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12R8 Enterprise Direct Hire

To open the window to add a new Order record to Enterprise you can go to the E button in the upper left and click the
New button and then select the Order option from the drop down menu or select the New Order button from the Order
record Actions Bar. You can also use the Hot Key combination of Alt + 3. The window below will be displayed:

If you are in the Customer record
* new order when you select New Order, from
the Actions Bar the Customer name
and Department will automatically
be selected. If creating a new
Order from the Order area or any
other record in Enterprise make
Customer Calendar Wonders Inc sure to select the correct
Customer and Department from
the Customer drop down menu.

order information

Order Type DH

The Order Type will default to “TE” (for Temporary). To create a “Direct Hire” (Permanent Placement) Order change the
Order Type to "DH”. Once the Order Type has been updated click Save. This will add the Order to the database and open
the record to the Details form.

Croatnelntentions 4 NewOrder Q Search | Actions Reports Favorites 7 K
Inc' Primary Order ! 1)) web Options Direct Hire Details
e
Admin. Assist. customer information financial details
Customer Creative Intentions Inc Work Site Corporate Office Fee Percentage 25.00%
5 R 534 North Front Street
:Ii‘sgl-f Py eweat | frimsy Columbus, OH 43215 iy 32000000
» details Fee $7,500.00
po setup CustomerID 779126
interest codes Worker Comp 8810
required documents s ;
vendors Directions North on Hwy 35 to New St. exit
invoice recipients
candidates
job posting o O =
messages job information contacts
docu:lents Required 1 Assigned 0 Name | Description  « | Office Phone
seard
PR B Dl Directiire Stewart, Kevin  Supervisor (651) 555-1212x123
Job Title Admin. Assist.
Description
tasks @ W © & Vv
[BICall Owen at Linden about lu... Dress Code  Business professional other information
Status Closed
[WiSet up interview for Loretta L... Safety Notes
Taken By alisha
Start Date 03/17/2008 2} Sales Team mattg
Branch Memphis SE
Shift Do Not Auto-Close [I]
Start Time End Time Notes
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temp\!c\)’ftowar:eks (continued)

Select the Work Site, number Required, Job Title, Start Date, Shift or Start and End Times, Fee Percentage, Salary, and
Contact (ie. Hiring Manager, Supervisor, etc.). Then click on the Direct Hire Details tab at the top to enter more
information.

Inc, primary Order Details Web Options ‘ Direct Hire Details )
Admin. Assist. position summary candidate preferences
Primary Responsibility Required Skills / Experience

visifile
» details
po setup
interest codes
required documents
vendors Salary Range Additional Skills
invoice recipients
candidates
job posting People Seen Ideal Candidate
messages

documents
search Reason for Open Position

Why would someone want this opportunity versus a competitor
Top 3 Knock-out Factors

tasks @ W © & Vv
[BICall Owen at Linden about lu...

[lSet up interview for Loretta L...
Hiring Manager and Process
Three most important attributes for success in this role

Fill out any additional information or details about the Order in this form. Once the Order Details form is completed
you can start your search for candidates (covered in the Front Office Training Manual).
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tempworks (continued)

When an Assignment is created for a “Direct Hire” Order the Assignment Details screen will look like the one below:

Barry, Greg ¥ ,.*E 'r )‘ ;a x’ Q n !"

Crom _Equiprpent Employee = Customer Order Assignment R -Tad Pay / Bill Calendar Reports Email
Admin. Assist.

+ New Assignment Q, Search Actions Reports Favorites 3 ‘

Assignment: 6994

Order: 6091 assignment information direct hire fees o
Employee: 12702

Employee Barry, Greg Fee Percentage  25.00
3 Aldent 12702 Salary $100,000.00
' F $25,000.00
» details Customer Crom Equipment ee $25,000
i Department  Accounting No Records Found
calls
search Order ID 6091

AssignmentID 6994
Temp Phone  (

Status Cpen

job information

Job Title Admin. Assist.
Business Code
Start Date 2/12/2010 55
tasks @ W © & V EEECIEthETS
Add new order for Crom B et e other information
Setup interview for Conor C... |, Sales Team dwood Assigned  2/12/2010 10:50:00 AM
Unfilled Order Start Time e Service Rep  Alisha Arnol Entered By alisha
19 Now Shift Notes Branch Memphis SE [F] Do Not Auto Close
Follow up on Contract det... Perf Note

[F] Sun [F] Mon [F] Tue [F] Wed [F] Thu [F] Fri [F] Sat

The one-time Adjustments for the Invoice Transactions can be added from the Assignment Details form.

add placement fee

To open the form to the left, click on the W
button in the upper right corner of the Direct
Acive  [X] Hire Fees area. If the Fee field is populated
Rate $10,00000 the Rate in the Add Placement Fee form will
Start Date 09/21/2009 ] automatically be populated with the balance
Note amount that should be billed based on any
other fees that have already been added to

this Assignment.
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temp\!c\)’ftowar:eks (continued)

The Start Date should reflect a date that falls within the Weekend Bill Date (accounting period) that the one-time “"DHFee”
or “Placement” Adjustment should be Invoiced in. Once the form is complete click on the Save button in the lower right

to add the fee and close the form.

> R & R

Employee  Customer Order Assignment € r:Tas Pay / Bill Calendar Reports Email

4 Mew Assignment © Search Actions Reports Favorites ;5 K

Davino, Michael

Thompson Industries assignment information direct hire fees
Human Resource Assistant

Employee Daving, Michael Fee Percentage 25.00%
“ Aldent 12774 Salary $50,000.00
» details Fee $12,500,00
messages Customer Thempson Industries Active | TR | Date | Note
E:‘I'-:?ch Department ~ Human Resources $10,000.00 9/21/2009
i $2500.00 10/26/2009
Order ID 5326 : 26/

Assignment ID 6912

Temp Phone
Status Open

In the view above the one-time Adjustments for “Direct Hire” Invoicing are displayed below the Fee field.

The one-time Adjustment will automatically be pulled into Time Entry when the Create Timecards from Assignments button

is clicked, as long as the Start Date on the fee occurs during the current Weekend Bill Date.
. = Action:
Davino, Michael o .

bmpson Industries Inc, Human Resour JEESR IR ) a 3 W E O W =
St et stk Filter Employee Name ¥ | Starts With Filter Text & ' View Standard View [] Show only unused timecards

-

Drag a column header here to group by that column.

Name Customer Department Pay Code | Shift RT Hrs X |OT Hrs X | Bill ] | Pay T |WEDate
Davino, Michael ThompsonInd... Human Resourc... Reg 1 0.00 0.00 12500.00 50,000.00 9/20/2009
payroll and invoicing
» time entry
incomplete transactions
check register o
invoice register v
po setup @/ Detailed Timecard
Pay and Bill Rates Overrides Codes payroll info
& T WEBWNl 09202009 [
| Adjustment | Amt |Bitamt | invoice Text WEDate  09/20/2009  LJ
tasks @ " e % Vv DHFee $0.00 $10,000.00 Direct Hire Fee WorkDate _/_/__ B
- V 7 2 InvDate _/ /___ Ely

*Note — Although the Bill Amount can be updated in Time Entry, these changes will not be reflected in the Assignment
screen. For accurate tracking for the Service Rep user, the fee will need to be edited on the Assignment Details as

well.
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tempworks

software (continued)

& Detailed Timecard

Pay and Bill Rates Adjustments —Ovemdes Codes payroII info
one time overrides other WEBl  09/20/2009 [ v
Fed Withholding Branch Memphis NE Pay Hold v WE Date  09/20/2009 El v
State Withholding Acct Code Invoice Hold A WorkDate _/_/___ By
Pay Periods Location Cust Extra 1 InvDate _/ / Elv
Check Delivery y Entity Cust Extra 2 Pay Code Reg
(7] Do Not E-Pay SubEntity Cust Extra 3 Skill code  Human Resource £ ¥
(7] Pay on Separate Check Req Number PO Num
[*'] Show Zero Bill on Invoice Supervisor Payroll Note

When the one-time Adjustment is added it will automatically have an Invoice Hold code of “A” (Adjustment Review
Required). To approve this fee for Invoicing, highlight and Delete the Invoice Hold code. Once the code is removed this
Adjustment can be pulled into an Invoice run. Continue Invoice processing as covered in the Back Office Training

Manual.

*Note — If the “Direct Hire” Invoicing requires a different Invoice Style, the "DH” Orders will need to be set up on a
separate Department record from the “Temp” Orders so that the Style on the “Direct Hire” Department record can be

changed.
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