Avionté Introductory Workflows

Purpose

The following workflows are designed to help your organization establish a consistent and effective
process flow for optimal use of Avionté. These high-level overviews aim to provide clarity on how
to combine process with action from start to finish. We have designed our approach to be flexible,
knowing that every organization has a unique way of completing certain actions. Below is a list of

available introductory workflows. Please keep in mind that this tool is a resource that your company

can utilize based on its unique approach. Each workflow page will include a hyperlink to our
Knowledge Base, which provides a list of resources on the topic.
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Company Workflow
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Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMF4VPD811GZ5AW59QGVNFA
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMF4VPD811GZ5AW59QGVNFA

Job Workflow

Receive Job Order request
from Company
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Quick Tip
For more efficient job
creation, consider using
Job Order Templates.

Begin the process of
creating a new Job
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Create Job

Navigate to the Job | _
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(ex. Post Job, Time
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Job Order is ready to be filled

Click here to access resources for this workflow



https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFGC8QWZXERGZWTN2J5ZHT
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFGC8QWZXERGZWTN2J5ZHT
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Talent Workflow
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Bring Talent into system

Quick Tip
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it will be important that
the appropriate skills
are included on the

Talent's record. / \

[ Manage Talent
Record

Assignment is ‘ Manage Candidate
Terminated List

.
<

‘ Manage ‘ Complete Talent
Assignment

| Talentis Assigned |

Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFMRXNKSH8HEX90MNDC83J
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFMRXNKSH8HEX90MNDC83J
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-

Candidate Management

Workflow

Job Order is ready to be filled
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Candidate(s)
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Web Applicant
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Quick Tip
To build holistic
reporting of recruiter
actions, track job
activities in the
Nominate Bucket.

Nominate Candidate
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-
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Click here to access resources for this workflow

No

Decline Candidate


https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFTJ29X617PFZRJN4R329J
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFTJ29X617PFZRJN4R329J
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
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Onboarding Workflow
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Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFXY61MECZ9Y6JJTGZYVTR
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMFXY61MECZ9Y6JJTGZYVTR
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Termination Workflow
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Talent is ready for rehire —

Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/4402585834131-Do-Not-Place-DNP-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/4402585834131-Do-Not-Place-DNP-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG0JJ68VPFA1HEJZV1MG34
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG0JJ68VPFA1HEJZV1MG34
https://avionteboldsupport.zendesk.com/hc/en-us/articles/5336185036051-Turnover-Report
https://avionteboldsupport.zendesk.com/hc/en-us/articles/5336185036051-Turnover-Report

Paper Time Cards

Emailed Time Cards

Quick Tip
Depending on the
import method, some
of these steps may

happen automatically.

Time Entry Workflow

Navigate to Time Entry

Collect Hours for
- Employee

¢

Create a New Batch

¢

Input time and adjust
transactions as needed

¢

Verify Batch

Key

Start/ End

‘ Process

Optional

Cycle
| m—

Electronic
Timesheets

Imports

<

\\//
No
v

Run the Batch Report

v

=—=YesPp

Fix errors or
approve as needed

Close Batch

Transactions now ready for
Payroll and/or Billing

Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/5336185036051-Turnover-Report
https://avionteboldsupport.zendesk.com/hc/en-us/articles/5336185036051-Turnover-Report
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG2N2JW9DC31KQNBYBKNYM
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG2N2JW9DC31KQNBYBKNYM

Quick Tip
When selecting
transactions, our best
practice is to keep direct
deposit and live checks
in separate batches.

Quick Tip
If you do not need to
print physical checks,
you can select
‘Flag Print Complete’
during the Print Checks
action to proceed.

Payroll Workflow

Navigate to Payroll

Create a New Batch

Select Transactions

!

Process the checks

<

Key

Start/ End

‘ Process

Optional

Cycle
| m—

No

Navigate to the Checks
sub-menu to review

v

=——=Yes»

Fix errors or
approve as needed

Print Checks

Payroll Batch Posted

Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG48FQV7PN8R52ZK0RC8VW
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG48FQV7PN8R52ZK0RC8VW

Quick Tip
During the Billing
Process, time cards can
be attached before
printing and posting.

Billing Workflow

Navigate to Billing

Create a New Batch

Select Transactions

!

Key

Start/ End

‘ Process

Optional

Cycle
| m—

Process the invoices

_— \\\\
< Are there any errors? />=Yes=>
~ -
\\\ /////
\\\r//
No

Navigate to the Invoices
sub-menu to review

v

Print invoices

Post Billing Batch

Click here to access resources for this workflow

Fix errors or
approve as needed



https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG637MY0RS4ES58NVMN9HT
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMG637MY0RS4ES58NVMN9HT
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-

Key

Weekly Process Workflow —

Process

Quick Tip
You will have to perform
these weekly processes
for each suppler within
your organization.

Open Accounting
Period

Close Accounting

Period Enter Time

Generate ACH
or other feeds | | Payroll
as needed

Billing

Quick Tip
We recommend running
your General Ledger
feed after closing your
Accounting Period.

Click here to access resources for this workflow


https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/360047866693-Custom-Job-Order-Templates-Requirements-
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMP1VSNGHPGS0D81MYE8YE3
https://avionteboldsupport.zendesk.com/hc/en-us/articles/24105231354003-Introductory-Workflow-Resources-INTERNAL#h_01HHMP1VSNGHPGS0D81MYE8YE3
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