tempwvorks Help Documents

15R1 Enterprise Task Management

Enterprise allows users to create Tasks as well as offering system generated Tasks like “Unfilled Order”,

“Order Confirmation”, “Send Resume to Supervisor”, “I-9 Alert”, etc.

E Tompvorks ntoprise. 4y ) | = ¥ —ax

Sandra L Classen 19 Now Unfilled Order H
4454 Jacobs Road ID: 12324 Unfilled Order 19 Now
Palm Bay, FL 32908 SSN: x00-xx-0224
E Unfilled Order 19 Now
®8 B + Q & €& % 2 » tasks calendar email = -
employee snapshot phone/emal +
» details Name Classen, Sandra = -
> opay - Email Add =
b pEey mai ress % \_ (651) 059-1059
documents. Desired Location X
= O Hire Status Eligible for Hire Rate Desired | $0.00
trak 1
custom data
search =
messages
Date | Action | Message | rep | contact | pue -
10/25/2010 Available Available dwood
10/22/2010  Order Candidate Candidate - Classen, Sandra  OrderiD: 6146 - Crom Equip... jmoline
9/29/2010  Accepted WCandidate — Classen, Sandra  Order|D: 6189 - Birkshire.. webcenteruser
9/24/2010  Order Candidate Candidate - Classen, Sandra  OrderiD: 3733 - Crom Equip... dwood
9/17/2010  Message Right To Work In The US: Yes webcenteruser
9/17/2010  Message Willing To Release Criminal History: Yes webcenteruser
9/17/2010  Message Willing To Take A Drug Screen: Yes webcenteruser
9/8/2010  Order Candidate Placed — Classen, Sandra  OrderlD: 6176 - Crom Equipme... mkramer

employee assignments = im O ® interestcodes e
customer Title | customer | code | start | Ena | B | Pay | Dept - _‘

order Assembler GDLS - Open  8/16/2010 $50.00 525.00 Primary Account Analyst
1 Forklift Crom Equipment,... DE 8/30/2010  8/31/2010 23.00 $15.00 Primary Accounting Clerk
assignment 5 3
Forklift Crom Equipment,... DE 7/7/2010 8/31/2010 $2700 51500 Primary Accounts Receivable
contact ) ) ) )
Stock Room Clerk  Birkshire Lighting  DE 3/31/2010  B/30/2010  $32.20 $23.00 Primary Bilingual-German
Pay / bill Executive Secretary Standard Investm__ CO 9/1/2008 5/24/2008 $56.00 5$37.50 Primary Forklift
calendar Secretary/legal  Whiting and Asso.. CO 9/1/2008  5/1/2008 $44.99 $31.03 Primary
reports
all options > ~ ~

The Tasks that are “Unassigned” for your Branch or “Assigned” to you specifically, will be displayed in
the upper right corner of the Main screen. Tasks with a future Due date will match the background.
Double-click on a Task to open and view the full Task Details. If a Task is overdue it will have a red
exclamation point in front of it as shown below:

1 Order Check Stock Unfilled Order

19 Now Unfilled Order

Unfilled Ordg QR
il Order 5150 Birkshire Lighting, Primary

p tasks calendar email s

If a Task is linked to a record or records, right-clicking on the Task will display a menu like the one
above. Click on a record to navigate to it. To mark a Task as “Completed”, simply click in the check box
at the beginning of the Task line.
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tem p\s/(\)lftowar:eks (continued)

There are several different ways to create new user-generated Tasks. Click on the ledl button in the
Tasks area or on the avatar for the record that’s open and drag it over to the Task box. A third option
is available from the Il drop down menu where you can select New Task. Tasks can also be created
from a new Message when Create a Task is selected from the Follow-up section. All of the different ways

to add Tasks will be described in detail in the following pages.

The first way to create a Task is by clicking on the ladl button in the Tasks area. This will open the view
below:

x
v task details

Subjn Due [ a

Reminder ;] [5]

Assigned To | Alisha Arnold

Category *NOte - If the TaSk
Priority Norma! . . .
compies B Distribution
functionality is not
messages task distribution -+

e displayed on your
Task Details form
it's because your
Sec Role doesn’t
give you access to

this feature.

BSave

The Subject is the only required field in this form. Enter the Subject and any other misc. text in the text
box below it. Add a Due date and time. Select a Reminder date and time. The Assigned To will
automatically populate with your Username as the user that is creating the Task. To assign this Task to
another user select their name from the drop down. Select a Category and Priority for filtering purposes

in the Task Manager. Once all of the Task Details have been entered, click on Save to update.

*Note — Do not click in the box for Complete until the Task has been accomplished and the follow up
reminder is no longer needed. Once the Task is no longer needed, open it to the Task Details form and

click in the Complete box. Then click Save to update.
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(continued)

If a Reminder is set, a Reminders form like
the one pictured to the right will appear at
the selected date and time.

Highlight the Reminder and then select the
Open Item button to view the Task that the
reminder was created from. Clicking on
the Dismiss button will eliminate the
Reminder and the box will close. If there is
more than one Reminder, clicking on
Dismiss All will eliminate all of the Reminder

items.

E reminders

Dismiss All

5 minutes

M Follow up on Contract Derails

Click Snooze to be reminded again in:

| Description | Due .
10/27/2010
Cpen ltem Dismiss
Snooze

If you are unable to complete the Task at this time choose the time from the drop down menu and then

click Snooze to have the Reminder come up again at a later time.

*Note — A Reminder should only be added if you want to have the Reminders prompt form open on your

screen at the appointed date and time. Otherwise leave the Reminder date and time fields blank.

messages

| Contact wasn't available, setting snooze on reminder to call back in one |'|:JL,"I u

10/26,/2010 3:18 PM
Left a voicemail

alisha

A Message can be added to the Task so
that anyone who is working on it can
keep track of their progress and that of

others.

Enter information into the open Message field and then click on the T button to add it to the Task.

When a Task is linked to a record or records the record(s)

will be listed in the Task Links area on the Task Details form.

To navigate to the record, select it and then click on the Al

button. To send an outgoing Email to an Employee or

Contact that is linked to the Task, select the line and click

on the ] button.

task links

l Claszen, Sandra

BBA GDLS -, Primary

B8 I=nkins, lohnny (GOLS -, Primary)
il Order 6179 GDLS -, Primary

Claszen, Sandra, Assembler
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tem p\s’(\!ftowar:eks (continued)

L task distribution In the Task Distribution section the user can select
Branches or Roles that should receive the Task item.
Click on the [l button to open the form to the right.

Choose the branches or security roles to distribute this task to.

Drag a column header here to group by that column.

Description | Type

Select the Branches and/or Roles that should be included

Sales Branch
/R Clerk Cash Posting Sec Role in the distribution and then click on the Save button in
RS sec ol the lower right. (To select more than one from the list,
Account Executive Sec Role

L hold down the Ctrl button on your keyboard as you
Accounts receivable Sec Role

— S select)
B sa=

*Note — Using the Task Distribution functionality means that this Task will be displayed in the Tasks
area in the upper right of the Main screen for anyone who is a user in the Branch(es) or associated with

the Sec Role(s) selected.

Unniled Urder Hollow up on Contract Details

N[ Task Manager )
& 2| » tasks calendar email s + YO+
Status Open Tasks Priority Due between ® B
Category Task Type Completed between ® B
Assigned To Branch Security Role
Show Unassigned [X] Q Find Tasks
40 resuits + /v
Drag a column header here to group by that column :
Task | ereated | Due | AssignedTo | complete | Priority | category | Task Type
Follow up on Contract Details Assigned To: Alisha Arnold
Due: 10/27/2010 12:00 AM
Priority: Normal
Created:  10/26/2010 3:11 PM
Schedule meeting Assigned To: richp
Due: 10/4/2010 11:00 PM
Priority: Normal
gBACrom Equipment, inc, Prima B sanders, Angela (Crom Equip
19 Now Priority: Normal
Requires 18- Moore, Ronald Created: 8/5/20102:15PM
[
employee
X vicore, Ronald Claim Task
customer

Click on the E2 button in the Tasks area to open the Task Manager as shown above. This form allows
users to view other Tasks not specifically “Assigned” to them or to claim “Unassigned” Tasks. The Task
Manager has filter options including: Status, Category, Assigned To, Priority, Task Type, Branch, Due

Between, Completed Between, Security Role, and Show Unassigned.

Select information from the drop down menus or calendars to limit the Tasks that are displayed then
click on the Find Tasks button to update your screen. To create a new Task from this form, click on the
[#] button. The [£] button allows the user to open the record to the Task Details and the &1 will mark the
Task as “Completed”.

© 2010, TempWorks Software, Inc. All rights reserved Page 4 of 7



tem pmowaf:eks (continued)

Right-clicking on a Task in the Task Manager gives options
) &+ MNew Task Ctri+N
for creating a New Task, Open Task and Mark as Completed.
/’ Open Task Space
The user can also use the Assign To function to reassign the L
[« Mark as completed Del
Task to another user by selecting their Username from the _
| Assign to._. ]
drop down menu that appears to the right of this menu.
19 Now Priority:  Normal

Requiras 19: Hawkins, Katie Created: 8/27/2010 11:05 AM

LHawk'\ns, Katie Claim Task

When a Task is “Unassigned” it will display in the Task Manager with a button to Claim Task. Clicking on

the Claim Task button will "Assign” your Username to the Task as shown below:

19 Now I Assigned To: alisha I
Requires I9: Hawkins, Katie

Created: 8/27/2010 11:05 AM

LHawkins, Katie

*Note — System-generated Tasks are customized for your company. Common types are “Unfilled
Order”, “"I-9 Alert”, “Credit Check”, “"PO Warning”, “First day call”, etc. System-generated Tasks are the
only Tasks that can be “Unassigned”. All Tasks created by a user will have at least one user that they

are “Assigned” to.

When the record Avatar is dragged and dropped

! Order Check Stock Unfilled Order

o Nod P ——

into the Tasks area the screen will look similar to

the one displayed on the left. This will create a
Unfilla™ O30 19 Now

new Task linked to Sandra Classen’s record.

p tasks calendar email

Sandra L Classen

4454 lacobs Road 1D: 12324

Palm Bay, FL 32908 SSN: xox-xx-0224

OER~

}:‘ Create and Export a resume
f; Transfer to another branch

Q Find Matching Orders

9 View Map
W o

e WebCenter Account

4 Copy tmployee to Contact

Another way to add a new Task is from the lall drop down menu in the Employee, Customer, Order,

Assignment, or Contact records. Select New Task to open the Task Details form and add a Task that
will be linked to that record. When an “Incomplete” Task is linked to the record the Ed icon will be

displayed in the Avatar area.
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When the E4 icon is scrolled over,

Tasks

Enterprise will display the outstanding This employee has incomplete follow-up tasks

Tasks for the record. Click on the line for

the Task to open the Task Details form. Interview follow up

To link a Task to an Employee, Customer, Order, Contact, and Assignment click on the [#] button
for the Assignment from the Employee or Order Visifile forms. Or open the Assignment Messages
form and click on the B button to add.

@ message

Action | Absent [Sick)
Has the flu.
details follow-up
Date/Time 10/26/2010 3-43:41 PM There are currently no follow-up items for this
IMES S

Rep Name alisha

« creates a task
Link Employee | Classen, Sandra

] sCnediean appointment
Link Contact lenkins, Johnny -
Customer GDLS -
Link Order 5178
Link Assignment | 9429

A soee

In the add Message form above select the Action from the drop down menu and enter the Message text in
the box. This Message will already be linked to the Employee, Customer, Order, and Assignment.
To add a Contact, select their name from the Link Contact drop down menu. In the Follow-up section

choose Create a Task (as circled) to display the Task fields available from the Message.
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follow-up ¥ | Enter the Task Subject, select a Due Date and
Task Subject | Follow up about returning to work change the Assigned To (if necessary). Click on
Due Date 10/27/2010 @ || the ¥ button to open the Task Details form for
Assigned To alisha this Task or click on the [X] to delete the Task
Complete Date from the Message add form.
S

v task details

Subject | Follow up about returning to work Due 10/27/2010 B | 12:00 AM 2]
Reminder ] 2] From the TaSkS
Assigned To | Alisha Arnold

area double-click
Category

Priority | Norma on the Task to
Complete - [[] open the Task
messages task links Details form or
Add o message & Classen, Sandra CI|Ck on the
10/26/2010 3:44 PM alisha aﬁ GDLS -, Primary
Has the flu. e i S e button from the

il Order 6173 GDLS -, Primary FoIIow-up section

Classen, Sandra, Assembler
in the Message

task distribution L add form.

BSave

The Task Details form will contain the Subject that was added in the Task Subject field on the Message as
well as the Due date entered in the Due Date field and the Message text will be displayed as an entry in

the Messages area. Add any additional information needed and then click Save in the lower right.

Still Have Questions?

For more information about task management functionality contact our customer support group at 651-
452-0366 or by sending an email to Support@TempWorks.com.

To submit suggestions on how to improve this document or to request documentation on other Enterprise
functionality please contact the TempWorks Training Department at Trainers@TempWorks.com.

© 2010, TempWorks Software, Inc. All rights reserved Page 7 of 7


mailto:Support@TempWorks.com
mailto:Trainers@TempWorks.com

