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Consultant Work Flow - Shift Temp Desks

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

&
-EI@IEI | 459] e | e Iﬂlﬂl@lﬂwlﬁ_

01632 186 513

Client

JANE

s | [
AWR Status | AR Applies
Compony LECode | ASIOY

Pay Rate Notes Fay Notes
Holday Pay Notes Hol Noles - 2 extra days
Holday Entilement in Weeks 0.4

Benefis Noles No benelits

Bonus Noles Ho bonuses

AWR Notes (Other notes capacity
Checked Date 270201
AWR LE Name

2. These fields will appear when booking a first shift.
1. Aform will appear asking if the Temp has worked for another agency for the same role.

| AWR Other Agency Work X

Other Agency Work o
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2. If the inherited company AWR state is Not Known or blank a form will appear asking for
this information.

AWR Role Status and Details X

| AWR Role Statu{ Mot Knowr

| Holiday Entitlement in Weeks

. Quakfied Overnide Mo Overnde Starting

: Pay Rate Notes gy potes

| Holiday Pay Notes g notes - 2 extra days
: Benefis MNotes Mo benefis

: Bonus Motes Mo bonuses

|
| AWR Notes Other notes capacity

Check Date

3. An AWR Role record will be created in the Person form.

Expand Placement Enter AWR.  Other Agency Waork Report Show Weekly Details
| Linked |&WwWR Status| Client |  JobTitle | ‘weeks |weeks Gap|ExtraHolidays] C
.&WH Appli... Bassenthwaite School Higtary Teacher 0 1]

3. Extra fields will appear when booking a shift when no shift has been booked in this or the
previous week although shifts already exist for the vacancy.
1. A message will appear saying there has been a gap since previously worked for this
vacancy and to check for work against a vacancy which needs to be linked or Absences.
2. A form will appear asking if the Temp has worked for another Agency for the same Role.

4. Extra fields will appear when booking a shift when qualification is near.

1. A message will appear saying qualification is near and to check for Other Work, Absences
and if Placements should be Linked.

5. 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.
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Holiday and Unavailability can be entered from:
1. Temp Desk, Temps view - 'UnavaiIabIe' and 'On Holiday' buttons

Wacances l-u-\.'wl'u_- Currend Peud o BT I.O\.l Helday | &8 5 IA- ook, Shils |II Lol |b-|,-\. | Faslerts Fji&s e
TeTon

T e e e E,,, | — | == ?;?:f | = [ |
Paosmrenis | g &oyn, Joretbon

WATanTy Dright, Cabvin SE0A LA Egpoiriment nETwWn ADDUA Lid

Sl

2. Person Avallablllty view - 'Enter Holiday' and 'Enter Unavailability' buttons.

Only Watch if

Avalabiity Enfered

Manth ij2 3 456 7 8 89 15/16 17 18 14 1 22 23 24 25 26 27 23 29 30 31
| June 2022 [ |

Judy 2072

August 2022

Saplember 2022 B

Oclobear 2022

November 2022 [ |

December 2022

3. Person, Diary V|ew '‘Add' button and drop down list.

Book | Confirm | Print |A|1d -Iﬁuaihhiwm 30 |?ﬂ | 15 10 Im,

Mon 30/6/22 TR /522 Wed1/6/22  Thu 2/6/22 Fn 3/6/22 St 476422 Sun B/B/22
9 AM

10 &M
11 2M |
12 P
1 PM [ ‘

2 PM |
3 PM
4 P
5 P

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

6. 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.

7. 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.

8. 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.

9. 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.
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Reports

« |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 back to AWR Menu
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