
Assigning an Employee 

1. Open the TJM (Temp Job Management) application 

a. Your icon may be in a different spot and be a different color 

 

2. Click on Temp Job in the left-hand slide out pane 

 

 

 

 



3. Click on the Job Position you want to assign the employee to 

a. Make sure you are selecting the Job Position that aligns with the correct Organization 

(Customer Name), Department, Office and Location 

 

4. Click on the Assignment tab 

 

5. Click on the gray plus sign to add an employee 

 

 



6. In the pop-up box complete the following and click Save: 

a. You will need to enter pay and bill rates for both the RT and OT transaction codes. 

 
 

7. The employee is now assigned 


