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Creating and Managing Staff Orders

1. Creating a Staff Order
After you have successfully logged in you will be on the Contact Menu.
Click this link to create a new Staff Order. The Order Completion screen will now load.

If you have created an order, but have saved it for later completion, it will
be in your Saved Orders list.

|

/| staff orders \

Mew Staff Order i Saved Orders \

Click here to create a Mew Staff Order Complete a Saved Order _

Order Amendments and Extensions

RefNo Agency Start Finish | Authorising Manadger | Escalating Director | Status
CR=00004 Al Temps Agency  1TS0B07 310307 Azzigned Extend

Complete the form as required. Filds marked with an astericks have to be completed. If you
try to move onto the next stage before you have completed all the necessary information, a
warning message will be displayed.

AN

Activities: | Basic Word |)roBe\ssinu, hatching documents

Contact Person \ m

First Day Details: | Microsoft Internet Explorer

. ' - Please enter the working period (days)
* Reason for Booking: Dr[ . - Please enker the working period (hours)
: - Please enker the start date
- Plzase enter the finish date

- Please enter the maximurn working hours

Purchase Order Murmbe
Internal Admin: |

* W Reguired?
Oves ® Mo Uves @ No

Other Comments!
Additional Requirements:

Click OK and then complete the missing information.



If you want to save the order for completion at a later time, click the Save for Later button.

—

’Cluse] [ Save for Later l [CDntinue ]
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If you have entered all the information and the Staff Order is ready for Authorisation, click

the Continue button.

You will now be able to review the information you have entered.

Activities: | Basic Word processing, batching documents

First Day Details: Contact Person

Start Time

Reason for Booking: | ongeing temp

CV Required?
Cther Comments! | No
Additional Reguirements:

Expenses Allowed?
Mo

[Clnse] [ Go Back l ’ Subrnit Order
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F]

If the information is correct, click the Submit Order button. The order will

now be sent for Authorisation.

If you need to change any of the information,
click the Go Back button.
The edit page will reload.

The Close button will close the Order and return you to the Menu. The information you
have entered will not be saved and the order will not be created.

Your Staff Order is now available to view or amend from the Order Amendments and

Extensions list.

—

Order Amendments and Extensions

Reflo Agency ‘ Start ‘ Finish |Authorising| Manager | Escalating Direct0r| Status ‘

CPEO00004 Al Temps Sgency 150607 310807

Prefpprovd  Extend




Managing Orders

The options you have for managing orders depends on your user permissions.

Line Managers can only amend or extend orders.

Authorising Managers can authorise orders, as well as being able to amend or extend

orders.

Escalating Managers can both authorise orders and escalate orders that are over the
escalation value. Escalating Managers can also amend or extend orders.

Order Amendments and Extensions

A Authorising Escalating
RefMo Agen Start Finish - Status
— Aagency - — Manager Director —
Edluc00o01 Al Temps 010707 31207 HHughes H Hughes Ezcalated Amend
Agency
Educ01022 - Al Temps 110607 010907 | HHughes H Hughes Predpproved Extend
Agency
Educ01023 Al Temps 180607 311207 M Jones I Star Predpproved  Extend
Agency
EducO102s Al Temps 180607 310807 J Sinclsir T Jones Predpproved  Exdend
Agency
Order Authorisation
RefNo Agency Start Finish | Line Manager | Escalating Director Status

Educ01022 Al Temps Agency

110607 010907

H Hughes

H Hughes

Predpproved  Authorize

Escalated Order Authorisation

RefNo Agency Start Finish | Line Manager | Authorising Manager | Status
EcucO0o01 Al Temps Agency 010707 3 HM207  HHughes H Hughes Escalated Authorize

You will only see the lists that belong to your permission level. To view and deal with an

order, click the underlined link at the end of each row.
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