Help Documents

TempWorks CEO 8R8

The CEO is designed to enable an overview of each activity by specific branch or employee within your company.

Information can be viewed from either the Branch or the People tab.
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Within the Branch Tab, click View All or key in the Branch name you would like to view.
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From the Directory Tab choose the branch you would like to view by double clicking on the branch name.

Change Parameters

|Use these controls to further restrict data:

Branch:|Stamfard M - Divigian:

4

Clazz|Temp Semrvice Rep:

By clicking on Change Parameters you may further restrict the data displayed by:

Class:
Division:
Service Rep:
Start Date:
End Date:

Temp or Staff

After setting parameters, click Return.

StartD ate:
- EndDr ate:;

1/1/2002

9A16/2002
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Descr Tab
Descr PEL | MewCust | Azzighed | Active | wiCamp | Callz | Chizgs | Ebzgs | EmpQual | Testing | Directory | Switch
Brancht ame Status a
DigtrictCade 101| Emnail
BranchLetter BranchFullMame
Address 123 Main 5t MailCheckChar [
Eagan. M 55123 IroiceF om:
Phone 5h5-555-1212 BarklD TE
Far : State: cT =
Divizionzods a
Profit&dmin p
PayCheckFom |PayCheck

The Descr tab will display information about the Branch you have selected such as:

Branch Name:

District Code: District of which this branch is a member.
Branch Letter: If there is a letter associated with this branch.
Address: The address of this branch.
Phone: The phone number of this branch.
Fax: The fax number of this branch.
Division Code: Type of branch (clerical, industrial, etc.).

For reporting purposes only.
Profit Admin: Indicates profit center to which this branch belongs.
PayCheck Form: Indicates the type of Pay Check form used for this branch.
Status: Status of this branch (active, inactive, etc.).
Email: Displays the E-mail address for this branch.
Branch Full Name: Displays the full name of this branch.
Mail Check Char: Indicates if Mail Check should be the default for this branch.
Invoice Form: Displays the type of invoice that is used for this office.
Bank ID: Displays the bank ID for this branch.
State: Displays the State which will default to this branch data.
P&L Tab

MewCust | .t'-‘«$$igned| Active | WEnmpl Calls | Chzgs | Etdzgs |Em|:||]uaI| Testing |

Requery | I

Descr ‘ PEL

| | | Group T otals: | | |
WEEIl Div Count TatalBill GrossPay+Clr FFee GroszProfit GFZ%
P&L Tab will display the profit for the Branch selected:
Wk Bill: Displays the WeekEnd Billing
Div: Displays the Division
Count: Displays the Invoice Count
Total Bill: Displays the Total Bill
GrossPay+Cir: Displays the Total Gross Pay plus Contractor Costs
Ffee: Displays the Franchise Fees
Gross Profit: Displays Gross Profit
GP%: Displays the Gross Profit percentage
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New Cust Tab

Dezcr | PEL ‘ MewCust | Assigned | Active | ‘wComp | Calls | Chdzgs | EMzgs | ErmpQual | Testing |
Customer ame BillngDeptt ame ActivationD ate Service Rep  Status
Alliance Aviation Frimary 4172002 |dveood A,
Briggz and Stratton Primary B/3/2002|dveood A,
Briggs and Stratton tdail Code 5 5/3/2002|dwond A,

The New Cust Tab will display information for new Customers for the Branch selected such as:

Customer Name:

Billing Department Name:
Activation Date:

Service Rep:

Status: Displays Status of the Customer (Active, Hold, etc.).

Assigned Tab

Dezcr | PEL | MewCust ‘Assigned Aictive | Wwlomp | Calls | Chzgs | EMzgz | EmpBuaIl Testing |
Week Started Ended Branch
9/14/2002 4 2|5 tarnford Mw
9472002 4 2|Stamford Mw
8/31/2002 a A4S tarnford M

The Assigned Tab displays information about Assignments beginning and ending such as:

Week:
Started: Displays number of Assignments that began in this week.
Ended: Displays number of Assignments that ended in this week.
Branch: Displays the Branch associated with the Assignments.
Active Tab
Dezcr | L | M ewCust | Aﬁigned‘ Active Wilamp | Calls | Chzgz | EMzgs | EmpE!uaIl Testing |
Week Activated Deactivated Total Activated: | 595 | Total Deactivated: | 21 |
9/14/2002 1 0
9/7/2002 1 1
/312002 2 1

The Active Tab displays the number of Associates Activated and Deactivated:

Week:
Activated:
Deactivated:
Totals:

Wcomp Tab

Displays number of Activated Associates.
Displays number of Deactivated Associates.
Displays totals for the dates selected in the CEO parameters.

Descr | PEL | MewCust | .l'l'l.ssignedl Active | WComp | Callz | Chizgs | Ekdzgs | EmpDuaIl

Injury Date

Job Title

Customer Mame

Department Mame

Semvice Rep Total:

5.-"2.4'2EIDE|Drivers

|Eriggs and Stratton

|F'rimar_l,I

||:|wuu:u:| |

The Wcomp Tab will display all Workers’ Compensation Claims:

Injury Date:
Job Title:

Customer Name:
Department Name:

Service Rep:
Total Injuries:
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Calls Tab
Descr | PEL | MewmCust | .ﬂ.ﬁsignedl Active | WwiComp | Calls

Chizgs | Ekdzgz |EmpDuaI|

Wwieek
14842002
1/8/2002

2AEB/2002
2AEB/2002

Feptame Count of Call Reports
dwioind |

dwiood

Total: I 4

dwood
dwood

—_| = 2] =

The Calls Tab will display Personal Call Reports:

Week:
Rep Name:
Count of Call Reports: Displays the total number of Call Reports logged.
Total: Displays the total Call Reports for the dates selected in the CEO parameters.
CMsgs Tab
Dezcr PeL | MewCust | Azzigned | Active | WwComp | Callz | CM=zgs
Wwieek Action Count
5442002 Offered 2
5/4/2002|Placed 1
CMsgs Tab will display the Customer messages logged:
Week:
Action: Displays the Action Code selected for the message.
Count: Displays the total number of messages logged with that Action Code.
Emsgs Tab

Dezcr | FiL | M ezt | .ﬁ.ssignedl Btive | wWWComp | Calls | Chzgs | EMsgsz

Wieek Action Count
5442002 Available 2
54442002 Offered 2
5412002 Placed 1
Emsgs Tab will display the Employee messages logged:
Week:
Action: Displays the Action Code selected for the message.
Count: Displays the total number of messages logged with that Action Code.
EmpQual Tab
Desor | Pl | MewCuzt | Agzigned | Artive | Wwlomp | Call= | Chlzgz | Ebdzgs ‘ Empﬂuall Testing | [
Date Score Mote Tatal: I 3
9/4/2002 20
7A1/2002 g
7A0/2002 Fid

The EmpQual Tab will display the Employee Quality Performances logged for associates:

Date:

Score: Displays the score of the Quality Performance.

Note: Displays the Notes included in the Quality Performance.

Total: Displays the total number of Quality Performances logged for the dates selected in the

CEOQO parameters.
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Dezcr | 2L | MewCust | Assignedl Active | ‘wlomp | Calls | Chzgs | Etdzgs | Empﬂual| Testing

Wwieek Test Count
BA4/2002)10-K ey
B/ 2002 Alphanurmeric
B/4/2002) Order Puller Forklift
h/4/2002|Pegboard Test
B4 2002 ritten Test-Cler,
542002 ritken T est-lnd.
33020021 0-Key
373042002 ccounts Payable
3/30/2002 Alphanumeric 1

The Testing Tab will display the Tests conducted on the Associates:

| =] =] =] = = =] =

Week:
Test Name:
Count: Displays the total number of tests given of that type.

Within the People Tab click View All button or key in the Service Rep name you would like to view.

b | RepMame Lkp:[| View al | Change
RepFullkd ame Lkp: parameters

Desc | PiL | MewCust | Chlzgs | Ekzgs | Callz | Directory | Switchboard |
1
Shorr all - RepFullName RepMName
3 |dw00d |dw00d |

From the Directory Tab choose the service rep you would like to view by double clicking on the RepFullName name.

Change Parameters

|Use these controls to further restrict data:

Branch:(Stamford M - Drivizian; StartD ate: 11/2002
Clazz:|Temp Semice Rep: - EndD ate: 916/2002

4

By clicking on Change Parameters you may further restrict the data displayed by:

Branch

Class: Temp or Staff
Division:

Service Rep:

Start Date:

End Date:

After setting parameters, click Return.

Descr Tab
Desc FPiL | MewCust | Chzags | EMzgs | Calls | Directony
Fiephlame: ST Copy permissions from this
RepFull ame: | dvood repriame record
BranchMame|Stamford MW ;l j

The Descr tab will display information about the Service Rep you have selected such as:

Rep Name: Displays the Service Reps Login name selected
Rep Full Name: Displays the full name of the Service Rep selected.
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(continued)

Branch Name:

Copy Permissions
from this repname record: Allows permissions to be copied from another Rep.

P&L Tab
Dezc ‘ PEL | MewCust | Chdzgz Etdzgs Callz Directary
Requery | I
| Group Tokals: |
WkBill Diiwe Count TotalBill GrozzPap+Chr FFee GrozsProfit GP
P&L Tab will display the profit for the Service Rep selected:
Wk Bill: Displays the WeekEnd Billing.
Div: Displays the Division.
Count: Displays the Invoice Count.
Total Bill: Displays the Total Bill.
GrossPay+Cir: Displays the Total Gross Pay plus Contractor Costs.
Ffee: Displays the Franchise Fees.
Gross Profit: Displays Gross Profit.
GP% Displays the Gross Profit percentage.
New Cust Tab
Dezc PEL HewCust Chdzoz Ebdzaz Callz
CustomerM ame Departmentt ame ActivationD ate Service Hep  Statuz
ABC Plastics ABC Plastics Primany 9/5/2002(dwood F
ABC Co. Shipping 5232000 | dwood H
ABC Engineening Prirnary 9/5/2002(dwood F
ABC Incorpaorated Accounting 9/5/2002(dwood F

The New Cust Tab will display information for new Customers for the Service Rep selected:

Customer Name:
Billing Department Name:
Activation Date:

Service Rep:
Status: Displays Status of Customer (Active, Hold, Prospect, etc.).
CMsgs Tab
Desc P&L MHewCust CM=zgs
Wieek Action Count

9142002\ Contact 1

9/142002| Contact 2

91442002\ Offered 1

947/ 2002)4R - 1t Call 1

CMsgs Tab will display the Customer messages logged by the Service Rep selected:
Week:
Action: Displays the Action Code selected for the message.
Count:

Displays the total number of messages logged with that Action Code.
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(continued)

Emsgs Tab
Desc PiL M ewCuzt Chdzgz EM=zgsz
YWeek Action Count
9/21/2002|React
9/14/2002| Contact

94142002 Offered
947 /2002) Ao ailable

Emsgs Tab will display the Employee messages logged by the Service Rep selected:

o] —4] raf —

Week:
Action: Displays the Action Code selected for the message.
Count: Displays the total number of messages logged with that Action Code.
Calls Tab
Descr | PEL | ezt | Azzigned | Active | “wComp | Calls Chdzgs | Ekdzgs | ErmpCual |
WWieek Reptame Count af Call Reparts Tatal: | 4
1/5/2002{dwond | 1
1/5/2002{dwond 1
2/M1B6/2002|dwood 1
2/M16/2002|dwond 1

The Calls Tab will display Personal Call Reports logged by the Service Rep selected:

Week:

Rep Name:

Count of Call Reports: Displays the total number of Call Reports logged.

Total: Displays the total Call Reports for the dates selected in the CEO parameters.

MGMTAdmin Tab

Change Parameters

|Ise these contrals to further restrict data:

Branch:|Stamford M - Drivigion: StartD ate: 1142002
Clazs:|Temp Semvice Rep: - EndDrate: 9/M16/2002

4

By clicking on Change Parameters you may further restrict the data displayed by:

Branch:

Class: Temp or Staff
Division:

Service Rep:

Start Date:

End Date:

After setting parameters, click Return.
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Reports Tab
The Reports Tab includes information such as Customer Deactivation, Point based reports and ISO 9000 data.

Reports whorkflow Switchboard

Customer Reactivation Report )
SO 9000 Audit Helpers
Uge the "Change Parameters”

Look up customers who were active betvween e
button to change criterla of these

[ 1/1/2001] and | 1243172001 |
— — repants
(period startdate) (period ehddate)
Employees Interviesed
ywho have been inactive since 3N ar2002
fior the branch Stamford M - Employes Message Courts
Employes Mezsage Breskouts BRI G
Crders Entered EIRDUE &P

FPoints Repotts Customers Entered wer

Use the "Change Parameters” bulton to change criteria Cortact Messaye Counts 33 GF By BRANCH

of these reports
Contact Message Breakouts
Branch Points Report

Rep Sales Call Reports
Staffing Specialist Points Report

Customer Reactivation Report

Customer Reactivation Report

Loaok up customers wwho wwere active betvwween

| 14142001 | and | 1243142001 |
{period staridate) {period enddate)

who have been inactive since NS00z

for the branch Stamford My -

Miew these Inactive Customers !

View Inactive Customers by selecting a date range during which the Customers were active:

Start Date
End Date
Indicate a date since which the Customers have been inactive.
Then choose the Branch you would like to view.
By clicking on View these Inactive Customers a report will be generated showing the Customers fitting the criteria
chosen.

Points Reports

Foints Repotts

Usze the “Change Pargmmeters” button to change criteria
of these reports

Branch Points Repoart

Staffing Specializt Poirts Repoart

Use the Points report to track information for bonuses, commissions and contests. The points report will assign
counts and points for various activities within TempWorks.

Click Branch Points Report to view Points for the Branch selected within the CEO Parameters:
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(continued)

Total Pomnts

C crdact 7 1 7
Cordact 3 1 3
FollowTp 2 1 2
FollowTp 1 1 1
C cedact 1 1 1
Grand Totals 25 25
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Click Staffing Specialist Points Report to view Points for the Service Rep selected within the CEO Parameters:

Staffing Specialist Points Report

dwood

Actirity Count Value Total Points
Condact 11 1 11
C cotact 7 1 7
C codact 3 1 3
FollowUp 2 1 2
Condact 2 1 2
FollowTTp 1 1 1
C codact 1 1 1
Grand Totals 27 27

1ISO 9000 Audit Helpers

150 9000 Audit Helpers
Usze the “Change Parameters”
buttan to change criteria of these
repants

{Emplovees Interviewed i

Employes Message Counts

Employes Message Breakouts

Orders Entered

Customers Entered

Contact Mezsage Counts

Contact Message Breakouts

Rep Sales Call Reports

ISO 9000 Audit Helpers will assist in gathering and tracking information for ISO 9000.
Click to select a report, keeping in mind the parameters set for the reports:

Employees Interviewed: Displays employees interviewed, including assignment status, active date, id
number rep name and branch name.

Employee Message Count: Displays how many Employee Messages have been logged.

Employee Msg Breakouts: Displays message action codes as well as total number of Employee Messages

logged for each action code.
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(continued)

Orders Entered:

Customers Entered:

Contact Message Counts:

Contact Msg Breakouts:

Rep Sales Call Reports:

Score Cards
BOM GP

BRAMCH GP

55 GP

5% GP By BRAMCH

Displays Order number, Customer and Department names, date and time, rep
name and branch.

Displays Customer Name, Credit Limit, Account Manager, Activation date, status
and Branch

Displays how many Contact Messages have been logged.

Displays message action codes as well as total number of Contact Messages
logged for each action code.

Displays Call Report information: Rep Name, date, Company, Department,
Contact Last Name, First name and Branch.

Score Cards will be used to view the Gross Profitability of your company grouped by Sales Team, Service Rep and

Branch.

Click any of these buttons and a prompt will appear for the Week Ending as well as the Service Rep Name, Sales

Team or the Branch.
The Reports will include:

Week End Date
Week End Bill
Customer Name
Employee Name
Division

Net Sales

GP Dollars
Total Hours

GP %

Bill Rate

Pay Rate

Pay Code
Assigning Rep

As well as the Totals and the Average GP per hour.
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(continued)

WorkFlow Tab
Reparts Workow

To reazsign responsibilty for making followe ups, enter the names belowe of the user whose workflow
wiou wauld like to reassign and the name of the perzon whom you wwould like to take the responsibilty,
and then click the "Feaz=sign All Follow Ups" button. You may optionally reassign follow up activity
only for a specific period of time (such as a vacation by additionally specitfying a date range inthe
"From" and "Ta" fields below and clicking the "Reassign Followe Ups for Date Range" button.

D of uzer whose incomplete fallove ups you wish to reassign:

| =]
D of uzer to whom you vvizh to azsign the ahove user's incomplete follove Lps:
| =]
Optional D ates:
FROM Drate:
IE'ﬂ B/2002 Reazzign All Followl ps
T0O Date:
IEI.-"'I B/2002 Reaszzign Followl ps for Date Range

The WorkFlow Tab will enable the reassigning of Activities from one Service Rep (user) to another.
This is very useful in the case of a rep leaving the company or taking another job within the company.
By reassigning the activities, certain tasks are less likely to “slip through the cracks.”
ID of user whose incomplete follow-ups you wish to reassign:
In this field enter the log on of the person whose activities you would like to reassign.

ID of user to whom you wish to assign the above user’s incomplete follow-ups:
In this field enter the log on of the person taking over the incomplete activities.

From Date/To Date:
If appropriate, enter a date range in which only those activities falling within the specified date ranges will be

reassigned.
Click:
Reassign All FollowUps: To reassign all activities.
Reassign FollowUps for Date Range: To reassign only those activities within the date range

specified.
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