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Record has not been saved!

There have been changes since this record was last saved.
Would you like to save your changes?

= Save and Continue
(recommended)

- Defer Changes

Continue to the next form and save these changes at a later time.

= Discard Changes and Continue
This will cause any changes to be lost.

= Cancel

Continue working on this record.
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& $$ + $ $ Vendor Managemen$
5
! $$ + 51 8% +
+ B
Vendor Compan$
5% $$
$ % Job Title $
Skill Code 5
Order Delay (Hours) Max
Candidates PerReq + + +
51 " Save 5
' $
$
5
@% D! $ < 3+ * 5
* S $ $ + 5
& 1%
I & | $ & $
$ 5
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" Searcht & 5#+0 " & Invoice
Detail$ $ & 5 &+ >H# ? A+ > ? B
& $
I Invoice Detail$  $ & ! 51 $
& : & ! $ +0 " & 51

Invoice Detail$ & 5

" + $ & 5 " + 0 5

n 5

" $ " 5

" 5 $ $

60 + " $3$ 5
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+ 3

I Credit& Payroll$ $ & ! 51 §
$ : $ D& * # 5
Cc $ Credit Limit Credit Analysb !
& $ Terms 5
3 & I $ $ 3
51 A Worker Comp :  Check DeliveryOvertime PlanPay Period{ $ 9
$$ 2): Week Ends of $ ! ")
Pay Cycl®&
! $ & $ 51! $
+ $ 3 +"$$ '$ 5
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' $

Billing Setup$ $ & ! 51 =
& + " + $9 51
$ + 5
P Billing Frequency ! $ >3 "7
& | 5
> ? & ! : > ?% Billing Frequency "$
& + $ Bill On 5
@% D & ! : $ & + M
> ?% Bill Cycle 5
>'03 "7 & ! : >'3"?$ Billing Frequency "
& + $ Bill On 5
@% D! >3"? > ? Billing Frequency +
+ 5% & + $9

Billing Frequency + >3 " ?5
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Style( &

): Count( + $
& ): Invoice Method
(* . 7> ?
> .7 Email
Templat® Currency
(s C55# D>C#?):
Invoice Handling Max
Invoice 5
! Max Invoice + $ & +5 & Transactions
& + 2 + & 5
@% D! Invoice Methods$ >* ! ?2 > ! ? +
+ ! "5 $ ! "
13" 5
! $
6 & + 51 B
Department Order. AssignmentEmployee IDWeekEnd( " ): CostCenter PO
(Purchase Order. Branch Worksite Supervisol ): Job Title Sub-Entity
Division: DepartmentAddress +
5C $
53 13"
+ 5
@% D $ Transactions + & : $
+ 5
+
$ Emailed & 5 "
+ $
Recipient Contact Methocs
: " Save 5
@% D $ : Invoice Method
Invoice Recipients : : " rar
: 5
! + & 5 "
+ $ Line ltem Field Typé : " Savé
@% D& "
+ & Style$ $
$
| 5
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3 Billing Setup$ Department $ 1 + 5"

$ & ! Primary Primary
$ Department 5! + +
Primary $ Department 5
! Department & ! $$ Primary " Invoice
Customer Separately 2 $ + 5! "
$ $ Departmenb
% : $
I Adjustments$ $ & ! 5
$ & Adjustments
5 Adjustment >H 7> ?
>+ 7?5 " +
$ " Save 5

© 2010 tempwo rks’ All rights reserved Page 59 of 142

saftware



+ $

I Payments$ & ! 51 % Payments  Adjustments
+ & $ Departmenb
+' 3
I POSetut $ & | 51 % " Purchase
Orders + & 5C .
: " Search+ PurchaseOrders
@% D! $ Warn On Date PO End Date Warn on Balance PMR $
PO Amound
! *: $ PO Setup$ "
+ $ $
Purchase Order + $
5
PO Number Value
, End Dat& $ Purchase Order
Departments "
"+2% Apply to All Child
DepartmentS
" Savet Purchase
Order : "
New+ $
Purchasi Order5
@% D $ * + $ : *,
PO Setup Sales & Service * 0 + job order defaults
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$

I Misc$ $ & ! 5 $ Alternate
Customer ID Desired GM %, $ $ 5
$
! $ $ Shifts: Accruals. Multiplier Codes RequiredDocuments
$ : 6 5&
+$ $ $ + )5 !
Use Defaultlinsert Default TypédereK "+ 2 "$$ $
51  ApplyJinsert Default Type Hei&to Departments "+2 $ "5 "
+2 $% $ Department 5
% D. $ $ + + $
5
! Shifts$ @ " +
5 Shift Start Time End Time
(C X ) Break MinuteS
I MonDFri "+2 + "5
$ $$ " $ $ "
+2()% 0 5
& Shift Notes " Save
$ New Shifts
! Shift: $ Shift
+ +0 "5 Shift:
' + $ 5
@% D! >+ ? Shifts Shift $ 5
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I Accrual $ L S T
$ % ! 5
@% D $ Accruals + +

+3$ + + Accrual

! Multiplier Code$ : "

+ 5
Multiplier Code$ 5
Priority ( )
$
% ! Multiplier
5 Priority >67?
Multiplier $ $ 5
" Save $
New Multiplier Codeb
! Multiplier Code: $
"5 1 Multiplier Code: "
@% D $ Multiplier Codes +
Multiplier Code 5
@% 2 Required documents 9
9 5

Accrual$ : " +

& 5 Accrual$
5 " Save
$ New Accruals
Accrual: $
Accrual " + + 0
"5 1 Accrual: "
+ & 5
3

Multiplier Code " + +0
+ 5
+$ + +

! Required Document
+ 9 # 5
I'$ $ 51
Document Category

"+ 1 Ctrl +
B +
()

Savet +
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#9 Worker Comp Codes  +

$ 51! $ " : "
+ 3" $
defaults$ 5 $ :
: "5
)
! $ Messages + $ 6 "
$ 5 Messages + $ : : :
% ! $ 51 % + !
5
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! $ + $ + $
5
$ 3 $5 ! $
$ + " $ 5 2 +: % %
Contract Type 9 5
# $ 2% >
'3
L $ $
51 8% + + " + Actions Bab !
+0 " $ 5
Customer : ID: $ Include Departments
Status RepName Branclb ! " Searcht 5
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6) 3
F)

&)

G)
&)

&)

M) 3
&)

P) |

Q) #

7) 3

1 % $ N
$ Department $ " Account Viewr
Master Views 5 : : Messages
$ Department + Department 5
$ $ N
3 , Department " + Actions Bar
Record Actions View Orders ! ' $ $
$ , Departmenb
$ N
3 , Department " + Actions Bar
Record Actions View Assignmenis! % ! ' $
$ $ , Departmenb !
: + End Date 5 & $ End Date End Date
5
1 " 5 N
Worksites  + $ ( Attn Ta $
)5 ! & ! ,Billing Setup$ Worksite "+ 2
$ 5& Worksite
& + $ Worksite + Worksite 5
"% N
" +
% $ 5. : $
Multiplier Code+ " + 5 $
Multiplier Code$ : Priority Save 51
+ + % ! $ Multiplier 5
+ N
+ + & | ,Invoice Detail $
+ Actions Bar Email Invoice$ Form Actions "
+ 51 Email *o$ 5
& ! , Billing Setup+ Email Only  Print and Email
Invoice Method& + $! 3" =
+ 5
+0 + 5 N
! Department + +
$ Departmens . & ,Billing Set up$
Style +0 + Departmens $ $ Styles$
+ 5
" $ N
E 5! Worksite + 1 2 + +
"( Worksitg5 + +
+ Worksité ! Worksite + "
5
$ + +$ N
Add New Custome$ $ $ +
+ 5 : > % +? Worksites Departments
: + "
(Multiplier Codeg + $5
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6;) ! 9 53 " N

&) ,Assignment Restriction$ " + Employees
51 Description( 2 Message )
$  >HW&? All Departments ! " Save + $5
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/)
I E $
" New+ Order $ + %
ActionsBar5 E # + $ Alt+35 ! + + B
$
NewOrder. $
+ Actions Bar
Customer Department
+ 5%
$
Department
$ Customer
5
I Order Type $ > ?2($ ! )+ $
(5>#?2:>1?. 5)3 Order Type " Savet
5&$ : + " 5
%& %
I & & : Customer Namelob Title, $ >&
>C$ 75 Customer ID Order ID(C 9 $ 3 )
+ $ $ ( )5
$ >& ?
indicator +
S 1+ > 7
+ . $
>C$ ? Status +
5
$ ( $ + 5 Actions Bar $
B ! New Order$ " + 51 +
' $5
" + Record
Form Actions$ 5
I $ % |
. "+
5
$5
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I + $3 51 +

Favorited 3 Favorites 2 " + 5
! $ (2 )5
$
! $ $ $ + 51
$ $ Job Title Pay Rate Bill Rate MessagesStatus Duration5
$ $ ++ " 5
.
Customer Department Order 1D
(9 $ $ ):
Title: Description Branch Rates
$ 5
I Status Date
Opened ) Duration
$ 5
! $ + + : Emails: $
SupervisorHiring Manager + $
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( ) * ) 51 Message
" 5
& $ +
+0 " % ! "
" + % ! 5E "
53 "
$ Weekending Dat$ % ! 51 $
Assignment ConfirmatioBmail: $
Email5
|
+
|
$ +
+ :
Email
Template$
5 »
+2
Use for
Customer Defauli !
" Next 5

5
+
+
+
New Hire Package
Email
$ $
51
+ 5
" Finish5 !
Email
5
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$ + "
5
! " Finish+
Email5
@% D! Assignment Confirmation 45 New Hire Package
45 51 $ Emails + Email Template Manage 5
+
+ :
Email Templaté
5 n
+2
Use for Customer
Defaults ! "
Finish +
Email5
@% D' $ Email $ + $ % | 5
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$ Job Title Start Date Bill Pay RatesSupervisor Hiring Manager
Statu®
! $
Customer Department Worker Comp :  Work Site
Directions
: +
/

I Work Site + $ " . 51
+ + $$ "% 51 directions "

$ $ "5
@% 0! Worker Comp  Work Site 9 $ $ +
+$ % ! 5% : % ! + :
$2: 5 2 Worksites
+ Worksite $ Taxes

6 + 51  Worker Comp $ "

$ $5

! # Rate

$ Multiplier ( " ):

Pay Periods GP Percent $ $

5
I desired GM% $
5
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@%

0! Pay Rate

+$

Bill Rate $

Manager Report To 5!

+

$

$$ 3
5E

Order Contact  +

% !

Supervisor Hiring

Contact Roles

" < +

% |

i+ $
+ 8%
Required

Job

Title: Description Start Date

Est. End DateShift
End Times 5

| assigneds
+
+ $3 + 3
! $3 $
5
! Dress Code
$ worksite 5
!
$
51
$ & +
5
" + $
+ &
5
+ $
+ $
$ 5
5

Start

5
Contact

Savet+

© 2010 tem pwo rks

saftware

All rights reserved

Page 72 of 142



. % Status
$ >C$ 2?2 2> 7. b5)
Taken By Sales Team
Branch Note$
@! Status > ?
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2 + Require®
*
! +$ $ Web Option§ ! $ Public Job
Title Public Job Description + o+ 1'3"13+ |/ +' 5/ <+
$ 2 $ + 5% +
[+ " +2% Do Not Post to Weh
@% ! 3"1. & [+ + = +
Web Options + + $ 1/+" + 51 3+
& * [+ 5 * 13"
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! PO Setupb : Cost Center

$ +
5 &% PO Number +

$

Interest Codes + $ $ +

$Interest Codes +

EmployeesC $ $
/
7 $
Required Document$
0 $ 9 $ 5!
defaults 5 "
$ 5 9
$
9
5

Acct Code +

51
PO Number

Value EndDate$ 5

5 $ Interest Codes +

Find Matching
Interest Codes
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$

I Vendors$

2 + $$
51 % $$ +
+ 5 + % Email:
+ + $ 1 3"13+ * 5
@% D! 3+ * : 1 3"1 $
$ + + 5
@% D + $ $ % 2 5
+ $ % $ 5
! " + 51 $ + B
Vendor Company Status
$ 5
When Visible $
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Req +
51 " Save
$ 5
@% D$ 3+ *
+ = Status
5
& $
$ Billing Setup$ $ &
& + + " +
Email & + 5
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" Status $ "% 5 % $ $
6 . Candidacy$ 5
@% 0! $ + $ : $
I $ search $
5 * $ $ $ $
5
" "$
$3 $ 5
o " " + 5
E % !
5
" Edit Item o
5 T+
5
Send Email + 1
+$ 5
Send Email tbl
: 5
@% D$ " ( 2 ) +
5
Delete Candidate $ 0% 5
Preview Resume $ documents
5
Create a Follow-up Task P " 1 5
Navigate to 5
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" + Email Supervisor /
E + $ 5
"2
+ " 25!
+ 8 5
! + Email ; + 8
+ 3% $ $ 5
E + " + % ! 5
n $ 5
! + $ 00 51 $
5 $ + $ I 5
@% D& Message :
Supervisor 5 & Status $ $
Message $ 5
@% D Status >$ ? >< ? $
$5 6 % ! $ $ $ 5
' $
! - ++ $ + +
' $ 5
'$
I Log$ $ + Statu$ C Status
$ $ $ 5
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8 + ! $ $ 5
$ $ 8 + I $5
$ 3
@% D $ 8 + | " + + 9 51 _
$ $ $ 5 + $
5
3 $ $ $
9 + 5
I JobTitle Description
$ $
$5&
Primary Industry JobType
Code$
5
. $ 9
$ +
Savet
$ $
5
E
+ 2 $
5
+ ' 8 + I 3 $
' Ext. Job ID 5
1 $
! $ Messages + $
$ 5 Messages +  $ : : 1% |
$ 51 $ + ! $ 5
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RepName  Brancib ! " Searcht+

Active

5

$ $ 5!
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/)

" New+ Order
ActionsBar5 E #

I Order Type $

Order Type +

+

Work Site
+ Required Job
Title: Start Date Shift
Start End Times
Contacts( 5 Hiring
Manager Supervisor 5)

salary ( )

5% Default Permanent Order %
$ Fee Percentagé 5'

5

& : Direct Hire Details +
5 $
$

$ +
+ $ Alt+35 ! + +

> ?2($ ! )5 !
Order Type >#
" Savé !

$5

fee percentage +

,DepartmentMisc$ :

Fee Percentage Salary. Fee

?5 .
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+
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&) ' $ Filled $>C$ 2 Active $>8& ? >&
? Branch$ " Searclb
F) 3 $ $ N
&) & + +
51 % ! +0 " &
$ 5
G) & + " $ N
& E 5. : " + &
Actions Bab Record Actions Copy Ordeb & >
$ 5 3 " N? Yes
5
8) 3 >& +
? Continue Working 3 1
N
&) . $ Washed Status  + > 5%
> ? $ o+ +
$ 5% 0+ Washed Status > ?5 | +
5
M) 3 >& +
? Continue
Workingg 3 1 N
&) . $ Status +>& 7?5 $%$ $ O Status
$>*  ? Status > $
"?5 $ = + : Status
>& 7?5 E + o+ $ 5
0) 3 $ + +$ N
&) ! $ 9 $ + + +$
51 B Customer Department Work Site Worker Comp
$ 3 > $ +? Required Order Type Job Title: Start
Date Pay Rate Bill Rate Pay Periods$ Supervisor Hiring Manager 5
P) $ , *
$ N
&) %5 C Pay Rate Bill Rate
51 + $
5% + % |
$ $ 5
Q) 3 1 + $ N
&) * + & ! ,PO Setupgp +$ + o+
PO Number ,PO Setup 5 1 N "
$ $
$1 0 Apply to All Child
Departments "+ 2 "$$ PO Setup $ 5
7) ! + + o+ $ + " $ 5#
N
&) !  Overtime BIll Doubletime Bill$ + $ Multiplier >% ?5 !
$ Overtime Bill 65M Bill Rates | $ Doubletime Bill F
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Bill Rateb ! +

$ + 5
6;) 1 + 5 N
&) : + + + 51
+ $5% $
" Multiplier Code $1
0 " Apply Multiplier Codes to Departments
"+ 2 "O$$5 . + : + o+
Multiplier $ 5
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! ) % !

I % | $ 51 # $
% | Alt + 4 ( )5 | 2 + B

E 0 "$ $ Assign Employee
+ " + % ! 5

3
Create New Assignmeént
@% 0%
+
5
3 $ $
Employee$
51 " Save
% !
Save and Close
% ! +
5
@% 0% ! $ $ Transactions$ + & | 5 3%
$ % ! + $ "% 5
I $ $
1 + Pay Rate 1 &
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% ! %& %

I & % ! & : Employee nameCustomer Name, Job Title.! Assignment
ID: Order ID: Employee Il 9 + $ ) +
5
$ % ! > ?
$
+ t$ 1+
> 7 +
$ (% % ! + 5 % ! Actions Bar
$ B 51 + % ! ' $ 5
" +
Record Form Actions$ % ! 5
' $
: $
$
Emails
" $5
! + $$ % ! (2B Paper Timecard Print Of6
! + Favorited 3 Favorites 2 " +
5 " $ (2
)5
% ! $
! $ Start End Date $ : Bill Pay Rates Status $
6 % ! 51 $ 3 + + 5
I & $
$
Employee 9
#( Aiden):
Customer Department Order
ID AssignmentD5

& Temp Phone +

"5
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@% 0! Status +

% | Status,
5> ?:>
1
L /+ $ +
+ 51 B

Job Title & Business Code
Start Datd3

Expected End Dai $
duratiorb !
<

5

Original StarB !
$$

5

Actual End DatB !
5! +
+
Status $ !

Shift: ! +
: $

Start Time End Timé !
Shift -

& $ 3 $
5

Actual End Date

?:>#

Transactions+

% !

$

$$

I Status$ $ > 72
% ! + 51

Actual End DatB !
Transaction $
" 2 >% % ? Status
Actual End Date + 5
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! #
Multiplier ($ ): Bill Rate Pay Rate
Salary(' *) $ 5

@% OSalary Bill Salary +
(5"
+0 " ) _ 5
! $ 9 Unit Bill Unit
Pay Rateb "5
@% D $ % ! $ +0
Company$ $
W2 "+2
+ "5
13" *% + $
$ 5
& 3 Payroll Notes$ + $ " 5
@% OPayroll Notes :
2 % ! 5
. $ Sales Team
ServiceRep Branch$ 5
! Perf Note$
% ! 5
I Assigned Entered By
+ |
51 &
1+ 5
I NoAutoClose2: $ ": % ! $ + 5% +2
& $ G; $ ( +
)5
% ! I $
! $ Messages + $ % | "
% | $ 5 Messages + $ : : :
% ! $ 51 ! $ o 5
! + ! $ 5
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% | $
! $ First( ) Second ) $: 5
! First Call Scheduled For  Second Call Scheduled For + +
$ % ! 5!  First Call Made. Second Call Made On + :
& $ $ 5
!
$9 $>3"7?

+ 3
+
+

+ %
+

Number of Days
Between “Weekly”

calls5
E +
$
( $ >6
# ?2.>5F # 7
>3"? 5
I Hours 12 Months (+ $
" 6F ) , GP 12 Months, and Sales 12 Months $ !
+ 5
%! ' 3
r $ $ % ! $ $5
! . +0 " $ % ! 5
& $ % Last NameAssignment IDFirst Name Employee ID Customer Active
RepName  Brancib ! " Searcht+ % ! 5
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) % !
| |
$ 5
$ +
. $
Status + Hired Perm financial details
Actual End Data + 5 % + 2
' !
Hire:! 3 " =
$
$ 51 $ :
! .
Statud®
I <+ $
$ 2l
$
I Actual End Date +
Start Date
b
Therefore, unlike temporary assignments, there is no
need to input (end) direct hire assignment.
TempWorks is going to input the Actual End Dateand
Statusfor you.
3 : Status Start Date
+ & |
5
! + $$
" $
] + 5
I direct hire fees
$
financial details
I direct hire fees
: +
. ! add a
placement fee& $
& ! + 5
! placement fee, " +
$ 51
51 Rate +
: D8+
: 5
Start Date $ b/ ! Start Date ! 3"
5 " Save
$ 5

$ 5 $ $
: $ + " $$ 5

+ 51
& ! 5
A
direct hire fee
+ 5
$ Direct
!
Status
3 n

!
Actual End Dates

5
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! $2 +
+ 3 !

! $2

T+ = financial details

$
5
3 + pay rate
! .
" +
51 $ :+

extend the assignmeht!

I 2 :
51 :
Status ' $ : *
: Actual End Datd
)5

2 5 " actions
+
Extend Assignment, + 5

Once you have clicked on Extend Assignmentyou will be prompted with the screen
seen to the left. Enter in the start date that the new pay rate should take effect.

This will have copied the assignment but zeroed out the financial details You can now
input the pay rate, bill rate, until pay, until billetc. as desired. Enter the new rate
information and click Save

This rate information will now pull in to payroll and invoicing when the date is

relevant.
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$> ?5 $ $ " + + Status
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N
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$ 13 1 " Status + >0%
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5
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&) & Worker Comp Code +
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>, " ? % ! $ 5.
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5
P) ! " $ 5 N
&) & Work Site +
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&) % ! 03F 1
Companys ( $$ $ +0 ; $ 6,77 )
w2 "+2 + "5 +0 Pay Rate +
: Other Agency Pa$ + $
1 5
7) 6;77 , +0 L+ $ 1 3F
"+ 2 "53 N
&) '$ $ +0 Vendor$
$ + ( $% $ +0
$ 6,77 )5 $ Vendor 1 +
+ + % $ 5!
$$ + : % |
Actual Date Ended Start Date Status
>, " ?5 % 5
6;) ! + $ 53 +
N
&) % ! $ Actual Date Ended
+ + 51 Status + > * 7
( )5 % $ + 0 Adjustment
5
66) 1 3 N
&) $ Status % ! +
$ 5 ">2 7> 7 > D % $? $
9 " 1 $
$ 5& $ + Perf Note
% ! Message " 5
6F) 3 $ $N
&) $ + + $ "
Transaction 5 " Create Timecar® Record Actions
Transaction + 5
6G)! 5 < N
&) +5 + %
5
2 B! 1 $$ $ O,FQ,F;6;:
+ $ O,FQ5 ! $ "
$ Transactionss Weekend Bil{ ) O,FP,F;6;5
+ + "
5
0 $ > ? Transaction +
$ " 5
! " % ! Extend
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! E $
" New+ Contact $ 5E #
+ $ Alt + 55 Actions Bar " + New Customer Contact

$ Record Actions ! + + 5

$ S + n
( ° %
) " Scan Business
Card + $ $
$ 5&
$ + +
6 5
" Import from Outlook +
$
"os 51 +0 "
+ $
+ $ 5
E 6 $
Tab" +
$ 5 $
& + + 5! & +
$ %
5E
+

& $ "5

@% D $ $ 9
9 + +

$ $ 5
" + contact information
$
5
6 " Savet
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I & & % Customer Name, Department, Job Title
$ >& 75! Worksite
9 ID5
$ >& ?
$
+ :$ 1+
>H ? +

$ (% + 5 Actions Bar
$ B 51 + ' $ 5

" + Record

Form Actions$ 5
I $ 2
$ .o S:
3+
5

n $ 5

! + $$ 51 +
Favorited 3 Favorites 2 " + 5

" $ (2 )5

@% D!
(2B3+ * )5
$

! $ Title Company Namé Contact Methods
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Messages
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CompanyName Email
Status Branch $$
Noted

$ Email $
Email 6
Pox $

5#+0 "
Contact Methods$$ 5

PersonalCall 5

0

Contact Methods$

" +
! $
$$
$ - " 5
! Add a Personal Cal "
+ * 5& $
$ $ $ 25
I Summand
* A
Message 2
Message + PersonalCall.
.1 $ "
Savet +
" New+
PersonalCall $

5

Contact Method

5

+ : Emails:
51 Message

Title:
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! $ ContactGroups

51 :
" + 5! $ "
+ B
E + +
+ 5
()

+ "
Savet ()

5

+

$ 5

! " < +
=51 Interest Codes + Contact
Groups $ " " 51 InterestCode "
+ $ 5
$
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% ! Message

Messagé
5
$5
i) )5
5
+ 6 $5
$
+ $ % !
5E
5
$ $ +
Hiring Manage)5
$ " & ,&*
)5
$ 5
$
5
51
&+
+$ +
5
$2+
" Message
! 5% ! Messages
5E
Invoice Details$ 5
( 5)
51 " 6
6
5

© 2010 tem pwo rks

saftware

All rights reserved

Page 100 of 142

Status



/) & =

& Message + $
3 Message $
(
5
3 (
Task SubjectDue Date
( + Assigned T6  (
+ $
5
3
Subject Start Date
Date 5& +
5
L1 .$%;
6) & + N
&) . +
+ 2 +
" ( + +
1+ 5
& "
F) 3 +
&) ! + "

Follow-up

End

5
51 MessageAction
+ o
+ + 5
"N
Message
! $ 5

© 2010 tempwo rks’ All rights reserved

saftware

Page 101 of 142



E $ (5 3 2:*%: 2 )
51/ "
" $ 3 $3 (
+ )5
! View > ? > ?5 1
+0 " o " Operb
! " + 5. + +
$ + B
" + $ 5
" + O
" 51 +
File Path$ 5!
+ Name$ 5
Type$
Descriptiorb
@ n
Type$> 25!
5
$ 9 + " Savet 5
# + $ # + "
51 $

13" 5
$ # + " "
+ 5
! $ " S + 5
! $ o " Edit Informatiorb

© 2010 tempwo rks’ All rights reserved

saftware

Page 102 of 142



$ +$ : : 1% | : 5/
$ " " ' $ %
$3 ( + )5 ' '&
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Employee Enhanced Search Example 1 : You want to find employees who live within 20 miles of zip code
55121, and you want to know which zip code they live in.

Process:
1. From the Employee record area, click on Enhanced Search.

2. Since we are searching based on location, we are going to use the
Location category. Clicking on Location provides the following screen, and
options.

3. Because | am searching based on a zip code, | am going to enter that
zZip code in the Zip Code field. First, click on zip code to display the text
field, and enter in the zip code you wish to search on.

4. To ensure you know which zip code the employee lives in, since you

want to see this in your results, before moving to add additional criteria, be sure to check the box stating ‘Show In
Results’ as circled in red below. This will create an additional column in your search results providing you with that
information.

M5 $ $ =
" + 5 ' $
2 = + F;
51 $ : F; $
+ " # : F;5
M5 & + : "
5
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Enhanced Employee Search Example 2:  You want to find all employees with the Interest Code of Accountant or
Accounting Clerk, and they’'ve called in Available in the past 10 days.

Process:
1. From the Employee record area, click on Enhanced Search.

2. To search on Interest Code, you need to
add those interest codes to the search
criteria. Interest Codes is located under the
Profile category.

You can either type directly in the Interest
Code field, or search through the dropdown to
select your desired code.

3. To search for multiple Interest Codes, once you have selected the first, click on to select additional.

This creates an additional field so you can add additional Interest Codes. Also, as circled in red above, you can
see that you have two options, Match All and Match Any.
Selecting Match All is only going
to display those results that meet
all of the criteria.

Selecting Match Any will search
for records that have one, or
more, of the criteria.

4. To search based on availability, we also need to add in the Message Action code search. This is also listed
under the Profile section.

5. And lastly, need to include the Days Since.

Note that you can select from a
dropdown whether it is greater than, less
than, etc, to ensure you are getting the
results you want.

M5 & + : " 5
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Order Enhanced Search Example 1: Search for all orders that have a
status of Cancelled that were scheduled to start since the beginning of this
year.

Process:
1. From the Order Search area, click on Enhanced Search.
The following categories will be displayed.

2. Under the Details category, click on Status, and then select Cancelled
from the dropdown.

3. Under the Job Information category, click on Start
Date and input the desired date. Be sure to select the
proper option from the greater than, less than

dropdown.

M5 & + : " 5

% | 9 > B $ + $
+ 5

Process:

1. From the Assignment Search area, click on Enhanced Search.
The following categories will be displayed.

2. Click on Calls and enter in the desired search date range under the First Call Scheduled For fields, clicking add
to enter in two dates.

3. & + : " 5
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1 & 1

Saved Searches can be created to allow users to be more efficient if they are running Enhanced Searches with
the same, or similar, criteria on a frequent basis.

I : $ $
5
$
" + 2
+ $ 5
! $ 5
E Name save search "5
$ $
5 2 :& MM6F65
# +25
$ n
+ "+ 2 0" Share Search® +2
" +
"4
, $ $ $ 5 +
$ % $9 5 2 + :
$ $ & F; $ MM6F6 = 53%
+ T+ + $
$9 : " ( & )+ 25!
. + 5
" 5
5
! '$ " 5
E + $5 " 5
$ " $ ' " 5! 2 $
+ B
$ $ 0 " Run+ 5%
9 + < Run+ -
5
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To select the document you wish to attach

either;
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#+0 " 5E
Message " 51 !

5

! : and click on the delete button as
circled (inred) above. The prompt (above left) will ask you if you are sure that you want to delete the
appointment, click “OK”.
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Amount (Over 30 day§) " AR 31-60 Day$ & ! ,Credit and Payroll$ 5
Amount (Over 60 day§) " AR 61-90 Day$ & ! ,Credit and Payroll$ 5
Amount (Over 90 day§) " AR Over 90 Day$ & | ,Credit and Payroll$ 5
ZipD " Zip$ $ $ $ 5

Distance in MiledD C < Zip 2 5

Street ID " Street 1 $ $ $ 5
Street D " Street 25 $ $ $ 5

CityD " City $ $ $ $ 5

StateD " State$ $ $ 5
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*$

Customer IDD " Customer I1D§ $ $5
Customer Namp " Customer Nam# $ $5
Department Namp " Departments $ $5
ActiveD " Active $ G 22> $ "2:>1 7?0 5)
StatusD " Status$ $5
BranchD " Branch$ $ ,Sales & Servicé 5
Include Department® $ + 5
Interest Codd®d " Interest Code$ ,Interest Code$ 5
Message Texd 2 5
Message Actiob " Action 5
Message Dat® " Date/Time$  $ 5
Hours SinceD C < Message Action Message Text
)5
Days Sincé C < Message Action Message Text
( )5
Message Repnaniz " Rep Namé& 5
Order IDD " Order ID$ . $ 5
SkillcodeD " Job Title$ $ I+ $ $ $5
Order StatusD " Status$ $ . $ $ $5
Order TypeD " OrderTypes $ /+ & $ $ 5
Start DateD " Start Date$  $ I+ $ $ $5
Job TitleD " Job Title$ $ I+ $ $ $
( Skill Codet+ $ 2 $ )5
Account Manageb " Account Manage$ $ ,Sales &
Service$ 5
Activation DateD " Activation Date$ $5
Sales Tear " Sales Tearth $ ,Sales & Servicé 5
Credit AnalystD " Credit Analysi$ $ & ! ,Credit and
Payroll$ 5
How Heard OfD " How Heard Of$ $ ,Sales & Service
$5
CompetitionD " Competition$ $ ,Sales & Servicé 5
NoteD " Notes$ $ ,Sales &Servicé 5
Customer Extral " Customer Extra $ /+. #$ ,Sales &
Service$ 5
Customer Extra® " Customer Extra & [+. #$% ,Sales &
Service$ 5
Customer Extra® " Customer Extra $ [+. #$% ,Sales &
Service$ 5
#
Search Texb " 23 5
Document Typ® " Type$ $ 5
Document Nam® " Name$ $ 5
Create DateD " Date$ $ 5
Document Versiod " Version$ $ 5
Expiration DateD " Expiration Date$ $ 5
File TypeD " $$ (% :2)5
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#

Order IDD " Order ID$ . $ 5
ActiveD " Active $ >C$ 2> 2> 2 5)
Customer IDD " Customer I8 $ $ $ $5
Filled D $ Status > ? >C$ 7?75
CustomeD " Customei$ $ $ $ $5
DepartmenD " Departments $ $ $ $ 5
Order Statud " Statust $ . $ $ $5
Order TypeD " Order Types $ I+ $ $ $5
Order Taken Bp " Taken By $ . % $ $5
Sales Tear® " Sales Tears $ . % $ $5
Worker Comp CodB " Worker Coms $ $ $ $5
BranchD " Branch$ $ . $ $ $5
Do Not Post to Web " Do Not Post to Web " + 2 Web Options + $ $ 5
Time Order Place® " Date Opene® . $ 5
NoteD " Notes$3 $ . % $ $5
[+ $
SkillcodeD " Job Title$ $ I+ $ $ $ 5
Start DateD " Start Date$ $ /+ $ $ $ 5
DurationD " Duration$ $ I+ $ $ $5
Number Assigned " Assigneds $ /+ $ $ $5
Number Require® " Requireds $ I+ $ $ $5
shiftD " Shift$ $ I+ $ $ $5
End TimeD " End Times $ /+ $ $ $ 5
Start TimeD " Start Times  $ I+ % $ $ 5
Safety Note® " Safety Note$ $ /+ $ $ $5
Dress Cod® " Dress Codé& $ /+ $ $ $ 5
DirectionsD " Directions$ $ $ $ $ 5
Candidate Statup " Status $5
Employee IDD " ID$ * $ $ 5
Date Added " Entry Date$ $ Status$ > ? ,Log$ 5
CommenD " Comments $5
Order IDD " Order ID$ . $ 5
RankD " Rank $5
Status Action Dat® " Entry Date$ $ $ Status ,Log$ 5
Street 1D " Street1$ 3" # $ Worksite 5
Street D " Street2$ 3" # $ Worksite 5
CityD " City $ 3" # $ Worksite 5
StateD " State$ 3" # $ Worksite 5
ZipD " Zip$ 3" # $ Worksite 5
Contact IDD " Contact ID$ * $ $ %

5
First NameD " First Name$ * $ $ 9

5
Last NameD " Last Namep * $ $ 9

5
StatusD " Status$ . $ $ %
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5

ActiveD " Active $ = 2 +
Customer IDD " Customer 10$ $
$ 5
PhoneD " Contact Method Contact Type$>.$$ * ?
5
#
Search TexD " 2 % 5
Document Typ® " Type$ $
Create DateD " Date$ $
Document Namp " Name$ $
Expiration DateD " Expiration Date$ $
Document Versiod " Version$ $
File TypeD " $3 (% :2)5
Direct Hire Fee %D " Fee Percentagé $ # $
P ? 5
Pay RateD " Pay Rates $ # $
Bill RateD " Bill Rate$ $ # $
% | '
#
ActiveD " Active $ (=. ?2)5
Order IDD " Order ID$ & $
Employee IDD " Aident$ & $
Branch Namé&® " Branch$ $
Assignment D " Assignment IC5 & $
ExplanationD " Status$ & $
Last NameD " Last Nameb * $
ShiftNameD " Shift$ I+ $
First NameD " First Name$ * $
Entered ByD " Entered By $
Rep Nam® " Service Re@ $
Sales Teard " Sales Tearfs $
CustomeD " Customei$ $ & $ $
Department Nam® " Departments $ & $ $
Street 1D " Street1$ 3" # $ Worksite
Street D " Street2$ 3" # $ Worksite
CityD " City $ 3" # $ Worksite
StateD " State$ 3" # $ Worksite
ZipD " Zip$ 3" # $ Worksite
Customer IDD " Customer ID$ $ $ $
ActiveD " Active $ (>. ?)5
[+ $
Skill CodeD " Job Title$ $ /+ $ $
Start DateD " Start Date$ $ I+ $ $
End DateD " Actual Date Ende® $ I+ $ $
Start TimeD " Start Times  $ I+ $ $
End TimeD " End Times $ I+ $ $
ShiftNameD " Shift$ I+ $

)5

$

,Contact Method$ $

(6]
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ActionD "
Message Dat®

Hours SinceD C <

( )5
Days Sincé® C <

( )5
Message Texd "
Message Repnanie
Order IDD "
Customer |DD
Employee ICD

FirstCalD "

First Call Scheduled Fob "

$ 5
Second CalD "

Second Scheduled Fbr

$5

Employee Confirmation Dat2

$5

Customer Confirmation Date

$5

Employee Cancel Date
Customer Cancel Date

Pay RateD "
Bill RateD "
SalaryD "
Salary BillD "
Unit Pay RateD "
Unit Bill RateD "
EmployerD "
CompanyD
Worker Comp CodP

Action

5

Date/Time$ $

Message Action Message Text

2
Rep Namé

Link Order$
Custome$

Link Employeés
First Call Made Ors  $
First Call Scheduled Fo$ $

Second Call Made O $
" Second Call Scheduled F#r

Pay Rates $
Bill Rate$ $
Salary$ $

Employee Confirmatioi $

Customer Confirmatio $

Salary Bill$ $

Unit Pay Rates $

Unit Bill $
EINC$ $
Companys $

Worker Comp Codé $

$

#

*

#

?

#
Contact IDD " Contact ID$
First NameD " First Name$
Last NameD " Last Nameb *
Customer IDD " Customer 10§

5
Date Created " Date$
ActiveD " Active $ >
StatusD " Status$ $
TitleD " Title $ *
DepartmenD " Department Namé
BranchD " Branch$ $
Customer Nam® " Company Nam8
BirthdayD " Contact ID$ *
Contact Repnamp " Rep$
Interest Coddd " Interest Code$

How Heard OD "

How Heard Of$

Message Action Message Text

Employee Canceledl $
Customer Canceled $

#

(ﬁg_}%

$
$

© o
a1 o
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CountryD " Country$ 3" # $ % Worksite$
ZipD " Zip$ 3" # $ Worksite$ 5
Distance in MiledD C < Zip 2 5
Street 1D " Streetl$ 3" # $ % Worksite$
Street D " Street2$ 3" # $ % Worksite$
CityD " City $ 3" # $ % Worksite$
StateD " State$ 3" # $ % Worksite$
Message ActioD " Action 5
Message Dat® " Date/Time$ $ 5
Hours SinceD C < Message Action Message Text

( )5
Days Sincé® C < Message Action Message Text

( )5
Message Texd " 2 5
Message Repnaniz " Rep Namé& 5
Order IDD " Link Order$ 5
Employee IDD " Link Employeé 5
Assignment IlD " Link Assignmen$ 5
Customer IDD " D + $ Customer$ 5
#
Search Texb " 23 5
Document Typ® " Type$ $ 5
Document Nam® " Name$ $ 5
Create DateD " Date$ $ 5
Document Versiod " Version$ $
Expiration DateD " Expiration Date$ $
File TypeD " $3$ (% :2)5
*
Info Discussed " Info Discusse® Add a Personal Cal$ 5
OtherD " Other$ Add a Personal Cal$ 5
CommitmenD " Commitmen$ Add a Personal Cal$ 5
Future Need® " Future Need$ Add a Personal Cal$ 5
Follow UpD " Follow-Up $ Add a Personal Cal$ 5
Call DateD " Date$ Add a Personal Cal$ 5
ObjectiveD " Objective$ Add a Personal Cal$ 5
PositionD " Position$ Add a Personal Cal$ 5
SummanD " Summang Add a Personal Cal 5
Summary (Continued) " Summary (Cont$ Add a Personal Cal 5
Recruiter Nam® " Repnamé& Add a Personal Cal$ 5

$

StateD " State$ & $

5
Zip CodeD " Zip Code$ &

5
ActiveD " Status$ $ 3
Vendor Nam® " Company 106

5
Supplies Disabled Peoplz " Supplies Disabled People” + 2 9

$ 9 5

Small BusinesB " Small Business " + 2 9

$ 3 5
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Activation DateD " + $

StatusD " Active "+2 $ 5

CityD " City$ & $ $
5

NoteD " Note$ $ 3 5
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