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Consultant Work Flow - Contract Temp Desks

1. Enter Company AWR information. New vacancies will inherit this information.

2. Extra fields can appear when entering a placement.
1. A form will appear asking if the Temp has worked for another Agency in the same Role.

AWR Other Agency Work for Mr Simon M... @

Ask if the Temp has Timesheeted waork for this
dient, or dient group, recently in this role through
another Agency.

Type |:Z:-'5-' Agency Wark J

From 12/09/2011 |

m

to 16/09/2011 |

Notes Through Alternative Agency| -

Add This Cancel

Use Cancel if there was NONE or, if you cannot ask and there might be then use Cancel
With Reminder.

Entering information will mark that period as being included in the qualification and will
count those dates as weeks worked.

2. If the inherited company AWR state is blank or Not Known, a warning will appear and then

the form aksing for AWR information for this role.
Informaticn (=3

MNo Vacancy AWR has been set up. You will be asked to fill in AWR details for the Placement, later you should also update
the Vacancy.
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AWR Rele Status and Details ==

AWR Role Status [Not Known

Extra Holiday Entilement

hjh

Qualified D'u'erride|N|:| Dwverride Starting j
Pay Rate Motes -
Holiday Pay Motes :
Benefits Motes :
Bonus Motes :
AWR. Motes :

......... SENE .......... ':Ell'll:l.il '.I".'i'H'I Cancel
e i Reminder _‘

3. An AWR Role record will be created in the Person form if applicable (Not needed if AWR
state is Not Applicable) to monitor qualification.
Expand  Placement Other Agency Work Report  Show Weekly Details  Link Role 156 'Weeks = 15 or more or Ovemide On - All

| Linked| &R Status| Client | JobTile  |OvemideOr| ‘weeks | Gap |Holidays Grade || -
L= r

3. If a Temp notifies you of Holiday, Sickness, Jury Service or Maternity/Paternity Leave you MUST
entere in IQX the relevant Holiday or Unavailability for the dates concerned as these are legally
required to pause the AWR Qualification. A Holiday Pay timesheet will NOT be enough as could
be in lieu of time away.

Holiday and Unavailability can be entered from:
1. Temp Desk, Temps view - 'Unavailable' and 'On Holiday' buttons.

LEETIE Search Expand Haoliday Pay i ‘Iu:':;rri?r:gpiiu‘l'\f:ekEnt"E Pgul Awvailable Unavailable On Holiday Bo
i Temp ‘ tdonday ‘ Tuesday WWiednesday Thurzday ‘ Friday ‘ Saturd
Placements 0341042011 | 0441042011 | 0541042011 | 0BA10A2001 | OFA1042001 | 0841042
Shifts P adigun, Sabine Selkirk High... Selkirk High... Selkirk High...
. Admch, Linda

2. Person, Availability view - 'Enter Holiday' and 'Enter Unavailability' buttons.
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OnlMalehil © S e Avalebiity BookShils [THEREEEY [RESEeEEE Cear L
Ayailability Erntered NI LY Leal S
| Month |1 ]2 |3 |4 |5 |6 |7 |8 |3 [10]11]12]13| 14| 15| 18] 17| 18| 15| 20 21| 22 23| 24| 25] 26
B September 2011
October 2011
3. Person, Diary view - yellow 'Add' button and drop down list.
EAddress 30 Fallow Hill, Sydenham, Leamin... Emergency Conta...
Frives Driving Licence Full, Clean
_ . Cae T O=EE Markatinn Rullat i
Book  Confim  Frint  Add x| Availshiity ? B0 30 20 15 10 Golo ¢ >
Mon 1172113 Tue12/213  wed 132713 Thu14/2113  Fri15/2413 Sat16/2/13  Sun17/213 .
5 AM
6 AM
7 M
g av I
9 AM

Select the correct type of Unavailability. The default reason does not afffect AWR. Add
Notes.

4. Entering a Timesheet where there has been a gap since the last timesheet.
1. a form will appear asking if the Temp has worked for another Agency for the same role.

5. Entering a Timesheet that means the role is within 1 week of becoming qualified
1. A message will appear to say that qualification is near and check for Linked Placements.
2. A form will appear asking if the Temp has worked for another Agency for the same Role -
check in the Placement form, AWR Linked Placements to see if any need to be linked.

6. Entering a Timesheet that is the first week since qualification
1. If rates with AWR? =Y exist for the vacancy and placement they will be used in the
Timesheet.

7. Entering Timesheets after a gap of 6 weeks
1. A message will apear to say that IQX calculates that this Role is now no longer AWR
qualified and that the Temp should be checked for other work that may need linked
placements, Sickness, Jury Service etc.
2. A form will appear asking if the Temp has worked for another Agency for the same work.

Reports

e |f a report of a Person's AWR Role record is required, go to Person AWR view, select the Role
and use the Report button.

e |f a report is required for a company, go to the Company record and use the Reports button,
selecting the Company AWR Role Details report.

e If a report is required for a group of companies that share an LE code, then bring them up as a
Selection on the Company Selector and run the Company AWR Role Details report.

¢ Go to Temp Desk Reports for reports on the Temp Desk Group.

Go to next page Constultant Work Flow - Shifts
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Go back to AWR Menu
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