Erin | ticle: 13EpD ate: | 19 on File: ™
Mick name: OrigmtationD ate: |Anni\-’:| L
Fhone: [[ ) 239-1820 . Branch: [Memphis SE - S :n File-: v
s Stafflng.Spec. greggd - S Afet et B
—earing Adcres s InterviewBy: - wiabocReq |
Street: |4920 Pine Lane 9
Strest2:
[e;t = Wendar: -
e = 2g9an _ ‘W ashedStatuz [Unfamiliar - JobTitle: l:l
State: [MN d Zip: |5—51 23-
CaLirty: Background/Drug!Security/Briefing
Country: Securty Clearance: ;l DrugT est: -
Schoal: - Corwictions:

From the Order area of Tempworks click on the New Record button in the upper left of the
screen as shown below:

| | e | Inactives: (3 | Custhlame Lkp: ' | Crderd Lkp: ' hd
Vigifile T Crroer Details T POumizc T Azg T Candidate T hezzage T Directory T Switchboard l

The New Record button will open a form like the one below:

Drder Account Selection

Close Form To create an order, first select an account by supplying the name of the
Order Type:|DH -
4| person orthe name of customer . e I -

Custamer Lkp: |

Double click to select fram the following customer accounts which match your criteria

Customert ame | Departmentt ame | Branchname [Status [ Steeti [ City | Supervisar [ Cuistame|
Cram Equipment Accounting tdemphiz SE I 400 Main Street Fart Fierce Fizher. Brenda Fie105
Cram Eguipment Clerical tdemphiz SE H 123 Main Street Fart Fierce Sylvester, Bonnie | 778046
Cram Eguipment b ain ' arebiolize tdemphiz SE P 3300 Enterprize D) Fort Pierce wiliams, Leonard | 778668
Cram Eguipment MHarth "W arehouse tdemphiz SE H 3300 Enterprize D) Fort Pierce Fizher, Brenda F¥BED3
Cram Eguipment Primary tdemphiz SE I 3300 Enterprize D) Fort Pierce wiliams, Leonard | 10623
Cram Eguipment Saouth W arehouse tdemphiz SE P 3300 Enterprize D Fart Pierce wiliams, Leonard | 778622

Enter the customer name in the CustomerLkp: field and hit Enter on your keyboard to display a list of all
customer’s that match the criteria entered. In the Order Type drop down menu select a "DH” order.
Then double click on the customer name and department that the direct hire order should be created for.
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(continued)

fdain |Position| Candidates | Messages Eilling.-’DthelI

Job Information
# Required: 14 A 0| Job Code: 4380 | Type[DH ] Feex: [ 25.00% Salary/PayRiate: $E0.000.00 |
Job TitleLkp: |Seniul Accounting Clerk | Fes/BilRate: $15.000.00
Job Description: [[
Hiring Mgr/Supervizor todifu contact |
Fisher, Brenda [[5ET) 345-24534 | =2 |
Order Status: (Unfilled -
Pricrity: =

Directions South on Edwards Road

Sales Team: ;I Blanch:|Memphis SE ;I
Dress Code: Businass Casual
Start D ate: Monday, October 18, 2004
Start Tirne: 0200 End: 16:00 |
Duiraticn: |Indef ;I

In the Main tab enter the # Required, the job title in the Job Title/Lkp:, Job Description, and Start Date. On
the right hand side enter the Fee%, and Salary/Payrate to automatically calculate the Fee/BillRate. If
the HiringMgr/Supervisor field is not populated or the current information is incorrect click on the Modify
Contact button (circled below) to assign a different Hiring Manager or Supervisor to this order.

’*l i+ I F‘e"e$h| Search [ Contacts ] Orderid: 1002970 84 | Customer: Crom Equipmell %

Main IPDSition' Eandidalesl Messagesl BillingIDtherl

Job Information

# Required: 1| ﬂ.ﬂ.sg:| l]|Job Code: 4380 | T}'pe:|DH ~| Feex: 25.00% Salary#F'a_l,lFiate:| $60.000.00 |
Job Title/Lkp: |Seniur Accounting Clerk «| Fe=/BilRate: $15.000.00
Job Description: [
Hiring Mgr/Supervisor Modify contact I
Fisher, Brenda [[5561) 345-T36 33 i | =2 |
1] Setup contacts/roles for this order . .
J When the button is clicked the follow
form will be displayed. Highlight the
Roles

Roles on the left and the People on the
right and then click on the Assign role

HR Coordinator

Ordered By Assign role | | Fisher, Brenda [561] 345-3463x4

Report To b| | |Guamoey. Jolene (342) 3433423 button (as circled) in the middle to add
Wendor Acct Mar Halcomb, Jim (561 466-7788: ..

Marshall, Mathew [234] 234-2344x or change the Hiring Manager or

Wikam Loorad B81) 45 455t Supervisor for the order.

Type Lookup ContactM ame
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(continued)

In the Position tab the details of the position can be entered.

Main | Pasition | Candidates | Messages | Biling/Other |

Inty Job Opening Summary
The Position The Candidate
Principle Responsibilty: [Dversee Accounting Department. Responsible for al |recuired skils 7 Experience:
Finantial Reports CPA and 5 years minimum in the Accounting Field
SalaryRange: [55,000-50,000 # People seen; 4 | el Sl |
Wy Open: | lddeal Candidate (include companies they might come from):

Wy weould someone want thiz opportunity versus one from & competitor:
Excelert health benefits, 401K, flex plans

Top 3 Knock-out factors:

[

-

Hiring Manager and Process:
Wil interviewy with Accounting Department Manager, 2nd interview with CFO

3 mo=t important attributes for success in this role

To Conduct a Direct Hire Search:

From the direct hire order click the Search button as circled:

Hil fl+ I Hefleshr Search ] Contacts I

In the Interest codes/Resume tab the user can select Interest codes, Contact message criteria, and key
words and Boolean searches in the Resume criteria section.

EL‘l Run zearch | Order#: 1002970 SearchlD: 1018

Interest codes/Resume I Addiess/Status | Req Docs/Schedule | DOther Criteria |
Interest code criteria Contact message criteria
™| Match t iy &l
atch any [not necessariy all M Find only candidates with whom we've had contact within
View codes of type:  Select code o # Daps:
=
j " Find only thoze who called in available during this time
Resume criteria
Lkp InterestCode Fiesume Freshness In Days: #h| =
% |lﬁ.c-:c-untlng Elerk i Full-text zearch criteria:
* -

Record: I1| L || 1k |>I|HE| of 1

In the Interest Codes section enter any and all Interest Codes necessary, also, if the Candidate only needs
to match one (not all codes), click to check Match Any (not necessarily all).
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(continued)

In the Contact message criteria section indicate if the desired Candidates must have had some sort of
contact with the company in the past “X"” number of days. Or find only those candidates who have a
message action of “Available” in the past “X” number of days.

In the Resume criteria section and using the guidelines listed below, indicate any words or phrases that
should be included or excluded within a candidate resume.

FTMScript [ FTMExplanation

CFO and CPA Contains both "CFO" and "CPA"

Jawa near Coffes Containz "Jawa' that iz near "Coffes”

Jawa and not coffee Containz "Java" but does not contain "Coffes’
FORMSOF [IMFLECTIOMAL, dry) Containg some farm of the the ward "dry’

Saftware and training and " aord and not programmer Uze this ta find a software trainer who is not a progranmnier
[Coffee or Tea) and sugar Containg coffee and sugar or containg tea and sugar

arn or ford ar chiysler or honda or automotive or autarobile ¢ Macro far automotive

ISABOUT [ WWeighted automotive search

Education and Michigan State Containz "'Education’ and "Michigan State”

In the Address/Status tab the user can enter search criteria relating to an employee’s location, current
assigned status, branch, and type of order they would like to be placed on.

Interest codes/Resume Address/Status ReqDocs Other Criteria
Employee addiess and status criteria
City: [Eagan | [ SearchtlBranches: N oIIEII::Itl;:ecsatr..a?ll:ialtiztse?:;re
State: |MN | BranchMame ~ p| OrderType|DP ~
Zip: | | iz 5 hd OrderType:|TE ~
Country: | | hd OrderT ype:|TF ~
Phone: | | OrderT ype: WP ~
#| OrderType: “
Indctive: T
Azzighed: |
Unassigned: M
Ending Within: [
# Daps: 0
Mok Starting Withine T
# Days:
i
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(continued)

In the Req Docs tab the user can search for employees that have specific types of documents attached
to their record. The Category lkup field can be used to search for a category of required documents.
Otherwise the Document name and Authority can be selected from the corresponding drop down menus.

Interest codes/Resume Address/Status Req Docs Other Criteria

W rlauz Heguired fE Doenz i

Category Liur [N ]
Add Group Req Docs

cted Document Marme: Autharity:

K L[] I+
NEREEE

In the Other Criteria tab the user can search for Employees that have worked for a specific Employer or
Supervisor, as well as entering information for Direct Hire Order searches. Enter the information to be
searched in the appropriate fields.

Interest codes/Fesume Address/Status Feq Dacs Other Criteria |_

Crom E quipment

¥

$60,000.00
Eagan, MK

© 2005, TempWorks Software, Inc. All rights reserved Page 7 of 12



(continued)

Once all of the search criteria have been entered in the Order search screen then click on the Run Search
button as circled below.

i+ Run search Order¥: 4280 SearchiD: 1359

Interest codes/Resume Address/Status Feq Docs Other Criteria

Interest code critenia Contact meszage critena

r :
Match any [net necessarly all [ Find only candidates with wham we've had contact within

Yiew codes of type:  Select code -~ # Daps:

‘Language « | Bilingual-English ~
Eilingual-French [ Find only thoze who called in available during this time
Rilinnial-Herman

The results will be listed in a screen like the one pictured below.

Add names L |l CriteriaD escription
Address/status
Interest code
Regquery Message

Select all | Deselect al i Lirnit to list | Search agsin
to list

Email order info to
selected candidates

m Typ | Res | Emp | Resume | Doc % | Sched %
E SeIeCt . Rank Ratlng Date MatCh MatCh

g Fesume {7 Bnstoc. BanyBernard [234] 234-2344  Memphis 5E i}
| €| Fesume | [ Conners. Phil [333) 333-3333  Memphis 51 |:| TE 1] 7 [ili] 0o
] Q Resume [ Garnish, Joe [B55) BA5-R555  Memphis St O TF ] B 0.0 0.0
€| Resume | [ Johnson, TabithaS  [B51) 7739556  Memphis SE O 1M TE i i 0.0 0o
€| Fesume | [ Momis, Morrey [655) 555-6555  Memphis S O TF 1] 3 [ili] i3]
€| Fesume | [ Newman, Phil [212) 581-6430  Memphis St O TE i i 0.0 0.0
€| Resume [~ Wictorson, Mike [655) B55-5555  Memphis SE O TE 1} 4 0.0 00
| €| Resume | [ Wells. Marcie [B6E] BGE-6EEE  Memphis St O TF 1] 7 0.0 0.0

*Note — The information in this view can be sorted in ascending or descending order by clicking on the
column headers.

Add Candidates to the Candidates tab by clicking in the check box in the Select column next to each
name, then click the Add Names to List button to attach the candidates to the order.
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(continued)

Employees that have been attached to the order will be displayed in the Candidates tab. Candidates
can be added to this tab in two ways: via an order search or by clicking on the Add current applicant
button which will attach the employee that is currently open in the Associate tab.

(23 | Rl | Refresh | Search | Cohtacts | Drderid: 4280 @ | Customer: Alpine Inc == %
Main | Posiion | Candidates | Messages || Biling/Other
EName Phane City Branch Hankgoerl?ctﬁeity CandStatus Source Requery &
Add current applicant
EJ ohansen, Mary |[555] 555-5555 |E agan |Mern|:|his SE |D r |Eandidate v |
| | = |
& |M orriz, Morrey |[555] 5555555 |E agan |Memphis SE |D T |Candidate v |
| | = |
Eﬂliver, Thereza |[8‘I 0] B44-3456 |.&nnandale |Memphis SE |D || |Candidate w |
| |_= |
ﬂSmith,John |?1 B-EER1Z222 |H0met0wn |Memphis SE |D | |Candidate w |
| | = |
m Smith, Suzanne |[855]324-2344 |H eartland |Memphis SE |D | | |Eandidate w |
| |_= |
mThumpeL Hubert |[851] 7739556 |Maplew00d |Memphis SE |D | | |Eandidate w |
| = | L
Record: () < [ T )0 Hefts | < ' >

Most information and work to fill an Order can be done from this form:
* View Candidate’s record by clicking the Binocular Icon
* E-Mail Resumes to the Hiring Manager
* E-Mail Order information to the Candidate using the E-mail button
*Log Messages:
By changing the Candidate Status you will automatically log a message in the
Candidate, Order and Hiring Manager records

*Note — the candidate worksheet and any changes will stay with the order that they were
attached to.

Once all candidates are listed on the Candidate tab, place one candidate at a time on the order by
clicking in the Selected for Activity check box on the corresponding line.

*Note — Verify that the Fee/BillRate field is populated with the correct invoicing amount before creating
the transaction.
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(continued)

In the Messages tab the user can attach messages to this order and customer, and then link them back
to a contact and employee.

P*| i+ | Refrezh | Search | Contacts | Orderid: 4280 @ Customer: Alpine Inc -> %

Mai.n Position Candidates | Messages | Biling/Other

H@| Refresh | Edit | Link to Employes | Filker Qut Lows Priority | FilterByAction: v .
Link to Employee: | | V| To create a message. click on the new record icon.
Link to Contact: | | v| Optionally select the related employee/contact.
Date/Time Action Orderdit Docldit
¥ l12/23/2005 11:11:26 &K DHLsad L4 alisha 4280 L[
Ermployes: I k.4l mIpine might need and HR assistant they've been having trouble finding 7
Contact: Callhoun, Cathemn C [#A! riate candidate. E
Diue: Crp: s | 7
57| Orderld] 4280 Aident E
#12/23/2005 11:11:30 Ab - alisha 4280 E
E riployes:; E | X! 7
Comtact; C |K! E
Diue: Crp: A = El
57| Ordedd] Aicent| E
-
Jecord: [E] lil E]@ of 1 £ ¥

In the Billing/Other tab the user can create the invoicing transaction for the direct placement order.

Main | Postion | Candidates | Messages Billing/Other

Order Services |K Billing J)Direct Hire Report | {SplitallocationF orBeporting: |

Once the Billing/Other tab is open click on the Billing button (as circled above) and the view below will
be displayed:

Order Servicesl Billing I Diirect Hire Repart I SplikallocationForReparting I
Generate billing for selected candidates |
Cuztomert ame Amount InvoiceT ext
}| |Eru:um E quiprnent | $30.000.00 :'Ian::erner'ut fee for Gorman, Eemy | SeeT=n I_

Once the Selected for Activity Box has been checked for one candidate click the Generate Billing for Selected
Candidates button.

This will display the Customer Name, amount and Standard Invoice Text. (Invoice Text can be modified
if desired).

*Note - By clicking the Generate Billing for Selected Candidates button, the transaction is created and is
accessible by payclerk users so that invoice processing can be completed.
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(continued)

Generate billing for zelected candidates

Customerh ame Amount InvoiceT ext
[ 2 Crom E quiprent FA0.000.00 |Placement fee for Gorman, Kery SaaTxh

* SeeTan

Microsoft Access E3

Billing transaction generated, awaiting For approval by payrall

Record: I4| 4 || 1[IE |p||He| of 1

Clicking on the Direct Hire Report button will generate a report for all Direct Hires.

The billing will be listed as a transaction adjustment and will list the actual candidate’s name that was
placed on the order, as well as the amount of the placement fee for invoicing.

Employes Mame Customer Mame Aldent Department Hame (Feer ﬂ_« g AsgHist
Abron_ Jill ‘Alpine Inc ‘5022 ‘Energy ‘ e | 5 | Adin | Seesion
EHUU-T;I’H&E A Dvemides l Commands l Lookup l IngtantPay l Codes I_S_hifts.-’Timesi
Dayl Day? Diay3 Davd Days Dayh Day? THours  CaleOT 0OTPFlan AzsignmentPayrollM ote:
| 0] 0] 0] 0] 0] 0] 0] g
RHrs OHrs DHrs Wiiwarked Seq| Perfhlote Payiiiesk

0 0/24/07 0

Uinit | iceText
e ece e E mployeeF aproll ote:

Fetro pay testing

*]| | I |

Default adjustments? [~
see i | See sl ad |

Recard: 14 4[] 1k [ enr#] of 1

ERate $0.00 Salary $0.00 Llrits: 0| Papcods Reg | AcctCode
OF ate $0.00 SalanBil $0.00 LInitPay $0.00 Title code A0S - I =o| Location
LIritBill $0.00 | Title word Procsg Secy-|  Entitw/CClr
RiFisle $0.00 F Salamfpproved o (AT < Chk Deliv «| SubEntity
FRate $0.00 Cust ?h%ﬂvmce Branch  |Memphis € = | POMumber Reqturmber
AdiGross $0.00 AsglD 765 WEBINL  [12/31/06 = | ReplacesChi | CustExtral
FlexCode - | Supervisor CustExtraZ
Refresh from Asg | Vendordny CustExtra3
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(continued)

When the transaction is processed, the PayHoldCode of “F" (Direct Hire Fee) will be placed on the
Overrides tab in the Timecard Fullscreen. The Back Office will need to highlight and delete this

payhold code.

Hours/Rates  Owverides

| Commands

Lookup | InstantF'a_lrll Codes |

One-time Overndes

Stubkd erno:

15 -

FedwH: MoElecFay:
StatetwH: OTPayFactor
PapPeriods: -

MHetToGrogs: CalcHetT oGrozs

u Separate check

FPavHoldCode; -

u DuNutPushSubPa%

Since a paycheck should not be created for this transaction it needs to be processed as not containing
payable data. To do this, a payclerk or payadmin user must create a payroll run and then click on the
Flag transactions containing no payable data as payroll complete button to complete payroll for this

transaction.

Hel[l_tl

Yiew all unposted or unprinted payroll ung |

Desc

T Seeltans T Actions

Checks T

Erors T Reversals T Reizsues T Diirectary T Paybd ain ]

Payroll Caleulation and Check Printing

Once titme cards proofed:

Preview tranzaction report

Once caleulations correct:

Print pay checks

Repotta:

Flag tranzactions containing ho

Frint payroll run reports. Prints for all payable data as payroll complate.

Calculate payroll

Print pay checks restart

payroll runz that haven't yet had
their reports printed.

Abandon payroll run.

Review calculation log

Transactions assigned to this payroll
un get freed for azzighment to
anather run.

Post payrall

Print check report

Chooze Subcontractors bo pay

Process the transaction through Invoicing as usual.
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