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Expiry Dates

Expiry Dates

The Temp Desk has an Expiry View which shows all Date Criteria / Skills / Questions that have been
set up with a number of 'Lead' days to Expiry. This should be used to initiate bulk communications
with the Temps needing updating.

The Expiry view features

If the date is in the future by more days than the Lead number the date is in black.

If the date is in the future by fewer days than the Lead number the date is in blue to show it is near
to expiring.

If the date is in the past the date is in red to show that it is Expired.

Vacancies {+ Current Poal - Al (™ Expiring ;
Seach Expand ~ Entire Fool Temps to Showe o~ Expired and Expiing ¢ Expired Only Clear Column Filtes
Temps
Daps CSCS CRE Yiza
e tame Alert before E xpiry E «piry Expiry
Timesheets Expiry Lead 30 Lead B0 Lead B0
Transfer P Judy Aldiidge 353 A0A05/2015
AWR Temps Pér\_wlnder B alou 37 18.07/2014
Wiliam Jozeph Barnard 21 0340772014 020742014
AR Checking | onaing Beckmeyer 77 26/03/2014
Expiry Dates Ralph Black 20 01072014
S Onieka Brown 19 3040642014 01./08/2015
P Richard Christian But... LC 177 0511272014
Ozlerm Demirci 1101 1040842014 0E/0E/2011
Mr Martin Gunnarszon 18 29/0E8/2014 0E/07/2014

To see just the Candidates who have a date due to expire or already expired click one of the radio

buttons for Expired or/and Expiring

Vacandes {* Current Pool Al _ " Expiring ;
gearch Expand ™ Entire Paal (T I {+ Expired and Expiring | ¢ Expired Only Clear Calumn Filter
Temps
Days CSCS CRE Wiza
i Mame Alert befare Ex=piry Ex=piry E =piry
Timesheets Expiry Lead 30 Lead GO Lead B0
Transfer P william Joseph Bamard 21 03072014 020772014
AR Temps Larraine Beskmeyer 77 26/03/2014
R alph Black 20 01/07/2014
AWR Chedkind  (picka Brown 19 300642014 n./08/205
Expiry Dates Ozlem Demirci 11071 1040642014 0E/06/2011
i M1 artin Gunnarzson 18 23/08/2014 0E07/2014

To order by when next Expiring, click on the column Heading 'Days Before Expiry'.
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AWR Chedkind  pjgka Brown 19 30/06/2014 01/08/2015
Expiry Dates Ralph Black 20 /0772014
“william Joseph Bamard 21 03/07/2014 | 02/07/2014
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Parvinder Balou A7 184072014
lan "/ armes 51 01/08/2014 | 30/11./2014

To filter to just one type of Expiry Date - eg. Visa Expiry - click on the column Heading. Only Temps
with a date in that column will show. All their other dates remain on view.
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Search Expand - Termps ta Show: {~ Ewpired and Expiting ¢ Expired Only
Temps
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Timesheets Expiry Lead 30 Lead B0 Lead 60
Transfer P Ozlem Demirci 1101 10/068/2014 0E/06/2071
k1 Martin Gunnarzzon 18 29/06/2014 0607 /2014
AWR Temps .
Onieka Brown 19 30/06/2014 01./08/2015
AWR Cheddnd  john Long 184 124122014 121242030

Clear Colurmn Filker

To clear a filter use the button Clear Column Filter

To include non Current Temp Desk Temps such as pre-registered or not active select Entire Pool.

Vacandes " Current Pool Al " Ewpiring
Seaich Expand f+ Entire Pook R (™ Ewpired and Expiing ¢ Expired Only
Temps
Days CSCS CRE Viza
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Timesheets E=piry Lead 30 Lead BO Lead BO
Transfer P Ozlem Demirci 1101 10/06/2014 0EA0E/2011

Clear Colunt Filker

To search for a Temp by name use the Search button and start to type the Temp's keyname.
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iDemn - Industrial 1

Search . E xpand

M ame

r'ear Wieek
| [wieekly Contract w| (2011 3|24 3| |Ends 18/09/20011  (Cument) Process  Update  Close  Helo
{* Current Poal i & Al {""i-f-:-:-ﬁ;i.r-ihg ;
" Entire Paol TR dotaiy S Expired and Expiting ¢ Expired Only Clear Column Filter

[t

P wiliam Joseph Bamard
Lorraine Eeekmeyer
Irene Bingham
Ralph Black.
Jahnny Bradley
Onieka Brown
YYeranica Caldeira
Luk.az Cery
Leigh-&nin Cleall
Ozlem Demirci
Sandra Donnelly
K.ewvin Drummond
Paul Dudgeon
Wilfred Edie
td axwell Ejkeme
Lee Evans
Sandra Faraday

Search Characters
fiam
Surname Forenames Payroll Mo, Ihvoice -
_|Faraday Sandra 0000k
_|Folorynsho-Hakesm FK.ehinde
_|Gangar Sandeep Q000LE.
_|Gilsgnan MHorman
_|Gunnarsson kartin MHE"W -
_|Hoda F.renar Q000 =
_|Humphries | Stuart Q000K
_|Imbert Lynsey
Jalloh Mohamed
 Jamieson B N B
Janicki Fadowid -
« 0K | X Cancel |
1

When the matching surname appears highlighted OK or the Enter key will close the Search and the
Temp will be Selected.

Lynsey [mobert
tohamed Jallah

F Claire Jamiezon

R adowid Jaricki

fAa T/ 0esZ0TR
737 2B/06/2016
B33 2540942012
42 10720168

To make an individual contact event to send and email or write a letter. Click on the line once to
select - then use the Make Contact Event button or F2 to start a Contact Event.
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Search Eumand f+ Current Pool Temns to Showe Al ELE Cl
@ Contact Event Lorraine Beekmeyer El[
Name | || 4| p| M| <3 .| Reports Delte  Heb 2 W =
I ErEETE— oo Person Lomraine Beekmeyer + HLorraine
Judy Aldridge MadeBy  WHS | HomePhone 02082913317
Parvinder Balou Letter Text Date SNG4 e
William Jozeph B Tz 1971
P Lonaine Beskme Type Clearance Contact
Irene Bingharn Summary
Ralph Black, Qutcome
Orieka Brown Callbadk
Richard Chiistian Callback Time
Ozlem Demirci Priority 5
Abraham Diallo Created By 1
k1 Martin Gunna Crombed
Eridget Jones Insert Text Spell Chedk
John Lang SendText  Writeletter  Send E-mail
Yictoria 5 alizbuny
Yiola Scott
lan "W armes

If Text has been set for your Agency use the Insert Text button and select the appropriate one.

To send emails or print letters in bulk - Mail Merge

Use the Process button to take all the visible records to the Person Selector, or select by holding
CTRL and click on the required records to process only the selected records to the selector.

B Temp Desk E=8[E=E =
Liesk Wigw Year Wwigek
J | weeklyShit | 2013 2| |18 %] |Ends 11/08/2013 Process | Update  Close  Help
Vacandies t+ Current Paol oAl " Expiing ;
Search Expand  Entire Pool Temps to Shou: ¢ Ewpired and Expiing ¢ Expired Oriy Clear Calurnn Filter
Temps
Chef duplicate :
Drays CSCS FIM ; CRBE Wiga
Placements Mame Alert hefqre E spiry EH:t'g Expiry BTE:'IW Expiry Expiry
Shifts E xpiry Lead 30 Load 20 Lead G0 Lead 45 Lead GO Lead B0
Timesheets Judy Aldridge 304‘05!201 5
e * Parviner B woe] |
* Wiliam Joseph Bamard 12 s 2014 _—_ 0 'l
AWRTEMPS | yrine Beekmeper 26/03/2014
AWR Chedking Irere Bingham 27a3 M A02/ 2022
; > Rialph Black e N N N |

From the person selector use the mail merge view to write the email / letter to the temps.
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@ All Ternp Desk Temps with Expiry Dates = e @
Kevnarme or Mumber Find Mew Close Help
Selection |.f3.ll Except Contacts & .ﬁ.rchivecﬂ Expand Count Update
Search | M armne: | State | Alert Address Town | =
S e ¥ Parvinder Balou Current 156 Hovelands Close Henley Green Coventry
William Joseph Barnard  Current 716 Bonington House  Apley Croft E nfield
Stored Searches : : ;
R alph Black Current 3 Kinmond Court ¥.enilwarth Street  Leamington Sp
Reports
Mail Merge

Tempdesk, Expiry Dates. New filters added.

(2.15.11+)

To improve the ease of searching within Temp Desk - Expiry Dates, new filters have been added -
‘Working this week’ and ‘Person state’.

Temp Desk - Expiry Dates - Working this week filter (click button) - Person State filter click buttons.

ﬁ% Temnp Desk
Desk Wiew Year Week
Social Work ~ Weekly Shift ~ 2012 = & = Ends 13/05/2012 (Current) Process Update Close Help
. C t Pool @ All Expiring
Vacancies  gearch  Expand @ E:tri::npuul:;u T;I":'IDS I Expired and Expiring () Expired Qnly Cl22r Column Fiter  |State 2] - Working this week
o
Temps All
Placements Danys CREB Yisa C Current
Vacancy MNarne Alert before Expiny Expiny P Placed
Shifts Expiry Lead B0 Lead 60 L Client
Shifts R Pre registration
P Abraham Ford 281 31/12/2018 |13/08/2016 D Not Active
Timesheets A Secondary Agency
Tyt N Client/Candidate
Z Umbrella
Cascades . Archived/DNU
AWR Temps
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