tempwvorks 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:

! Follow up call w/ Jean from Viking I...

Employee
No Open Employee Records.

+ Q ¥ 6 % [ p tasks calendar emalil

visifile Last Name SSN Unassigned RepName | All Reps Document Text

> details First Name I _ Branch | All Branches Sem.h Clear Criteria
» pay setup
» pay history s = = T e
documents. Enhance Search Saved Searches
i The Skill search returned 76 results. @ & L)
custom data Drag a column header here to group by that column. =
search
| Last Name | Zpc.. | First Name |0 | isAct-| IsAssi-| Branch
(651) 452-0367  Available Anderson 34982 John 5030 £ Memphis NE
(651) 241-8241 . Message Arkan i 5035 B3 Memphis NE
Left Message to Cal
(651) 247-8247... Available Barlue{ 5049 X Memphis SE
(651) 3109310 Message 5050 % Memphis NE
(651) 248-8245... Refused 5052 % Memphis NE
(651) 110-9110... Available 5063 % Memphis NE
(651) 322-9322... Accepted 5078 X Memphis NE
(651) 276-8276... Available 5087 X Memphis NE
(651) 2858295 Available Frankin 50011 Susie 5112 E3 Memphis NE
employee (651) 2888295 Message Gannon 50564 Susie 5115 E3 Memphis NE
(651) 3438343 Available Jones sin 5169 £ Memphis NE
customer

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.

Creative Solutions, Finance ! Follow up call w/ Jean from Viking I
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163

A 4+ Q 4 & k2 p tasks calendar email

visifile Last Name SSN Unassigned RepName | All Reps Document Text

P e First Name D PSS eonch |l Branches Qh i
4 candidates e

log Enhance Search Saved Searches

job pastin: o E G
L= 3 The Skill search returned 76 results. @& L L 8@
messages
documents. Drag a column header here to group by that column.
custom data
| astMessage | tast Name

search

(651)452-0467 Available Memphis NE

1651) 241-8241.. Message % Memphis NE

. Cirl+R
(651) 247-8247... Available Barker e N Memphis SE
(651)810-9310_ Message

Bames | g GoTo Employee Record cirisg X Memphis NE

(651) 248-8248... Refused Becket | o v I Memphis NE

(651) 110-9110... Available Catalano 55121  susie 5063 X IMemphis NE
(651)322-9322_. Accepted Davis 80011  Susie 5078 x Memphis NE
(651) 276-8276.. Available Donovan 55121  Mariah 5087 % Memphis NE
(651) 295-8295.. Available Franklin 50011  Susie 5112 £ Memphis NE

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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tempworks (continued)

software

am_. Creative Solutions, Finance 1 Follow up call w/ lean from Viking 1.
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163

® A € % [2|p tasks calendar email

Create New Assignment

«i Make David Parker a candidate on th\'s@ I "g‘

m Copy Order
B Gross Profit Calculator

. B | Branch Name ‘ Status Date | ‘Company | Comments ‘ Call-Em-A
Q Find Matching Employees
. Wemphis SE 10/29/2010 High Tech Staffing 1- Live An
g View Map
IMemphis SE 10/29/2010 High Tech Staffing - Voicema
W New Task
. . IMemphis SE 10/29/2010 High Tech Staffing - Voicema
= Memphis SE 10/25/2010 High Tech Staffing Duplicate
Rhonda Jamisen (B51) 206-1965 Candidate Memphis SE 10/29/2010 High Tech Staffing Duplicate
Lindsay Ramirez (651) 287-8370 Candidate Memphis SE 10/29/2010 High Tech Staffing Duplicate

If an Employee record is open in the Employee area click on the Order Bl 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.

David C Pa rker 1 Follow up call w/ Jean from Viking ...

5037 Vincent Avenue South
Blaine, MN 55432

@ % [2|» tasks calendar email
olutions, Finance phone/email

g (555) 555-4422

g (612) 834-2765
A Transfer to another branch §
n imapdummyaccount@gmail.com

Q Find Matching Orders
R (612)822-2800

@ View Map
(: Manage WebCentar Account -

M Hew Task

B Copy Employee to Contact
HER i Tnns 5826-ZZunalne _  alisha

12/21/2008 WebMessage “You have not been on assignment within the past 30 days, y.. @m

4/20/2009  Order Candidate Candidate - Parker, David Order|D: 4365 - Crom Equipme... erica

If an Order record is open in the Order area click on the Employee Bl 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.
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tem p\s’(\!ftowar:eks (continued)

Creative Solutions, Finance ! Follow up call w/ Jean from Viking ..

Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163

o A + Q & & % 2| p tasks calendar email

[] show only active candidates

search ¢ =g L e
log Draga column header here to group by that column. -
job posting
messages FistName | lastName = | Phone Number | Status | Active | BranchMame | StatusDate
documents Marcelle  Avery (651) 206-1965 Candidate Memphis SE 10/29/2010 High Tech Staffing
cusm;‘" data Jim Barker (651)592-3111 Candidate Memphis SE 10/29/2010 High Tech Staffing
‘searc
Janet Billings (651) 287-8370 Candidate Memphis SE 10/29/2010 High Tech Staffing
Curtis Dunne (651)592-3111 Candidate Memphis SE 10/28/2010 High Tech Staffing
Rhonda Jamison (651) 206-1965 Candidate Memphis SE 10/28/2010 High Tech Staffing
Lindsay Ramirez (651) 287-8370 Candidate Memphis SE 10/28/2010 High Tech Staffing

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.

Creative Solutions, Finance 1. Follow up call w/ Jean from Viking 1.
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163
o a + Q 4 & K [2|» tasks calendar email
order snapshot order status
» details Customer | Creative Selutions Title Photographer/wharehouse Pay Rate | $20.00| Status Unfilled
| oarides Department | Finance Description Bill Rate | 53065 Date Opened | 10/29/2010 1:36:00 PM
job posting
messages Order ID 6163 Branch Memphis NE Duration 4 days
documents
custom data messages [ ]
search Date | Action | Message | rep | contact | Due -

11/12/2010 Order Candidate  Candidate - Parker, David ~ OrderlD: 6163 - Creative Solutions_.  alisha
10/29/2010 Order Candidate  Candidate - Barker,Jim OrderiD: 6163 - Creative Solutions  C... alisha
10/29/2010 Order Candidate  Candidate — Jamison, Rhonda  OrderlD: 6163 - Creative Solutio... alisha
10/25/2010 Order Candidate  Candidate — Dunne, Curtis  OrderlD: 6163 - Creative Solutions...  alisha
10/29/2010 Order Candidate  Candidate - Ramirez, Lindsay ~ OrderiD: 6163 - Creative Solutio..  alisha
10/29/2010 Order Candidate  Candidate — Avery, Marcelle  OrderiD: 6163 - Creative Solutions... alisha

10/25/2010 Order Candidate  Candidate — Billings, Janet  OrderiD: 6163 - Creative Solutions...  alisha

- assignments =B B
employee

customer

assignment

contact

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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tem p\s’(\)’ftowar:eks (continued)

Marcelle Avery 1 Follow up call w/ Jean from Viking I
ID: 16195
TN S5N: xoe0-6845
- + Q & & & [2|p tasks calendar email >
visifile /X
4 detail -
= Drag a column header here to group by that column
contact methods
past jobs. Customer | Order | status | pate
work experience Creative Solutions 6164 Candidatz 11/10/2010
education 3 )
— Creative Solutions 6163 Candidate 10/28/2010
Douglas Machine 5993 Candidate 6/25/2010
| ————
candidacy Oncology 2250 Candidate 12/30/2009
T -
~lEEIE Crom Equipment 4365 Candidate 4/20/2008
interpersonal
required docs

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.

am_ Creative Solutions, Finance 1 Follow up call w/ Jean from Viking ..
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163

oA

+ Q & € % [2|» tasks calendar email

[T] show only active candidates
search ¢ =
log Drag a column header here to group by that column. .
job posting
messages First Mame | Last Name - | Phane Number ‘ Status ‘ Active | Branch Name | Status Date
documents. Marcelle Avery {651) 206-1965 Candidate Memphis SE 10/29/2010 High Tech Staffing
ST L Jim Barker {651)582-3111 Candidate Memphis SE 10/29/2010 High Tech Staffing
search Janet Billings {651) 287-8370 Candidate Memphis SE 10/28/2010 High Tech Staffing
Curtis Dunne {651) 592-3111 Candidate Memphis SE 10/28/2010 High Tech Staffing
Rhonda Jamison {651) 206-1965 Candidate Memphis SE 10/28/2010 High Tech Staffing
David Parker {612) 822-2800 Candidate Memphis NE 11/12/2010 High Tech Staffing
Lindsay Ramirez {651) 287-8370 Candidate Memphis SE 10/28/2010 High Tech Staffing

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 1] 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 |8| 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.
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tem p\s/(\)/ftowar:eks (continued)

Creative Solutions, Finance ! Follow up call w/ Jean from Viking L.
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163

o A + Q 4 & % 2 » tasks calendar email

[] Showr only active candidates

= [ 4 8
o Drag a column header here to group by that column -
job posting
messages First Name: ‘ Last Name a ‘ Phane Number ‘ Status ‘ Active ‘ Branch Name: ‘ Status Date ‘ Company
documents Marcelle Avery (651) 206-1965 Candidate 7] Memphis SE 10/29/2010 High Tech Staffing
cuslo:‘n data Jim Barker (651)592-3111 Candidate ¥ Memphis SE 10/29/2010 High Tech Staffing
SEE Janet Billings (651) 287-8370 Candidate ¥ Memphis SE 10/29/2010 High Tech Staffing
Curtis Dunne (651)592-3111 Candidate 7] Memphis SE 10/29/2010 High Tech Staffing
Rhonda Jamisen (651) 206-1965 Candidate  [¥] Memphis SE 10/29/2010 High Tech Staffing
David Parker (612) 822-2800 Candidate k4 Memphis NE 11/12/2010 High Tech Staffing
Lindsay Ramirez (651) 287-8370 Candidate v Memphis SE 10/29/2010 High Tech Staffing
Renee Simpsan | o Ens T Memphis NE 11/15/2010 High Tech Staffing
Go To Employee Record Ctri+G
# Edititem
Change Status »
employee XK Delete Candidate Del
s Preview Resume
customer & Create a Follow-up Task

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

i Ca_r:dldate menu in the Order Candidates form the [edit]

Candidate form to the left is opened. In this form

Condidate | lim Barker Rank |1 you can change the Employee’s Status on the
Status Submitted Active X N .
Bhone Number | co15923111 — Order, you can add a Rank to be used within this
Other Address Order, you can add notes in the Comments field

and you can see if the Employee is currently
Comments

lacks in one skill, but has tons of experiencel

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.

BSave
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tempworks (continued)

[] show only active candidates

Drag a column header here to group by that column.

First Name Last Name — | Phone Number ‘ Status | Active | Rank | Branch Name | Status Date

Marcelle Avery {651) 206-1965 Candidate V| Memphis SE 10/28/2010 High Tech Staffing

Jim Barker {651) 592-3111 Submitted o 1 Memphis SE 11/15/2010 High Tech Staffing lacks in one skill, but has tons of exper...
Janet Billings {651) 287-B370 Candidate v Memphis SE 10/29/2010 High Tech Staffing

Curtis Dunne {651) 592-3111 Candidate V| Memphis SE 10/28/2010 High Tech Staffing

Rhonda Jamison {651) 206-1965 Candidate i Memphis SE 10/29/2010 High Tech Staffing

Lindsay Ramirez {651) 287-B370 Candidate o Memphis SE 10/29/2010 High Tech Staffing

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.

Drag a column header here to group by that column -
First Name Last Name - ‘ Phone Number Status | Active ‘ Rank ‘ Branch Name | Status Date
Marcelle Avery e ﬁc trisH IMemphis SE 10/29/2010 High Tech Staffing
Jim Barker Go To Employee Record CtritG Memphis SE 11/15/2010 High Tech Staffing lacks in one skill, but has tons of exper..
Janet Billings / Edit Item Memphis SE 10/25/2010 High Tech Staffing Has all necessary skills, lacking a little i
Curtis Dunne Change Status » Accepted 2010 High Tech Staffing
Rhonda Jamison ¥ Delete Candidate Del R Po10 High Tech Staffing
Lindsay Ramirez s Preview Resume Candidate o010 High Tech Staffing
[ Create a Follow-up Task Extend
Interview
Interviewl
Interview2
Morelnfo
Offered
PendingBC
Placed
Present
Refused
Rejected
Removed
Sendout
SublintView
Submitted
VCandidate
T WCandidate 5 =

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”, “Interviewl” and “Interview2"” can be used for
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tem p\s’(\)’ftowar:eks (continued)

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.

Janet Billings

2100 West State St.
York, PA 17405
(717) 555-8910
jbillings12@juno.com

Position as an administrative services manager, or a comprable position, that will utilize my years of progressive,
managerial experience.

Employment Experience

1/97 - Present Administrative Services Officer IV

Baltimore County, Baltimare, MD

Organized and directed through subordinate managers and supervisors the work of staff engaged in central
administrative functions in a large department/agency including fiscal claiming, facilities management, quality
control, purchasing, information system, decentralized personnel and recordkeeping and clerical support.
Supervised, trained and evaluated subordinate management and supervisory staff; cocrdinated and directed budget

preparation for the agency. Represented the agency in all dealings with Federal, State and local agencies and other
County officials on fiscal and administrative matters; develops agency position statements and official reports, and
drafts all official agency correspondence.

8/89 - 1/97 Cost Accounting Manager

Varian Equipment, Hagerstown, MD

Provided analysis, justification and tracking of product outsourcing. Provided financial analysis of cost reduction
initiatives and other operational programs as required. Provided financial analysis of capital authorization requests.
Developed and supported the analysis of factory cycle time. Provideed ad hoc reporting and analysis for
manufacturing as required. Initiate and lead process improvement activities.

10/87 - 8/89 Manufacturing Accountant

JLG Industries, Baltimaore, MD

Provided day-to-day financial support to the Converted Products manufacturing operations. Maintained the standard
cost system monitor and made improvements to the work order system. Assisted in the development of improved
cost reports. Assited with the installation of and conversion to a new financial system, which is still being used by
the company.

B —

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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tem pmowaf:eks (continued)

v task details right-click menu the Task Details form to
«offl e : “ | the left will open. Add the Subject and a Due

Reminder B e

Assigned To | Alisha Amold

date and time.

Category

Priority Normal

Complete  [7]
messages task links The Task will automatically be linked to the
Add a message L. Jamison, Rhonda

8 orie- s et .| EMMPlOye@e and Order records. Once the
information has been entered click Save in the
lower right to update Enterprise.

task distribution +

*Note — For more information about Tasks
refer to the 15R1 Enterprise Task

A=- | Management help document.

- Creative Solutions, Finance 1 Follow up call w/ Jean from Viking I
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163
®a + Q & ®& & % » tasks calendar email
visifile Drag 3 column header here to group by that column -
» details
p———— Entry Date ¥ | Employee | customer | status | comment
11/15/2010 1:31 PM  Ramirez, Lindsay Creative Solutions Removed
11/15/2010129PM  Avery, Marcelle Creative Solutions Submiteed
- 11/15/2010 11:16 AM  Billings, Janet Creative Solutions Candidate Has all necessary skills, lacking a little in experience
documents 11/15/2010 10:59AM  Barker, Jim Creative Solutions Submitted Iacks in ane skill, but has tons of experience
custom data 10/29/20101:37PM  Billings, Janet Creative Solutions Candidate
e 10/29/2010137PM  Avery, Marcelle Creative Solutions Candidate
10/28/2010 1:37 PM  Ramirez, Lindsay Creative Solutions Candidate
10/29/20101:37PM  Dunne, Curtis Creative Solutions Candidate
10/29/2010 1:37 PM Jamison, Rhonda Creative Solutions Candidate
10/29/2010137PM  Barker, Jim Creative Solutions Candidate

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.

© 2010, TempWorks Software, Inc. All rights reserved Page 8 of 10


http://www.tempworks.com/ClientServices/documents/15R1EnterpriseTaskManagement.pdf
http://www.tempworks.com/ClientServices/documents/15R1EnterpriseTaskManagement.pdf

tem pmowaf:eks (continued)

Creative Solutions, Finance ! Follow up call w/ Jean from Viking1..
Photographer/wharehouse Customer ID: 779446
0 of 1 positions filled Order ID: 6163

O a + Q & € & 2| » tasks calendar email

Filter by Action Code:

Drag a column header here to group by that column.

Action | Date Entered 'l Message | Entered By | Due Date | Complete | Date Completed

Removed 11/15/20101:31PM Entered By: alisha

custom data
search

Removed -- Ramirez, Lindsay OrderiD: 6163 - Creative Solutions Comments:

' Submitted 11/15/2010 1:29 PM Entered By: alisha

Submitted -~ Awery, Marcelle OrderlD: 6163 - Creative Solutions Comments:

Order Candidate 11/15/2010 11:16 AM Entered By: alisha

Candidate -- Billings, Janet ~ OrderID: 6163 - Creative Solutions  Comments: Has all necessary skills, lacking a little in experience

Placed 11/15/201011:07 AM Entered By: alisha

Placed - Parker, David OrderiD: 6163 - Creaftive Solutions Comments:

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.

@ message

Double-click on the Message to open

Action | Placed

Placed -ls scheduled for orientation on 11-17-10- Parker, David Qrder|D- 6163 - Creative Solutions Comments: the form to the Ieft' You can edlt

the Message text to include
additional information about the

generic Message that was logged.

details follow-up
" o There are currently no follow-up items for this
Date/Time 11/15/2010 11:07:00 AM
: TESE *Note — Refer to the Messages
Rep Name alisha « create a task

Link Emplayes

[ scheciule an appcintment chapter of the 15R1 Enterprise Front

Link Contact

Office Training Manual for more

Link Order

@
e
1

Link Assignment information on this function.

B save
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tempworks

software (continued)
administration
assignment
calendar
call-em-all
contact
contact groups
employee contact messages
customer -
customer email To open the Job Candidates form,
employee . i
il : select All Options from the menu in
contact - the lower left and then click on Job
pay
pay / bill rate sheet C :
andidates.
calendar I
resume parser
reports task manager
email tax management

twitter search
all options > vendors

Js:. Job Candidates _
» tasks calendar email + YO

Employes || | RepName | A Q
Clear Criteria
Customer Active — Branch A Search
Your search returned 1938 results. =]
Drag a column header here to group by that column ;
4] | Employee < ‘ Customer | Status Branch lob Title | StatusDate
2738 12RB Test Auth, 38 Douglas Machine Candidate Memphis SE Unknown 6/25/2010
1593 2nd Staffing, 2nd Staffing  CBS WCandidate Memphis... Accountant 8/14/2009
1621 2nd Staffing, 2nd Staffing  ABC 123 Candidate Memphis... Unknown 10/26/2009
1622 4, Avatar Test ABC 123 Candidate Memphis SE Unknown 10/26/2009
2244 4, Avatar Test Oncology Candidate Memphis SE C# 12/30/2009
1551 Aardson, Steve Crom Equipment Candidate Memphis... Forklift 7/11/2009
1550 Aardson, Steve ZZFavorites Candidate Memphis... Forklift 7/11/2009
1078 Aardson, Steve 123 Nursing Candidate Memphis... Unknown 2/23/2009
1060  Aardson, Steve 123 Nursing Candidate Memphis_ Unknown 12/23/2008
1502  Aardson, Steve A-Z Excavating Candidate Memphis_ Unknown 6/22/2009

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 2/ 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.
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