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Therefore, unlike temporary assignments, there is no 
need to input (end) direct hire assignment. 
TempWorks is going to input the Actual End Date and 
Status for you. 
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Once you have clicked on Extend Assignment, you 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 bill, etc. 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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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 I am searching based on a zip code, I am going to enter that 
zip 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. 
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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. 
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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. 
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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. 
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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.  
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