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Managing HRCenter™ Applications in Enterprise

When applicants apply online through HRCenter, your service reps/recruiters will be able to manage the incoming

applications within Enterprise.

After each step an applicant submits, your service reps can review the answers, sign documents, and approve or

reject applicants all from Enterprise.

In Enterprise, navigate to all options > HRCenter to begin managing HRCenter applications
In this article:

e Reviewing submitted applications
e Managing incomplete applications

¢ Assigning additional pages/workflows



HRCenter

Service Rep Steps

In Enterprise or Beyond

Review Submitted Applications

» Seeall completed applications
» Complete any forms filled out
» Approve or deny the application

Manage Incomplete Applications

* Review incomplete applications
* Reach out to applicants via email
» Reset passwords

Assign Additional Workflows

+ Assign additional workflows to finish
your internal onboarding process.

Reviewing Submitted Applications

Once applications have been completed and submitted by an applicant, a recruiter or service rep will need to
review the application and accept or reject it. For more information on the application process see The Applicant's
Process.

1. Navigate to All Options > HRCenter
2. Select the application workflow you wish to review.
o Workflows available to you are unique to your staffing company.

o Want to learn more about workflows? check out How to Create & Edit Workflows.
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3. Select the step you wish to review
o Each workflow is broken into at least one step. Select the step to review. This will show which
applicants have submitted said step of the application process for review.
4. Select submitted

o This will show only applicants who have submitted said step of the application process.

D-j Application Step

View Total Applicants

View Not yet started

View In Progress

View Submitted

5. Review application

o Double click on an applicant to review their application.



Josey Wh|te Mo tasks to display for your current filter settings

Username joseywhite

Branch
Employee ID 4295038288 Currently viewing 0 of 30941 tasks. View more...
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dashboard status details
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Application Step Step Started 2/14/2017 2:08:41 AM
Step Submitted 2/14/2017 8:16:31 AM
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order Review

assignment

Drag a column header here to group by that column.

contact

dispa‘tcher Resume
pay / bill Basic Information
calendar Your Contact Info

Skills

reports

resume parser

Education
‘Where you've worked
all options > Trensportation
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o Select the Pages tab & double click on each page to review answers.

? answer summary

Drag a column header here to group by that column. x
First Name Josey
Last Name White
Maiden Name Lynn
Phone (731) B55-6989
Email joseywhitei@test.com
Address 5432 5. Main 5t
Address 2 5432 5. Main 5t
City Milan
State TN
County 3083
T 203co -
A 3 Cancel o OK

6. Mark 3rd Party forms as completed (if necessary)

o There may come a time where, once the applicant has filled out and completed a 3rd Party form within
their workflow, the form is not automatically marked as complete. In this case, you will have the
opportunity to mark the 3rd Party form as complete within Enterprise.

= Within the applicant's file, navigate to the Pages tab and find the 3rd Party form that needs to be
marked as completed.

= Right-click on the 3rd Party form and select "Mark Complete".



= |f successful, you will see a message showing that the form has been marked as completed.
7. Complete any forms required
o Any forms that require a service reps electronic signature and/or information to be filled out by the
service rep will be found under the Review tab.

o Select 'Review and Sign' to complete the documents.
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Drag a column header here to group by that column.

Tv... | Review ltem | termation

Vo This document requires 3 signature. 2 L Review and Sign

o See Processing an |-9 in HRCenter for more information.
8. Approve or Deny
o Applicants that have successfully completed the application step and are approved by the service rep
can be moved on to the next application step or completed by selecting the check mark option at the
bottom of the page.

« Continue on to Onboarding Docs

« There are no additional steps. Mark completed.

o Applicants who will not be moving on with the application process can be rejected by selecting the

Reject option at the bottom of the page.
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= Consider logging a deactivate message on the employees record to record the reason why they

were rejected. Tips for Message Logging.

Managing Incomplete Applications

Some prospects might have questions about the application process or have trouble logging back in. You can email
applicants with 'In Progress' or 'Not Yet Started' applications to reach out and see why they haven't been able to

complete them yet.
Emailing Applicants:

. Navigate to All Options > HRCenter

. Select the application workflow from the drop down

. Select the step of the application you wish to review

. Select "Not Yet Started" or "In Progress" applications

. Select applicants you wish to email

o A WON

. Right click and select send email



*Note* In order to email employees within Enterprise, you must first setup your email. See Email Functionality

article for more information.

Resetting Passwords:

1. Find the employee record you wish to reset a password for
2. Navigate to Integrations > Web User Account

3. Select Reset Password

No tasks to display for your current filter settings

John Johnson

3453 Main 5t ID: 4295038039
Minneapolis, MN 55402 S5N: oo-xx-1342
Branch: Memphis SE Currently viewing 0 of 30941 tasks. View more...
+ & & & 2/Q 4+ ¥ » tasks appointments social email + YO
‘“‘“‘_"“" “ manage web account
e-verify A web account connects your employee to all the online services that TempWorks offers.
kenexa results
first advantage Username TPSfoc23421 v This is the username used for HR Center and
Web Center.
peopleg2
trak 1 Password Reset the user's password. A new password
Reset Password will be generated and opened after clicking
hrcenter the Reset Password button. You will be
c responsible for getting the user the proper
» evaluations details to get logged in.

Unlocking steps

When an employee wishes to fix mistakes made on a submitted application, a service rep can select the unlock the
application step option to allow the applicant to log back into HRCenter and make the necessary changes.

Assign Additional Pages or Workflows

Once an employee has completed an application, you may have additional pages or workflows for them to fill out
depending on the job they are assigned, etc. You can assign pages individually or assign another entire workflow

with all the necessary pages.

To assign an additional page or workflow:

1. Navigate to the employee record you wish to assign a new page/workflow to

2. Open the actions menu by selecting the hand icon in the upper center of the page
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o For additional ad hoc pages, select 'Assign Additional HRCenter Pages

o For an entire workflow, select 'Assign HRCenter Workflow'

3. Select workflow & starting step or pages



4. Select Finish to complete

The applicant can now log back into HRCenter to complete the newly assigned options.
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