tempwvorks Help Documents

16R1 Enterprise Candidate Tracking with WebCenter

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:

1 Check to make sure Mat is still there ! 19 Now

+ & & x2|Q + ¥ » tasks calendar email 1

visifile wetveme [ | s All Records RepName | All Reps Document Text

» pay setup
» pay history —_— — = —
Enhance Search Saved Searches

documents

messages
custom data Your search returned 20 results.

Dreg = column header her to group by that column.

| Last Name | First Mame: | Branch | Phone | ts Acti_.| Is Assi.-| Last Message | Zipc_. | Hashesume
5020  Abotina Susie Memphis SE (6511800-0800. [ [l Email 41512 X
| @ Messages 3
12189 Bailey Brian Memphis SE (65 e 55121
& send Email
11971 Barker Roberto Memphis SE (651 e 55121

% Send Email to

5043 Barker Shannon Memphis SE (65— e 55024 x
@l Set As Order Candidate

12560  Branson Abbe Memphis SE (65 - e 14850
% Preview Resume

12473 EBranson Anders IMemphis SE (65;

m 12700 Coaster Kevin Memphis SE (Z
To add the selected Employees to the Order Candidates form select Set As Order Candidate from the

32508

= Navigate to

55121 x

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

Crom Equipment, Accounting | Check to make sure Mat i still there | 19 Now
Data Entry Customer |D: 778105
0 of 1 positions filled Order ID: 4294369746
® A + 4 & &£ 2(/Q ¢+ §  » tasks calendar email 2
visifile Last Name 3SM All Records RepName | All Reps Document Text
» details First Name D _ Branch | Memphis SE
4 candidates
search e == 2 ' — =
log Enhance Search Saved Searches
job posting
AT Your search returned 20 results. @ &
messgages
documents Drag a column header here to group by that column.
custom data
. D | LastName | First Mame | Branch | Phone | tsActi_.| IsAssi-| Last Message | Zpc.. | HasResume
‘searct
5020 Abotina Susie Memphis SE (651)800-0800_.  [%] %]  Email 44512 X
12188 Bailey Brian Memphis SE (651)580-0580..  [X Message 55121
11571 Barker Roberts i X % Message 55121 [
| ® Loz Message
5088 Barker sn B3 Available: 55024 x
A Make Employee A Candidate
19560  Branson Abbe £ Available 14850
& Preview Resume ctrl+R
12473 Branson Anders E3 Ausilable 32508
B Send Email
employee 12700 Coaster Kevin | o send Emal to X Refused 55121 X
12534 Coch Michs % W 32908
customer IR ichag 8 assign Employee ctriva SR
19545  Greene Meent §  yiew Employes crisc | X Message 43220 X
12755 Greene Kelsey| b Navigate to vl X Avsilable 43220 X

Candidates can also be added to the Order by opening the Order 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.

© 2010, TempWorks Software, Inc. All rights reserved Page 1 of 11 11/16/2010
1:42:00 PM



tem p\slc\{ft%f:eks (continued)

oy Crom Equipment, Accounting 1 Check tomake sure Mat is stll there | 19 Now
Data Entry Customer ID: 778105
0of 1 positions filled Order D: 4294969746
* [2|Q 4 & |» tasks calendar email 2
{8 create New Assignment P Add Message 4 Email Assigned order status
8] Assign Brian Baley to this order Pay Rate |517.00| Status Unflled
EMBIE Brian Bailey a candidate on this order heat, 0 finishing BillRate 2465 Date Opened | 7/15/20119:15:00 AM
[ copy order Duration | Indef

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

Brian John Bailey 1 Check to make sure Mat is still there

345 New St. ID: 12189

Eagan, MN 55121 SSN: 300636357

Ble & 2(Q ¢ ¥ |» tasks calendar email 2

phone/email

[ (s511582-0582 5123

B imapdummyaccount@gmail.com

#\ Transfer to another branch Q. (651)580-0580x123

Q Find Matching Orders

@ view Map
() invite to webgenter
[ New Task

B Copy Employes to Contact

If an Order record is open in the Avatar area click the ActionsEl button 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.

i &

~ Candidate
Assignments  Payroll Job Board Status Timecards

Help | My Settings | Logout

J» Search Jobs/Results

Mew Search | View Job Cart
Total Records: 1 - Page: 1 of 1 Prev. << <[1]> >> Next

Job Title: Technical Writer [ Job Code: 6306
Location: MN - Eagan

Job Category: None Distance: 0

Writes technical documentation for the products that the company makes

== Add to Job Cart

Total Records: 1 - Page: 1 of 1 Prev. << <[1]> »>> Next

From the WebCenter Job Board the Employee (or applicant) can search on available jobs on the Job
Board page and add the job to their job cart. After adding the job to the cart they click on View Job Cart

to continue the submission process.
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tempworks (continued)

4

v

3 Candidate E

g Home Assignments  Payroll Job Board Status Timecards

Help | My Settings | Logout

- Job Cart

Search Jobs
This page shows all positions in your job cart.

« To view a position in detail, click the job title.

« To remove a job title or submit a resume to a specific position, select the corresponding check box.

+ To select all positions in your job cart, choose the Select All button.

+ To deselect all positions in your job cart, choose the Deselect All button.

(VSeIect AID [ Select None] (— Remove) (3 Submit Job Carﬂ

Job Title: Technical Writer T Job Code: 6306
Job Category: None Location: MN - Eagan
Writes technical documentation for the products that the company makes

(:Q;’Select AID [ ' Select None] (— Remove) [g Submit Job Cart]

Once they have added all of the jobs that they want to apply for to their job cart they will click on the
button for Submit Job Cart. The next page will indicate that they have been successfully submitted to the
job(s).

3 Candidate E

Job Board Status Timecards

|
Payroll

ooe Home  Assignments

Help | My Settings | Logout

Current Candidate Status

Job Number Job Title Candidate Status Status Description

is page displays jobs:

« for which you are a candidate 7 e3s Technical Writer Weandidate Web appiicant is being considered as a candidate for this order
« that you may have refused

« that are no longer available

Jobs that have been refused.

For further information on a job that  Job Number Job Title
ou are 3 candidate on, or to refuse a

ob, please click on the job under No jobs found

Current Candidate Status.

Jobs that have been filled.

Job Nlumber Job Title.

No jobs found

In the Candidate Status page they can view their current Status on all jobs that they have submitted

themselves to and they can also select to refuse jobs that they're currently being considered for.

T — CrDITI Equipment, Accounting ! Checkto make sure Matis still there 1 19 Now

Data Entry Customer ID: 778105
0 of 1 positions filled Order ID: 4294969746

+ & €& £ 2(Q ¢+ § » tasks calendar email

"“ﬁ!e Show only active candidates
» details = L
search ¢ = EH x
log Drag a column header here to group by that column.
job posting
messages FirstName | LastName= | PhoneNumber | Strus | Active | BranchName | StatusDate| Comments| HasResume
documents Susie Abotina (651) B00-0800 %123} Memphis SE 7/15/2011
o m:' o Mathew  Marshall (651) 2229785 Cancidate Memphis SE 7/15/2011
Searc
William Nolan (651) 5401540123 Candidate Memphis 5 /1542011 [

Once the Employee has submitted themselves to the Order via the WebCenter Job Board their initial

Status in the Order Candidates form will be “WCandidate” (web candidate) shown above.
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te mpggﬂ%l:eks (continued)

— .

Ui
) $ Yo U
woe Home orders  mployees Reports

Help | My Settings | Logout

Costomer nformaion N

[Contact Information

Company: Creative Solutions Start Date: 11/29/2010
el e Department: Primary shift: 1
-~ ‘Worksite: Name: Corporate Office Start Time: 8:00 AM
ales

3140 Neil Armstrong Bl Attn To: End Time: 4:00 PM
Phone: 993-398-9959 .
Fax: Street: 5847 4th SE. W. Duration: 8 weeks
Click here to send an email Steeet

e

City: Eagan Supervisor:

State, Zip: MN, 55121 Report To:

Directions: Ordered By:

Order Type:  TE
No. Required 3

Order Number: 6306
Order Status: Unfilled

:e:‘dm' Pay o000 Taken By: alisha
ate
Order Date:  11/16/2010
Job Title: Technical writer
PO Number:
Job Writes technical documentation for the products
Description:  that the company makes
Dress Code:
Safety Notes:
[ candidates  “Cassigned
Name Status Date Added Pay Rate
Edwards, Aaron VCandidate 1182010 0
Fredrick, Jil Veanaidate 1162010 0
Hawkins, Katie Veandidate 11162010 0

When a Vendor Contact accepts an Order that has been distributed to them via the WebCenter Vendor
Portal they can add Employees or submit Employees that have already been added (by their company) to

your Enterprise database. When Employees have been submitted the details for the Order will look like
that above.

s Crom Equipment, Accounting 1 Check to make sure Matis stillthere 1 19 Now

Data Entry Customer ID: 778105
00f 1 positions filled Order ID: 4294969746

+ « € ¥ 2/Q 4+ ¥ » tasks calendar emall

EE [X] show only active candidates
> details
search =8 x
log Draga column header here to group by that column.
job posting
messages FirstName | LastName~ | Phone Number | Status | Active | BranchName | Status Date| Company | comments| Has Resume | caii-em-an
documents Susie Abotina (651) 500-0800 X123 B Memphis SE 7/15/2011 [Harker Temps, Inc
cudr':‘ deta Mathew  Marshall (651) 2228785 Candidace Memphis SE 7/15/2011  High Tech Staffing
searcl
William Nolen (651)540-1540,123 Candidate Memphis SE 7/15/2011  High Tech Staffing o

Once a Vendor Contact submits a subcontractor via the WebCenter Vendor Portal they will be displayed in
the Order Candidates form with the Vendor name listed in the Company field and the subcontractor’s
initial Status will be “VCandidate” (vendor candidate) as shown.

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 pmowaf:eks (continued)

Crom Equipment, Accounting 1 Check to make sure Mat is still there 1

Data Entry Customer ID: 778105
0 of 1 positions filled Order ID: 4294369746

© A + & 6 x2|Q 4+ ¥ | p tasks calendar email

visifile [X] Show only active candidates
¥ details
search ¢ =B x L9
log Drag a column header here to group by that column. .
job posting
messages fistName | LastName 4| PhoneNumber Status | Active | Branch Name | Status Date Comments | calk-Em-an
documents Susie Abotina 651) 800-0800 %123 VCandidate Memphis SE 7/15/2011
custom data
> Mathew Marshall (651)222-6786 Candidate Memphis SE 7/15/2011
‘searck
Wiliam Nolan (651) 540-1540 %123 Candidate Memphis SE 7/15/2011 0

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.

If the Phone Number column is blank that means the Employee’s record 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.

Crom Equipment‘ Accounting 1 Check to make sure Mat is st there 1 19 Now
Data Entry Customer ID: 778105
0 of 1 positions filled Order 1D: 4294969746
® A + & & % 2|Q 4 ¥ » tasks calendar email 1
order snapshot order status
» details Customer | Crom Equigment Title Data Entry. PayRate 51700 Status Unfilled
» candidates Department | Accounting Description | Sunday AM - 1 heat, 0 finishing Bill Rate |524.65 [Date Opened | 7/15/2011 9:15:00 AM
job posting
messages Order 1D | 420496975 Branch | Wiempnis St Duration | indef
documents
syl messages [ ]
search

Order Candidate  Can

7/15/2011 Abotina, Susie  OrderiD: 4294969746 - Crom EQuip...

7/15/2011  Order Candidate Barker, Shannon  OrderiD: 4294969745 - Crom Equ... dwood

/152011 Order Candidate ~ Car Cochran, Michael ~ Order|D: 4294368745 - Crom Eq... dwood

7/15/2011  Order Candidate  Ca Kozelek, Jordan  OrderiD: 4294969746 - Crom Equi... dwood
7/15/2011  Order Car OrderlD: 4294963746 - Crom Equi

/15/2011  Order Car

erlD: 4284969746 - Crom Equip... dwood

/152011  Order Candidate  Candidate — Marshall, Mathew  OrderlD: 4294969746 - Crom E._ dwood
-

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 (this will be linked to the Supervisor of the Order only if a

Supervisor is designated on the Order Details form).
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tem p\s/(\)lftowar:eks (continued)

Susie Abotina 1 Check to make sure Mat is still there ! 19 Now
3115 Joyce Ct 1D: 5020
Youngstown, OH 44512 SSN: xo0-xx-4561
wne OEHP + & & A 2|Q 4 ¥ |» tasks calendar email 2
visifile / m
4 details

Drag a column header here to group by that column.

contact methods

past jobs Customer | Order | status | Date ~ | Rank | comments
work exparience
education

work interests
trak 1 Utapia Planetia 4294969738 Candidate 7/5/2011

diract hire 123 Nursing 4294969642 Candidate 7/5/2011
candldan
L — Crom Equipment 6122 Approved 3/30/2011 here is the comment

Crom Equipment 4294969746 VCandidate 7/15/2011

Crom Equipment 3334 Candidate 7/12/2011

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, Rank, 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 8] hutton will navigate
the user to the appropriate Order. Clicking on the [¥] button will delete the Employee as a candidate on

the selected Order.

[%] show only active candidates

E-!!x _:l

Drag a column header here to group by that column.

FirstName | LastName 4| Phone Number Status | Active | BranchName | Status Date Comments | Has Resume | cati-em-an
Susie Abotina (651) B00-0800x123 VCandidate Memphis SE 7/15/2011
Mathew Marshall (651) 222-9786 Candidate Memphis SE 7/15/2011
‘William Nolan (851) 540-1540x123 Candidate Memphis SE 7/15/2011 |:|

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

be used.
e You can submit resumes to the Supervisor or Hiring Manager by clicking on the button.
e The Order Details can be Emailed to the candidates by clicking on the button.

e The candidate can be assigned to the Order by clicking on their line and clicking on the
button.

e The candidate can be removed from the Candidate form by clicking on the E button.

o A Call-Em-All broadcast can be sent by selecting the candidates and using the |:| button in the
upper right.

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)

Crom Equipment, Accounting ! Check to make sure Mat isstillthere 1 19 Now
Data Entry Customer ID: 778105

0 of 1 positions filled Order ID: 4234969746

O A + & €& £2/Q 4 ¥ |» tasks calendar email 1

visifile
» details

[%] show only active candidates

search

log Drag a column header here to group by that column.

job posting
messages First Name Last Name - | Phone Number | Status | Active | Branch Name Status Date Comments
documents Susie Abotina (651) 800-0800 x123 \I'Candidal“"g'm—“-l—-"“"“—"“m‘—
Assign Employee Ctri+H
custom data
Mathew Marshall (651) 222-9786 Candidate
search Go To Employee Record Ctri+G
William Nolan (651) 540-1540 x123 Candidate /’ Edit Item
Change Status 3
B2 Send Email
B Send Email to...
M Delete Candidate Del
4 Preview Resume
[ Create a Follow-up Task
employee
= Navigate to 3
customer

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:
e Assign Employee - This option 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.
e Go To Employee Record - This 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. , x
— candidate

e Edit tem — When Edit Item is selected the 2
Candidate form is opened. In this form you conditoe[ouste s g
can change the Employee’s Status as it status Vendate —
pertains tO th|S Ol’der, you can add a Rank tO Phone Number | (651) 800-0800x123 Assigned (X
be used within this Order, you can add notes RS
in the Comments field and you can see if the Comments 1. cocic shecan i summer el

Employee is currently assigned. After
making changes to this form click Save to
update the Order. [ B

e (Change Status — Allows the status of this Candidate as s/he pertains to this Order to be changed.

e Send Email — Opens and outgoing email addressed to this Candidate.

e Send Email to... - Allows you to choose the email to go either to the Candidate’s email address or
their text SMS address.

e 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).

e Preview Resume -Navigates to the Employee’s attached Resume.

o (reate a Follow-up Task — Allows you to create a follow-up Task for this Candidate.

Navigate to — Allows you to navigate directly to any form within the Candidate’s record.
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tem pmowaf:eks (continued)

o — Crom Equipment, Accounting 1 Check to make sure Mat is still there | 19 Now

Forklift Customer ID: 778105
11 of 15 positions filled Order ID: 4365

+ 4+ AZQ 4+ 4 ‘ » lasks calendar email 2

Drag a column header here to group by that column.

A Ty Entry Date = | Employee | Customer ‘ Status | Comment
search B/30/2011 9:39 AM Aaskon, Masters Crom Equipment Refused Pay too low
3/15/2011 10:27 AM Aaskon, Masters Crom Equipment Placed
job posting )
12/29/201012:33PM  Cole, David Crom Equipment Placed
messages

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.

s Crom Equipment, Accounting 1 Check to make sure Mat is stillthere 119 Now
Forklift

Customer ID: 778105
11 of 15 positions filled Order ID: 4365

+ 6 A2Q 4+ + |> tasks calendar email 2

visifile Filter by Action Code 7+
» details -
Draga column header here to group by that column. n

+ candidates

job posting Action | Date Emered = | Message | Enterea By | Due Date | complete | Date completed

messages

dEErE Refused s/30/2011 10:39 AM Entered By: dwood

custom data Refused — Aaskon, Masters OrderiD: 4365 - Crom Equipment Comments: Pay too low

search

A, Aaskon, Masters || W Potter, Kevin (Crom |

Placed 3/1s/201111:27 Am Entered By: jmoline
Placed - Aaskon, Masters ~ OrderiD: 4365 - Crom Equipment Comments:

Placed 12/28/20101:33Pm Entered By: jason ‘
Placed — Cole, David  OrderiD: 4365 - Crom Equipment  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 Candidate edit
form.

Action | Refused -

Refused — Agskon, Masters QrderlD- 4365 - Crom Equipment  Comments: Pay too low

Double-click on the Message to

open the form. You can edit the
Message text to include additional

information about the Message that

was logged.
*Note — Refer to the Messages
details follow-up i
Date/Time 6/30/2011 10-38:00 AM There are currently no follow-up items for this Cha pter Of the 15R1 Enterprlse Front
message.
et Y Office Training Manual for more
Link Employee  Aaskon, Masters 4,
. schedule an appointment ) ) i )
Link Contact Porter, Kevin (Crom Equipment, Accounti| |nformat|0n on thIS fu nctlon .
Link Order 4365

Link Assignment

BSave
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tempworks (continued)

a v % | F N 0 ¥

Home Orders Employees Timecards Invoices Documents  Reports Tasks
Help | My Settings | Logout

Company Logo (i You have 9 Order Candidate Reviews waiting for you under the tasks tab.
Branding O -
[ Mew messages { Archived Messages |
[WebCenter Login Stats No new messages

Last Logon: 12/31/1753
Contact Information

Sales

3140 Neil Armstrong Bl
Phone: 999-995-5959
Fax:

nowhere@nowhere.com

If the Order Candidate Review function is being used by the Order’s Contact(s) in the WebCenter
Customer Portal then they will receive Email notification that candidates have been submitted to the
Order. When they log in and view their Home page they will have a link at the top that they can click
on to navigate to the Tasks page and view the candidates.

Home Orders  Employees Timecards Invoices Documents Reports Tasks

Help | My Settings | Logout

Company Logo Unfilled Orders with Candidates
Branding Of
Department Job Title Start Date
W = i 6308 Primary Technical Writer 111282010

What type of task do you want to
work with?

@ Order Candidate Review (2) ~ Thackeray, Jayce Weanddate 11010
wd Edwards, Aaron VCandidate 1141672010
-l Fredrick, Jill VCandidate 111672010
wd Hawkins, Katie VCandidate 1141672010
-l ‘Wilson, Janet ‘WCandidate 111672010
wd ‘Wood, Aly WCandidate 1141672010
-l ‘Grandville, Robert ‘WCandidate 111672010
wd Marshall, Matthew WCandidate 1141672010
-l Classen, Sandra ‘WCandidate 111672010

From the Tasks page they can expand on the Order Number to view the candidates that have been

submitted. When they click on the button to the left of the Employee Name it will expand to show
the details for that Employee.

¢ W M A W 0 wm

Home Orders  Employees Timecards  Invoices Documents  Reports Tasks

| My
Company Logo Caate » . : . _ . -
Wending Opporamky (Order Numbor Job Title Employee Name Status Date Added Vendor Name
6306 Technical Writer Edwards, Aaron VCandidate 11/16/2010

Employee Information

Resumes (1)

No Required Documents For This |
Order. |

Plesse select an tem... v |

Comment: (Optional)
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tem p\s/(\)/ftowar:eks (continued)

The Role setup that the Contact is assigned to will determine what information from the Employee’s
record they will be able to view. In the screenshot above the Contact can view only the resume, but

other options would include Interest Codes, Past Jobs, Education, and Required Docs.

The Contact can then choose to change the Status

|Interview " of the candidate by selecting an option from the
Comment: (Optional) drop down menu in the Change Candidate Status
puailable e " || section and add a Comment for the action. When

they click on the Change Status button it will be

- submitted and updated in the corresponding Order

Change Status Candidates form in Enterprise.

The default setting for Employees to be visible on the Order Candidate Review of the Tasks page in the
WebCenter Customer Portal is that they are an “Active” candidate attached to the Order Candidates
form. Once they have been attached as candidates the Contact receives notification. For more control
you can have this customized so that only changing them to a specific Status (like “Submitted”) would
make them visible. If this is a concern for your company please discuss with your WebCenter

implementation specialist.

An Email notification will be sent to the user when the Contact updates the candidate Status via the
WebCenter Customer Portal and the Order Candidates form will display the new Status and any
Comments that the Contact added.

The WebCenter Customer Portal is an ancillary product that is not included with the “core” Enterprise

software. Please contact a TempWorks representative for more information about this web solution.
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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 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 877-452-0327 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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