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What are Direct Hire Orders?

Direct Hire orders allow you to track customer requests for employees that they will
directly hire on for their business. While these orders are similar to other order types, they
are customized to help with direct hire billing and additional candidate information. This
article reviews the process of creating direct hire orders, managing the information, and
billing successful assignments.

This article walks through the following information:

1. Creating a Direct Hire Order
2. Direct Hire Differences

3. Candidate Worksheet

4. Direct Hire Assignments

5. Billing Direct Hire Fees

Creating a Direct Hire Order

1. Navigate to the customer record you wish to create the direct hire order for. Expand

the actions menu and select "New Order":



Blyss Cosmetics (Primary)
123 Main Street ID: 4295009

Palm Bay, FL 32908
(321) 575-7575
-

g 20 Add Department
A 2dd to Hotlist
,.:‘ Assign Time Clock to Customer
EE Change Parent Customer
¢» Create Zero Dollar Invoice
B Gross Profit Calculator

EE Mew Customer Contact

2. Select the order type of "Direct Hire", as shown:

@l new order

Customer Blyss Cosmetics
Order Type Direct Hire -
Job Board Postings Order Type Description

A Applicant

OH Direct Hire

oP Daily Pay / Labor

PR Payrolled

sC Scheduled Orders

TE Temp

TF Temp To Full-Time

Cancel Finish

3. Select Finish

Direct Hire Differences

From the details page, users will notice that general layout is the same as that of a temp
order other than the Direct Hire Details tab and the differences within the financial details

section.
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customer information

Work Site | Primary
123 Main Street
Palm Bay, FL32908

Customer ID | 4295009897

‘Worker Comp | FL BE16
Directions
Go south

job information
Required 1 Assigned g
Order Type |DH Direct Hire

lob Title Unknown

Description

Dress Code | Jeans OK
Safety Notes

Start Date

Shift

Start Time | End Tii |

Shift Notes

Entering Financial Details

financial details

Fee Percentage | 11 00000000

Salary 50.00
Fee 50.00
contacts S = E
Name | Description A| Office Phone -
Smith, Mary Ordered By 3216868458
Becker, Bob Report To 321-456-3455
Becker, Bob Supervisor 321-456-3455

other information
Status Unfilled Taken By | lindsey.schneide

Sales Team | dwood Branch | Memphis SE

Do Not Auto-Close [[| Tw Time Clock [] PeopleNet [7]

Notes

Utilize the financial details section to enter a salary, fee percentage, or straight fee for the
placement. Fee percentages can be setup as a default from the customer record within the
invoice setup, misc. section. If the fee percentage was setup as a default from the customer
record it will automatically populate. Once the salary has been entered into the financial
details area, users may place a fee directly into the field or utilize the fee percentage area to
calculate the total fee.

Example: If you enter a salary of $50,000 and a fee percentage of 10%, the fee field will
automatically calculate a fee of $5,000:

financial details

Fee Percentage | 10.0

Salary

$50,000.00

Fee $5,000.00

*Note* If you do not use the fee percentage to calculate the fee, leave this field blank

Direct Hire Details



Enter specific information pertaining to the opening within the Direct Hire Details tab of

the order. Fields such as salary range, reasons for the open position, additional skills, etc.

can be added. Once the details form is completed users may start searching for potential

visifile Order Details Web Options  ACA Surcharge
4 details e -
position summary candidate preferences
fq"s“ ents Primary Responsibility Required Skills / Experience
interest codes
invoice recipients
po setup
required documents
vendors
» candidates Salary Range Additional Skills
documents 50-75k based on experience
- 3 :
s People Seen Ideal Candidate
tasks i
search Reason for Open Position
Why would someone want this opportunity versus a competitor Top 3 Knock-out Factors

assignment
contact

pay / bill
calendar

reports

o -~

Hiring Manager and Process

Candidate Worksheet

Three most important attributes for success in this role

The candidate worksheet on the order can help you keep track of potential candidates and

where they are in your hiring process. To build a candidate call sheet for the position,
navigate to the candidates page, then select "search". From the candidate search

dashboard, enter in the desired criteria for your search.

visifile Last Name SSN All Records | RepMName |All Reps Document Text Q
> details First Name 1] - Branch | All Bram - Clear Criteria
4 candidates Search
ance Searc| earches
dog Enhance Search Saved Search
documents
» integrations i Large number of results returned - showing first 1000. 2 & FT ] %]
messages -
tash Drag a column header here to group by that column. ]
search D | LastName | First Name | Branch | Phone | 1sActi_| i1sAssi_| LastMessage | ZipC.. | HasR. | CellPh_.
429501... 5280 temp Memphis NW X] Available [] (303)5.-
429497 Ssdasfd Ssdasfd Memphis NW x React
429500... Aasen Andrew MemphisSE  (867) 486-3547  [X Ended 32508 (687) 4...
429501... Aasen Robert Memphis SE X React
5412 Abbott sam Memphis CA  (651) B45-4845  [X Placed 55121 %|  (651)6..
ployee 420497__. Abinteh Mary Memphis SE  (321)456-8080  [X Order Candidate 55121 X
customer 5021  Abootorabi Deberah Memphis NE  (651) 574-15... X ACA Exchange No... 45203 (651) B...
m 13142  Abotina Susie Memphis NE x Placed 55123 x
5022 Abron Jil Memphis NE  (651) 232-82... X Email 55121 % (651)8..

For more information on candidates, check out How to Create and Manage the Candidate

Worksheet.



Direct Hire Assignments

You can assign an individual to a Direct Hire Order the same way you make assignments for
any other order type (check out Assignments Part 1: The Basics). Once you have assigned
an employee to a direct hire order navigate to the individual assignment record to verify
the start date and fee to ensure invoicing is processed accurately.

Add a Placement Fee

Users will need to verify/add the placement fee.

direct hire fees +
Fee Percentage | 10.00

Salary 550,000.00

Fee $5,000.00

Active | Rate | Date | Mote b
54,500.00 3/31/2015

To do this, select the + icon to open the "add placement fee" window.

The rate will pull in automatically based on what was calculated originally from the order,
however, if negotiations have occurred and the fee/percentage has changed, the new fee
can be entered into the rate field.

Enter the start date of the fee; this start date tells the system when to create the
transaction in pay/bill. The start date should reflect a date that falls within the weekend bill
date of when the customer should be invoiced.

If you bill the customer multiple times for the same placement, this can be accounted for by
adding multiple placement fees.

For example, suppose the customer agrees to pay $4,500 the first week, and $500 the
second week. Select the +icon, enter the additional placement fee and click to save.



. add placement fee

Active E

Rate $500.00

Start Date | 4/10/2015 E
MNote

A B soe

Billing Direct Hire Fees

Once the direct hire fee has been added to the assignment, users will need to approve the
fee within time entry. To do this, navigate to the time entry dashboard from the pay/bill
module.

Reviewing Direct Hire Fees in Time Entry

The one-time adjustment will display as a "DHFee" within the adjustments tab of the
detailed time card. Remember that users must have the start date on the fee occurring during
the current weekend bill date in order to see the placement fee.

e

Filter | Employee Name Starts With anderson X | Toggle Filters Week | 4/15/2015
» check register
o =
. | Department PayCo_ M| Shit M | RTHs @ | OTHs @] Bil B|rey m|oTP_ m| OTPayE | WE
Anderson, James  Aramark Primary Reg o o $18.00 $10.00 $15.00 $20.00 4/
0 0 |

= Bill ¥ - 6720.0000 {1 item)

/' Anderson, Jennif... Lisa Tire Shoppe  Primary Reg 0 1] $6,720.00 36,000.00 34,000.00 12,000.00 4/1'

& Detailed Timecard

Pay and Bill Rates JGW[TEL TS El  Overrides Codes
payroll info
pluyee Employee WE Bill 4/19/2015 a
customer Assignment Adjustment | Description | Ame | BilAmt | Invoice Text WEDate | 4/15/2015 '
order DHFe= Placement Fee fo._ 50.00 55,400.00 Direct Hire Fee LTadEE i
Inv Date (]
assignment
Pay Code | Regular earnings. Hard cod
contact

Job Title  |Unknown

pay / bill PO Mum

Approving Direct Hire Fees

When the one-time adjustment is added it will automatically have an invoice hold code of



"A" (Adjustment review required). This means the transaction cannot be invoiced until the
bill amount has been approved.

To approve this fee for invoicing, highlight and delete the invoice hold code. Once the code
is removed, the transaction can be pulled into an invoice run. Users may process this
invoice individually at the time of approval, or pull the transactions with all other invoicing.

£ -

other

Branch Memphis SE Pay Hold

Acct Code Invoice Hold | &
Location Cust Extra 1

Cost Center Cust Extra 2

SubEntity Cust Extra 3

Req Mumber Invoice Text
Supervisor | Sobiech, Laura Vend Inv Mum

Start Date | 4/9/2015 ® | Sales Team Default
End Date 4/15/2015 B | Worksite Primary

Once the invoice run is complete, navigate to the invoice created to view the Direct Hire
Fee as shown.

@ Adjustment Items
E Adam , Froehlich DHFee - Direct Hire Fee 54,500.00 54,500.00
$4,500.00
Tax Items
$0.00
Total $4,500.00

*Note* If the "DirectHire" invoicing requires a different invoice style, the "DH" orders
will need to be set on a separate department record from the "Temp" orders.

Related Articles



