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New AkkenCloud Features —June 12th, 2017

CreatefFill Shifts Quicker Than Ever

With our newest enhancements to shift scheduling, you can now assign shift times and be certain that every

shift for a given job order gets filled! Users now have the ability to establish shifts for each assignment which

can easily be verified with a specif i ¢

candi d a shi tinses canbespedifiadlatithle jobtonder and

candidate level, to be searched upon or accounted for when filling an assignment.

To begin establishing shifts, navigate to Admin-> Shift Managementlf you do not see Shift Management in
the Admin dropdown, first have an Unlimited User verify that Shift Management is activated in your user
preferences (Admin-> User Management Once this information is verified, click on Add New Shift

eDesk

Shift Management

Shift Management

@ Enable

© Disable

Note : Click on the radio button to Enable or Disable Shift Management

): Availability Pending for ESS User

§ Add New Shift Activate | o' Deactivate | [l§ Reason Code

Collaboration

Accounting Analytics

Admin

Content Management

Web Site Management

| User Management

Instructions:

* Previous Schedule(s) will be displayed ¢

» Enabling Shift Schedule will replace prej

o Changing (Enable / Disable) Shift Scheq
Records.

* Disabling Shift Schedule will not show §

[C1 Shift Name(s)

Shift Code

Evening_Shift-4 ES077

short Project
ER
Swing Shift

1ct Ghift

SPa7
3
5597546

487

Color

Status Created By
Al [~

Active John Duris
Active John Duris
Active John Duris
Active John Duris
Artive lahn Diris

Created Date | Modified By Modified Date | 5¢

04/05/2017 01: John Duris 04/03/2017 01

04/04/2017 07: John Duris 04/04/2017 07
09/17/2015 02: John Duris 04/04/2017
04/0:3/2017 03 John Duris 04/04/2017 03

QQU47/2045 02 lohn Diric QA4in4/2047 072

Knowledge Center

Assignments

nd Assignments

n completed Placement or Assi

Contact Management
Data Management

Job Board Management nd employes records

I

Sourcing Management
Manage Roles

Skill Management
Company Defined Fields
Manage Job Titles
Hotification Management
Manage Job Types
Call-Em-All Accounts
Burden Management

Manage Rates

Manage Commissions

In the resulting window establish a shift name, a shift code, and a shift color. Once you have noted all the

required information, click Saveand you will notice that the shift has now been added to the Shift

Managementdetails.
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Add Shift

Shift Name * [TEST2 |
Shift Code * [T2 |
Color * [#FFES99 | Please click on color to choose

Assign Rate(s) Select Rates

Mote : Shift Mame accepis only a-z, A-Z, 0-9, (whitespace),_(underscore) and -(hyphen) characters.

Add Shift

With this shift now established, either create a new Job Order, or add shifts to a current Job Order. In this
example, we will add a shift to a current Job Order, though the process is the same. Navigate to CRM-> Job
Orders->Choose a Job Ordeind click on Edit. In the resulting window, scroll down to Scheduleand click on
Add beside Shift/Scheduling.

Schedule close [
Start Date June 19 2017[v]
Due Date Month Day[v] [vear [v]
Expected End Date August 01 2017[V]
Hours Ful Time
& snimstcneuuunu View AllHistory

To view specific shift schedule, select o

e e 151 Shift (212) § # V] M second Shift (0/0) § # x ¥ M 3rd Shift (072) § # %

[ Delete Selected 12 1 2 3 4 5 & 7 8 9 w0 M 2 1 2 3 4 5 6 1 8 8§ 1w 11 12
Mon 06/19/2017 C LT T T T T T T T 71 T T T T T T T T T T T T T T T T T T T
Mon 06/19/2017 L T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T ] A
DMU“ 06/192017 L T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T 1
.1 Mon T V2T 1 S e et et e e e e e e e s e e e e e e e e e s T — T T T T T T T eeee—
In the resulting window, you will first cite the dz¢
Calendar View | © Help || @ Clear All || C' Show/Hide Recurrence ||i Apply || *® Close |
0 April 2017 May 2017 June 2017 0
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
T N 5 C 23
[ 1 | I - = I Y | 5 & T
[ a8 gl a7 8 9 20 [ [ 12 48[ 4] 8 1g[ 17
[ s 20 2 =28 [ 2 22 e[ =24 25 e en [ e ___g_2ul 2l 22l z3 24
[ 28 24 28] 28] =n[ 28 =9 [ 28] 28 a0 =) P [T O | T
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el as the actual shift for each work day. To accomplish this, check off Shift time for above dateand
cite your desired shift in the Shifts drop-down. Next, specify how many positions need to be filled for this shift,

and the Start & End Time

L 1 L =1 =L 1L =L AL =L = L bl ] | bl | | L =L =1 = =
[ ag 2423 262728 28 [ 27 | o 30 3 [ 24 25 28 27 28 29 3
(N | —

3hift Time

[+ Shift time for above dates  Shifts: [ 3rd Shift ¥ Mo of Positions: 2 Start Time: | 12:00 AM v

End Time:

Once you have chosen to Add Shifts the shift has been applied to the Job Order and can now be utilized in
candidate searches! To do this, go to CRM-> Job Orders>Choose a Job Ordend click Search for a

Candidate.

Type: |-select- v| edit list

lob Title Security Officer Q) search for candidates ]

Job Type Temp/Contract

In the resulting window, you will notice that the search option at the top will default to Keyword Search
Instead, click on Schedule Searcand choose which shi ft Shiftiseationd | i k e
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PSY (Psychologist)

| Keyword Search | schedule Search

Match Exact Shift(s) *) Match Partial Shift(s) Extend Match + Hours | Append # of Hours v
(This will add hours before and after the exact shift
hours to expand your search)

|QSearch | ‘ = Reset ‘

®) Full Schedule View Daily Details View
Shift(s)
td 1st Shift « W 4th Shift « W 5th Shift

| W Full Time Work Schedule

Your search results will includeeachc andi date who has noted availability
a color-coded bar for each day of the Job Order up to three months. Each color in a given bar represents the
candidate having some availability during the shift associated with that shift color.

i New || X Remove from Resuits || [l Short List Submit Place || % Close

First Name Last Name Availability 02/1472017 021152017 | 02116/2017 0211712017 02/18/2017 02192017 02/20/2017

Abraham Lincoln o . § [ 8§ § I
Adrian Krutz o I I I S I e
Abert wiliams T S T T T e .
Anand Kumar Li]

Anders carey ° I I N I T S
Anthony DeToma o I N

Bain Mckinney o [ ] ] ]
Barry Bonds o | N | [ | [ - - [ |
Benjamin Reiter o I ] ]

Benny Agbayani (i}

You do have the option to limit results to Match Exact Shift(sjvhen applying criteria to the Schedule Search,
or cli Akcom timethe Availability column to see what
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Adrian Krutz : Availability Details X Close
1st Shift M ath Shift M sth Shift
Shift Name(s)
M Full Time Work Schedule
12 1 2 3 4 5 7 &8 ©8 10 M 12 1 2 3 4 o M 2

5 5 & T 8 a9 1 1 1
Tuesday 02427 CI T T T T T T T T T T T T T T T T T T T T T 7 e 1T [ 1 1 1 1 1 T 1T 1T 17 T T 1T 717
Wednesday 02MS2M7TCOI T T T T T T T T T T e T T [ [ [ [ [ [ T T [ T [ T T T T T T T T T T T 7T 7T 71
Wednesday 0282V CI T T T T T T T T T T T T T T T T T T T T T 7 e | [ 1 [ 1 T T T T T T T T T T 1
Thursday gzMe2MyCI T T T T T T T T T T T T T T T T T T T T T T S T 1 T T [ T T T T 1T 1T T T T T
Friday 02N72ZMVCI T T T T T T T T T T N T [ T [ 7 T [ [ T T T T 7 T T T T T T T T T T T T T T 1
Friday 02727 CI I T T T T T T T T T T T T T T T T T T T T 7 e 1T [ 1 1 1 1 T T 1T 1T 1T T T 1T 717
Saturday 02M82ZM7FCI T T T T T T T T 7 | S | | | [ [ [ [ T [ [ [ T T T T [ T T T 7 7 T T 1 T 7 711
Saturday 021827 CI T T T T T T T T T T T T T T T T T T T T T 7 e 1T [ 1 1 1 1 1 T 1T 1T 1T T T 1T 717

Once you have identified a candidate who’'s avail abi
and shift(s) in the Schedule Searcimodule and click Submit This shift information will always be clearly noted
through to the placementproc e s s , l' i ke in the Submissions |list in

Submissions For QA ( viewjob order )
Contact:

Click candidate name to view candidate summary screen. Click Date/Time to view submission email
B Create a note about this Candidate (also shows in Job Order; b Place a Candidate (this button sends Candidate to HR Hiring Screens)
Hire an Employee (this button sends Candidate to Accounting for approval)

& Requestan interview with the Contact
= Re-Submit Candidate details to Contact

&+ Setup an interview with the Candidate
£ View defails after placementhiring

4 Change interview status of Candidate (with notes) View Candidate avallabilty detais

Y Short List Place on Another Job || & Update Status | X Close

[ Submitted Date ~ | Candidate Nam| Candidate Phof Last Update Status [edit. Video Intery Placement { Submitted d Type |

Jil JIl Jil Ji[ar__ ~] [ ~]
) 2017-04-1009:13:19 danny destrus 04/10/2017 Submitted MyCandid: By & & & lu B
) 2017-04-1009:13:19 danny destrus 04/10/2017 Submitted MyCandid: By & & ¢ lu 2
Showing records 1to 2 of 2 Show|50 * |Records « ¢ Page 101> »

Y Short List Place on Anether Job || 4 Update Status || % Close

as well as when the candidate has been placed on

Assignments

& PrintCard | ) Update Status || [l New Assignment || © Export || / Setup Status Options || 2] Add/Update Rates |

[ ID-Company ID-Emponee\Status ‘JobType AssignmentIDJAssignmentN shift Name | Start Date
‘ ‘ \ ‘
| | | [Needs Apgle] [A1[o] | | i | |
[F] 2-New Horizor 84 - Cameron . Needs Approve Temp/Contract ASGN100206 PHP Develope 01/11/2010

[ 2-New Horizor 83 - Kyle Jame Needs Approve Temp/Contract ASGN100195 PHP Develope 4t shift 01/16/2017

1 2-New Horizor 83 - Kvie Jame: Needs Aporove Temo/Contract ASGN100196 PHP Develoe  pight 01/16/2017
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Automated Shift Rates Sync

The new shift feature also extends into the back office! When you create shifts and establish the pay rate for
each shift an employee can just choose the shift that they worked in the timesheet assignment drop-down,
and all of their rate information will carry over automatically. Also, companies can set default rates for each
shift established, ensuring that the correct rates are assigned in the future, and further simplifying and
streamlining the job order creation process.

To add shift rates, you will again need to access Admin-> Shift Managementand either click on an
established shift or create a new one. In the resulting window, choose Select Rates

Add Shift Save || X Close
Shift Hame * Evening Shift

Shift Code = Evel7

Color * #BEFD1D Please click on color to choose

Assign Rate(s)

Mote : Shift Mame accepts only a-z, A-Z, 0-9, (whitespace),_(underscore) and -(hyphen) characters.

Add Shift Save || % Close

Once you have chosen to select the rates, you will be prompted to specify which Default Rates to apply this
change to. For instance, if | only wanted to apply this shift-specific rate differential to regular pay and leave the
overtime rate untouched | could accomplish this by only checking the regular pay rate.



Set Default Rate(s)

Save
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X Close

-Select below Rate(s) to apply on
Select All Clear All

Regular OwverTime
Onboard Cost [EFiat Rate

P& Tax Mark-Up Per Case
Flight Attendant Rate 1
Rate 3 Rate 4

DoubleTime
Trﬂ\.rel Rate
Pilot

Rate 2
Rate 5

Set Default Rate(s)

Save

% Close

After clicking save, you will then see the Add Shiftwindow from before, with the chosen rates. Specify any new
pay rates as needed, and specify billable/non-billable & taxable/non-taxable status.

Add Shift Save || % Close
Shift Name = [Evening |

Shift Code * [Eva17 |

Color * I#ElEFD‘ID | Please click on color to choose

Assign Rate(s) Select Rates

Reqular Pay Rate

Reqgular Bill Rate

OverTime Bill Rate

Onboard Cost Pay Rate

|
|
OverTime Pay Rate [
|
|
|

Onboard Cost Bill Rate

|[Per Hour_[=](USD [=] @ Bitable © Non-itavle
|[PerHour [=][USD [=] @ Taxable © Mon-Taxable
|[Per Hour [=][USD [=] @ Billable @ Non-gillable x
|[Per Hour B|@B @ Taxable © MNon-Taxable
||Per Hour [=][USD [=] @Billable © Non-Billable «
|[PerHour [+][USD [=] @ Taxable © Non-Taxable

Mote : Shift Mame accepts only a-z, A-Z, 0-9, (whitespace) _(underscore) and -(hyphen) characters.

Add Shift

Save || ® Close

With these shift and rate combinations established, you can now associate them with a given company by
navigating to: CRM->Companies> Choose a Company Edit-> Billing Information-> Select Rates
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Billing Information EI
Default Billing

Address select company

Default Billing

Contact select contact Q | new contact

Payment Terms - Select - hd

Service Terms

Pay Burden Zero Pay Burden - [ Allow user to overwrite?
0%
Bill Burden Zero Bill Burden + [ Allow user to overwrite?

0%

Set Default

Here you can choose from the Shiftsdrop-down which rates to apply these changes to, as well as specifying
standard rates for each shift.

Set Default Rate(s) = sawve » Close

— Select below Rate(s) to apply on "
Select All Clear All

** Regular #* CwverTime ** DoubleTime
»* Aca Charges **| ©on Boarding Charges ) Flat Rate

Shifts: | —Select Shift— « |

— Select Rate(s) to apply on Regular Shift »

Select All Clear All

I»* Regular I**] OwverTime *] DoubleTime
| ace Charges **| ©on Boarding Charges ) Flat Rate

~ Select Rate(s) to apply on 5th Shift »

Select All Clear All

** Regular #* CwverTime ** DoubleTime
| ace Charges ! ©n Boarding Charges | Flat Rate
Set Default Rate(s) = save = Close

After choosing each desired rate and shift, and then clicking save, users will be prompted to enter the pay
amount for each chosen rate on a shift-by-shift basis. This can be accessed by: CRM-> Companies>Choose a
Company-> Edit-> Billing Information
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Regular Shift

Regular Pay Rate 1.50 Per Hour » UsD v | '® Billahle Maon-Billable
Regular Bill Rate 2.50 Per Hour v USD v | ® Taxable ") Non-Taxahle
OverTime Pay Rate 1.88 Per Hour v USD v | '™ Billable Mon-Billable
OverTime Bill Rate 375 PerHour v USD v | ® Taxable ' Non-Taxable *
DoubleTime Pay Rate 263 PerHour UsD » | ® Eillable "' Non-Billable
DoubleTime Bill Rate 5.00 PerHour v USD v |'® Taxable ' Non-Taxable *
On Boarding Charges Pay Rate 2.63 Per Hour v USD v | '™ Billable Mon-Billable

On Boarding Charges Bill Rate 5.00 PerHour v USD v | ® Taxable () Non-Taxable *
hth Shift

Regular Pay Rate f.50 Per Hour v USD v | '™ Billable Mon-Billable
Regular Bill Rate 9.50 PerHour v USD v |'® Taxable ' Non-Taxable *
OverTime Pay Rate G.88 PerHour UsD » | ® Billable ') Non-Billable

These rates will now populate on any job order that is created for this given company. To verify this
information at the Job Order level, open the job order from CRM-> Job Ordersand go to the Billing
Information.

illing Information open [+]
chedule close [ - |
start Date February v | |25 v | 2017 v

Due Date Month v||Day v || Year v

=xpected End Date May v||26 v||2017 ¥

lours Full Tme v

¥ shift(s)/Scheduling (Add) View AllHistory

To view specific shift schedule, select shift

< {59
= Evening Snrﬂ(u. Day snmwm@

‘
Delete Selecied 21 2 a4 5 6 7 8 s 10 mo12 1 2 3 4 5 5 7 8 9 10 m 12
Mon 021272017 CI T8O L I I T | N - I I T | N - I I T T I I T T T T T T T T T T 1
Mon 021272017  —— T I I | N — T I I T | N - I I T | N - I I T T I T T T T T T T T T T T 1
Mon 021272017  —— T I I | N — T I I T | N - I I T | N - I I T T I T T T T T T T T T T T 1
Mon 227207  —— T I I | N — T I I T | N - I I T | N - I I T T I T T T T T T T T T T T 1
Mon 02/2772017 | —— T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T 1
Mon 02272017 T T T T T I e e B s e |
Mon 137V S o e e e e s e e S e S S B S s
Mon 1. o e e e s e e e S S S S s
Mon 1. o e e e s e e e S S S S s
Men 177 S o e e e e s e e S e S S S S S s
Tue 021282017  —— I I I I T | N - I I T | N - I I T T I I T T T T T T T T T T 1

The green bars on the schedule timeline represent a shift that has already had a candidate placed on it, while
the remaining colored bars represent available shifts. To see more information on the placed candidate, just
click on the green/filled shift on the timeline.
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Also, the“ $ "7 & besiddthe shift name represents a job order that contains multiple shifts, and ultimately
multiple custom rates. If you click on this symbol, a screen with the default rates for that shift will be
displayed. If only one shift is present, there willben 0o “ $ ", argl thenrltes dan be accessed as usual in the
Job Order’'s Billing Information section.

While you can edit the shift rates for a given job order, they are ultimately dependent on the preset rates
established at the company level. To verify or change rate information, simply navigate back to a given
Company record and check the Billing Information.

Lastly, any employee who is on assignment working a specific shift, and is utilizing our time sheets, will see the
shift name displayed along with the assignment information on the Assignment dropdown.

Create a Timesheet From 05012017 | To jo5i07/2017 |88 view
Select an Employee to fil the Timesheet: [ Kumar Madipaly Naveen-35 ¥
Create Timesheet © AddRow | T Delete Row || & Submit || @ Cancel
Assignments

QverTime  DoubleTime  ACA Charges Rate 3
2 S  Hows § Hours §  Hours §
MNC Group PuiLid_ SLPA(E ¥ sl Cd Cd &l CJ

05/01/2017 - 05/07/2017
Click to Add Task Details

05/01/2017 Monday v | [ (ASGN100125) (03/08/2017 - 00/00/0000) 16 - MNC Group Pui Lid - SLPA (S ¥ | [ —Select- ¥ Cl Tl e “ @
Click to Add Task Details

05/02/2017 Tuesday v || (ASGN100125) (03/08/2017 - 00/00/0000) 16 - MNC Group Pvi Ltd- SLPA (€ ¥ || —Select— ¥ ] ] ] Ld el
Click to Add Task Details

05/03/2017 Wednesday v | (ASGN100125) (03/08/2017 - 00/0/000D) 16 - MNC Group Pvi Lid - SLPA (£ v | [ --Select- ¥ el < < v ”
Click to Add Task Details

05/04/2017 Thursday v | [ (ASGN100125) (03/08/2017 - 00/00/0000) 16 - MNC Group Pul Lid - SLPA (S ¥ | [ —Select- ¥ Cl Tl e “ @
Click to Add Task Details

05/05/2017 Friday v || (ASGN100125) (03/08/2017 - 00/00/0000) 16 - MNC Group Pvi Ltd- SLPA (€ ¥ || —Select— ¥ ] ] ] Ld el

Click to Add Task Details
05/06/2017 Saturday v | [ (ASGN100125) (03/08/2017 - 00/0/000D) 16 - MNC Group Pvi Lid - SLPA (£ v | [ --Select- ¥ e 4 4 v el
Click 1o Add Task Details
05/07/2017 Sunday ¥ | [ ASGN100125) (03/08/2017 - 00/00/0000) 16 - MNC Group Pvi Ltd - SLPA(S ¥ || —Selest- ¥ ] Cd Cd cl ]
Click to Add Task Details

Total Hours : 0.00 0.00 0.00 0.00 0.00 0.00

Remarks



