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What are Hot Lists?

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

Hot lists 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 Enterprise can be accessed directly from the
navigational tree/all options/hot lists.

How to Create a Hot List:

Hot lists can be created from three different areas - 1. within the hot list section, 2. from a search result, or 3. from
within a specific employee or customer record.

1. Create a hot list from the hot list section:

Hot lists are separated by record type and can be created for either employees or customers. To create a hot
list click on the plus icon located to the right of the hot list type:

Employees (9)

Customers (7)

This will provide you with the new hot list form where you will enter the list name and description. Enter in the
desired list name and description and click save. You have now created your hot list.



Create a new list
Fill out the field(s) below in order to create a new list.

Description (optiond

¥ cancel ] save

2. Create a hot list from a search result:

If you have completed an employee or customer search, and wish to add all, or some, of those results to a new hot
list, you can create a hot list directly from the search result. To do so, click on the add to hot list button located in

the upper right of your search result:

Enhance Search Saved Searches Add to Hotlist
i Large number of results returned - showing first 1000. B & = ¥TY QS
Drag a column header here to group by that column. ;
D | LastName | First Mame | Branch | Phone | IsActi_.| IsAssi..| LastMessage | ZipC.. | HasR.. | CellPh..
429501 Aasen Robert Memphis NE [5e] [] Dna [ O (a5 .
5412  Abbott sam Memphis CA  (651) B45-4845  [x¢| [] Order Candidate 55121 [] (651)6...
429497... Abinteh Mary MemphisSE  {321)456-8080  [X| [] OrderCandidate 55121
5021 Abootorabi Debarah Memphis NE {651) 574-15_ [5e] [%] Order Candidate 45203 (651) B._.

To create the new hot list, enter the name and description in the fields provided, then click save. Creating a new hot
list this way will have added the selected employees or customers to that list in the same step. You can also access
this form by right clicking with your mouse and selecting the add selected to hot list.



I add hotlist members for employee

Pick a Location
You can either create a new list, or select an already created list to place your
members into.

Add employee to an already existing list.

Candidate

| Candidate

Summary
5 member(s) will be added to the list you specified above.

A X cancel

3. Create a hot list from within an employee or customer record:

If you are already within the record and would like to add an employee or customer to an already created list, click
on the actions button and select the add to hot list option.

Blyss Cosmetics (Primary)

123 Main Street ID: 4295005857
Palm Bay, FL 329508

[321) 474-2868

o +MexzQ e

Assign Time Clock to Customer

To create the new hot list, enter the name and description in the fields provided, then click save.



. add hotlist members for customer

Pick a Location

You can either create a new list, or select an already created list to place your
members into.

Add employee to an éiready‘ exi:ting list.

Customer Hot List

| Customer Hot List

Summary
1 member(s) will be added to the list you specified above.

A x Cancel ﬂ Save

Add Employees or Customers to an Existing Hot List:

Once you have created the hot list you can add employees or customers to a hot list at any time from either a
search result, or from within the specific record.

If the desired employee or customer has returned in a search result, you can add that record to a hot list by either
right clicking with your mouse and selecting add selected to hot list or by clicking on the add to hot list button in the
upper right hand area of your search result. Right click with your mouse:

Drag a column header here to group by that column.

Custo__ | Customer Name | Department Na... | Branch | Active
4  Log Message any Memphis SE x| A
N Add selected to HotList S Memphis SE x] &
=  Mavigate to » [porate Memphis SE x| A

Add to hot list:

El'lhal"lﬂe Se&l’ch Sa\fed SearChES Add to HOtIfSt
Your search returned 3 results. @—&@I

-

Drag a column header here to group by that column.

Cu-:tu...l Customer Name | Department Na... | Branch | Active | Status | Phone

428500.. Blyss Cosmetics Primary Memphis SE Ei & 3214742858 Palm Bay FL

Both options will provide you with the add hot list members form. Select the hot list you wish to add the record to
by using the add to an already existing list drop-down then click save.



I add hotlist members for customer

Pick a Location
You can either create a new list, or select an already created list to place your

members into.
t)-alyce's List
ST TS O Oy AT ST Tt

New desired list nome

Description of new list {(optional]

Summary
1 member(s) will be added to the list you specified above.

A X Cancel

*Note* Only hot lists which you have created, or have been made public by other users will be displayed in this

drop-down.

*Note* You can select multiple records at the same time by holding down your Ctrl key and selecting multiple line

items with your mouse.

Find a Hot List:
To locate the hot list you wish to utilize, navigate to the hot list area of Enterprise from the navigational tree.
You can then search for your desired hot list by using the available search and filter options.

If searching by name, you can utilize the text search field which will search for employee and customer hot lists and
saved searches that meet those criteria in the name and description field.

! Pick up donuts for the office Personal Task
1 loefAetna/Call/sched appointment Ellyn promise to pay, check for pay...
E HotList 1 Sandy/Aladdin/call - re: Jaynie perf__
No Open Hotlist Records . 5 <
¥ 2| » tasks appointments social email + YO »

Everything i b 4 g All Lists

Everything

Saved Lists

Saved Searches

Last Updated

{SECC RS

You can quickly filter what hot lists & saved searches you are viewing by filtering between hot lists, saved searches,
or everything. You can also filter between viewing your lists or viewing all lists, which includes those that have been
made public, by using the My Lists or All Lists filter options.

marriat XE]

Everything

Everything



*Note* By default the search setting will be everything (both hot lists and saved searches)
The (1.) > symbol signifies a hot list

The (2.) magnifying glass symbol signifies a saved search.

Employees (4) # a

Accounting Candidates Last Updated

finance
Owned by ejames with 10 saved members 6/6/2013
Finance Candidates : Last Updated
Accounting Professionals
1 } Owned by ejames with 10 saved members e I 6/4/2013
i Last Updated
Top Candidates . Loy e Last Update
Owned by ejames with 5 saved members 5/28,/2013

2
Unassigned Sales Candidates
wned by ejames

To open a hot list or to run the desired saved search, double click on the desired line item.

*Note* Only hot lists which you have created, or have been made public by other users will be displayed in this
drop-down.

Functionality Available to you Within the Hot List:

Employee Hot List Functionality:

Within the hot lists, different functionality is available for employees and customers.There are some actions
available to you by right clicking on the desired list.

e Send Call-Em-All Broadcast: Allows you to send a Call-Em-All Broadcast to those employees on the hot list.

e Send mass email: If synced with your email, selecting this option will open up an email with the employee's
email addresses (if available) placed in the bcc field.

e Send Text: Allows you to send text messages utilizing the ZipWhip integration. Not sure what ZipWhip is,
follow the link- ZipWhip Integration

e Remove from list: Selecting this option will remove (delete) the hot list.

Other Actions

2> Send Call-Em-All Broadcast
2> Send Mass Email

> Send Text
>

Remove List

*Note* Call-Em-All is a 3rd party integration and may not be available in your system. For more information, please
contact your TempWorks Account Manager.

Once you have opened the employee hot list (double click to open) the members of the hot list will be displayed:




8 Finance Candidates " |

Finance Candidates @ = & Grid

-

Drag a column header here to group by that column.

@ Hanes, Tom Disqual 3834383484  02/23/15 12/15/08 & il [ [
Click here a short about employee

%

@ Hamelau, James - (651) 198-0198x... 11/20/14 01/10/08 & il B ==
® Hines, Katherine + + 07/02/12 E im B ==
@ Grady, April Interview 6514520366  11/20/14 E B ==
® Gary, Davenport $) sta 4834583453  11/20/14 & . B ==
\ 3

By default, new hot lists that are created are private. If you wish to make a hot list public, click on the padlock to
'unlock’ the list. This will allow other users to see and add employees to your hot list. You can also change the hot
list name and description at any time by clicking on the field and editing as desired.

(@Finance Candidates

I-—'--:._ ounting Professionals I

On the top right of the list, there are specific functions in correlation with the hotlist:

1. 2. 3.4.5. 6. 4

® =P @ + Grid

1. Send a Call-Em-All broadcast: Will launch a broadcast to all selected employees.

2. Send a mass e-mail: Utilize this option if you wish to send a mass e-mail to selected employees. This can be
beneficial if you need to inform employees that a position is open, start times of a position, dress code
information, and more.

3. Send a text: Allows you to send text messages to selected employees utilizing the ZipWhip integration. Not
sure what ZipWhip is, follow the link-ZipWhip Integration

4. Tear off Page: Select this option to take this hot list into a tear off page.

5. Mass assign to an order: Utilize this option to mass assign selected employees within the hotlist to the last

selected order that was viewed in the system. The assignment restriction window will populate, allowing you



to confirm or fix the restrictions and directly assign the employee without ever leaving the hotlist.

6. Grid/ List: Change the view of the hot list from a list to grid format.

Alter the sorting of the list by clicking on any of the column headers or you can manually manipulate the order of
the list by moving employees up or down by clicking on the arrows, as seen below.

B 2 Finance Candidates ems O

Accounting ?l'ofessionalsl @ = @ Grid S

Drag a column header here to group by that column.

() , \bbott, sam Status 651-845-4845 12/07/15 12/07/15 E-=j

L 3

) Arkansas, Frank Statu (651) 241-8241x... 07/27/15 % =

@ Arnett, Julie

S

6511121212 11/04/15

B =

@ Balton, Omar 6563135464 11/04/15 =

‘ 6. LIICK nere and fype a short note about em oyes

1. Active: A green dot in front of the employee name notifies you that this is an active employee.

2. Hot List 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.

3. Phone Number: The employee phone number will be displayed and further contact information can be
viewed and entered by clicking on the phone number.

4. Last Message: This will display the date of the last message logged on the employee record. Clicking on this
will display message history. You can also create new messages from here by clicking on the plus sign.

5. Last Available: This column will display the last date an "available" message logged on their record.

6. Note: Add any note, as desired.

Messages @ |

Available I

called in available.

Hot List Icons:

Rl

E



1. Display the employee assignment history. If this icon has a grey dot, it signifies that the employee is not
currently on an assignment. If the employee is currently assigned, the dot will be white.

. Displays to you any active orders on which the employee is currently a candidate.

. Displays any open tasks associated to that employee.

. Displays any resumes attached to the employee record.

. Opens an email addressed to the employee.

o b WDN

. Opens additional actions (below) that can be completed:

Other Actions

Navigate to Employee

Assign to Order 4295077930
Make Candidate on 4295077350
Send Call-Em-all

Send Email

Send Text

Remove From List

WoOW Y Y Y Y

e Navigate to employee: Takes you to that employee's record.
e Assignto Order...: Utilize this option to assign the employee to the last selected order you were working in.
o Make candidate on...: You may select to add the selected employee as a candidate on the last selected order
you were working in.
e Send Call-Em-All: Will launch a Call-Em-All for the employee.
o *Note- Call-Em-All is a 3rd party integration and may not be available in your system. For more
information, please contact your TempWorks Account Manager.
e Send email: Selecting this will launch an outgoing email to the employee.
e Send Text: Allows you to send text messages to the employee(s) utilizing the ZipWhip Integration.

e Remove from list: removes the employee from this specific hot list.

Customer Hot List Functionality:
Before opening a customer hot list there are some actions available by right clicking on the desired list.

e Remove List:

o Selecting this option will remove (delete) the hot list.

Other Actions

» Remove List

Once you have opened the customer hot list (double click to open) the members of the hot list will be displayed:



& Finance Prospects 21

Grid N,

&

Finance Prospects ]

Drag a column header here to group by that column.

The Maids Prospect + 12/08/08 S i B = =
Primary Click here and type a short note about client

Rand McNally Target 6515262663  06/24/14 S — B ==
Primary We will close on 6/1/2014

Ay dyn (Owner)

Cris Prospect (612) 121-2222x  (+ S  Neal B =
Finance Click here and type a short note about client

L S +

X-Ray Company Prospect o & S ] B = =
Primary Click here and type a short note about client

By default, new hot lists that are created are private. If you wish to make a hot list public click on the padlock to
'unlock’. This will allow other users to see and add customers to your hot list.

(®Finance Accounts

Frequently looking for finance candidates

You can also edit the hot list name and description at any time by simply clicking on the field name and editing as
desired.

On the top right of the list, you have an option to change the view of the hot list from "list" to "grid," as well as
sending a mass email, or taking this hot list into a tear off page.

You can alter the sorting of the list by clicking on any of the column headers or you can manually manipulate the
order of the list by moving customers up or down by clicking on the arrows.



Drag a column header here to group by that column.

Nesbitt Inc.
Corporate

A J

Panasonic 3216547968 10/01/14
Primary Finance is locatec at the Ohic branch

b 2

4354857987 02/18/15
Gate Code is 1234

B =

Move Up

ABC Cinderblock Active 3216549874 im B ==
Primary Click here and ko

Blyss Cosmetics Active 3214742888 12/02/18 i B ==
Primary = Use Mr. & Mrs. when talking with them

‘ L ]

1. Customer name and department name: This indicates the customer name and department of the customer.

2. Status: This is the status from the customer record. Changing the status here will change the status of the
customer record.

3. Contact name: This should be the contact affiliated with this specific hot list. If no contact is displayed, click
the add button to add one.

4. Phone number: This is the customer phone number.

5. Last message: Displays the date of the last message logged on the customer record. Clicking this date will
display all messages logged on that customer.

6. Revenue: This is a currency field where the estimated revenue can be tracked. This is not displayed on the
customer record and is specific to the hot list.

7. Notes: Add any additional notes you want

Hot List Icons:

1. The order icon will display all orders affiliated with this customer. It will allow you to create a new order.

2. Displays any open tasks associated to that customer.
3. Document icon will display any documents attached to the customer record.
4. Clicking on this icon will open an email to that customer with the address in the "to" field.

5. Clicking this icon will open additional actions (below) that can be completed:

Other Actions

2> MNavigate to Customer
> New Order

» Remove From List



e Navigate to Customer: Will direct you to the customer visifile page.
e New Order: Creates a new order request.

e Remove From List: Removes (deletes) the selected customer from the hot list.

Hot List Tags:

Hot list tags are designed to tag specific records within the hot list.
Examples of tags you may want to create:

Employee tags:

e Within alist of employees you are preparing in anticipation of a peak season, use tags to identify 1st string

candidates from 2nd string candidates.
Customer tags:

e Within a list of customers where you are housing your prospects, use tags to identify target accounts from
prospect accounts.
e Within alist of customers you are responsible for servicing, use tags to identify level 1, level 2, and level 3

customers.

Identify what tags you would like to use and decide on what color you would like to make that tag. You
administrator will be able to create tags for you.

To Tag records within Hot Lists:

Once a tagis set up in administration, navigate to your hot list to tag the members of that list. Click on the tagicon
to select the tag to associate with this list:

= Finance Candidates & Finance Prospects

Finance Candidates

Drag a column header here to group by that column.

Gaolden Pumnkin, Co

L‘e Jessica (Owner)

Select the tag(s) from the list on the available side and move them to the assigned side to tag this record.

Tags can be removed using the same method; click on the tag and move the tag from the assigned side to the

available side.

*Note* Records can have multiple tags.



manage tags manage tags
available assigned available assigned
Best Empioyees = Cautionary Employees o Top Prospect v Target Accouwnt
> >
< L4
A X Close 'y X Close

() Hanes, Tom Golden Pumpkin, Co

Primary
L~e, essica (Owner)

To quickly identify what a tag means, hover your mouse over the colored tag circle:

R IE]
Cautionary Employees

Related Articles



