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Help Documents 

14R2 Enterprise Employee Searches 

The Employee Search form allows users to locate Employee records that match the criteria that have 

been entered for the Search.  The Order Candidate Search integrates the same Search functionality 

as that found in the Employee, only it can be run directly from the Order record. 

 

Saved Searches 

From the Search form in the Employee record click on the option for Saved Searches on the right side of 

the screen. 

 

 

From the list on the left, click on the type of Search you would like to conduct.  This will expand the 

display if any additional search criterion needs to be entered: 

 

 

 

Enter the criteria you wish to search for in the field(s) provided and then click on the Run Search button 

on the right.  If the Search selected does not require criteria to be entered then just click on the Run 

Search button to display Search results. 
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The Search results displayed above are from a Skill search where “data” was entered for the additional 

search criteria.  Double-click on the line to open the Employee’s record.  You can click on the  icon in 

the upper right to print off the Search results list.  Use the  button to export the Search results into 

Excel or another format.  The  button allows the user to select Employees as recipients for a mass 

Email.  To start a new Search click Clear Criteria in the upper right. 

 

*Note – It is very important to Clear Criteria between searches because Enterprise saves the last search 

criteria that you entered, whether that is a Last Name, SSN, Interest Code, etc. 

 

Enhance Searches 

From the Search form in the Employee record click on the option for Enhance Search on the left side of 

the screen.  The Enhance Search form allows the user to run a new Search on most of the fields in the 

Employee record and also to create new Saved Searches. 
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To create a new Search, click on the Enhance Search button.  Then select the category from the 

information on the left and enter in the details in the appropriate fields.  Unlimited fields can be added to 

your Search, but keep in mind that the more fields you add the narrower your Search will become.  

  

 

 

To add this Search to the Saved Searches area click on the  button at the top of the screen. 

 

 

 

Once all of the data has been entered click on the Save button in the lower right to add it to your Saved 

Searches list. 

The  icon will 

be displayed next 

to any Search 

field that has 

information 

entered. 

Once all of the 

details have been 

added, click on 

the Search button 

at the top of the 

form. 

Once the  button has been clicked the 

form to the left will be displayed.  Enter in 

the Name and Description.  If you would like 

to share your Search with other users in 

your Branch, click in the Share Search box. 

 

At the bottom of the form you can select if 

the Search should prompt for any of the 

inputs.  In the example to the left the 

Employees returned will be “Active”, 

“Unassigned”, have an Order Type of “TE” 

and then it will prompt for the Interest Code 

to be added. 
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Setting up Common Searches 

The following search criteria are commonly used in Employee and Order Candidate searches to 

identify people that have placement potential. 

 

Message Action 

Searching on the Action code of a Message can be used to locate “Available” Employees and those with 

current unemployment claims.  For instructions on how to log Messages to the Employee record refer to 

the Messages section of the 14R2 Enterprise Front Office Training Manual.  In the Employee 

Search form select Enhance Search and then Profile from the category list on the left. 

 

 

 

Once the Profile category has been selected, a list of search fields (shown left) will be displayed.  From 

the Message Action choose a comparison value of “=” or “Like”, then select the Action code from the drop 

down menu (“Available”, “Unemployment Claim”, “Unemployment Granted”, etc.)  To display the Action 

code as a column in the Search results click in the box to Show in Results.  To narrow down the Search 

results use the fields for Hours Since, Days Since, or Message Date.  Then click Search in the upper right to 

run.   

 

In the Search results list below the Message Action is “Available” and the Days Since is “<= (less than or 

equal to) 25”.   Show in Results was selected for both the Message Action and Days Since Search fields. 

 

 

 

http://www.tempworks.com/ClientServices/documents/14R2EnterpriseFrontOfficeTrainingManual.pdf


                                         
(continued) 

 
 

 

© 2010, TempWorks Software, Inc.  All rights reserved Page 5 of 20 

Interest Code 

Searching on the Interest Codes of Employees will allow you to find candidates with the correct skills and 

experience for a job.  For instructions on how to add Interest Codes to an Employee record refer to the 

Employee Records section of the 14R2 Enterprise Front Office Training Manual.  In the 

Employee Search form select Enhance Search and then Profile from the category list on the left. 

 

 

 

Once the Profile category has been selected, a list of search fields (shown above) will be displayed.  From 

the Interest Code choose a comparison value of “=” or “Like”, then select the Interest Code from the drop 

down menu (“Data Entry”, “Bilingual-Spanish”, “1st Shift”, etc.). 

 

 

 

Click the Add button to insert another line and select another comparison value and Interest Code.  

Choosing the radio button for Match All will only return Employees that have all of the Interest Codes 

entered.  Match Any will return Employees with at least one of the Interest Codes listed. 

 

Once the Interest Code(s) have been added click on the Search button in the upper right to display the 

results. 

 

 

 

 

 

 
 

http://www.tempworks.com/ClientServices/documents/14R2EnterpriseFrontOfficeTrainingManual.pdf
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Location (Proximity) 

Searching on the location of Employees will allow you to find candidates that would be willing to 

commute to the Worksite.  In the Employee Search form select Enhance Search and then Location from 

the category list on the left. 

 

 

 

Once the Location category has been selected, a list of search fields (shown above) will be displayed.  

From the Zip Code choose a comparison value of “=” then enter the Zip Code into the field (numeric value 

only). 

     

 

For a proximity search enter the Zip Code and select a Distance (in miles).  This will locate Employees 

with a main address Zip code that lies within the approximate Distance of the Zip Code selected for the 

Search.  Then click Search in the upper right to run. 

 

In the Search results list below the Zip Code is “55121” and the Distance is “15” (miles).   Show in Results 

was selected for the Zip Code search field. 
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Document Text 

Searching on the text of Employees’ Documents will allow you to find candidates with the correct skills 

and experience for a job based on an attached resume.  For instructions on how to add Documents to 

an Employee record refer to the Documents section of the 14R2 Enterprise Front Office Training 

Manual.  In the Employee Search form select Enhance Search and then Document from the category list 

on the left. 

 

 

 

Once the Document category has been selected, a list of search fields (shown above) will be displayed.  

From the Document Type choose a comparison value of “=” then select “Resume” from the drop down 

menu. 

 

*Note – This will limit the search to Documents with a Type of “Resume”.  This is one of the reasons 

that it’s very important to make the correct selection when uploading and attaching Documents to an 

Employee’s record. 

 

 

 

In the Search Text field enter the text to be located in the document.  Use of connecting words like “Or”, 

and “Near”, will limit the number of Search results found.  Once the text has been entered, click Search 

in the upper right to return the Search results. 

 

http://www.tempworks.com/ClientServices/documents/14R2EnterpriseFrontOfficeTrainingManual.pdf
http://www.tempworks.com/ClientServices/documents/14R2EnterpriseFrontOfficeTrainingManual.pdf
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In the Search results list below the Document Type is “Resume” and the Search Text entry is “word excel”. 

 

 

 

Right-click on the line for the Employee and select Preview Resume from the menu that appears.  The 

Document Viewer (shown below) will be displayed and the Search Text that was entered will be highlighted 

within the document. 

 

 

 

To close the Document Viewer click on the  in the upper right corner.  You can now preview the resume 

of the next Employee in the list.  
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Misc Employee Search Information 

There are additional functions that can be used from the Employee Search results screen to quickly 

navigate to different forms within the record and to log Messages. 

 

Logging Messages 

From the Employee Search results screen you can log quick Messages to the record by right-clicking on 

the Employee’s line and selecting “Available”, “Left Message to Call”, “Reactivate”, or “Deactivate”. 

 

 

 

 

 

*Note – The Message is logged to the Employee record with the Action code only.  To add additional 

Message text you will need to open the Employee’s record and edit the Message (highly recommended 

for “React” and “Deact” Messages). 

 

 

 

 

 

 

 

 

 

 

Once the Message Action has been 

selected from the right-click drop down 

menu, the prompt to the left will 

appear to indicate that the Message log 

was successful.  Click Continue Working 

to clear this prompt. 
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Adding Order Candidates 

When an Order record is open in the Order section you can add candidates by selecting the entire 

search results list (Ctrl – A), a group of Employees (click on the first line in the group, hold down the 

Shift and click on the last line in the group) or individual Employees (click on multiple lines while holding 

down the Ctrl).  Once the records have been selected, right-click to reveal the drop down menu and 

select Set As Order Candidate. 

 

 

 

The same function can be completed from the Order Candidates Search form by selecting the 

Employees, right-clicking and selecting Make Employee A Candidate from the drop down menu (shown 

below). 

 

 

 

 

*Note – This will automatically log a Message to the Employee, Customer, Order, and Supervisor 

Contact records with a Message Action of “Order Candidate” and Message text including the candidate 

Status, Employee name, Order ID number, and the Customer name. 

Once the candidates have been added 

from the right-click drop down menu, 

the prompt to the right will appear to 

indicate the number of Employees 

that were added.  Click Continue 

Working to clear this prompt. 
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The Employees will now be listed as candidates in the Order Candidates form for the current open 

Order.  It will also add this Order to the Employee Details/Candidacy form (shown below). 

 

 

 

Previewing Resumes 

If an Employee has a Document attached to their record with a Type of “Resume” you will be able to 

right-click on their line from the Search results and select Preview Resume.  For instructions on how to 

add Documents to an Employee record refer to the Documents section of the 14R2 Enterprise 

Front Office Training Manual.   

 

 

 

*Note – If the Employee does not have a Document attached to their record with a Type of “Resume” 

a prompt will be displayed that states “No resume was found for the selected employee”.  Click Continue 

Working to clear this prompt. 

http://www.tempworks.com/ClientServices/documents/14R2EnterpriseFrontOfficeTrainingManual.pdf
http://www.tempworks.com/ClientServices/documents/14R2EnterpriseFrontOfficeTrainingManual.pdf
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Once Preview Resume has been selected from the menu the Document Viewer will be displayed.  The 

Document Viewer (shown below) will show the first “Resume” (alphabetically based on the Document 

Name) that appears in the Employee Documents form. 

 

 

 

To close the Document Viewer click on the  in the upper right corner.  You can now preview the resume 

of the next Employee in the list.  

 

*Note – The text in the Document Viewer will only be highlighted if a “Document Text” Search is 

conducted as mentioned earlier in this document. 
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Record Navigation 

From the Search results form, if you double-click on the Employee’s line it will open the record to the 

Visifile form.  If the Visifile does not contain the information you need to view in the Employee’s 

record, use the right-click drop down menu and select Navigate To. 

 

 

 

When Navigate To is selected from the right-click drop down menu, it will expand to display the main 

forms available in the Employee record (ie. Visifile, Details, Pay Setup, etc.). 

 

 

 

 

 

Click on the form or subform to navigate directly to that area of the Employee’s record. 

If the selected Employee record 

form has associated subforms (ie. 

Details/Past Jobs, Pay 

History/Check Register, etc.), the 

navigation menu can be expanded 

further (shown left). 
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Columns Displayed 

To display the criteria from a search field in the results screen, click on the Show in Results check box for 

the criteria selected (shown below). 

 

     

 

 

 

The City column was added to the Search results displayed above because the Show in Results check box 

was checked off on the City field in the Location category of the Enhance Search section. 

 

 

 

By right-clicking on the column header line you can select to add or remove available columns to the 

Search results displayed.  If the search criteria entered has the Show in Results check box checked off it 

will be available as a selection in the drop down menu (as shown with the City column above). 

 

 

*Note – Criteria does not 

need to be entered in the field 

to have it display in the 

Search results. 

 

 

If the column is currently displayed in the Search results it will have a  

in front of it.  To remove a column from the results list, simply click on the 

line for it.  The  will disappear and the column will be removed from the 

list.  And vice versa to add a column back in. 
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Sorting Results 

The Search results can be sorted and grouped in a number of ways.  Columns can be moved around on 

the screen by dragging and dropping the column into the new spot.   

 

 

 

Click on the column header you want to move, continue to hold the left-click button down as you move 

the column header across the screen to the new location then release the left mouse button to drop the 

column into the place selected (Branch is being relocated to display between Last Message and City). 

 

 

 

You can sort the results by clicking on the column header (the  will display when results are in 

descending order and the  indicates that the results are ascending (ie. alphabetical)).  Hold down the 

Shift key while clicking on column headers to sort by more than one column at a time (shown above). 

 

 

 

Drag and drop a column header to the white area above the column headers line  (where Branch is 

displayed above) to sort the Search results into groups by the column selected. 
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Enhance Search Field Descriptions  

The list below explains what field (or fields) the search criterion in the Employee Enhance Search area is 

pulling from within the forms and subforms of the Employee record. 

 

Location 

Street 1 – Looks at the Street field in the Address section of the Details form. 

Street 2 – Looks at the Street 2 field in the Address section of the Details form. 

City – Looks at the City field in the Address section of the Details form. 

State – Looks at the State field in the Address section of the Details form. 

Zip Code – Looks at the Zip field in the Address section of the Details form. 

Distance – Used in conjunction with the Zip Code to determine proximity (approx. distance in miles) 

Branch – Looks at the Branch field in the Hiring Information section on the Details form. 

 

Profile 

Interest Code – Looks at Interest Codes from the Details/Work Interests form. 

Hours Since – Used in conjunction with Message Action or Message Text to determine how recently a 

message was logged (in hours). 

Days Since - Used in conjunction with Message Action or Message Text to determine how recently a 

message was logged (in days). 

Message Date – Looks at the Date/Time field of when a message was logged. 

Rep Name – Looks at the user that is listed as the Staffing Specialist on the Details form. 

Numeric Rating – Looks at the Numeric Rating field in the Hiring Information section on the Details form. 

Message Text – Looks at the text contained in employee messages. 

Message Action – Looks at the Action code on employee messages. 

Job Title – Looks at the Job Title field in the Hiring Information section on the Details form. 

Entered By – Looks at the Entered By field in the Hiring Information section on the Details form. 

Interviewed By – Looks at the Interviewed By field in the Hiring Information section on the Details form. 

Activation Date – Looks at the Act. Date field in the Personal Information section on the Details form. 

Anniversary Date – Looks at the Anniversary Date field in the Hiring Information section on the Details 

form. 

I9 On File – Looks at the check box for I9 On File in the Hiring Information section on the Details form. 

I9 Date – Looks at the I9 Expire Date field in the Hiring Information section on the Details form. 

Alt Employee ID – Looks at conversion data that is not displayed in a form but stored in the SQL db. 

 

Personal 

ID – Looks at the ID field in the Personal Information section on the Details form. 

First Name – Looks at the First Name field in the Personal Information section on the Details form. 
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Last Name – Looks at the Last Name field in the Personal Information section on the Details form. 

Rep Name – Looks at the user that is listed as the Staffing Specialist on the Details form. 

SSN – Looks at the SSN field in the Personal Information section on the Details form. 

Phone – Looks at the Contact Method with a Contact Type of “Phone” in the Details/Contact Methods 

form. 

Cell Phone – Looks at the Contact Method with a Contact Type of “Cell Phone” in the Details/Contact 

Methods form. 

Email –Looks at the Contact Method with a Contact Type of “Email” in the Details/Contact Methods 

form. 

 

Status  

Is Active – Looks at the Active status of the employee (“deact” an employee by logging a message). 

Washed Status – Looks at the Washed Status field in the Hiring Information section of the Details form. 

Is Assigned – Looks at the current Assignment status for the employee (assigned or unassigned) 

Hire Status – Looks at the Hire Status field in the Hiring Information section of the Details form. 

Employment Category – Looks at the Profession field in the Hiring Information section of the Details 

form. 

Order Type – Looks at the Order Type field in the Hiring Information section of the Details form. 

 

Assignments 

Skill Code – Looks at the Job Title field from the Job Information section of the Assignment Details 

form. 

Assignment ID – Looks at the Assignment ID field from the Assignment Information section of the 

Assignment Details form. 

Start Date – Looks at the Start Date field from the Job Information section of the Assignment Details 

form. 

End Date – Looks at the Actual Date Ended field from the Job Information section of the Assignment 

Details form. 

 

Status – Looks at the Status field from the Assignment Information section of the Assignment Details 

form. 

Order ID – Looks at the Order ID field from the Assignment Information section of the Assignment 

Details form. 

Customer – Looks at the Customer field from the Assignment Information section of the Assignment 

Details form. 

Department – Looks at the Department field from the Assignment Information section of the 

Assignment Details form. 
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Job Title – Looks at the Job Title field from the Job Information section of the Assignment Details form 

(same as Skill Code but uses free text instead of a drop down menu). 

 

Order Candidate 

Order ID – Looks at the Order column in the Details/Candidacy form.  

Candidate Status – looks at the Status column in the Details/Candidacy form. 

Rank – Looks at the Rank column in the Details/Candidacy form. 

Comment – Looks at the Comments column in the Details/Candidacy form. 

Date Added – Looks at the Entry Date field for the Status of “Candidate” in the Order/Candidate/Log 

form. 

Status Action Date – Looks at the Entry Date field for any type of Status change in the 

Order/Candidate/Log form. 

 

Document 

Search Text – Looks at the text of documents attached to employee records. 

Document Type – Looks at the Type field selected for documents attached to employee records. 

Document Name – Looks at the Name field entered for documents attached to employee records. 

Create Date – Looks at the Date field for when the document was uploaded to the employee record. 

Document Version – Looks at the Version field entered for documents attached to employee records. 

Expiration Date – Looks at the Expiration Date field entered for documents attached to employee records. 

File Type – looks at the type of file that was attached to the employee record (pdf, doc, txt). 

 

Direct Hire 

Actively Seeking – Looks at the Actively Seeking check box on the Details/Direct Hire form. 

Relocate – Looks at the Relocate? check box on the Details/Direct Hire form. 

Relocate Where – Looks at the Relocation Area field on the Details/Direct Hire form. 

Desired Skillcode – Looks at the Desired Job Title field on the Details/Direct Hire form. 

Current Skillcode – Looks at the Current Job Title field on the Details/Direct Hire form. 

Current Salary – Looks at the Current Salary field on the Details/Direct Hire form. 

Desired Salary – Looks at the Desired Salary field on the Details/Direct Hire form. 

Date Available – Looks at the Date Available field on the Details/Direct Hire form. 

Location Desired – Looks at the Location Desired field on the Details/Direct Hire form. 

Job Objective – Looks at the Job Objective field on the Details/Direct Hire form. 

Professional Summary – Looks at the Professional Summary field on the Details/Direct Hire form. 

Differentiator – Looks at the Differentiator field on the Details/Direct Hire form. 

Other Compensation – Looks at the Other Compensation field on the Details/Direct Hire form. 

Wish List – Looks at the Wish List field on the Details/Direct Hire form. 
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Job History 

Start Date – Looks at the From Date field on the Details/Past Jobs form. 

End Date – Looks at the To Date field on the Details/Past Jobs form. 

Employer – Looks at the Employer field on the Details/Past Jobs form. 

Position – Looks at the Position field on the Details/Past Jobs form. 

 

Testing 

Test Name – Looks at the Test field on the Details/Test Scores form. 

Pass – Looks at the Pass check box on the Details/Test Scores form. 

Grade – Looks at the Grade field on the Details/Test Scores form. 

Score – Looks at the Score field on the Details/Test Scores form. 

Date Given – Looks at the Date Given field on the Details/Test Scores form. 

 

Education 

Date Ended – Looks at the Date Ended field on the Details/Education form. 

Date Started – Looks at the Date Started field on the Details/Education form. 

Degree Awarded – Looks at the Degree Awarded field on the Details/Education form. 

Degree Date – Looks at the Degree Date field on the Details/Education form. 

GPA – Looks at the GPA field on the Details/Education form. 

 

Financial 

Accrual ID – Looks at the unique ID number of the Accrual associated with the Pay Setup/Accruals 

form. 

Balance – Looks at the Balance field for Accruals in the Pay Setup/Accruals form. 

Max Period – Looks at the Period Max field in the Main tab for Adjustments in the Pay Setup/Adjustments 

form. 

Max Yearly – Looks at the Max Yearly field in the Main tab for Adjustments in the Pay Setup/Adjustments 

form. 

Rate Earned – Looks at the Rate Earned field of the Accrual associated with the Pay Setup/Accruals 

form. 

Adjustment ID – Looks at the ID number of Adjustments in the Pay Setup/Adjustments form. 

Tax Juris – Looks at the Juris field of the Tax in the Pay Setup/Taxes form. 

Adjustment Amount – Looks at the Amount field in the Main tab for Adjustments in the Pay 

Setup/Adjustments form. 

Adjustment Balance – Looks at the Balance Amt column for Adjustments in the Pay Setup/Adjustments 

form. 

Tax Amount – Looks at the Taxed column in the Pay History/Taxes to Date form. 
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Taxable Amount – Looks at the Taxable column in the Pay History/Taxes to Date form. 

Gross Tax – Looks at the Gross column in the Pay History/Taxes to Date form. 

Tax Year – Looks at the year that Taxes are currently being withheld for. 

 

Bank Information 

Active – Looks at the Activate Electronic Payments check box in the Pay Setup/Electronic Pay form. 

Electronic Pay Complete – Looks at the Electronic Pay Setup Complete check box in the Payment Options 

section of the Pay Setup form. 

Expire Date – Looks at the Expire Date field in the Paycard Account section of the Pay Setup/Electronic 

Pay form. 

Bank Name – Looks at the Bank Name associated with the Bank Routing Info field in the ACH Bank 

Account section of the Pay Setup/Electronic Pay form. 

Prenote Approved – Looks at the Pre-note Approved Date field in the ACH Bank Account section of the 

Pay Setup/Electronic Pay form. 

Prenote Sent - Looks at the Pre-note Sent Date field in the ACH Bank Account section of the 

Pay Setup/Electronic Pay form. 

Prenote Disapproved - Looks at the Pre-note Disapproved Date field in the ACH Bank Account section of 

the Pay Setup/Electronic Pay form. 

Prenote Required – Looks at the prenote status to determine if the prenote is set to one or zero in the

 PREmployeeBank table. 

Routing Number – Looks at the Bank Routing Info field in the ACH Bank Account section of the Pay 

Setup/Electronic Pay form. 

 

Still Have Questions? 

For more information about employee search functionality contact our customer support group at 651-

452-0366 or by sending an email to support@tempworks.com. 

 

To schedule training on utilizing employee searches, submit suggestions on how to improve this 

document, or to request documentation on other Enterprise functionality please contact Alisha Arnold 

(Corporate Trainer) at 651-287-8370 or by sending an email to Alisha@tempworks.com. 

 

mailto:support@tempworks.com
mailto:Alisha@tempworks.com

