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Help Documents 

15R1 Enterprise Candidate Tracking 
 
The Enterprise Order Candidates form allows the user to easily track the Status of each Employee as 

they [the user] work to fill the Order.  There are several ways to attach candidates to an Order.  From 

the Employee Search results select individual Employees (hold Ctrl while clicking) or a group of 

Employees (select the first line then hold down Shift and select the last line of the group) and then 

right-click to display the menu shown below: 

 

To add the selected Employees to the Order Candidates form select Set As Order Candidate from the 

menu.  They will then be added as candidates to the Order that’s currently open in the Order area. 

 

 

Candidates can also be added to the Order by opening the Candidates/Search form and selecting the 

Employees (as mentioned above) then right-click to display the menu and select Make Employee A 

Candidate or click on the  button in the upper right. 
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If an Employee record is open in the Employee area click on the Order  menu and select Make 

[Employee Name] a Candidate on this Order and select Yes when the “Would you like to make this employee 

a candidate?” prompt appears. 

 

 

If an Order record is open in the Order area click on the Employee  menu and select Set as Candidate 

for [Customer Name, Department Name] and select Yes when the “Would you like to make this employee a 

candidate?” prompt appears. 

 

Once Employees have been attached as candidates to the Order (using one or more of the methods 

above) they will be displayed with an initial Status of “Candidate” in the Order Candidates form.  If the 

Employee submits themselves to  the Order via the WebCenter Job Board or if a Vendor Contact 

submits a subcontractor via the WebCenter Vendor Portal their initial Status in the Order Candidates 

form will be “WCandidate” (web candidate) or “VCandidate” (vendor candidate), respectively.  

(Integration with the WebCenter Portals will be covered in a separate document.) 

 

*Note – The WebCenter Job Board and Vendor Portals are ancillary products that are not included with 

the “core” Enterprise software.  Please contact a TempWorks representative for more information about 

these web solutions. 



                                         
(continued) 

 
 

 
© 2010, TempWorks Software, Inc.  All rights reserved Page 3 of 10 

 

Once candidates have been added to the Order they will be listed in the Order Candidates form as 

shown above.  The check mark in the Active column indicates that the Employee is an “Active” candidate 

on the Order; it does not refer to their Employee record “Active” status.  The Status Date column refers 

to the last day that the Employee’s Status was updated for this Order.  The Company column reflects 

the staffing company the Employee is associated with.  If the Employee is a subcontractor the 

Company column will display the name of the Vendor that they work for. 

 

*Note – If the Phone Number column is blank the Employee does not have a Contact Method with a 

Contact Type of “Phone” listed on their record.  Only the “Phone” Contact Method will be displayed in the 

Phone Number column in this form. 

 

 

When Employees are added as candidates to the Order Enterprise automatically logs a Message with an 

Action code of “Order Candidate” and the text indicates their initial Status on the Order, their name, the 

Order ID, and the Customer name.  This Message is automatically linked to the Order, Customer, 

Employee, and Supervisor Contact record (if a Supervisor is attached to the Order). 
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When an Employee is attached to the Order Candidates form, the Order information will be added to 

the Employee Details/Candidacy form.  This form will list the Customer, Order, the candidate’s Status 

and the last Date that the Status was updated, as well as any Comments that have been logged.  To edit 

the candidate’s information on the Order from the Candidacy form, select the line of the Order to be 

edited and then click on the  button in the upper right.  Clicking on the  button will navigate the user 

to the appropriate Order.  Clicking on the  button will delete the Employee as a candidate on the 

selected Order. 

 

 

Once Employees have been attached to the Order Candidates form there are several functions that 

can be used.  You can submit resumes to the Supervisor or Hiring Manager by clicking on the  button.  

The Order Details can be Emailed to the candidates by clicking on the  button.  The candidate can be 

assigned to the Order by selecting their line and clicking on the  button.  A Call-Em-All broadcast can 

be sent by selecting the candidates and using the  button in the upper right. 

 

*Note – For more information on submitting Employee resumes via Email refer to the 15R1 Enterprise 

Submitting Resumes help document.  For more information on using the Order Call-Em-All Integration 

refer to the 15R1 Enterprise Call-Em-All Integration help document. 

http://www.tempworks.com/ClientServices/documents/15R1EnterpriseSubmittingResumes.pdf
http://www.tempworks.com/ClientServices/documents/15R1EnterpriseSubmittingResumes.pdf
http://www.tempworks.com/ClientServices/documents/15R1EnterpriseCall-Em-AllIntegration.pdf
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To access additional functions in the Order Candidates form, right-click on the Employee’s line to 

display a menu like the one above.  You can select to Assign Employee, Go To Employee Record, Edit Item, 

Change Status, Delete Candidate (removes the Employee from the Candidates form and updates the 

corresponding records so it looks as if the Employee was never added as a candidate), Preview Resume, 

and Create a Follow-up Task. 

 

Selecting Assign Employee from the menu above will bring up a prompt that says “Do you want to create 

an assignment?” click Create the Assignment to assign the Employee to the Order. This will also log a 

Message with an Action of “Placed” and will remove the Employee from the Candidates form as they 

are no longer a candidate once the Assignment has been created.  Choosing Go To Employee Record will 

navigate the user to the Employee’s Visifile.  From the Employee’s record you can open additional 

forms to determine if they are a good fit for this Order. 

 

 

When Edit Item is selected from the right-click 

menu in the Order Candidates form the  [edit] 

Candidate form to the left is opened.  In this form 

you can change the Employee’s Status on the 

Order, you can add a Rank to be used within this 

Order, you can add notes in the Comments field 

and you can see if the Employee is currently 

Assigned.  If you make any changes to this form, 

click Save in the lower right to close the form and 

update the Order with this information. 
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The Rank column can be used to indicate a list of priorities of who your top candidates are or it can be 

used for organizing which user will be contacting the Employee if multiple staffing specialists are 

working on filling the same Order.  The Comments field is used within the Order to display additional 

details about the candidate that you would want other users viewing this form to know or for your own 

personal notes on the Employee. 

 

*Note – Adding Comments to the candidate will automatically log a Message with an Action of “Order 

Candidate” and will include the Comments that were added in the Message text section. 

 

 

When Change Status is selected the menu expands to give you the different Status options you can choose.  

The options for “Refused “, “Rejected” or “Removed” will remove the check mark from the Active column 

for that Employee.  If the check box for Show Only Active Candidates is checked off, the names of 

“Refused”, “Rejected” and “Removed” Employees will disappear. 

 

A Status of “Submitted” can be used to indicate that the Employee’s resume has been sent to the 

Supervisor or Hiring Manager.  Statuses of “Interview”, “Interview1” and “Interview2” can be used for 
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tracking the interview process of candidates on this Order.  If the Employee is offered the job you can 

change the Status to “Offered” and put in the details of the offer in the Message that is logged. 

 

 

When Preview Resume is selected from the right-click menu on the Order Candidates form the 

Document Viewer (above) displays a copy of the first “Resume” listed on the Employee’s record in the 

Documents area. 

 

*Note – If the Employee does not have a document with a Type of “Resume” attached in the 

Documents form of their record then Preview Resume will be grayed out and if it’s still selected it will 

bring up a prompt that indicates “No resume was found for the selected employee”.  Click Continue 

Working to close the prompt. 
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The Order Candidates/Log form displays a list of all changes that have been made to the Status or the 

Comment field of the Candidates form.  Although no actions can be taken from this form it is a good 

reference area to be able to quickly see all of the progress that has been made in filling the Order. 

 

 

If you select Create a Follow-up Task from the 

right-click menu the Task Details form to 

the left will open.   Add the Subject and a Due 

date and time. 

 

The Task will automatically be linked to the 

Employee and Order records.  Once the 

information has been entered click Save in the 

lower right to update Enterprise. 

 

*Note – For more information about Tasks 

refer to the 15R1 Enterprise Task 

Management help document. 

http://www.tempworks.com/ClientServices/documents/15R1EnterpriseTaskManagement.pdf
http://www.tempworks.com/ClientServices/documents/15R1EnterpriseTaskManagement.pdf
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Whenever an Employee is attached to an Order as a “Candidate” a Message is logged to the Order, 

Employee, Customer and Supervisor Contact records.  This also occurs when the Employee’s Status is 

changed in the Candidates form or when the Comments field is populated from the [edit] Candidate 

form. 

 

 

 

Double-click on the Message to open 

the form to the left.  You can edit 

the Message text to include 

additional information about the 

generic Message that was logged. 

 

*Note – Refer to the Messages 

chapter of the 15R1 Enterprise Front 

Office Training Manual for more 

information on this function. 

http://www.tempworks.com/ClientServices/documents/15R1EnterpriseFrontOfficeTrainingManual.pdf
http://www.tempworks.com/ClientServices/documents/15R1EnterpriseFrontOfficeTrainingManual.pdf
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The Job Candidates form displays a list of the current Status of every Employee that is attached to an 

Order as a candidate.  You can use the Employee, Customer, Active, RepName, and Branch fields at the top 

and click Search to filter for those candidates that you want to view.  Click on the  button in the upper 

right to print out the results list. 

 

Right- click on the selected line to view a menu that includes View Employee (navigate to Employee 

record), View Order (navigate to Order record), and Edit Item (open the [edit] Candidate form as 

discussed earlier in this document). 

 

Still Have Questions? 

For more information about candidate tracking contact our customer support group at 651-452-0366 or 

by sending an email to support@tempworks.com. 

 

To schedule training on candidate tracking, submit suggestions on how to improve this document or to 

request documentation on other Enterprise functionality please contact our Training Department at 

trainers@tempworks.com.  

To open the Job Candidates form, 

select All Options from the menu in 

the lower left and then click on Job 

Candidates. 

 

mailto:support@tempworks.com
mailto:trainers@tempworks.com

