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WebCenter v. 5 Quick Start Guide — Employee Portal

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

a) If you're using TempWorks mdb (Access version) - Open the record to the Employee’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.

p#| G | Inactives: O [Employee LDUkUIJ=| Devereaux. Tammy L 6515651212x SSN:369-99-9999 B3|

£ | e = 1d:12467
Yisifile I Address T Pay T Asn T M=y T Iritesr sy T Report T Search T Swyitch !

Mame: Devereaux, Tammy L Rehesh Contact Methods Change | =~ o
Home Area: [Eagan MN 55121 Rate Desired: W [E51)BE5-1212:123 Invite to 'webCenter
Order Type: |DirectHire i 19 an File: EI Phor?e 851 BEE121 24 b Histary
LocPref: Eagan, Apple ¥alley, Burnsville Active: Ernail alizhatztermpwark z.com Order Match
Last Claim:  |2/24 /2009 Azzigned: ETRErgert| 2 cd-2 323
Hire Status: |Placed Full Time Resume; Home Phl 4853453445 - Papcheck Histom -
Date Action Message : Contact Customer Due Done? !
A | 4/27/2009 |rder Candidz|Candidate - Devereaus, Tammy  OrderlD: 3724 - Creative Soluti|  alisha reative Solutior N
A | 4/20/2009 [rder Candidz|Candidate - Devereaus, Tammy — OrderlD: 4365 - Crom Equipme|  enica ~rom Equipmen I
T 2/24/2009 | Availlable |Feady o work. alisha -
A | 171472009 | Message |[Candidate)/[Devereaus, Tammy]/[Creative Intentions Inc) alizha ahive Intentions I
T 141442009 | Mezsage |Did an excellent would love ta have them back. alisha stive |ntentions I
Ex 121642002 | Meszage |Filing report aligha I -
Web Center Invitation

This will bring up the prompt to
Do you wank to conkinue and send the 'Web Center Invitation ko Deversaux, Tammy L the left. Click Yes to send the

WebCenter Email invitation.

4“ o | Select No to cancel this action.

Once the WebCenter Email invitation has been sent the prompt to '
the right will be displayed. Click OK to clear this prompt. The '
Employee will now receive an Email with a link to the WebCenter
Employee Portal log in screen where they can choose a User Name - _OK
and Password. -

The invitation was sent successtully,

b) If you're using TempWorks Enterprise (version 12R7) — Open the Employee’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 Employee Actions drop down menu.

yment for Crom Iquipment, Pimary

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

m Equoment Frimary
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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  Employee
Step 1) Choose the Employee’s Role from
the Assign Role drop down menu. Step 2: @ Invite User to WebCenter | Invite |

Step 2) or

 Manually Create User Account

a) If choosing the Invite User to
WehCenter radio button just click

User Name

Password

Invite. ; ‘
| Create |
X Close
- L — >
TempWorks Enterprise Once the WebCenter Email invitation has been
P sent the prompt to the right will be displayed.
,0, User invited successfully. Click Continue working to clear this prompt. The
= 4 Employee will now receive an Email with a link
. . to the WebCenter Employee 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
Employee and click Create. This information will now have to be communicated to them separately.

With the first two types of
WebCenter Employee Portal user
setups, the Employee 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 Employee
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 sar your desirad ixerrame snd paenord EREIe and then enter their Password

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

i and then again in the Verify
Venty Pasword Password field. Then they will

click Register and they will be
added as a WebCenter Employee

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 Employee 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 "Employee” 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
Employee’s Aident (Unique Employee ID) in the ID field or Name and click Search.

¥ Control Panel Home Emgloyee * | WC honJser * ABCOEEGHIIELMNOQECGRSTUYWXYZ
' Lsers
8 ser Sannch ID: (Aldant / ContactiD) Usemama: Nama: Seah | W

w Roles
® Roles
8 Lger Config
® Order Roguest Cunfig
= Timecard Configuration
® Pay Codes

Actions Menu X

AddUser Once the correct Employee 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: Hughes, Edward

Name: Hughes, Edward OriginID:  |[12356 QriginTypelD: |1
UserMName: Password:
Add User

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

= Contral Panel Home & Added New User

= Lsers User Name: edward.hughes
AR Full Name: Hughes, Edward

A -Default Roles added-
i Employee: Employee
S User Conty
® Grder Request Config Default Notification Subscriptions Added Sucessfully

Pl e 7j e Mot iwer +|ABCOEEGHIIELMNOPOESTUYIWEYZ
® Fay Cotes
& Cost Codes 10: LAbdent / ContactiD) Unsrrupme Name. s > ‘ ™

® Asustments

® Croats Timacard Tampiste

et —

® View Aeports/Documernts

s e ey frens
® 23 RusertayDecuments
® Datzh Add Repsrtng Farvesy Reports

8 Ranuirsd Dariment Tuns Confis

Once Add User has been selected the page will update to display that the Employee 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.
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tempﬂﬁﬂ‘s (continued)

2) The Employee 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 Employees (and possibly Customers) 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 Employee 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 Employee 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 Employee 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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tempworks (continued)

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

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

\;
[ Penonal Settings Notication Settings

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

Old Password:

New Password:

New Password Retype:
| Change Password |

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

Email Address:

| Change Emad

athew : 12320) ( Stop Impersonation } My Settings’

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

Change Password

They should then enter their new Password
To change your password, please type your old password and then enter ) ; N
your new password in the boxes below. In tWICG, once in the New Password field
0ld Password: ssssee and again in the New Password Retype to
New Password: sssssesss confirm it was entered correctly. Then
New Password Retype: " click on Change Password to update.
Qghange Password LJ

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

Change Email

Enter the new Email
information into the Email
Address field. Then click on
the Change Email button.

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

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
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