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Searching

The goal of any database is to collect as much information as possible. As a record becomes more and more detailed
through data entry and tools like HRCenter™, it becomes easier and easier to find the right employees later on. The
better your data, the easier and more variable your searching can become.

The goal of this article it to walk the user through the basics of record searching within Beyond™. In addition, we
will also examine our more advanced options.

This article reviews:

1. Basic Searching vs. Advanced Searching
2. Basic Searching Options

3. Advanced Searching Options

4. Search Results

*Note* Looking for other kinds of searches? Check out the following:

Onboarding
Web Users

Background Checks

E-Verify Cases

Near Me

Basic Searching vs Advanced Searching

In Beyond, Basic Searching is used to typically find a singular record, whereas an Advanced Search is run to create

alist of results or multiple records that adhere to a set criteria.
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To conduct either of these searches, locate the six principal records at the left of the screen:

< Dashboard

Bookmarks perzenl
EDIT
NUMBER OF DAYS ~
Recent History . .
Employees - Available Employees Assignments - Summary
A Dashboard
Eligible and Active Unassigned Employees Assignments Started (Last 7 Days) Assignments Ended (Last 7 Days)
153 8 7
Employees with an Assignment ending in the next 7 Total Active Average Pay Rate
days. 4071 467
0
Average Bill Rate Average Markup
749 1.96

Back Office - Missing Timecards
VIEW REPORT

0 Employees - Background Checks

VIEW REPORT
In Progress Queued

7 6

Requires Additional Action Unable to Process
3 9

BACKGROUND CHECKS

From top to bottom, the six principle records are:

1. Employee: Records of individuals who could be placed on assignment in your system.

2. Customer: The clients and businesses your company services.

3. Contact: The individuals associated with Customer records in your system who are not considered your
employees.

4. Assignment: The record of an employee's employment. This will always be tied to a Job Order.

5. Job Order: The request of a customer for employees, typically defined best by worksite and job title.

6. Prospect: Record of a potential new customer or contact.

*Note* For new TempWorks clients as of 8/11/2023, Prospect functionality will be disabled. In the event you
would like for this functionality to be enabled, please contact TempWorks Support.

Existing TempWorks clients prior to 8/11/2023 will continue to have access to this functionality. In the event
you would like for this functionality to be disabled, and for your existing Prospect records to be converted to
Customer records in mass, please contact TempWorks Support.

To perform any search, select the record type of the desired search.
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Once selected, this will usher the user into the searching area. The user can first select whether they would like to

conduct a Basic or Advanced search:

< Employee Search

Bookmarks ~ BASIC
No

LastN Fist Ner e @ d
Recent History A @ -
o mooee o MRS o Status Bonen  Semice Representatiy
o Gearch Either v Acti v A v oA v
A Dashboard

SEARCH

*Note* Depending on the type of search, the screen layout will appear differently. The screen shot above is a
basic search for employees.

Basic Searching

Basic searching is just that, designed to find a specific record. Options include searching by:

< Employee Search

Bookmarks PN BASIC ADVANCED

No bookmarks added

Recent History ~

e Employee 5 Assigne
= Search

A Dashboard W

e Last Name: The last name of the record.

¢ First Name: The first name of the record.

e Employee ID: The individual ID of the record.

e Government ID: The Social Security Number or other Government ID of the Employee (can be with or
without hyphens or spaces)

e Assigned: A drop-down filter allowing the user to select only those that are assigned, unassigned, or either.

e Status: A drop-down filter allowing the user to select only those that are active, inactive or either.

e Branch: The branch the record is associated with.

e Service Representative: The Service Representative that created the employee record.

*Note* Depending on the record type being searched (Employee, Customer, Contact, Assignment, Job Order,
Prospect), the above fields may vary.

When a search returns results, those results will be posted in the lower half of the screen:



< Employee Search

Bookmarks "~ BASIC
K added. o ]
Recent History A smith a
2 gzgsyee ] ;;;;:d . :;‘uvae . Branch . Service Representative .
A Dashboard o
Search returned 9 results o
[J  employeetd Last Name First Name Branch Is Active Is Assigned Last Message Zip Code Resume on file Phone c
D 12370 Smith David High Tech SE @ @ Deact 55125 @ 651-656-4656 65
O  42ss000366 Smith Herrison High Tech NW @ Q@ Message 55125 ® 651-555-5555
O  s29s074845 Smith Harrison High Tech NE @ @ Email 55125 @ 6512875887
O s, Smith John High Tech NE @ @ Deact 55125 ® (651) 456-8456x123
O  #ss0sm:00 Smith Rand: High Tech NE @ @ 55125 ®
O 4295054022 Smith Rex High Tech NE @ @ 55125 ®
O 7z Smith Sharida High Tech SE @ @ 55125 ®
0O s Smith Tim High Tech SE @ @ 55125 ®
D 12371 Smithers Dave High Tech SE @ @ Deact 55125 @ 651-657-4657 62
Rows per page: 100 « 18 1
*Note* When opening the "Quick View" from a search (right-clicking on a record), so long as the search
provides more than one result, you can select the arrows at the bottom of the "Quick View" window to
navigate between records within the search results:
€ Customer Search D

Bookmarks

i=

ep tana;

Yes v v
search returned 72166 resulrs 2}

a Customer Id Customer Name - Department Na.. Branch Active Status Dffice Phane City

(] High Tech NE Acthve 1y

(] Optimuss Prime Active

(] High Tech SE Active

EI High Tech SE Active {651) 204-B204x 123 Eagan

O High Tech SE nactive {651] 035-9039x 123 Eagan

e p 5« 1620 o 72186 < 1 30405 . M >

Depending on the record type being searched, selecting one of the following fields to open the Quick View will

show the navigational arrows:

e Employee: ID, Last Name, First Name

e Customer: ID, Customer Name, Department Name

Contact: ID, Last Name, First Name

Job Order: ID, Job Title

e Assignment: ID

Right-clicking a field not mentioned above will not open the navigational arrows within the Quick View.

For more information on the Quick View functionality, please see the article titled Beyond - Quick View.
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Additionally, opening a record from the search results via full screen will allow you to select the arrows at the
bottom to navigate between records or navigate back to the search results by selecting "Back to Search":

Recent History

Customer
a ch

*Trainer Tip* When searching for a record, partial information can be searched on. In addition, a "wildcard

search" can be performed if you are unsure of a name. A wildcard is represented by the "%" sign beside the

[
Active w
ora
v v w
search returned 72166 results o
[0  custemerid Custorner Name - Department Na... Branch Active StATUS Office Phone ity
O High Tech NW Active 4564576547 agan
O High Tech NE Prospect EAGAN
a High Tech 5 Prospect
O High Tech SW Active ity
(] High Tech SW Active City
porpage 5w 113 et 72108 < 12 3 4 _ 144

text:
BASIC ADVANCED
LastName First Name Employesid Govemment d
%Apple First
Assigned Status Branch Service Representative
Either ~  Active - - -
RESET m
Search returned 8 results 3
[ employeeta Last Name First Name Branch Is Active 1s Assigned Last Message Zip Code Resume on file Phone c
O  wwersm Applabee Randy High Tech SW @ ® Message ss121 ® [
O asstsesn Applebee Randy High Tech NE @ ® s5105 @ 5515962068
O  «ss0s20 appleseed adam High Tech SE @ ® S6308 ®
O  <29s004221 appleseed elizabeth Hign Tech SE @ ® ss121 ®
O  sso0s13 appleseed johnny High Tech SE @ ® Order Candidate e9f8hd ®
O  s2eso0s22 appleseed ke High Tech SE @ ® 55121 ®
O s RAPPLEY ADAM High Tech SE @ ® 55121 ®

Advanced Searching

Advanced searching in Beyond is designed to allow users to find records in their database based on detailed
criteria. Every advanced search is built on a set of rules and groups that form a statement.

e Rules- A specific field to add as searchable criteria.

e Group- A series of rules that are first searched for and then compared to the remaining statement.

e Statement- The entirety of all rules and groups of rules that make up a search.



BASIC / ADVANCED

Click to select a saved search...

NOT  AnNC

> Is Active X -~ ISTRUE - Show in results X

RULE | / GROUP

+—l-0

SEARCH

Rules

To add arule, select the 'RULE' button. This will add a blank rule to be added to the statement. The newly added
rule will have a field that can be entered to search on.

Click to select a saved search. ..

0 or [N =
I
= > lsActve X ~ ISTRUE ~ Show in results
= )‘_ielc: -
| .
+ RULE / GROUP
SAVE

*Trainer Tip* If you are unsure what fields can be searched for in Beyond, select the caret beside the field, this
will add the category field as well. This can be useful for learning about new searchable fields.

Click to select a saved search...

or [

> s Active X v ISTRUE ~ Show in results

Category ~ <] Field

Order Candidate

+ —Illl—IlI-0

Personal

Lo
T

Profile

Status Help arms Privac




Those rules will be connected by the group concept of "AND." This says that any record must have all listed criteria
in the statement to appear in the results:

Click to select a saved search. ..

3 or [
|
= > IsActive X v ISTRUE ~ Show in results
= Status X ~ < |sAssigned X + ISFALSE ~ Show in results
= > Interest Code X ~ EQUALS ¥ 3rd Shift X -
|
4+ RULE / GROUP
SAVE

For example, in the statement above, a user might look for employees that are {active "AND" unassigned "AND"
have the interest code of 3rd shift}.

Groups

Groups act as sections of rules within a statement that are to be run first when compared to the rest of the rules
within the statement. Within a group, you must first define the kind of group. There are three basic kinds of groups:

1. 'AND' Groups
2. 'OR' Groups
3. 'NOT' Groups

AND

This is an exclusive group and will only return results for records that posses all the criteria within the group. Let's
look at an example statement:

Value is required.

O not OR

I

= > Message Action » -~ EQUALS ¥ Ayailable X -
i > Message Date X - ISONORAFTER ~ Value

+

RULE |/ GROUP

In this case, we are looking for employees that have a message logged with the action code of Available AND the
message was logged on or after a specific date.

OR

This is an inclusive group and will return results with records that qualifies for any of the criteria within the group.



Let's look at an example statement:

O NoT  anp m
Assignments X - < JobTitle ¥~  MATCHES ANY ~ welder €3 v
- Spot Welder e
= Job History X - < Position % =  CONTAINS ~  \yelder
Profile X - < Interest Code X - MATCHES ANY ~ welder €3
= WELDER-CERTIFIED €9 X -
WELDER-FITTER WLDER 9

+ RULE | GROUP

In this example, we are looking for a candidate for a welding position. So we are looking for an employee that has
either:

e Had an assignment with us as a welder OR
¢ |ntheir resume job history (on the story tab) have had a position as a welder OR

e Has aninterest code that matches Welder/Welder-certified, etc.

The employees in the search results will have to meet at least one of these criteria (but not have to have all 3).

NOT

This allows the searcher to locate information that does not exist. This is used primarily to audit records for missing
information. Lets look at an example statement:

or |G -

-0

> Is Assigned X ~ ISTRUE ~ Show in results
NOT  ANC
|
= | = » Document Type » « EQUALS ~ Background Check X -
|
4+ RULE /| GROUP
4+ RULE [/ GROUP

In the example statement above, the user is looking for people who are assigned do NOT have a background check
document onfile.

You can mix and match using AND OR & NOT options in a search and utilize groups within groups to customize
your searches. For example, If you need to audit your system to see which assigned employees don't have a current
I-9 on file.



|:|3NOT m OR

= Is Assigned X ~ ISTRUE ~ Show in results
%:l NOT  AND ﬂ
1 NOT  AnC
|
= | = » Document Type X - EQUALS ~ Federal 19 X -
I
4+ RULE | GROUP
7| | fioor
|
= > Document Type X ~ EQUALS ~ Federal 1-9 X -
= > Expiration Date % - ISONORBEFORE ~ g8/13/20138
I
+ RULE |/ GROUP
+ RULE GROUP

1. First you add the rule denoting that you are looking for assigned employees.
2. Next you create a group and set it to OR because to audit the system you are looking for employees who do
NOT have an I-9 OR employees who have an |-9 but it's expired.
3. Thenyou create 2 groups inside that OR group you created
o One group will have a single rule that isa NOT Document Type = Federal I-9 stating you want
employees that do not have an I-9 on file
o The second group will have 2 rules stating you are looking for employees that have a Federal I-9 and the

Expiration Date is on or before todays date so you see who has expired I-9s

Saving an Advanced Search

Once you have set up an advanced search the way you like it, you can save this search to save yourself time. Itis
important to note that saving a search does not save the results of a search but instead saves the rules and groups
established for the search.

To save an advanced search:

1. Create the search criteria exactly as you want it saved

2. Select the save button in the lower left



BASIC

= Click to select a saved search...

[OJ NoT BAGH or

I

= > IsActive X~ ISTRUE - Show in results
= > Is Assigned X - ISFALSE ~ Show in results

Accountant €9

Data Entry €9

‘ > Interest Code ® ~  MATCHES ANY ~

e
Save this search

SAVE...

3. Enter a name for the search

4. Optionally, enter a description to help remind you what the search is used for:

New Saved Search

* Search Name

Data Entry/Accountant

Description

Looking for employees with data entry/account skills\

CANCEL CREATE

5. Select Create

To find a saved search, select the white bar at the top of the advanced search options:



= Data Entry;'Acc%ntant X

NOT OR

-0

> Is Active X - ISTRUE + S
— > s Assigned % - ISFALSE ~
> Interest Code X - MATCHES ANY ~

You can search for a saved search by typing a name or scrolling through the list.

& [Type keywords to find a saved search...

ALL MINE FAVORITES

Q Active/Unassigned in zip code :
), Assigned without an I-9 2
Q Assigned without current [-9 +2ah
a, Audlit for Assigned Employees s . ‘ﬁ'

Run Weekly :
€, Available List s k¢
¥, Background check check +2) ‘;'1{

e Select the star icon to mark a search as a favorite. Favorite searches appear in the favorite tab.

e The Mine tab will limit your list to searches you have created.

Sharing an Advanced Search

By sharing an advanced search you are allowing other users to utilized one of your saved searches.

To share an advanced search:

1. Select a saved search you want to share



2. Select the Share button in the lower left

+ RU RQUP
Share this saved search
SAVE... SHARE DELETE

b

3. Choose the Team you want to share with (teams are set up by your administrators)

4. Select Submit to share

Share Saved Search

Forklift Drivers in a Zip Code

SAVED SEARCH

Select all the teams you'd like to share with:

Staffing Specialist €3 X -

SAVE AS DRAFT CANCEL SuUBMIT

A shared search can be identified by the share icon located next to the name of the search.

Active Employees with no messages | oo . *
-

Active Employees with no messages

€, Active/Assigned/Ready to leave 2 3%

*Note* Teams must be set up by your administrators, check out Beyond - Creating & Managing Service Rep
Teams for more information.

Search Results

Once asearch has beenran, regardless of whether it was a basic or advanced, the results will display below it.
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BASIC

Active Ready to Work People X

vor B8

|
= > s Active X -
= > Iz Assigned X -
> Washed Status X oo

[0 showin results

> Hire Status X -

[J Showin results

=+ RULE / GROUP

SAVE... SHARE DELETE

ADVANCED

ISTRUE ~ Show in results

ISFALSE ~ Show in results

EQUALS ~ Familiar

EQUALS = Fligible and Active

Search returned 694 results

Hire Status, Is Active, Is Assigned, Washed Status
[]  emplores e szt Name A et arme A —
D 4295003834 Abbott Darrel 10 -Eval 5E
D 125859 Abrams Terri 10 -Ewal SE
D 4295080856 Adams Tracy Minneapalis
D 4295083377 Aikman Troy Minneapalis

5742325400

Organizing Search Results:

You can rearrange columns by holding and dragging the column header.

Right click to change which columns are shown:




D Employes Id Lazt Mame ‘T Employee Id @ Eranch Phone
4295003834 Abhott Last Name 10 -Eval SE
First N
[ 1zess Abrams irrieme 10 -Eval SE 5742325400
Branch
[J  4zesozosse Adams Minneapolis
Phone
[0  42ss0s3377 Aikman Minneapolis
Is Active
O 267 Alaska Labor Hall 101
Iz Aszigned
[0  2se30 Allen Labor Hall 101

<]

Last Message

m AnArAnaann Al e [ R

By selecting a column you can reorganize your results and order them alphabetically. The up arrow indicates the
list is being sorted A-Z the down arrow indicates they are being displayed Z-A:

Employee |d Last Mame :\ﬁ‘

4255003834 Abbott

12559 Abrams

Functionality with Search Results

You can click on the blue highlighted name or ID to be brought to the related record or, in some cases, you can
select multiple search results for more functionality.

To select multiple search results, tap the square to the left of the result

D Employee |d ast Mame P First Mame P
4295003834 Abbort Darrel
O 1200 Abrams Terri

To select all results, tap the square at the top of the results - this will select all records shown,



Search returned 694 results
Hire Status, Is Active, Is Assigned, Washed Status

PUEC RS hIT-SNR Sclect all 694 results?

% Employee Id Last Mame P First Mame P
4295003834 Abbott Darrel

12959 Abrams Terri
4295080856 Adams Tracy
4295083377 Aikman Troy

25927 Alaska Joe
25930 Allen Donna
4295080492 Andersan Andrea

To select all results click the text above:

Search returned 694 results
Hire Status, Is Active, Is Assigned, Washed Status

20 selected employees v EEEa 694@5ults?

Employee Id Last Name P First Name P
4295003534 Abbott Darrel

12959 Abrams Terri
4295080856 Adams Tracy
4295083377 Aikman Tray

25927 Alasks Joe

Select the Actions button to see a list of available actions



20 selected employees K Select all 12157 results?

Email 7 Recipients

mne

Make Candidates

)
)

Make Job Offers
|
Assign
Onboarding E

Assign a New Workflow. ..

Assign a pre-configured workflow and optionally set the
starting step or additional pages.

Assign Pages Ad Hoc. .

Assign a manually-specified set of pages that are separate
from existing workflows.

4295003562 Abandon 3 Invaice

Check out this table for what actions you have available for each search:

Record Search Additional Search Functionality

e Email Recipients

e |og Messages

e Make Candidates (on last order viewed)

e Make Job Offers (on last order viewed)
Employee Search e Assign (to last order viewed)
e Merge Record
e Onboarding:

o Assign a New Workflow

o Assign Pages Ad Hoc

e Email Recipients

Contact Search e Log Messages

* Email Recipients
e Mass Update Rates
Assignment Search e Mass Update Assignments

e Assign A New Workflow

Order Search e Mass Update Rates
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