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Why Do | Need to Add Job Titles?

Job titles in Enterprise are a set drop down list which allows you, the admin, to control
what job titles are available in your system. This also helps standardize options for your
processes and makes searching and reporting options easy. Job titles can be found on the
following records:

e Employee - to denote their preferred job

m n Mo tasks to display for your current filter settings
Lorelai "Leah” Woodbury
123 Maple Lane ID: 4295080432
Saint Paul, MN 55123 S5N: xo0-xx-3753
Branch: New Brighton Currently viewing 0 of 27755 tasks. View more._.
AD ER= v + # & £ 2Q 4 ¥ » tasks appointments social email + YT
i personal information addresses « Permanent UseTemporary [
Last Name | Woodbury Suffix Street | 123 Maple Lane
- .
A First Name | Lorelai Prefix Street 2
assignment restrictions il Nickname | Leah City Saint Paul
contact methods 55N 564-75-3753 State | MmN Zip Code |55123-
candidacy
direct hire ID 4295080432 Contact County | Ramsey School
TTETEET Act. Date 6/6/2018 8 | Deact. Date Country | United States of America
L hiring information
interview questionnaire
. Order Type TE Branch Mew Brighton
past jobs
required docs Hire Status Eligible and Active Staffing Specialist | amelia.stout
test scores e All Interviewed By amelia.stout 12/5/2018 =
transportation
Washed Status  Familiar Entered By amelia_stout 6/6/2018 1:57:00 PM
unemployment
work experience 19 On File %] 19 Expire Date B | Vendor
work interests Orientation Date B |Anniversary Date | 7/7/2018 nl Job Title Accountant ﬂ]

__cmpiovee  ERRRILAE Numeri Rating |o m—

e Order - to denote what a customer is looking for



pa— Hotel Denouement, Primary MBS S LT

Accountant Customer ID: 4295014308
1 of 4 positions filled Order ID: 4255051071
Branch: Minneapolis
4 + 4 & & 2Q 4 ¥ » tasks appoint

visifile a0 g el Web Options  ACA Surcharge

customer information

adjusiments
et Customer ID | 4205014308 Work Site | Hotel in Eagan
. 32352 Candy Lane
interest codes Worker Comp | MN 8810 Eagan, MN 55121
invoice recipi Alt Order ID Burd
i rder urden &
R i Burden 3%
Directions
po setup park in the back lot and talk to the front desk
required documents
vendors job information
b candidates
Required 4 Assigned |1
documents
s t Order Type |TE Temp
messages lob Title Accountant
tasks Description | Needs to have 1-3 years of experience with Microsoft office, etc.
search

e Assignment - to show what an employee is currently or has done

Gﬂrretr Greg No tasks to display

Hotel Denouement, Accountant
Assignment 1D: 4301405919 Employee ID: 4295037608

Order ID: 4255051071 Branch: Minneapolis
+ # 6 X 2/Q 4 ¥ |» tasks ap
assignment information

accruals Employes Garret, Greg
adjustments
Aldent 4295037608
calls
ission all ti Customer Hotel Dencuemeant
» integrations Department | Primary
LLriiiy Order ID 4295091071
tasks
I Assignment ID | 4301405919 Alt Assignment ID
Burden Burden 3%

Temp Phone -
Status Excellent

Replaces

[ ] Customer DNA [ | Employee DNA
Job information

Job Title Accountant

Job titles can be see in WebCenter, time entry, and can even be printed on invoices
(depending on your invoice style).



How to Add a New Job Title

In order for service reps to be able to select a job title, the admin must first add the job
title into the system.

1. Navigate to all options > administration

2. Select job title from the left (a list of job titles will appear)

—

— Administration

b commission Find o Job Title
y Field Services Technician
custom data File Clerk |
drop downs File Clerk II
. e..l.pbm Fimancial Analyst
. Firewatch
evaluations Fitness Trainer
external services Floor Mopper
geo lac Enu:::.;nd Beverage Manager
. orkli
9' allocation Framer Apprentice
gls account map Funder
QIE bank account Funding Assistant
. Gardener
hrcenter doc mapping General Administrator |
interest code General Administrator 11
interest code &w General Adm_ln_lstratur 1
: ; . ) General Administrator Level Iv
mterview questionnaire Benesal laborer
job fitle General Ofc Clerk 1
General Ofc. Clerk |
message
. General Office
mu"]FEr code Govenrment RN

3. Select the + in the upper right to add a new job title

4. Enter/Review the following information



Main Job Title Info

lob Title Guacamole Maker
Division Other

Skill Code PO11

Skill Code 2

Hier Minneapolis
Category Mone

EEQ Class Craft Workers (skilled)

Career Builder Industry | Food

Worker Comp Code MN4323
Show in WebCenter [x]
Default F]
Active (x|

o Job Title - Name of the Job Title as you want it to appear in your system

o Division - This option is used to separate or group job titles by business lines
for reports and exports. For example, our Gross Profit Summary Report.

o Skill Code - Skill and Job title can be seen as synonymous in Enterprise. You'll
notice that searching says skill code but will allow you to search by the job
title entered above and skill codes will show in a drop down on the order. The
skill code field can really just be filled out with the same information as the
Job Title field.

o Hier - Determines where the job title will exist and be accessible in your
database. If this job title is only applicable to one branch, then you can set it to
that branch. Most of the time, we recommend keeping job titles at the highest
level (system, subsystem, or entity) to ensure all users can utilize it.

o Category - This option groups job titles for searching in the Job Board.



Search Jobs

What jobs are you looking for?

Search on a job title, skill or job description

Browse Jobs

Top Skills:

Farklift Welder Forklift Operator Construction Bilingual-spanish

Top Categories:

Mone General Office Accounting Word Processing

o EEO Class - This option is used for our EEO Report

o Career Builder Industry - If you are utilizing our Career Builder Integration to
post jobs, you will need to select an applicable industry for posting purposes.

o Worker Comp Code- If you select a worker comp code here, anytime a user
tries to select this job title it will ask them if they want to change the worker
comp code. This is not a required field and should not be selected if you are
working within multiple states as it could default the wrong state's worker
comp code in that case.

o Show in WebCenter - If this box is checked, then this job title will be visible in
WebCenter and the Job Board.

o Default - Only one job title can be set as the default job title when adding an
order for any hierarchy level. We recommend using a default job title set as
"unknown" or "general labor" and then having your team update the job title
for each order.

o Active - This checkbox should remain checked. Only active Job Titles can be

selected on afile.

5. Select Save E
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