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What are Hotlists?

Hotlists allow you an opportunity to place employees, customers, and/or contacts within given static lists in order
to easily access and locate them, without having to run a search.

Hotlists may commonly be used to group employees who have been pre-qualified for a specific customer or skill
set, or to track your key or target customers. The hot list section of Beyond can be accessed directly from via B
Menu > Hotlists.

*Note* Employee and Customer hotlists created in Enterprise will also appear in Beyond, and vice versa.

Contact hotlists are new functionality that has only been added to Beyond.

This article covers the following:

Setting Up Permissions

How to Create a Hotlist

Add Employees, Customers, or Contacts to an Existing Hotlist
Searching for Hotlists

Editing or Deleting a Hotlist
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Functionality Available Within a Hotlist

Setting Up Permissions

The ability to create hotlists within Beyond is a standard feature and therefore does not require additional
standard Security Group permissions.

*Note* Users have the ability to create "Private" hotlists which make the hotlist viewable by only the user who
created that hotlist.

If you or other users should have access to view "Private" hotlists, the "Can Bypass Hotlist Private Flag"
permission will need to be added to your intended Security Group:


http://kb.tempworks.com/#permissions
http://kb.tempworks.com/#create
http://kb.tempworks.com/#add
http://kb.tempworks.com/#search
http://kb.tempworks.com/#edit
http://kb.tempworks.com/#functionality

O, hotlist X

Can Bypass Hotlist Private Flag

Allows a user to see another user's private hotlists.

*Note* If you utilize custom Security Groups with Advanced Permissions, you will need to add the Access to
the "Hotlists" pages and forms to the Security Groups that require the functionality:

BY PAGE BY FIELD Selecting a parent selects children
Q. hotlist X

A Hotlists Access

A Details Access

A Update Hatlist Contact Member [0 Access
Note Read Write

A Update Hotlist Customer Member Access
Note Read Write

#  Update Hotlist Employee Member Access
Hotlist Step [EEED Read Write

|
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For more information on created custom Security Groups with Advanced Permissions, please see the
following article titled "Beyond - Creating Security Groups with Advanced Permissions".

How to Create a Hot List

Hot lists can be created from three different areas:

1. Within B Menu > Hotlists
2. Via an Employee/Customer/Contact search

3. Viathe "Add to Hotlist" charm on the Employee/Customer/Contact record

Create a Hotlist from B Menu > Hotlists

Hotlists are separated by record type and can be created for employees, customers, or contacts.

To create a hotlist, navigate to B Menu > Hotlists > "+" icon to the right of the record type you would like to create
the hotlist for:


https://kb.tempworks.com/help/beyond-creating-security-groups-with-advanced-permissions

List Name List Description List Type

All v

MY LISTS ALLLISTS

~ Employees o
« customers ()
« contacts ()

000

This will open the "New Hotlist" window where you will enter the following:

1. Enter the name of the hotlist.
2. Enter the description of the hotlist.
3. Mark the hotlist as either "Private" (default) or "Public".

New Hotlist for Employees

Fill out the fields below in order to create a new list.

* List name

Employee Hotlist

* Description

Hotlist containing employee records.

ﬁ Private

SAVE A5 DRAFT CANCEL SUBMIT

Once the information has been entered, select "Submit" for the hotlist to be created and for it to appear within the
"My Lists" tab:

List Name List Description List Type

All v

MY LISTS ALL LISTS

~ Employees o °

> Emplayee Hotlist Hotlist containing employee records., Laft Updated
Owned by jeshua.kramer 1/25/2023

Rows per page: 20 - 101

Create a Hotlist via an Employee/Customer/Contact Search

If you have completed an employee, customer, or contact search, and wish to add all, or some of those results to a
new hotlist; you can create a hotlist directly from the search result.

To do so, select the "# Selected Employees" dropdown and select "Add to Hotlist" within the search results:



BASIC ADVANCED

Last Name First Name Employee Id Government Id

Abbott c

Assigned Status Branch Service Representative

Either - Active v Al ~ Al -

Search returned 92 results

3selected employees v | (@EEIgSE Clasten]

h
Email
ame Branch Is Active Is Assigned Last Message Zip Code Resume on file Phone Ce
E Log Message for 3 Recipients >
T on High Tech NE @ ® ZipWhip 11223 ® 65
fake Job Offers on High Tech NE @ @ @
Assign
- on High Tech NE @ ® ®
=; Add toHotlist
- 3 High Tech N @ ® ®
vie cord
on High Tech NE @ ® ®
Text3E e
on High Tech NE @ ® ®
Onboarding
Assign a New Workflow... on High Tech NE @ ® ®
Assign a pre-configured workflow and optionally set the starting
step or additional pages. b High Tech NE @ ® ®
Assign Pages Ad Hoc...
Assign a manually-specified set of pages that are separate from High Tech NE @ ® ®
existing workflows
on High Tech NE @ ® ®

This will open the "Add to Hotlist" window where you will enter the following:

1. Enter the name of the hotlist.
2. Enter the description of the hotlist.
3. Mark the hotlist as either "Private" or "Public" (default).

Add to Hotlist

Select an existing hotlist from the dropdown or create a new one.

or

* New List Name

Abbott Employees

* New Description

Employees with the last name of Abbott

& Public

Select Position on Hotlist

SAVE A5 DRAFT CANCEL SUBMIT
- __________________________________________________________________________________________

Once the information has been entered, select "Submit" for the hotlist to be created and for it to appear within the
"My Lists" tab.



Create a Hotlist via the "Add to Hotlist" Charm on the Employee/Customer/Contact Record

While on an employee, customer, or contact record, you can create a hotlist for the employee by selecting the "Add
to Hotlist" charm:

() Cameron Abbott (4295152687)

R Q city.PA

Bookmarks ~ VISIFILE  DETAILS v DOCUMENTS MESSAGES JOBMATCHING ASSIGNMENTS ~ STORY ~REFERENCES PAYSETUP v  ONBOARDING PAYHISTORY v  CUSTOMDATA WIKIPAGE DATAFRENZY EMPLOYEEPAGE MORE Vv =

A Snapshot

Recent History ~
id Hire Status

e CameronAb.. 4295152687 Eligible for Hire >
- visifile / 42951
Job Title

This will open the "Add to Hotlist" window where you will enter the following:

1. Enter the name of the hotlist.
2. Enter the description of the hotlist.
3. Mark the hotlist as either "Private" (default) or "Public".

[ |
Add to Hotlist

Select an existing hotlist from the dropdown or create a new one.

or

The Cameron Abbott Hotlist

* New Description

A hotlist catered solely to Cameron Abbott.

ﬂ Private

Select Position on Hotlist

SAVE AS DRAFT CANCEL SUBMIT

Once the information has been entered, select "Submit" for the hotlist to be created and for it to appear within the
"My Lists" tab.

Add Employees, Customers, or Contacts to an Existing
Hotlist

Once you have created the hotlist you can add employees, customers, or contacts to a hotlist at any time from
either a search result, or from within the specific record via the "Add to Hotlist" charm.



Adding from Search Results:
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Adding via the "Add to Hotlist" Charm:

@  Cameron Abbott (4295152687)
- Q ciy.ra
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Both options will open the "Add to Hotlist" window where you will selectthe intended hotlist from the "Existing

Hotlist" dropdown:



Add to Hotlist

Select an existing hotlist from the dropdown or create a new one.

* Existing Hotlists

Employee Hotlisﬂ

or

MNew List Mame

New Description

ﬂ Private

Select Position on Hotlist
@ Add to top of list

(O Add to bottom of list

SAVE A5 DRAFT CANCEL SUBMIT

*Note* The hotlists that appear within this dropdown include:

e Your hotlists that pertain to the specific record type.
e Other users' hotlists that have been made "Public" that pertain to the specific record type.

e All "Private" hotlists as long as you have the security permission to view other users' "Private" hotlists.

Once the hotlist has been selected, you will have the option to choose where the records will display within the
hotlist via the "Select Position on Hotlist" section:




Add to Hotlist

Select an existing hotlist from the dropdown or create a new one.

* Existing Hotlists

Employee Hotlisﬂ K ow

or

New List Name

New Description

ﬁ Private

Select Position on Hotlist

@ Add to top of list

(O Add to bottom of list

SAVE A5 DRAFT CANCEL SUBMIT

Once the intended hotlist has been selected from the dropdown, and the position of the records has beenchosen,
select "Submit" to add the records to the hotlist.

*Note* Records that are visible within any given hotlist are dependant on what the user can view within their
hierarchy.

Searching for Hotlists

To locate the hotlist you wish to utilize, navigate to B Menu > Hotlists.

You can then search for your desired hot list by using the available search and filter options:

e List Nameor
e List Description

e List Type (All, Static List, Saved Search)

List Name List Description List Type
All v

MY LISTS ALLLISTS

v Employees @
v Customers @
« contacts €5

000




*Note* By default, the List Type will be set to "All" (including both hotlists and saved searches):

e The ">" symbol signifies a hotlist.

e The magnifying glass symbol signifies a saved search.

You can also filter between viewing your lists or viewing all lists. Viewing all lists includes the following:

e All hotlists that have been made public.

e Hotlists that were made private by the original user, but you have the associated permission to view them.

List Name List Description List Type
All v

MY LISTS ALLLISTS

v Employees @
v customers (&)
v Contacts @

000

Editing or Deleting a Hotlist
Hotlists can be edited or deleted by navigating to B Menu > Hotlists.

To edit a hotlist, select the hotlist from the record type dropdowns and select the pencil icon to the right of the
hotlist details:

List Name List Description List Type
All v

MY LISTS ALLLISTS

~ Employees o o
ned by joshua kramer :

Last Updated

Hetlist containing empleyee records. 1252023
125/202

fows perpage: 20 ¥ 1ot
« customers () Q
v contacts () Q
¢ BACKTO HOTLISTS 7

] Employee Hotlist o 7otal Records
Hotlist containing employee records.

To delete a hotlist, select the : icontothe right of the hotlist within record type dropdowns and select "Delete":



List Name List Description List Type

All
MY LISTS ALLLISTS
~ Employees o ‘!
> S:Fﬁ':"j:?iﬂ?ﬂma Hotlist containing employee records. :‘Eﬁi‘iated H

Rows per page:

20~

Delete

Select "Confirm" within the prompt to delete the hotlist:

Confirm Delete

Are you sure you would like to delete Employee Hotlist?

CANCEL CONFIRM

*Note* If you have access to view "Private" hotlists from other users, you will also have the ability to delete

those hotlists.

Functionality Available Within a Hotlist

Within the hotlists, different functionality is available for employees, customers, and contacts.

*Note* You can export any type of hotlist by navigating to B Menu > Hotlists > Select a hotlist that contains

records > Select the ¥ icontothe right of the hotlist records:

€ BACKTO HOTLISTS

B contact Hotlist 7ol Records
Contact Hotlist

Drag s column header here to group by that column

O  position Active ContactId Name Customer Name Department Name
o ¢ © 2489 Alaska, Jimmy 123 Nursing Primary

o 2 ® 2564 Cricket, Jimmeny 123 Nursing 12322

o s ® 285 Doe, John 123 Nursing Primary

Title

Mr.

Stainer

Rowsper page.

Office Phone

(651)230-9932

(555) 555-3486

20 ~

Email

By selecting the "Export" option, you will be able to select whether you want the list in Excel or CSV format.



Employee Hotlist Functionality

Navigate to B Menu > Hotlists > Select a hotlist that contains records.

Select multiple records from the hotlist and select the "# Selected Items" dropdown for the following options:

e Text Employees (if a texting integration is enabled and you have texting credentials setup)

e Email

e | og Message

e Make Candidates

e Make Job Offers

e Assign

e Edit Hotlist Members

& BACKTO HOTLISTS 7
8 Al Employees who want to go to ABC Co.  107otl Records
All Employees whe want to go to ABC Co.
' lumn
E Log Message for 3 Recipients > Assigned Employee Id Name Hotlist Step Hetlist Note Phone Number Email Last Message Ls
® 1971 Barker, Roberto Jan 23,2023 7:07
@ 5049 Barker, Shannon Jan 23,2023 7:07
#  EditHotlist Members
a @ 5414 Beach, Tracy Jan 23,2023 7:07 |
L
ape . . il . . . .
Additionally, you canselectthe ¢ iconto the right of the record within the hotlist for the following options:
e Edit
e Remove
€ BACK TO HOTLISTS /7
B Accountants 18 Totl Records
Top Accountants in the 55121 Area
Clear Selection &
Drag a column header here to group by that column
O  Pesition Active Assigned EmployeeId Name Hotist Step Hotlist Note Phone Number Email Last Message La
1 @ @ 5414 Beach, Tracy Jan &, 20237:071
O = @ @ 5755 Brown, Sherry Jang, £ Edit
B remove
o = @ @ 5759 Aardson, Steve Jan
o -« (©] ® 12866 White, Terrence Sep 13,2016 %17

By selecting "Edit", the "Edit Hotlist Member" window will open with the following options:



e Hotlist Step: This column allows you to track the status of an employee in relation to this specific hot list. This
is not correlated to a candidate status (tied to an order) nor is it logged, or visible, on the employee's record.
e Hotlist Note: A note for the record of the hotlist.

e Hotlist Position: The position the record will appear within the hotlist.

Edit Hotlist Member

Hotlist Step

Accepted v

Hotlist Note

Note

* Hotlist Position
1

Enter 3 number between 1 and 12

SAVE AS DRAFT CANCEL SUBMIT

By selecting "Remove", you can select "Confirm" within the prompt to remove the record from the hotlist:

Confirm Remove

Are you sure you would like to remove this member?

CANCEL CONFIRM

Customer Hot List Functionality
Navigate to B Menu > Hotlists > Select a hotlist that contains records.
Select multiple records from the hotlist and select the "# Selected Items" dropdown for the following options:

e |ogMessage



€ BACKTO HOTLISTS

B 2013 Prospects 15 Total Records

hotlist fo customers

T T SRV Clear Selection

E Leg Message for 3 Recipients

lumn

Position Customer Id

1 778929

H 778367

8 0O 0o o o o o

778933

4 778977

5 778990

6 779071

7 779088
8 779126

Additionally, you can select the *

e Edit

e Remove

€ BACKTO HOTLISTS

B customers s 7ol recoras
My test customer list

Customer Name
ASCS, Inc

Ames Construction, Inc
Barry's Dame Dogs
Anderson Consulting
ABC123

Best Buy

Excel Energy

Creative Intentions Inc

Department Name

Primary

Primary

Primary

Primary

Primary

Primary

Corporate Office

Primary

icon to the right of the record within the hotlist for the following options:

Office Phene

(651) 736-9736 ext. 123

(651) 876-9878 ext. 123

(651) 738-9738 ext. 1

3

(651) 909-9909 exx. 1.

3

(651) 577-1577 exe. 1.

3

(651) 575-0575 ex. 1.

3

(651) 759-0759 exc. 1.

3

(651) 452-9786

Last Message

Apr 25, 2008 5:27 PV

Dec 21, 2018 6:25 PM

Oct4, 2013 8:20 PM

Feb 27, 2009 1:38 PM

Jul29, 2014 6:49 PM

Aug 15,2013 1:17 PM

Dec 21, 2018 7:54 PM

Jun 28, 20104:22 PM

Notes

New Construction Cleaning Business Needs cleaning peop...

Foad vendor for the Metrodome in Minneapalis, MN autod.

Test Note autodeact:01/21/15

autodeact:01/21/15

Largest scaffolding rental company in south Florida

IT Consulting company autodeact:01/21/15

&

Drag a calumn header here to group by that column

Position Customer 1d

1 4294969431

8 0O O O

4294969452
3 4294969433

o 779254

O s 779071

O = 777956

Customer Name

Tempworks Software

Microsoft

DC Comics

RSC Rental

Best Buy

ACME Auto Parts

Department Neme

Primary

Primary

Primary

Primary

Primary

Primary

Office Phone

(651) 105-2105 exc. 123

(651) 5750575 ext. 123

(651) 731-6731 exc. 123

Last Message

Feb7,20132:30 PM

Aug 29, 2019 1:43 PM

Jul 24, 2013 5:47 PM

Feb 27, 2013 12:00 AM

Aug 15,2013 1:17 PM

Jan 18,2023 238 PM

Notes

autodeact:01/21/15

autodeact:01/21/15

g

Hortest!! autodeact:01/21/15

autodeact:01/21/15

’

Edit

Remove

autodeact:06/01/06

By selecting "Edit", the "Edit Hotlist Member" window will open with the following options:

* Note: A note for the record of the hotlist that will also update on the customer record.

e Hotlist Position: The position the record will appear within the hotlist.




Edit Hotlist Member

Note

* Hotlist Position

CANCEL

By selecting "Remove", you can select "Confirm" within the prompt to remove the record from the hotlist:

Confirm Remove

Are you sure you would like to remove this member?

Contact Hot List Functionality

Navigate to B Menu > Hotlists > Select a hotlist that contains records.

Select multiple records from the hotlist and select the "# Selected Items" dropdown for the following options:

e Email

e |LogMessage

CANCEL

CONFIRM

e Text Contacts (if a texting integration is enabled and you have texting credentials setup)

& BACKTO HOTLISTS ’
B contact Hotlist 3 Total Records
Contact Hotlist

Email
lumn
E Log Message for 3 Recipients >

ext 3 Contacts Contact Id

1 (@) 2489
B ® 2564
B ® 2095

Name Customer Name

Alaska, Jimmy 123 Nursing
Cricket, limmeny 123 Nursing
Doe, John 123 Nursing

Department Name

Primary

1232z

Primary

Title Office Phone Email
Mr. (651) 230-9932
Stainer (555) 5553436

Rows per page: 20 - 130f3

Additionally, you can select the

e Edit

¢ iconto the right of the record within the hotlist for the following options:




e Remove

% BACKTO HOTLISTS Vs
B Contact Hotlist 3 Total records
Contact Hotlist
Clear Selection &
Drag 2 column header here to group by that column
D Position Active ContactId Name Customer Name Department Name Title Office Phone Email
1 @ 2439 Alaska, Jimmy 123 Nursing Primary Mr. (651) 230-9932
o ® 2564 Cricket, immeny 123 Nursing 12322 /' Edit
B remove
o s @ 2995 Doe, John 123 Nursing Primary Stainer (555) 555-3486
By selecting "Edit", the "Edit Hotlist Member" window will open with the following options:
e Note: A note for the record of the hotlist that will also update on the contact record.
e Hotlist Position: The position the record will appear within the hotlist.
|-
Edit Hotlist Member
Note
New Contact]
* Hotlist Position
]
Enter 3 number between nd 3
CANCEL
|

By selecting "Remove", you can select "Confirm" within the prompt to remove the record from the hotlist:

Confirm Remove

Are you sure you would like to remove this member?
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CANCEL

CONFIRM




