Placements & Back Office Interface

Overview

WinSearch offers a combination of features as a result of a Placement Activity. Beyond

recording the activity, it may perform these additional tasks:

Email or notify other WinSearch users that a placement has occurred
Mark the Job Order as “Filled” or “Closed”

Update pertinent information on the Job Order record

Update pertinent information on the Candidate record

Set up a Termination Warning activity

Set up a First Day Follow Up activity

Add the Candidate’s payroll information to the Back Office Interface Table.

Creating a WinSearch Placement Activity

There are two types of Placement Activities available: Permanent Placement or
Contract Placement.
The process for creating a Placement Activity is the same, regardless of the type of
placement.
o For a Contract Placement, the options exist to have an additional activity
created to warn that a position is going to end and there is a Termination
activity to indicate that the assignment has ended.

Creating a Placement

Click the Create New Activity icon , to bring up a new Activity Record Screen.
o The Placement activity can be created from the Job Order, the Candidate or the Main
WinSearch toolbar.
From the Act. Code drop down list, select the Activity Code designated for Permanent or
Contract Placement, depending on the type of placement that it is.
The Scheduled Date is either the date that the agreement is made or the Candidate’s start
date, depending on your company’s policy.
Verify that the appropriate Activity Links are present.
o Candidate, Client Company, Client Contact and Job Order should be linked. Your
company can specify which links are required.
You may notify Staff Reps that the placement has been made.
o Staff Reps may automatically be included and/or notified based on the Placement
Activity Code set up.
Click Save & Close to record the Placement activity.



Creating a Placement Activity Diagram:

1. Activity Code: Permanent or Contract Placement

2. Scheduled Date: Placement Date or Start Date
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3. Activity Links: Candidate, Job Order, Client & Contact

4. Save and Close: Records the Placement activity



Updating the Job Order

Up to this point, a placement activity has behaved like any other activity. Now you start seeing
some additional functionality come into play.

Once you hit Save & Close you are presented with the following Prompt:
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Select Yes to Close the Job Order by updating the Job Order status.
This will increase the Number Filled field on the Job Order by 1.
Select No if you would like to leave the Job Order as is.
o Typically you will only select No if there are open positions remaining.

Update Placement Data

After choosing whether or not to close the Job Order, a second screen pops up prompting
you to Update Placement Data.
The Update Placement Screen offers you the chance to update position information for the
Candidate.
o Information filled in on the Job Order will be carried over to the Update Placement
Screen.
Certain fields may be defaulted by the Placement & Termination Settings.
o WinSearch uses the Start Date to create the first day follow up activity, setup in the
Placement & Termination Settings screen.
Hit Save when you are finished making updates.
o Double check your work- you only see the Update Placement Data screen once!
The Person’s Information will be updated along with an entry being added to the Back
Office Interface Table.



Update Placement Data Screen
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e Once you hit save on the Update Placement Data screen, the following prompt appears:

\‘g/ Fooll existing information inko Job Histary?

e This prompt allows you to take the employment information that was on the Candidate
record prior to making the placement and roll that into the Job History table.
e This is the final step; the placement is complete!



Placement & Termination Settings

e Prior to successfully recording a Placement activity in WinSearch, certain settings need to
be put in place.
e To access the WinSearch Placement & Termination Settings go to SETTINGS=> USER OPTIONS=>
PLACEMENT & TERMINATION SETTINGS.
e These settings are on a user-by-user basis
o Ifyou set them up as SysAdm, all new users added to the system will inherit those
settings.
e Within the WinSearch Placement & Termination Settings you will choose the following:
o Activity Codes for Permanent Placement and Contract Placement
o Activity Code for Contract Termination (if applicable)
o Default Status, Type, Class and Category entries for Person’s records when a
Placement or Termination is created
o Activity settings for Start Day Follow-up Activities and Termination Warning
Activities

Bl Placement & Termination Settings

Permanent Placement Activity Settings
Permanent Placement Activity Code: Permanent Placerne *Permanent Person Placed Status: Placed
*Status for Closed Permanent Orders: Closed *Permanent Person Placed Type:
*Permanent Person Category: Employee "Permanent Person Placed Class:

Contract Placement Activity Settings
Contract Placement Activity Code: Contract Placement *Confract Person Placed Status: On Assignment
*Status for Closed Contract Orders: Closed *Contract Person Placed Type: Contract Only
*Contract Person Category: Employee *Contract Person Placed Class:

Contract Termination Activity Settings

Terrninate Activity Code: End of Assignment *Terminated Person Status: Active
*Order Status Set by Terminate Activity: Closed *Terminated Person Type:
Terminated Persons Category: Contractor *Terminated Person Class:

Placement Followup Activities Settings
™ AdjustDate by 0 (+-) Days

Start Day Followup Activity Code: Call - 15t Day IV Auto Create v SetAlarmwith 2 Days lead time

W AdjustDate by 7 (+-) Days

Termination Warning Activity Code: End of Assignmenty M Auto Greate ) .
WV Setflarmwith 0 Days lead time

Restare Defaults Close

MM




Permanent Placement Activity Settings

The following settings are available for Permanent Placement Activities:

Permanent Placement Activity Code: Select which activity code indicates a Permanent
Placement

o Note: This activity code must be set up prior to entering it on this screen
Status for Closed Permanent Orders: What the status of the Job Order will become when
itis closed.
Permanent Person Category: a default Category for the newly place Candidate
Permanent Person Placed Status: a default Status for the newly placed Candidate
Permanent Person Placed Type: a default Type for the newly placed Candidate
Permanent Person Placed Class: a default Class for the newly placed Candidate

o The values selected for Category, Status, Type & Class for the Candidate can be

altered on the Update Placement Data screen.

Contract Placement Activity Settings

The following settings are available for Contract Placement Activities:

Contract Placement Activity Code: Select which activity code indicates a Contract
Placement

o Note: This activity code must be set up prior to entering it on this screen
Status for Closed Contract Orders: What the status of the Job Order will become when a
Candidate has been assigned to it.
Contract Person Category: a default Category for the newly place Candidate while he/she
is on assignment
Contract Person Placed Status: a default Status for the newly placed Candidate while
he/she is on assignment
Contract Person Placed Type: a default Type for the newly placed Candidate while he/she
is on assignment
Contract Person Placed Class: a default Class for the newly place Candidate while he/she
is on assignment

o The values selected for Category, Status, Type & Class for the Candidate can be

altered on the Update Placement Data screen

Contract Termination Activity Settings

For Contract Assignments, creating a Contract Termination activity allows you to update the
Candidate record again, getting him/her back into your available candidate pool.

The following settings are available for Contract Termination Activities:

Terminate Activity Code: Select which activity code indicates an assignment is
terminating.

o Note: This activity code must be set up prior to entering it on this screen
Order Status Set by Terminate Activity: What the Status of the Job Order will be when the
assignment is terminated



o This does not have to differ from the Status that is assigned when you make the
Contract Placement activity.
e Terminated Persons Category: a default Category for the newly terminated Candidate
o Terminated Person Status: a default Status for the newly terminated Candidate
o Terminated Person Type: a default Type for the newly terminated Candidate
e Terminated Person Class: a default Class for the newly terminated Candidate
o Ifyou don’t want to assign a Status, Type or Class, just leave that field blank.

Placement Followup Activities Settings
There are two types of Follow-up activities that can be created when a Placement is recorded.

e Start Day Follow-up Activity: This activity serves as a reminder that a placed candidate is
about to start, uses the Start Date of an assignment as its benchmark.

e Termination Warning Activity: For Contract Assignments, this activity uses the End Date
of an assignment as its benchmark for providing a warning that the assignment is going to
end

o The Termination Warning activity simply warns you that Termination is impending;
it does not auto-create the actual Termination activity.

Start Day Follow-Up Settings

o Activity Code: Select the activity code you would like assigned to the Start Day Follow-up
activity, remember this must be created in the system prior to selecting it on this screen.

e Auto Create: Check this off to enable the automatic creation of this activity.

e Adjust Date By: Check this box if you would like to adjust the date that the activity is
scheduled for- then select the number of days prior to or after the Start Date for scheduling.

o Ifyou want the activity to be scheduled for the actual Start Date, don’t check off this
box.

e Set Alarm with: If you wish to receive an alarm as well, check off this box. Adjust the lead
time for the alarm if you would like it to pop up any number of days prior to or after the
Scheduled Date of the Start Day Follow-up activity.

Termination Warning Activity Settings

o Activity Code: Select the activity code you would like assigned to the Termination Warning
activity, remember this must be created in the system prior to selecting it on this screen

e Auto Create: Check this off to enable the automatic creation of this activity

e Adjust Date by: Check this box if you would like to adjust the date that the activity is
scheduled for- then select the number of days prior to or after the End Date for scheduling.

o If you want the activity to be scheduled for the actual End Date of the assignment,
don’t check off this box.

e Set Alarm with: If you wish to receive an alarm as well, check off this box. Adjust the lead
time for the alarm if you would like it to pop up any number of days prior to or after the
Scheduled Date of the Termination Warning activity.

Hit Save on the Placement & Termination Settings window when you are finished updating this
screen.



WinSearch Termination Activity

Create a Termination activity when an assignment ends, whether it’s the agreed upon date,
the assignment was extended, or terminated early.

Creating a Termination Activity is very similar to the process for creating a Placement
activity.

Creating a Termination Activity

Click the Create New Activity icon, to bring up a new Activity Record Screen.
o The Placement activity can be created from the Job Order, the Candidate or the Main
WinSearch toolbar.
From the Act. Code drop down list, select the Activity Code designated for Termination.
The Scheduled Date is the date that the assignment ends.
Verify that the appropriate Activity Links are present.
o Ataminimum there should be a Candidate, Client Company, Client Contact and Job
Order linked.
You may notify Staff Reps that the assignment has been terminated.
o Staff Reps may automatically be included and/or notified based on the Termination
Activity Code set up.
Click Save & Close to record the Termination activity.
You will see the following prompt for the Termination activity:

WinSearch §|

i Wou are Processing this Termination against Person;
3
5306 Deans, Michagl w,

Skatus: Flaced
Cakegory: Emploves

If wou COMTIMUE, you can update the
kermination information Far this Person,

Cancel

Click OK to update the Termination information.

Update Termination Data

The Update Termination Data Screen offers you the chance to update information for the
Candidate that is coming off of assignment, as well as the Job Order.
Certain fields may be defaulted by the Placement & Termination Settings.
o WinSearch pulls the End Date from the information entered in the Update
Placement Data screen, filled in when the placement was made.
Check off the Roll over Current Position box if you wish to have the Candidate’s Job
History table updated immediately.



e Hit OK when you are finished making updates.
o The Person’s Information and Job Order data will be updated as indicated.

Update Termination Data

Persons Data

Category. Contractor
Status:  Active
Type:

Class:
End Date: 7H&L2009

I Roll Cver Current Position

Joh Order Data

Status: Closed
Close Date: 7HE2009

................ Q k ............ Cancel

Back Office Interface Table

e The Back Office Interface (BOI) table contains a combination of Candidate and Job Order
data for each placement.

e  When you create a placement in WinSearch, a record is added to the BOI window.

o This table often contains the information that your accounting system needs for billing and
possibly payroll.

e Access to the BOI table is granted on a user-by-user basis.

e From the BOI table you can create a WinSearch report or copy the information into an Excel
spreadsheet.

Accessing the Back Office Interface table

e Go to PERSONS=> BACK OFFICE INTERFACE
e Here you will have a list of all current placements.

Back Office Interface (BOI) Table
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Go to the REPORTS> STANDARD REPORTS to access the Back Office Interface report.

o From that window you can either print or preview the report.
e To copy the information to Excel, highlight the records that you would like to include and go
to EDIT=> CoPY
e Open an Excel spreadsheet and paste the records
o You can adjust the column settings that are included in the copy/paste. On the BOI

table go to VIEW=> COLUMN SETTINGS and make your changes. That way you only

capture pertinent information.

o Save changes to the column settings by going back to VIEw menu and selecting, SAVE
WINDOW SETTINGS.

Creating Invoices from the Back Office Interface Table

This has 4 basic steps for setup. Once set up, the day-to-day usage has very few steps.

Step 1: Create a Mail Merge template for Email Blast in WinSearch

e Make a copy of your current invoice in Word and save it with a name and location that you
choose for this purpose.

e In WinSearch, select the PERSONS =>BACK OFFICE INTERFACE command and highlight the person
whom you want to use in this list. Sorting by Create Date often gets the one you want to the

top.

e Select the REPORTS = STANDARD REPORTS command.

e Select the Merge File button.

e Select a number (1 through 9) for this new mail merge under Available Merge File Options.



Select the Setup Options button to see a dialog box like the one shown below:

[ ]
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In the Description/Label field, type a description (e.g. Invoice Generation).

In Merge Output File, type a path and filename for where you want to put the resulting data.
The file’s extension should be .txt. An example might be X:\WNSRCH\Invoice.txt or hit F2 to
browse to create a file.

In the Primary Document File, press F2 to browse and select the file that you set up for your
mail merge invoice.

Clear the Warn Before Overwriting Existing File check box so you do not get a
reminderer when the merge data file you are about to create will replace an existing file.
Choose the Accept button.

Step 2: Specify your Columns in WinSearch

Select Specify Columns in the Create Merge File Options dialog box.

Select Merge Columns @

Merge Columns For: 2. - Invoice Generation

Available 86 Selected 13
CaMID f HONCORIFIC -
COMSTATE FIRSTNAME
COMZIP (=] WIDDLE
CREATE_DATE B LASTNAME
CURBILLRATE TITLE
CURGROSSMARGIN ==Clear«= COMNAME =
CURP&YRATE Primary Address 1
DATEQOFBIRTH Primary Address 2
EEOCAT Primary City
EEQCODE Primary State R
EECCODEID Primary Zip
EEQGROUP & Primary Country 7

Column Help ‘

Choose the entries that you want available in the mail merge. Think of the entries you have on
your current invoice. Entries that you might want to include are: At a minimum, you need



PrimaryEmail. You may also want to include FIRSTNAME, LASTNAME, COMNAME, TITLE,
MNGRNAME, ORDBILLADDRESS_1, ORDBILLADDRESS_2, ORDBILLCITY,
ORDBILLSTATE, ORDBILLZIP, PLACEMENT_FEE and START_DATE.

e Choose Accept once you have selected all the appropriate fields.

e Select Entire Results Set in the Create Merge File Options dialog box, then select Go. You
will get a message saying that WinSearch has written a number of records to the merge output

file. Select OK.
Record Selection & Run Time Options
{* Selected Row(s) Only [V Locate and Run Application
(" Entire Result Set v Load Default Document

Go Cancel

|

e Open Microsoft Word and open an invoice to use as your master invoice. Use the File | Save As
command with a new, blank document or an existing document of the email that you have
prepared to send.

Step 3: Complete Merge Setup in Word for Windows

STEP 3 can vary depending upon the version of Word you use. The following
steps are for Word 2010.

e Switch to the Mailings ribbon then click Start Mail Merge button then choose Letters.
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e Choose Select Recipients then Use An Existing List.

e Choose the data file that you created (it is what you entered as Output Data File in WinSearch)
and double-click it.

e Do this for each data item to get from WinSearch:

o Click on the top half of the Insert Merge Field button then choose the field to add
followed by Insert and Close OR Click on the bottom half of the Insert Merge Field
button and pick the WinSearch field to drop into place.

e Select the FILE 2SAVE command in Word, and save this file.
e (Close Word and return to WinSearch. You are ready to test it out.



Using an Existing Email Blast Mail Merge

e Return to the Back Office Interface and choose the person whom you want to try out this
invoice.

o Select the REPORTS = STANDARD REPORTS command to open the Standard Report Options
dialog box.

e Select the Merge File button to open the Create Merge File Options dialog box.

e Select number 1 through 9 for the mail merge settings that you have set up for the invoice
generation.

o Selected Rows Only to only use the highlighted row(s).

e Select the Go button. This creates the merge data file, starts your word processor, and
opens the Word document.

e (lick on Finish & Merge button in the Mailings ribbon then choose Edit Individual
Documents.

| A

Recipient

o

Check for Errors Merae

Results Finish

Samples of the mail merge document and the results are shown next.
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