k - 3140 Neil Armstrong Blvd 6/18/2009
tel I IPWOI" S Eagan, MN 55121 USA
software www.tempworks.com
1-651-452-0366

WebCenter v. 5 Quick Start Guide — Customer Portal

1) How to add a new user to the WebCenter Customer Portal

a) If you're using TempWorks mdb (Access version) - Open the record to the Contact’s Visifile. Verify that
they have a Contact Method type of “Email” and that the Email Address is formatted correctly. Then click on
the Invite to WebCenter button.

(X3 | G | | Company Lk ' | Last Mame Lkp: ' Hampton, Inv ;I
- Creative Solutions (651) 555-1212x123

Inactives: | | | |
Yizifile Address T Meszage T Pz T Report T Search T Switchboard l

Refresh | See Customer |3 e ToWebCenterJ) Convert | chg#s | Comtact Methods Change | r
' 2l Phor [CRIEERIARNEE

Company: |Creﬁtive Solutions | Status: % & dog named Janas and likes  |[Office Ph{[E51] 555-12124123
Branch: [Memphis SE | Date: o snav sk Far 4733453454
Title: [Supervizor Email alisha@tempworks. com l =

=g Date

Rf30/2008 Fersonal call summany: Signed new Contract - added business|alisha
1/28/2008|Imerview  |Sent Marketing information to ey about our nevw healthcare divis|alisha
1/9/2008|Message  |Showed up ontime for first day of assignment. alisha
12/21/2007 Message  [Reactivate alisha
12/21/2007[Deact (Otherdet him at a networking funchion. ‘Wil follow up to discuss benellalisha
12/21/2007 Message  [Spoke with him about his personnel needs. Fassible fitfor cleri|alisha

Action Message Rep DateDue Completed?

tMessage

ol i
i e s Ml

Wehb Center Invitation

This will bring up the prompt to
the left. Click Yes to send the
WebCenter Email invitation.

2 Select No to cancel this action.
‘ Yes Mo |

Once the WebCenter Email invitation has been sent the promptto  [isaaitar i <l

the right will be displayed. Click OK to clear this prompt. The -
Contact will now receive an Email with a link to the WebCenter . The invitation was sent successfully.
Customer Portal log in screen where they can choose a User Name

and Password.

Do ol wank ko conkinue and send the Web Center Invikation ko Hamptan, Ity

b) If you're using TempWorks Enterprise (version 12R7) — Open the Contact’s record. Verify that they have a
Contact Method type of “Email” and that the Email Address is formatted correctly. Select Invite to WebCenter
from the Contact Actions drop down menu.

If the Contact has already been
set up with a WebCenter
account, it will be displayed as
Manage WebCenter Account.

== New Contact Q Search Actions Reports Favorites

ﬁ View Customer ,

m

xport To Outlock Invite to WebCenter
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tempﬂﬁﬂ‘s (continued)

add webcenter user

After Invite to WebCenter has been selected
the prompt to the right will be displayed.

Step 1: Assign Role  Customer Supenmo

Step 1) Choose the Contact’s Role from the Step 2: @ Invite User to WebCenter
Assign Role drop down menu.
or
Step 2) . Manually Create User Account
a) If choosing the Invite User to S
WebCenter radio button just click
Invite.
TempWorks Enterprise Once the WebCenter Email invitation has been
= sent the prompt to the right will be displayed.
,0, User invited successfully. Click Continue working to clear this prompt. The
b4 Contact will now receive an Email with a link to
. . the WebCenter Customer Portal log in screen
< Continue working where they can choose a User Name and
Password.

o

b) If choosing the Manually Create User Account radio button, enter the User Name and Password for the Contact
and click Create. This information will now have to be communicated to them separately.

With the first two types of
WebCenter Customer Portal user
set up the Contact is sent an
Email with a link to a webpage
like the one pictured to the left.

Their Actual Name will already be
populated from the Contact
record in TempWorks.

Welcome. Please take a moment to register yourself.

Ifyou are not the person listed please contact your staffing : R
representative immediately.. They will add their User Name,
Please sntar your desirad ierrame snd paenord EREe and then enter their Password

Actal Name zzemployee, tes twice, once in the Password field

g and then again in the Verify
Verdy Password Password field. Then they will

register

click Register and they will be
added as a WebCenter Customer
Portal user.

They can now access the WebCenter by clicking the Continue button or go to the log in page and enter the User
Name and Password they selected to view WebCenter Customer Portal functionality.
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te mpmg;ks (continued)

c) If you're accessing the WebCenter Administrator Portal click on User Search from the menu on the left of the
Control Panel page. Select “"Customer Contact” from the Select User Type drop down menu and select "WC
NonUser” from the Select User Level drop down menu. Then click on one of the [Alphabet links], enter the
Contact’s ID (Unique Contact ID) in the ID field or Name and click Search.

= Control Farel Home Custzmer Comms = | WE Nonllssr =~ AEBCOETGHIIKAMNQPOESTIVUY XY

= Users

® lear Seargh 1D: {Aldent / ContactiD) Usamams; Name: Search @

w Roles

® Rotes .

® User Config 1 Last e Tirst Bams Chomgaany

® Orer Rugewst Gonfig 1 Acownsn I Aoderaen AVSINY
= Timecard Configurstion Pore ) Jermer Anie Slasdard neeslvwrdn Agoy

: . 0 Ly Lavet Crem Exvenent Agwey
Actions Menu X
AddlUser Once the correct Contact has been located, click on the Actions link for

— their entry line to display the Actions Menu to the left. From this menu

select AddUser (this will be the only option).

Create User Account For: Anderson, James

Name: Anderson, James OrniginID: |1126 OriginTypelD: |3
UserMame: Password:
Add User

The Create User Account form will be displayed with the Contact’s Name, OriginID, and OriginTypelD. Enter the
UserName and Password for them and then click on Add User.

o Cortrel Panel Heme L -Added New User-
2 Usets User Name: janderson
= Full Name: Anderson, James
® Roles ~Default Roles added-
® Rokes Customer Supervisor: Customer Supervisor

® Uger Contig

8 Ordier Regiat Cork Error: Could not add default notification subscriptions, The User does not have an Email Address
R 9

= Timecard Coafigurstien Customer Contact - | WE Nonlser » AUCOEFOMIIKLMNOPORSTUYWXYZ

8 Pwy Codus

® Com Codes

® Adjustments

10¢ {ASert / CantactiD) Usernams: Name [ Seaicn W

® Creste Tinecard Temgiste
= Rmpors/Cotuments

® View Reporta/ Docurments

v g Javacn Aray Siantecd vescnioty Agony
8 Add Reporta/Ducumenty e .
et Eourest
® Betch Add Repoming Services Raparts e Ay oo
nn Parker Tary Fhanderd Prestnerts Aoon

8 Regured Dooyment Type Config

Once Add User has been selected the page will update to display that the Contact has been added to WebCenter
and will display their User Name, Full Name, Default Role and that their Default Notification Subscription has been
set up.

*Note — If the user does not have a Contact Method with type of “Email” on their Contact record the default
notification subscriptions will not be set up, as shown in the picture above.
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tempﬂﬁﬂ‘s (continued)

2) The Customer Contact is set up as a WebCenter user, now how do they log in?

a) The user will access your website and click on your link for Customers (and possibly Employees) as shown
from our demo website www.jobsonastick.com:

Hor~ | cppiy | ozaiw.. 27he

Candidate Search « Employee / Client Services

If we can’t
stick you in a
job you love,
nobody can.
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tempﬂﬁﬂ‘s (continued)

b) This will then take the Contact to the WebCenter log in screen where they enter their User Name and
Password. Then they should click Sign in.

please sign in
User Name [
Pawword

Forgot: Usarname | g

c) If the Contact has forgotten their User Name they should click on the Username link at the bottom:

forgot user name
First Name [
Last Name [

They will need to enter their First
Name, Last Name, and E-Mail Address
and then click the Retrieve User Name
link. This will automatically send them
E-Mail Address [ ] an Email with their User Name listed.

Retrieve User Name  Cancel

e

d) If the Contact has forgotten their Password they should click on the Password link at the bottom:

They will need to enter their User Name

and click on the link for Generate New fOl'gOt password

Password. This will create a new system-

generated Password that will automatically = User Name | ]

be Emailed to their Email Address as listed
N

in the TempWorks database. Gensraze New Pasoord
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tempyyorks

(continued)

3) What information can the Customer Contact select or change from their My Settings form?

a) In the lower right corner of the screen the Contact will click the My Settings link to open the following form:

:

To change your password, please type your old password and then enter
your new password in the boxes below,

0ld Password:

New Password:

New Password Retype:
| Change Password |

Current Email Address: test@test.com
To change your emad, please type in your new email address below

Email Address:

athew : 12320) ( Stop Impersonation }

My Setfings’

b) Under the Personal Settings tab the user can change their Password by entering their current Password into the

Old Password field.

Change Password

your new password in the boxes below.

To change your password, please type your old password and then enter

Old Password: seneee

New Password: sscscsene

New Password Retype: (TTTTTTTY]
& Change Password .

They should then enter their new Password
in twice, once in the New Password field
and again in the New Password Retype to
confirm it was entered correctly. Then
click on Change Password to update.

¢) Also under the Personal Settings tab the user can change the Email Address attached to their Contact record
in the TempWorks database (Contact Method type of “Email”).

Enter the new Email Change Email

mformat'_on into the E_mall Current Email Address: test@test.com

Address field. Then click on To change vour email, please type in your new email address below
the Change Email button. Email Address: mmarshall@newemail cor

| Change Email | )

*Note — when the Password or Email is updated there will be a green confirmation bar displayed at the top of the

screen, similar to the one below:

i) Sucessfully Updated Email Address

© 2005, TempWorks Software, Inc. All rights reserved
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tEumﬂ(S (continued)

4) Where do I designate that the Customer Contact will be approving WebCenter timecards?
a) First verify that the User Config is set up in the WebCenter Administrator Portal.

Conrol Fanel Home User Configuration:

Users

® User Searth

* Roles

,M:nﬂi

= Tunecard Carfgerabon

* Cruste Timeenrd Tareineg Ervionce Cont Code Faimmtieg Mo et Enttn Coal Code Farmating (Esfotce cont sade Srrmting I e & & feed T 1)
P e
B Add et Shew 98 Sates Mocelesssss  Shew D0 Ratas (Thew 22 Sain)
® funch Add Sapartng Sarvices Repcra Seew Comt Cone Manaer Wacelmsensn Srow CoetCote Savege (TONMs wiemer o S41 10 CE8 0008 MARAGE! S0 [¢ SMwe)

® Ragured Docummrt Type Confip Ircw Cay A MacelsTesss  Shew Pay Ankes (Show Pay R

EEEERE

= Applcarts | Vhorsfew Trpe Aazclaresay Woston Trpe

® Zae Sattoge

B Quagtamamre and Aprsement

From the Control Panel page click on the User Config under the Roles category. Then click on the '
button for the Miscellaneous option. The list will expand as shown above. Select the Edit link on the Workflow
Type line to bring up the following form:

e What is selected from the When drop
5dd mew corfiguration v down menu will determine what
by , information is populated in the =

- (Equals) drop down menu. If timecard
- approval workflow is the same for all

e

s Sulbiock Anrutl GRS v ARG Dot v o e Bk o Sl St o 5 Departments select Customer from
Wnan e the When drop down menu and then
_ wihen Origin Type = Contact select the Customer from the Equals
....... use Instant Approval ( ally appr b timecard. )

Whan WebConter Application Name = Default WebCenterS Instailfation drop down menu.

Deteds Usw Timed fallback Approval (Similas to Simple Timecard, bowever, wonds review
tasks 10 additions! costacts at 5 and 10 hours. ) . . ..
If it varies within the Customer (at
any level in the hierarchy) select
Department from the When and the
Customer/Department from the

Equals.

o .

The Use drop down menu will display the different workflow options that can be applied to that Customer
and or Department. In the top example, the User Config is set up so that if the Customer Contact enters
the timecard it is automatically approved and submitted to TempWorks. In the second example the default
for all Customers is “Timed Fallback Approval”.

*Note — If the User Config is applied to the Primary Customer record, all Departments under the Primary will
have the same set up. If it's applied to a Department other than the Primary, it will only be applied to the
Department selected, not any Sub-Departments that are related to it.

The Workflow Type Configurations available are explained here:

e Simple Timecard — This is a basic workflow for timecards with one approval. The timecard approver’s
Contact Role on the Order must be set to “Supervisor” (Standard).

e WC4 Style Approval — All Order Contacts have the ability to approve the timecard. The Contact’s
Role Type on the Order doesn’t matter as long as they're listed.
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tempworks (continued)

e Timed Fallback Approval — The Contact listed as the “Supervisor” is the main approver and receives
notification first. If no approval is made by the “Supervisor” within five hours, the “Timecard Alt 1”
Contact can approve in addition to the “Supervisor”. If approval is not made by the “Supervisor” or
“Timecard Alt 1” within ten hours, then the "Timecard Alt 2” Contact can approve.

e Timed Fallback by Report To — The Contact listed as the “Report to” is the main approver. Works
like the Timed Fallback Approval, except that "Timecard Alt 1” can approve after one hour and
“Timecard Alt 2” can approve after three hours.

e Instant Approval — The timecard is automatically approved when submitted. This is usually selected
when the “Supervisor” enters the time for the Employee from the WebCenter Customer Portal.

e Two Tier Timecard — The timecard is first submitted and approved by the Order “Supervisor” and is
then submitted to the “Hiring Manager” for their approval before updating to “approved” Status in
TempWorks.

e Simple Timecard by Report To - This is a basic workflow for timecards with one approval. The
timecard approver's Contact Role on the Order must be set to “Report To".

*Note — If the main approver Contact Role is not listed on the Order, then any timecards for the Order
will automatically be approved.

b) Once the User Config is set up, attach them to the Order as a Contact by assigning them a Role.

1) If you're using the TempWorks mdb (Access version) — Open the Order record to the Order Details
tab. Select the Contacts by clicking on the Modify Contacts button on the right side of the screen.

Yizifile | Order Details POMisc T Azg T Candicate T Meszage T Directory T Swyitchiboard ]
Refresh | -=Dacs |CopySingIe | Copryhult | ->Custormer | SworkSite I -=Contract I -»Print | >Map | -»0H |

Customer Information Rates BillR ate: $10.50 |PayRate:
Cugt Mame: |Creative Intentiong Ir| 773140 | Multiplier: [Mane = DEil: DEill:
Department: | Shipping wikSite |Site A -1 BillQuate: Paplnterval: 2| GRE

WComp: 3810 A EstGPS: $0.00 | Custop: | Markup:

Directions (E ast on Huww 10 Morth on E ast side st ‘

Contacts
Job Information
# Reguired: 10| B Azg: l]| Type: [TE -
Job TitledLkp: |Shipping And Receiving Clerk -
When Mod|fy Contacts is ____..__.._ F =1
. . B2 OrderContact
clicked the form to the rlght |
W|” be d|sp|ayed_ ﬂ Setup contacts/roles for this order ]
From the Roles box on the Tl »# |Peonle
Hiring b 4 , Gary (B51] 55512124123
Ieft seIeCt the R0|e Hgntgloorgd[inator S::éer, jghn [651] 5551 21K2x1 23
(reference Workflow Type IrrvoiceE mail Contact Assignrole | Stewart, Kevin [551) 555
. . Ordered By (%) Thormzon, John [651] 555
Configurations above to |Report To =
determine appropriate Role)

then select the Contact
from the People box on the
right. Once both records are
selected, dick on the Assign

ContactM ame

Role button in the middle. D T[upervisor = Sanders, John [E51) 55512126123 =
Timecard Alt 1 - Stewart, Kevin (B51] 55512124123 -
. . . * - =
They will now be listed with
that Role Type at the bottom =]
Of the fOrm Record: LI;II 1 b |e[p#] cF 2

Click on the ﬂ button (Close Door) in the upper left to close this form.
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(continued)

‘:S"“t“?s Pt The Order Details form will now
UREnEOT anders. John [B51] 5551212+ = [ [— list all of the Contacts associated
Timecard Al 1 Stewart, Kevin [B51) BE51212:123 b4 odify with this Order record as shown to

Timecard Al 2 Tharmzon, John [651] 55512126123 Leontacts: the left.

2) If you're using TempWorks Enterprise — Open the Order record to the Details form. Select the

Contacts by clicking on the [? button (Manage Contacts) on the right side of the screen.

job infarmation
Fagireat

Oeder Type  TE Terp

When Manage Contacts is clicked the
form to the right will be displayed.

From the Contact drop down menu
select the name of the Contact.
Then select the Role (reference
Workflow Type Configurations above
to determine appropriate Role) from
the Available Roles area. Next,
click on the arrow button in the
middle.

Their Name will now be listed with
the Role that was selected. To
update the Order with the Role
information, click Save.

financial detall

vertzmre Plae i T wrtzreer GO Q2SN

tontacts

order contacts

contact

assigned contact roles

Naeme Rota

Hamptom, Iry Superviter

avalilable roles

Fowery, Danger Tmecxrd Alt &

Qromres By
Report
venaor Accy Mgy
Timacero Ax 1
Timacwo A 2

pocatmall Comact

| The Order Details form will now

contacts
Name | Description -~ | Office Phone
Hampton, Irv Supervisor (651) 555-1212x123

Powers, Danger Timecard Alt 1 651-452-0366

Justin, Hamilton Timecard Alt 2

list all of the Contacts associated
with this Order record as shown to
the left.

*Note — The Roles selected in the two examples above would correspond with the “Timed Fallback Approval”

Workflow Type Configuration.
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tempﬂﬁﬂ‘s (continued)

5) Why is the Contact not able to view the correct Orders and/or Invoices in WebCenter?

a) The Contact must be associated with the correct Customer Department record for the appropriate Order
and/or Invoice records to be visible to them.

*Note — The general rule is that a Contact will be able to see only those records for their Department level and
below. Nothing above their level in the Customer hierarchy will be visible, and neither will any other Department
information at their same level.

Show Actve Only

Crom Egupment | Customedd 10623 Degt: Prmary Branch Memphis SE Status A )
CER Compary | Customeda 778104 Dept Corp Branch Mamphes SE Status:A |

To the left is an example of a

Coom E quapenent | Customend 778323 D gt Wasshouse Branch Memphis SE Stabuc | detailed Customer hierarchy_ This
Ciom Equgerent | Cu 79703 Dept Shppng Branch Menphes SE Sidusd | . .
Crom Equign 10 Dept R ecebvng BianchManghis SE SluucA | form is opened in the TempWorks

Crom E quipment [ Custorrerd ¢ 778046 Cape Cle ;dﬁvnhMmo‘l: SE St A | 2 mdb (ACCGSS Version) from the

Coom E qupwmrst | Custonerid 9 Dt Accounds Receiyable Buanch Merrply Shaturh |
= Crom Equapement | Catomed @ 779093 Dept Corpoeate BrancheMarghs SE Siatusd )

Chomn E qupeent [ Custonald 779100 Deg T ase: Eranch Mengbis SE Statae | Customer Visifile. Click on the L&I
Crormn £ quipment | Customed ¢ 773106 Daptdcocuning BranchMempha SE Staash | button in the |0wer Ieft Of the screen

Cooms Equpement | Cuttomerld 773181 Degt New Deparinent Branch Merrginés SE Stabecd |

o5k Ninth Warobouse Srarh: Memgti SE Bkt to display the hierarchy tree.
Crom E gupmend | Custoned d 012 Dept'Weldng Braroh Nemgba SE Stanus A |

Crom Equipment [ Customesdd 773021 Depe Oustome: Service Branch Marmphes SE Staturd, |

Crom E qupesend | Custoreard d 779606 Dept Human Resousces Baanch Memgha: SE Shadut & |

Ciom Equpment [ Customerdd 778

CER Company, Conp (Actve)
Crom Eguipment Warehouse (Actve)

To the right is an example of a detailed

Crom Equoment, Accountng (Active)

Customer hierarchy. This form is R A ORI
found in TempWorks Enterprise. Once ‘ Crom Equgment Clencal (Acove

the Customer record is open select o S, Asamnts Seulystle i)
Details from the menu on the left. e s
Once the Details menu expands, Grom Equpment, Curtomes Service (Actve]
select Departments to display this form. Crom Equipmant, Human Resueces (Activel

Crom Equpment, North Warshcouse (Actve,

Creem Equpmant Welding (Actve)

In both of the examples above the Primary (or Parent Account) is highlighted. A Contact that has been set up at
this level will be able to view ALL Orders and Invoices associated with the Customer.

“ Crom Equipment, Clerical (Active)

& Crom Equipment [ Customerld:778046 Dept Clerical Branch:Mempkis SE Status:A ) | Crom Equipment, Accounts Receivable (Active)
=) Crom E quipment [ Customerld: 778339 Dept:Accounts Receivable Branch: Mer‘nphl\: SE Status:A i « Crom Equipment. Corporate (Active)
| (=} Crom Equipment [ Customerld: 779093 DeptCorporate Branch:Memphis SE Status:A ) 2
Crom E quipment [ Custometld: 779100 Dept:T axes Branch Memphis SE Status:4 Crom Equipment, Taxes (Active)

In both of the examples above the “Accounts Receivable” Sub-Department (or Grandchild) is highlighted in yellow.
A Contact that has been set up at this level will only be able to view Orders and Invoices for the “Accounts
Receivable” Sub-Department and any Departments that fall under it. In this example the Orders and Invoices for
both the “Corporate” Tertiary Department (or Great-Grandchild) and “Taxes” 4" Level Department (both are
highlighted in blue) would be viewable to a Contact set up at the “Accounts Receivable” level.

*Note — In the example above the Contact set up at the “Accounts Receivable” level would not be able to see
Orders and/or Invoices for the “Clerical” Department or of any other Department outside its “branch” of the
hierarchy tree.

If a Contact needs to be able to view information from two Departments at the same hierarchy level then an
additional Department will need to be created (the Contact will be attached to the new Department) and the two
current Departments will need to be set up as Sub-Department records under the new Department.

*Note — This may require extensive changes to current Order and Invoice records. Please feel free to contact
TempWorks” customer support for more information on reorganizing the Customer hierarchy.
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tEumﬂ(S (continued)

b) If the Contact is not associated with the correct Department record, then it will need to be changed.

1) If you're using TempWorks mdb (Access version) - Open the record to the Contact’s Address tab. In
the Contact’s Company section enter the first few letters of the Customer’s name to the left side of the
dividing line in the Cust Lookup field, hit Enter, and then select the correct Customer and Department
record from the drop down menu displayed.

{ Ve T Adkihusz I Messape I Mic I Hepor T Camch I fvalckbomd ]
I”' (Greate wew castomer) Lisdste wark st oddrosemmcod |
| Contast Specnies Addioss
Fiust Nanw: [Shogham | I0.[2135 | G || Workeite: [ -
Last Nume. |[Kozelek Map | Seot {350 Ertmpue Deve
Nckname: | Wonoutie: | et 2.
Tithe: [HR Manage City: f.331100 |  Stste | .
T |50 | Country. |
| Contact's Camperny . —_— — —
Cust Lookup: S | lm
Conpany’ Coom E qupree. Parnary A -
d Coom Equoment Acoounng A
Depaitient: Caom E gagrrere ‘Warshoure A
Conbiacson 1D Caom E quprmere Humwn oo A
Cotomet $: Coom Equgrvers Wekdrg A
> Caom E qugroert Cundcenet Savvce A
Contact Missclwominag Ciot E (uipment e r =
R e
Statuz [ =] Lovet |
Brasche Mengies SE -
Service Aep. |vecharm - Dlathdony: [Evn’s ]
How Heaed OF: [Cooadse Aoerd -
How Meswd Dotait: |

In the example above, Stephanie is associated with the Crom Equipment Primary Department and
selecting the "Human Resources” Department from the drop down menu will update her record.

*Note — Make sure that the Customer Department record that’s selected is in “Active” status as multiple
Departments with the same name may have been “Inactivated”.

2) If you're using TempWorks Enterprise — Open the Contact record to the Details form. In the Company
Information section use the Company drop down menu to select the correct Customer and Department

record. Click on the E button at the top of the screen to Save and update the Contact’s information.

Hollingsavarth, Am

it AL S eyl mfonmation
M

contact e mation other infommation
—— Qe
-~

Yy b

oo emaly

*Note — In the TempWorks mdb (Access) version, when creating a new Contact from the Customer
record, the Contact will be associated with whatever Department record is open at the time that the new
record is added. In Enterprise the current Customer and Department record will default, but can then be
manually selected before clicking Save. In both versions the Customer and Department must be
manually selected when creating a new Contact from the Contact record area.
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