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Help Documents 

Searching 
 
Searching in TempWorks Enterprise is very easy.   
 
However, searching in TempWorks can involve more than simply finding someone 
to fill a job…  Searching can also be used for: 
 

 Date ranges 

 Displaying additional and various data 

 Email lists 

 Reporting 

 Finding Prospects, Customers, Contacts, Assignments, Candidates, Orders… 

 Searching 
 
Searching can be conducted in any of the main areas of TempWorks: 

     
 

  
 

As well as searching for Candidates on an Order: 

  
 

And searching for Paychecks and Invoices: 
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To begin a search click on Enhance Search in any of the main areas (or 
Candidate/Search, if searching for Candidates within an Order; or in the criteria 
area if searching for Paychecks or Invoices): 

 
 

This will open the Search area and list the categories by which you can search: 

 
 

The fields at the top of the search screen, when in the main areas of Enterprise, 
will be included in your search criteria: 

 
 
By clicking on any category, the individual fields within that category will be 
displayed to the right: 

 

The first rule of searching is always… 
     *CLEAR CRITERIA* 
…because, TempWorks will remember the last 
criteria you searched for and will assume you 
want to continue with that criteria. 
 
 
There will be a magnifying glass next to the 
categories where criteria have been specified. 

 
 
 
Click on any individual field name to 
run a search for that area: 
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More thn one criteria can be searched at the same time.  By clicking  

additional criteria within this specific field can be seached.   
 
In the example below the search is looking for: 

 All Employees 

 Who are Active 

 Have a Home Branch of Midwest 

 Have a Zip Code of EITHER 55121 OR 14850 

 

 
 
 
 
 
 

 
 

Key in the information you want to search by 
then click on the Search button 

  

Or, hit Enter on your keyboard. 
 
The results of your search will be displayed: 
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Match Any vs. Match All: 
When select Match Any, Enterprise uses an OR clause in the search 
 
In some instances,  it makes sense to search for multiple criteria.  In that case an 
AND clause is used.  
 
For instance, in the example below the search will return: 

 All Employees  

 Who are Active 

 Have a home Branch of Midwest 

 Can drive a Forklift AND are an Assembler 

 
 
As much criteria can be added to the different categories as fields as desired. 
 
Comparatives: 
At the beginning of some criteria input fields there are comparative boxes which 
can be used to match to the data housed within the record’s field: 

 
 

 
 

 
 

=  Exact match 
Not=  Does not match 
Like  Starts with 
Not Like Does not start with 
Contains Is somewhere within the field 

< Less than 
<= Less than or Equal to 
= Exact match 
>  More than 
>= More than or Equal to 
Not= Does not match 

 
 
Some comparatives are Yes/No/Both options. 
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Managing Search Results: 
Once a search has been conducted the results will be displayed in a grid: 

 

This grid can be rearranged to suit: 

 Sort by a column by clicking on the column header 
o Click once to sort ascending 
o Click again to sort descending 
o Click a third time to sort in the original result order 
*The grid will display the line item that is currently highlighted 
after selecting sorting options so scrolling to the top of the list 
may be necessary. 

 Rearrange columns 
o Drag and drop a column header name to where in the grid it 

should be displayed 

 
 Group by columns 

o Drag and drop a column header to the blank area above the 
column header bar 

o Drag and drop additional column headers to group by multiple 
criteria 

 
*To un-group drag and drop the column headers back into the 
column header bar . 
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Displaying Additional Data in a search result: 
Any data can be included in the search results.  The additional fields that are 
displayed can, but do not have to, be criteria which have been searched for. 
 
To display additional data in the search results locate the category and field which 
should be displayed and click to place an “x” in the Show in Results box: 

 
 

 
 
Multiple fields can be selected to be displayed in the search results. 
 
Printing and Exporting Search Results: 

Print search results by clicking on the Print Icon  in the upper right corner.  
This will open the print dialog box where a specific printer can be selected.  When 
printing the orientation can be selected.  If there are a lot of columns the 
landscape option may be best to print. 
 

Export search results by clicking on the Export Icon  in the upper right corner. 
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Saving Searches: 
If a search will be run over and over, instead of building the criteria over and over, 
a search can be saved.  Saving searches can save a ton of time with not having to 
rebuild previously built searches. 
 
Build a search:  In the example, the user would like to send welcome letters to 
everyone who registered in the month of November 2011.  Therefore, search is 
looking for: 

 All Employees 

 All Statuses 

 All Branches for which the user has access: 

 
 Who were entered into the database during the month of 11/2011 

and the user wants to know what the activation date is: 

 

*Notice: When searching for records within a date range always use 
“Match All”. 
*Notice:  Show in Results has been selected because in this instance 
the activation date is desired 

Once the search has been built click Save  . 

 

 

 The s 
 
 
 
 
 
 
 
 
 
 
 

 Name the Search 
 

 Describe the Search 
 

 Share the search with others, if 
desired 
 

 Select any criteria which should be 
entered each time the search is run 
 

 Click Save 
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Running a Saved Search: 
Once a Search has been saved to run a Saved Search go to the search area and 

click: . 

 

All Saved Searches will be displayed.  Click to highlight the desired saved search: 

  
If any fields have been set to be prompted for they will be displayed.  Key in the 
criteria needed and click Run. 
 
If any additional criteria was set it will be displayed at the top of the Saved Search: 

 


