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What is a Subcontractor Vendor?

These are 3rd party staffing agencies or other providers that are sending their employees
to fill some of your orders. Because these employee's do not belong to your staffing agency,
the payroll for these people will be consolidated into a payment to the agency. The agency
is then responsible for paying and preparing tax documents for their employees.

This article will walk through the process of assigning vendor employees to orders. If you
have not created a Vendor record for your Subcontractor, you will want to complete this
first. Check out Vendor - Subcontractors in Enterprise for more information.

Reviewing Submitted Candidates from the Vendor Portal

*Note* This option requires the Vendor Web Portal. To learn more, check out Vendor:
Portal Quickstart and WebCenter Admin - Giving Vendors Access to the Web Portal.

If your Vendor contacts are utilizing the Vendor Portal to submit candidates for orders
they've accepted, your team will need to review these candidates and assign them before
payroll can pay the Vendors.

Vendors will submit candidates in WebCenter for each order. To learn more, check out
Vendor: How to Add and Submit Employeesto learn more about how they do this.

What the Vendors See:



Warehouse Worker 4295092487 (Unfilled) £510%  accepted (eseq

Trees & Leaves - Primary Department « Primary Worksite

| Jobinte ] Status Date Added Comment Messages wve Candidate(s'
Employ Murphy, Lex VCandidate 5/6/2020 No Messages
R——————
P Select v
Parker, Peter VCandidate 5/6/2020 No Messages

To review these candidates, navigate to the Candidate Worksheet on the order:

am Trees & Leaves , Prl mary ! Lunch Today ! Pay update confirm

Warehouse Worker Customer ID: 4295013638
0 of 10 positions filled Order ID: 4295092487
Branch: Minneapolis Currently viewing 2 of 95741 tasks. View more...

O~ A + & & & 2|/Q 4 ¥ » tasks appointments social email +YC

visifile |:| Show only active candidates
» details
4 candidates
e Bem@ X @ &y
-
log Drag a column header here to group by that column.
documents
» integrations Last Name First Name | Phone Number Status Al Active | Rank I Branch Name | Status Date | Comments
messages Murphy Lex (651) 815-8153  Interview 1 New Brighton 5/7/2020
tasks
Parker Peter Interview 2 New Brighton 5/7/2020 Has worl in the industi
ke ght 7/ ked in the indk

e Every candidate added by the Vendor will start with the status VCandidate so you
know this candidate is coming from the Vendor.

e Vendors will only be able to see candidates that they have submitted.

If you are following an interview process with the customer or internally, you can use the
candidate statuses to let the Vendor know where in the interview process those candidates
are.



-_ candidate
- -p

Candidate Lex Murphy Rank il

Status Interview Active E

Phone Number 6518158153 Assigned | |

Other Address

Comments

To learn more about the candidate worksheet, check out Enterprise - How to Create and
Manage the Candidate Worksheet.

Assigning Vendor Employees

Whether you are utilizing the Vendor Portal or not, you will need to assign any Vendor
employees that you are sending to work in order to complete payroll.

If you are utilizing the vendor portal, you can assign directly from the candidate
worksheet:

Drag a column header here to group by that column.

Last Name First Name | Phone Number | Status Ll Active | Rank | Branch Ma
Murphy Lex (651) 81 . -

Assign Employee Ctrl+H
Parker Peter

Go To Employee Record Ctrl+G

Go To Submitter



Check out Enterprise - How to Assign an Employee to an Order for more information on
how to assign an employee.

Any vendor employee must be linked to a vendor before they are assigned to ensure they
are paid correctly.

¢ |f you are manually adding the employee records into your system, check out
Vendors - Subcontractors in Enterprise for more information on how to link.

e |f you are utilizing the Vendor Portal, the employees added there are already linked.

Remember that in the end, your company will be sending one check to the Vendor who will
then pay their employees.

For these assighments, you may need to update the bill and pay rates:

e Bill Rate: When working with subcontractors the bill rate will still bewhat is invoiced
to the client the employee works for.
e Pay Rate: When working with subcontractors the pay rate will now bewhat is paid to

the subcontractor.
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