Submitting Resumes 10R2

The easiest way to submit several resumes in Tempworks is through the Order/Candidate
Tab. A group of resumes can be submitted to a supervisor or hiring manager in one email
without having to individually open each employee’s record and attach their resume from the
document management area.

The employee must have a resume attached to their record. To attach a resume
manually go to the Associate area and click on the “Resumes” button from the Visifile as circled
below.
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When the “Resumes” button is clicked the user is navigated to the Document
Management form where documents can be uploaded and attached to the employee’s record.
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To upload a resume click on the “Blue Up Arrow Icon” button as circled above. This will
open a window where resumes and folders stored on the hard drive or on a network shared drive
can be viewed.
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Once the resume has been attached, choose the Resume selection from the Doc Type
drop down menu so that Tempworks will recognize this document as a resume; allowing the user
to do resume searches and utilize resume shortcut buttons throughout the system.
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The next step needed to submit multiple resumes is to open an order record where
resumes need to be submitted to a supervisor or hiring manager. The user can look at the
“Unfilled Orders” button on the Workflow toolbar, open a customer record and click on the
“SeeOrders” button from the Visifile or navigate directly to the order record and use the customer
look up or Order # look up fields to open the order as shown below.
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Double click on the record to open and display the order.
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The WComp, WKkSite, # Required, Job Title/Lkp, Start Date, BillRate, PayRate, and Sup
fields should all be populated in the Order Details Tab before a search is conducted or
employee’s are added to the Candidate Tab.

There are two ways to add employee’s to the Candidate Tab. The first is by doing an
Order Search, selecting employee’s by clicking in the Select check box in front of their name and
clicking on the “Add Names to List” button from the search results screen.
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The second way to add an employee to the Candidate Tab is by navigating directly to the
Candidate Tab for the order and doing a name look up for the employee as shown below.
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Now that there are employee’s on the candidate list, change the candidates to a status of
Submitted by using the Status drop down menu.
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Tempworks will prompt the user to add a message about the status change (ie. resume
sent). This message will automatically be logged to the following records: employee, supervisor
(contact), order, and customer.
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Click on the “OK" button to clear the prompt and log the message. The following prompt
will notify the user that the message has been logged. Click the “OK” button to clear this
prompt.
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After changing the status to Submitted for all candidates who should have their resume
sent to the supervisor, click on the “Email Resumes” button.
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Clicking on the “Email Resumes” button will open the Tempworks Email functionality, and
will automatically attach the resumes of the candidates whose status is set to Submitted.
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The Subject and Text can be automatically set up to populate information using an email
template. To select a recipient click on the Recipients Tab.
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To look up and add recipients select the Email Source (ie. employee, contact, or
servicrep). Enter the search criteria (ie. name, customer, etc.) and click on the “binoculars icon”
button as circled above.

The search results will be displayed to the right of the “binoculars icon” button and can
be sorted in ascending or descending order by clicking on the column headers. To add a
recipient from this list, click on the “Add” button to the right of the intended recipient.



The recipient will then be added to the recipient list at the bottom of the screen.
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To remove the recipient from the list, click the cursor on the gray square to the far left of
the recipient’s line. Then click on the “delete” key on the keyboard. A warning window will be
displayed to verify that the recipient should be removed from the list.
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Recipients can also be removed from the final list by removing the check mark from the
Select (Sel) box to the right of their name.

Next verify the attached resumes by navigating to the Attachments Tab and viewing the
resumes that have been attached to the email.
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If a resume should not be included on the email remove the check mark from the
Selected box as circled above. When the resumes have been verified and the correct recipients
have been selected click on the “Letter Icon” to send the email.

A message will automatically be logged in the corresponding records that the email was
sent with resumes attached.

To exit the Tempworks Email functionality click on the “Close Door” button in the upper
left.



