Beyond - How to Deactivate and
Reactivate Employee Records
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Deactivating vs Deleting

For data integrity purposes, Beyond does not allow you to truly "delete" employee records from the system.
Instead, you are able to deactivate employee records. Deactivating a record will ensure that it does not show up in

your every day searches and reports.

*Note* The user must have permission to log a message with the deactivate or reactive message action codes
in order to log these messages. Beyond permissions are managed in Security Groups. To learn more, check out

Message Action Security Groups.

How to Deactivate Employee Records

Begin by navigating to the visifile of the employee record you wish to deactivate. The "Status" charm in the charms
section of the employee record indicates whether the record is active or inactive. If the "Status" charm is green,

the record is active.
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*Note* If the employee currently has an open assignment, the assignment must be ended before you can
deactivate the employee's record.

Select the "Status" actwve charm and then select "Deactivate":
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Once selected, a "Deactivate" message will automatically be logged on the employee profile, and their Status will
be updated to "Inactive":
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Alternatively, in the 'Messages' card on the visifile, select the o button to open the "Compose Message"
wizard:

~ Messages o

MARCH 2019

LMTC - Mar Sth, 10:28 AM « Amelia Stout
Left voicemail - looking for dates to set up an interview.

Enter the reason for the deactivation under the message section and select the "Deactivate" action code.



Compose Message

Message
Moved away to Ireland

Action
Deactivate -

[ Create atask

SAVE AS DRAFT CANCEL SuUBMIT

*Note* Message action codes are customizable so you may have a different action code you need to select in

order to deactivate. Talk with your system admin if you are unsure which action code to use.

Deactivating Employees from Search Results

Employees are able to be deactivated, en masse, from the Employee search results.

Begin by navigating to an Employee search within Beyond, searching for the employees that you would like to
Deactivate, ensuring the Status is currently set to "Active" within the search:

Search / Employees

BASIC ADVANCED
Last Name First Name Employee Id Government Id
Al First
Assigned Status Branch Service Representative
Either v |Active v Al ~ Al -
RESET
Search returned 91 results e
O  Employeeld LastName First Name Eranch Is Active Is Assigned Last Message e Resume on flle Phone Cell Phone
O sos Alabama Morgan Memphis NE v React 35802 v (651) 235-8235x123
O | 4zss037184 Alaska Ally Minneapolis v v Flaced 55123 6514520366 65145203¢
O e4s Alaska Joe Minneapolis v Offered 45056 v 612555019 612555122
O  sr Alaska Joe Minneapolis v v Customer Interview 9950 (651) 236-8236x123
O | 4204072045 Alaska Joe Minneapolis v v ACA Exchange Notific 19131 v (215) £78-7877
O | 4zes027073 Albers Pete Minneapolis v v ACA Exchange Notific.. 55123
O | 4zes059137 Albertson Ted New Brighton v v Order Candidate 55402 846156142

Highlight the group of Employees that are to be Deactivated:



Search / Employees

BASIC ADVANCED
Last Name First Name Employee Id Government Id
Al First
Assigned Status Branch Service Representative
Either ~  Active Al > Al -
RESET
Search returned 91 results
SEELEECIRE Clear Selection &
O  Employzeia LastName First Name Branch s Active Is Assigned Last Message e Rasume on iz Phone Call Phone
5026 Alabama Morgan Memphis NE v React 35893 v (651) 235-8235x123
4205037184 Alaska Ally Minneapolis v v Placed 55123 6514520366 65145203¢
164328 Alaska Joe Minneapolis v Offered 45036 v 6125550019 61255512:
5027 Alaska Joe Minneapolis v e Customer Interview 9950 (651) 236-8236x123
4204973045 Alaska Joe Minneapolis v v ACA Exchange Notific.. 19131 v (215) 878-7877
O | 4zes027073 Albers Pete Minneapolis N Ng ACA Exchange Notific. 55123
O  4zes0serz7 Albertson Ted New Brighton v v Order Candicase 55402 845156742

Either Right-Click or select the dropdown menu next to the "# selected employees", select the "Log Message for #

Recipients" and select the option for "Deactivate":

Search / Employees

BASIC ADVANCED
LastName First Name Employee d Government Id
Al First
Assigned Status Branch Service Representative
Either ~  Active Al > Al -
Search returned 91 results
SL L EET IR Clear Selection &
Email 4 Recipients sme Branch s Active s Assigned Last Message FiLd Resume on file Phone Cell Phone
I B Log Message for 5 Recipients > I Message Action
INE N React 35893 ~ (651) 235-8235x123
Available
Left Message To Call  plis v e Placed 55123 6514520366 65145203¢
Reactivate Slis e Offered 45056 v 6125550019 612555125
v v Customer Interview 0950 (651) 236-8236x123
Compose other...
alis v v ACA Exchange Notfic.. 19131 v (215) 878-7877
. g
Onboarding _
Assign a New Workflow... Minneapolis v Vg ACA Exchange Notific 55123
Assign a pre-configured workflow and optianally set the starting
step or additi g
New Brighton v v Order Candidate 55402 845156142
Assign Pages Ad Hoc...
Assign a manually-specified set of pages separate from
- o e ; Memphis NE v v ACA Exchange Notific.. 43078 (410) 877-8142
existing workflows.
0O | 1ses0 Albin Jamie Memphis NE v React 43078 (937) 408-7243

*Note* Employees that are currently Assigned are unable to be Deactivated. In the event this is attempted,
you will be prompted with a message stating how the Employee records were not Deactivated and the reason

why:



Message Action Error

No messages were logged for the following records.

A DETAILS

The following 2 out of 5 failed the process:

Zoe Alvarez 4295083028 (You can not deactivate an employee who is still on assignment.)

Jodi Ambers 11860 (You can not deactivate an employee who is still on assignment.)

CLOSE

Once the Deactivation is complete, a message will appear at the bottom of the screen indicating the amount of

records that have been successfully Deactivated:

Search returned 7607 results

3 selected employees v NUEETSNCITaloly]

Employee Id

4204971762

B 8 0O

4204972204

(<]

4295093620

4295083028

11860

4205048935

4295081730

4205083424

4205079870

4205083583

4295014363

)
)
=
=)

O 0Oo0oo0oo0oooao

4205081282

Last Name

Alrstatt

Alvarado

Alvaran

Alvarez

Ambers

Ameliabedelia

Amendt

America

America

amia

Amaons

Amaoss

Anaya

First Name
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*Note* The Employee Search results will need to be reloaded for the employees to be removed from the list.

What Happens When a Deactivation Message is Submitted?



The activation charm status will change to inactive and grey.

EMPLOYEE Jeremy Berry

Jeremy Berry (4295098151)
SSN: 436-42-4632 - @ City, MM 55125 INACTIVE

The 'Deactivation Date' field will be populated in the hiring card of the employee records 'DETAILS' tab:

EMPLOYEE |eremy Berry Details
Jeremy Berry (4295098151) +2 = g ] a =
SSN: 436-42-4632 - @ City, MN 55125 IMACTIVE  WEE USER ONSOARDING  ASSIGNMENTS ACA E-VERIFY TASKS

VISIFILE DETAILS W DOCUMENTS MESSAGES OB MATCHING ASSIGNMENTS  STORY  REFERENCES PAY SETUP W ONBOARDING  PAY HISTORY

v Equal Employment Opportunity

v ACA

~ Addresses

~ Hiring

Washed Status
Familiar

Job Order Type
Temp

Job Title

Orientation Date
2/4/2020

Activation Date

Interviewed By
Amelia Stout on 9/21/2021

Entered By
Amelia Stout

Numeric Rating
0

The employee will be listed as inactive in search results.

Hire Status
Eligible for Hire >

Profession

Vendor

Anniversary Date
6/8/2020

Deactivation Date
12/13/2022

-2
On-file and Expires on --

Staffing Specialist
Amelia Stout

WOTC Eligibility Status

*Note* You may not assign an inactive employee. When attempting to assign an inactive employee to an order,
a hard stop assignment restriction will prevent you from completing the process. Before you are able to
proceed with creating the assignment record, you will need to reactivate the employee record.

How to Reactivate an Employee Record



To reactivate an employee record simply follow the same steps taken to deactivate the record.

Begin by navigating to the visifile of the employee record you wish to deactivate.

Select the "Status" wactve charm and then select "Reactivate":

EMPLOYEE Jeremy Berry

Jeremy Berry (4295098151)

SSN: 436-42-4632 - @ City, MN 55125 INACTIVE

VISIFILE DETAILS w DOCUMENTS MESSAGES JOB MATCHING Inactive F

Currently Inactive -

] Reactivate

Once selected, a "Reactivate" message will automatically be logged on the employee profile, and their Status will
be updated to "Active":

EMPLOYEE Jeremy Berry

Jeremy Berry (4295098151) .
SSN: 436-42-4632 - @ City, MN 55125 ACTIVE
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TODAY

React - Dec 13th, 11:48 AM
React

Alternatively, in the 'Messages' card, select the o button to open the "Compose Message" wizard:

- Messages °
TODAY

Deactivate - May 20th, 7:58 AM + Amelia Stout
Maved to Ireland

MARCH 2019

LMTC - Mar 5th, 10:28 AM - Amelia Stout
Left voicemail - looking for dates to set up an interview.

EE




This time, choose anaction code that starts with "react" and fits the reason as to why you are reactivating the

employee's record. You may also expand on this by entering more information into the body of your message:

Reactivating Employees from Search Results

Employees are able to be Reactivated, en masse, from the Employee search results.

Compose Message

Message

Employee changed plans would like to be considered for positions.

Action
rea -
Action Description
Reactivate Reactivate (General)
React Reactivate (General)
ReactCard Reactivation Mailer Sent

Roaddog Ready

Ready for placement at Road Dog

Begin by navigating to an Employee search within Beyond, searching for the employees that you would like to
Reactivate, ensuring the Status is currently set to "Inactive" within the search:

Search / Employees

BASIC

Last Name

Ca

First Name

First

Employee Id

ADVANCED

Government Id

Assigned
Either

Status
Inactive

4

Branch

Senvice Representative

RESET
Search returned 66 results o
O  Employeeld LastName First Name Branch Is Active Is Assigned Last Message 7P Resume on flle Phone Cell Phene
O | 1ies Cable Company Cable company Memphis NE Deact 55121 651-580-4580 651-703-3;
D 4295002672 Cafferty Luke Minneapalis Deact 60804
[ | 4285038667 Cain Claire Minneapolis Deactivate 97303 5039103533 503910352
[ | 4204972516 Cain Rogelio Minneapolis 55123
O | 4zgs015421 Califarnia John New Brighton Deact 98254
O | 4204971767 Callahan Norman Memphis NE Deact 55121

Highlight the group of Employees that are to be Reactivated:



Employees

BASIC ADVANCED
Last Name First Name Employeed Government 1
Ca First
Assigned Status Branch Service Representative
Either ~  Inactive Al > Al -
RESET
Search returned 66 results
cted employees v NEEETENA ail ] &
O  Employesid LastName First Name Branch Is Active Is Assigned Last Message e Resume on file Phone Cell Phone
11008 Cable Company Cable company Memphis NE Deact 55121 651-580-4580 651-703-3%
42085003672 Cafferty Luke Minneapolis Deact 60804
42095038667 Cain Claire Minneapolis Deactivate 97303 5039103533 503910352
4204972516 Cain Ragelio Minneapolis 55123
4205015421 Califarnia John New Brighton Deact 98254
D 4204971767 Callahan Norman Memphis NE Deact 55121
o su7 Callshan Rachel Memphis NE 55123 v 651-426-4426 651-548-3¢

Either Right-Click or select the dropdown menu next to the "# selected employees", select the "Log Message for #
Recipients" and select the option for "Reactivate":

arch / Employees

BASIC ADVANCED
Last Name First Name Employee Id Government I
Ca First
Assigned Status Branch Service Representative
Either ¥ Inactive Al v Al -
RESET XL
Search returned 66 results
lected et Lo Clcar Selection &
Email sme Branch Is Active |5 Assigned Last Message 7P Resume on file Phone Cell Phone
I B  LogMessage for 5 Recipients > I Message Action
. INE Deact 55121 651-580-4580 65170231
Available
Left Message To Call  dlis Deact 60804
Deactivate 97303 5039103533 503910352
Deactivate
plis 55122
Compose other...
. hron Deact 8254
©Onboarding [r—
Assign a New Workflow.. Memphis NE Deact 55121
Assign a pre-configured workflow and optionally set the starting
step or additional pages.
Memphis NE 55123 v 651-426-4425 651-548-3
Assign Pages Ad Hoc...
Assign @ manually-specified separate from
) Minneapolis 55123
existing workflows.
O s Calway Ertie Memphis NE 55123 (952) 368-5555 (952) 201

Once the Reactivation is complete, a message will appear at the bottom of the screen indicating the amount of

records that have been succe

ssfully Reactivated:



Search returned 15053 results

5 selected employees v Nl Nautely!

D Employee Id Last Name First Name Branch Is Active Is Assigned
4295037857 Candidate Mister Minneapolis

4204972436 Cannon Davion Minneapolis

4295015911 Cannon Skylar Minneapolis

4295038797 Capone Allen Minneapolis

4295026940 Car Carol Minneapolis

D 16134 Carbajal Sharmaine Minneapolis

D 16444 Carbondale Elizabeth Minneapolis

D 4295015761 Cardwell Becky Memphis NE

D 4295003620 Caril Ryan Minneapolis

D 4204971696 Carleo Malik Memphis NE

D 42095037338 Carley Monica Minneapolis

D 12628 Carlton Jesse

D 15843 Carpenter Kelley 3 React messages logged

*Note* The Employee Search results will need to be reloaded for the employees to be removed from the list.

What Happens When a Reactivation Message is Submitted?

The "Status" charm status will change to active and green.

EMPLOYEE Jeremy Berry

Jeremy Berry (4295098151) .
SSN: 436-42-4632 - @ City, MN 55125 ACTIVE

The employee will be listed as active in search results.

Searching For Employees By Status



If you need to find an employee record that may be active or inactive, you can toggle your options in a basic
employee search.

Search / Employees

BASIC ADVANCED

Last Name First Name Employee Id Government Id

Last First

Assigned Status Branch Service Representative
Either ~  Active A Al v Al -

Active S

Inactive

Any

In Advanced Searching, you can also indicate whether you want active employees by adding the Is Active rule. True
would mean only active employees and False would mean only inactive.

O

|
= > IsActive X ~ |ISTRUE =« Show in results
|
IS TRUE
+  RULE / GROUP
IS FALSE @

To learn more about searching, check out Beyond - Advanced Searching

Related Articles


http://kb.tempworks.com/help/beyond---advanced-searching

