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Introduction

Welcome to TempWorks! We are excited to be partnering with your company to provide you
with the latest in technology solutions.

TempWorks has been providing software solutions designed for the staffing industry since
1994. We take great care to ensure that our software reflects t he development requests of our
clients, thus allowing our customers to stay ahead of their competition and on top of the
chall enges of todayo6s mar ket .

Continuing in this endeavor we bring you TempWorksbEnterprise software solution, written
using the latest Windows Presentation Foundation (WPF) and .Net version 3.5. Enterprise is a
user-friendly software product that efficiently places the best temporary employees in optimum
work situations.

Our goal in developing Enterprise was to create an application that is extremely simple for
users. We wanted something that people could quickly jump into and be productive with. This
training manual is meant to familiarize you with the Enterprise product.

We at TempWorks realize that none of our clients are exactly alike, so this manual does not
attempt to address your companyds poylaitoolfoes or pro
learning your TempWorks software solution.

Certain Enterprise product features can be customized by each user so that the software works
best for you. Other functions, like the content of drop down menus, are determined by your
company.

At the end of this manual there are several Afnot e
notes right along with your manual. Read on to experience the Enterprise revolution!

How to Read this Manual

*Terms listed in BOLD are the names of main records or sections (ie. Employee or Visifile ).

*Terms listed in ltalics are field names or buttons (ie. Pay Rateor Save.

*Terms listed in Bold Italics are sub-sections in a record (ie. Message®r ContactMethod9

*Terms | isted in AQuotation Mar kso ar eAvalabpu)t.s for t he

*Information listedin redar e fibes® pradcnifoesnati on about required fi



Getting to Know Temp W orks

Enterprise

Logqing In

To open Enterprise you will first need to locate the TempWorks Enterprise link from your Start menu or
desktop. Double-click on the icon from the desktop or single -click from the Start menu to open the
software.

When first logging into TempW orks you may receive a prompt to download the latest version; go ahead
and click yesto begin downloading. Once downloading has been completed you will be brought to the
Enterprise log in window as shown here:

tempworks

- enterprise

User Name |

Password

sign in cancel

Enter your User Nameand Password and then click on the Sign Inbutton to open TempW orks Enterprise
and navigate to the Main Screen If you do not wish to log into TempW orks Enterprise software, then
click on the Cancelbutton to exit.

*Note - All information in Enterprise is time and date stamped with your User Nameso it is extremely
important that you are logged in as yourself whenever you do any type of work within the system.




E Menu Functionality

’ E TempWorks Enterprise | _

New

Save

© 3

Refresh

-~

& Cptions

Role: PC

Server: TWSQL2005

=
ﬁ Switch Branch (High Tech Staffing)

The E menu in the upper left allows the user to create new
records, set up Options Role SwitchBranchand Serverinformation.

Clicking on the Savebutton within the menu will save any changes

to the open record. You can also use the . icon in the upper
left to save the open record.

The Roledisplays whether the user is logged in as a payclerk (PC)
or service rep (SR).

To open the form to select a different branch or hierarchy level,
click on the SwitchBranchoption. It also displays the current user
Branch

Clicking on the Serverbutton wil | display the Diagnostic
Information  form.

When the Optionsis selected from the E menu the following screen will display where you can determine
the color scheme of your Enterprise software.

Apguaisine




In the Appearance form click on a color square on the left to select your main background color. To the
right you can use the sliding scale to customize your color. The boxes under the Preview area allow you
to change your highlights and shadows, use a dark text color and display graphic effects. The Wallpaper
option at the bottom allows the user to choose a background image in addition to a specif ic color
scheme. Once the settings have been updated click on the Savebutton in the lower right to change your

screen. Some samples of various background selections are shown below:




Saving Changes to Records

When a record is updated in Enterprise the new

— m information needs to be saved. There are two ways that

this can be accomplished.
40;‘ Record has not been saved!

There have been changes since this record was last saved. . .
Would you like to savegyourchanges? l You can click on the. button in the upper left of the
Enterprise Main Screenbefore navigating away from a
< Save and Continue form.
(recommended) l

& Do NotSsve arid Contiiiie The second way is to click to navigate away from your

This will cause any changes to be lost. current form without saving. If information has not
previously been saved the window displayed to the left will
pop up and ask you to save
changed.

< Cancel

Continue working on this record.

To add information to the database you will have to click
on Save and Continue

Enterprise Notification S ___ervices

The Notifications  function displays 1-9 alerts, unfilled Orders , online application submissions, and
pending web Orders and the details about these alerts. If there are alerts you will see a line at the
botomof your Enterpri eusbaeen|[ Nbmbeshyal 8rtso.

% You have 202 alerts. ;

Clicking on the button above will display the full screen Notification Manager . You can sort the alerts
based on EventType Name and Descriptionby clicking on the column headers.

202 alerts 9

Event Type ~

| Event Type « i Name Description |

& Event Type: Customer Credit Check {3 items)

¥ Customer Credit Check Customer: Telethon Mgmt (Primary) Customer Credit Check: Telethon Management (Primar...
¢ Customer Credit Check Customer: Vendor Test (Primary) Customer Credit Check: Vendor Test (Primary)
¢» Customer Credit Check Customer: Chio Health (Primary) Customer Credit Check: Ohio Health (Primary)
& Event Type: First Day Call (3 items}
¢} First Day Call Assignment: Carpenter, Kelley (Ohio Health, 14140) First Day Call: -
«¥ First Day Call Assignment: Barker, Brian K. (Ohio Health, 82320) First Day Call: -
¥ First Day Call Assignment: Dunn, Jeff (Chio Health, 14140) First Day Call: -

[# Event Type: 19 Needed (18 items)

nt Type: Unfilled Order (57 items)

vent Type: Weely Call (121 items)

To navigate to the corresponding record for an alert you can right -click on the line of the Notification
Then select the record from the drop down that you would like to view. To clear a Notification

highlight the line and then click on the @ putton in the upper right of the Notification Manag er
screen.



W) View Order If the Notification is for an Application that has been submitted it
@ Close will allow you to navigatetothe Emp | oyeebder d. | f
Order that a Customer has submitted the drop down menu will be
similar to the one pictured to the left.

Click on a selection to navigate to the chosen record.

Enterprise Compare View

The Compare View feature allows you to display several records side by side. You can compare two
Employee records to determine which to place on an Order . You can display an Employee record next
to an Order to determine if the Employee meets the qualifications for the Order . To use this feature,

click on the B button in the upper right corner of the open form.

HWEEE » B s B

st (C: Termmy Devercoux (Employee) - Past Jobs ead Only) I ™~
e —
customer | » Y |

Cumtamer |
Department p

Opentions Manager
Customer 1D /571998 120000 AM ~ /12007 120000 AM
Woarkes Comg
Thewcsom Job details reference check results
Empioyer Begt By Nelintile Coopieraton
3 . Poation Operations Purctust Sreductnery
job inform: e
Superncos =2 M08 Atendancs Attitude
Phose {995) 893-2343 Babure Comment
Addresn /Uity Apple Valley, MN [
Froem Dote WIA99E 120000 AM Atttude Comment

Reguured
Order Type
st Thie

Des¢rotion S Thte 21172007 120000 Al

Job Type 4! Full Time __| Past Tume || Temporary Puoctusl/Atsendance

Qress Code Pay

Dusies Qulity of Wark

Sabety Notes

Start Date Inseracson
Durstian Raasce for Leawng

Est End Dute Strengtin
Shift

reference information Areas of Impeoyement
0% to Contact? IYes

Raterprice Sent Moc Comment
Refes=nce Comgieted

Start Tove

As you can see in the view above, several records can be displayed on the screen at once. If you are

working on a dual-monitor system you can view different records on each monitor to increase efficiency.
These records are |isted as fARead Onlyo at the top
make any changes to the record from the Compare View screen. These records will tile at the bottom

of your screen and you can select one to open and view it. To close a record out of Compare View

click on the E button in the upper right corner of the screen.



Enterprise Tasks

The Tasks area displaysitems that require user follow-up. | n addition to being able to create Tasks

from Messages and IncomingEmail you can also drag and drop records or click on the E button in the
Tasks area to create new Task records.

The Tasks box displayed to the (shown left) is located in the lower

tasks @ W & & Vv
[BCall back Tammy at Crom

left of the Enterprise Main Screen. Clicking on the E button allows
the user to create a new Task. When an Enterprise record is open
% Set up interview for Jesse (Employee , Customer , Order , Contact , etc.) a Task can be
created for that record by clicking on the avatar area and dragging
and dropping the record in the Tasks box.

Tasks can also be created within the Follow-up area of any Message

record or from an Incoming Email. When the ﬁ button is clicked
the full screen Task Manager will be displayed as shown in the next
picture.

Click them buton to refresh the Tasks area.

filter critena

Show by Task Tyoe 3 Incompiete Show taks due betwesn 067152008 anc 08/22/2008

Asugned to 4 Find Task

0 resutts ~

Drag a column header here 2o growup by that column,

Task Descripton Due | Overcue Comgiete

u Call back Tammy at Crom isho G TEMPWORKS (D= 6/15/2009)
nsauplnlervlewfor)esn 2sha @ TEMPWORKS (Due 6/16/2009
Set up interview Alzha Amold {Due: 6/15/2000

w Meiiage & Seeciers, Rachel

n ABC 2
n ABC Calling List

Tasks can be viewed for the entire branch from this screen and can be filtered by TaskType AssignedTo,

and CreationDate. To create a new Task, click on the E button in the upper right.
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E Set up interview

Alisha Arnold (Due: 6/15/2009)

| s Message | ‘ Sanders, Rachel

To edit the Task, click onthe . To mark the Task as completed, click on the w button. You can
also right-click in the box on the Task record itself and choose Mark as completed Change who the Task
is assigned to by click onthe A s s i g option ané select the RepNamdrom the drop down menu.

. & New Task Ctri+=N
[ .t Open Task Space
&) Mark as completed Del

Assign to.. »

You can also display Tasks for a specific date by clicking on the '| buttons to the right of the Dueand

Overduecolumn headers.

0 rovums A S N}
Cvag & column header here 1o group by that columin. 2
Tak Description | Due | 7| Overaue Comgiete |
Call back Tammy at Crom (Cloar Filter) S (Due: 6/15/2009
71 5/872009
V112009
Set up interview ¥ 671372009 oid [Due 61572008
¥ 6/15/2009 —
6/15/72000 ‘ Sandaty, Rache

Interview for Tammy
4

Aficha Ar
Alisha Arny

oid [Due 6/13/2009}

w Mersage ‘ Deyereaas, Tammy |
nRadvil' 51

Click in the box to the right of the Due date to display Task records with the selected date. In the
Overduecolumn you can select the True box to display all Tasks that have surpassed their Due date and

are not yet completed.

tasks @ W 6 & Vv
[BCall back Tammy at Crom
[B * Set up interview for Jesse

dropping it.

In the example to the left a new Task is being created for
Tammy Devereux by selecting her picture in the avatar area
and dragging the record down to the Tasks box and then

11



This opens a Task record that will be linked to Tammy and will be displayed as a Messagen her record.
Add any additional title information to the Taskfield, enter a Due date and further text ca n be entered in
the large gray box at the bottom. Then click on the Savebutton to save and close the new Task record

and | i nk i Emplogee Tegamimy 6 s

Enterprise Company Hierarch

To change levels within your company hierarchy click on the E Menu in the upper left of the Main Screen
to display the menu functionality. Then select SwitchBranchas shown here:

I E Switch Branch (High Tech Staffing)

Once this function is clicked the Hierarchy Selector/ Selectform will be displayed as shown below. Click
on the correct hierarchy level (System Entity, Branch etc.) and then double -click on the Branchrecord
that you need. This will update your hierarchy and bring you back to the Enterprise Main Screen.

*Note i New data cannot be entered
at ASystemo | evel
ASystemd has not b
double-clicking on the Branchto
update.

12



Enterprise Diagnostic Information

To view Diagnostic Information click on the E Menu in the upper left of the Main Screen to display
the menu functionality. Then select Serveras shown here:

|. ——

The information contained in this form shows who is currently logged in to Enterprise ( Rep Namg your
SecRole Namend your Branch.

| Information

Version

User Name

System User Name §

Host Name
Group Name
Server Name
DB Name

Hier Name

Hier TypeID
Hier Type Name
Hosting Seyver

Endpaoint Address

ServiceRep 1D
Rep Name
Full Name
SecRole ID
SecRole
SecRole Name
BranchiD
Branch Name

Hier ID

*Note - All information in Enterprise is time and date stamped with your User Nameso it is extremely
important that you are logged in as yourself whenever you do any type of work within the system.



Enterprise Main Screen

Once sign in is complete the Main Sceen of TempWor ksd Enterpri Man will be
Screen you can do aUniversal Search , look at Employee , Customer , and Order information or view
Tasks that have been assigned to you.

| E TempWorks fnterprisn [ 4 o ¥ o X
R B D R e B

fmployee  Customer Cirdder Admgnment  Cootact Pay / Bib Calendar Reports

tasks + W < v

B * Gl Tammy D about in.
N @ irployee :

The different areas of the TempWorks Enterprise Main Saeen are as follows:

f— ———— The E button is located in the upper left of the Enterprise Main
| LS =R Screen; from this button you can create new records for
l Employees , Customers , and Contacts , or start a new outgoing
Email.

When the E button is clicked a window opens that displays the different actions that can be completed as
described in the section earlier in this manual on E Menu functionality.
To look up any type of record in Enterprise you can use the Universal

I Search... o, I Search in the upper left corner of the screen. When 'y ou enter a name
(or first few letters of a name) and hit Enter (on your keyboard) the
crd a Universal Search will display all of the different types of records that

match the criteria you entered.

14



I n the exampl e above t kdntolthe Utiversab SdaClr feeld. To eum tlee seaurcht

to match this criteria you can either hit Enteron your keyboard or click on the “ button on the right of
the Universal Search field. When the search runs it will display the results on the screen as shown
below:

& Customers (9)

r

Drag a column header here to group by that calumn.

Id | Customer Department Branch City | State | Phone | Active | Status | SalesYTD
775506 123 Nursing Credit Memphis CA  Eagan MN (651) 555-1212x.. Yes A 0.0000
779518 123 Nursing Credit Memphis SE  Eagan MRN Yes A 0.0000
779137 Creative Intentions Inc Human Resources Memphis SE  Eagan MRN Yes A 2304.0000
779126 Creative Intentions Inc Primary Memphis SE = Eagan MN (651) 452-9786x  Yes A 10652.5000
779140 Creative Intentions Inc Shipping Memphis SE  Eagan MRN Yes A 1464 0000
779139 Creative Intentions Inc Warehouss Memphis SE = Eagan MRN Yes A 2085.0000
779445 Creative Solutions Finance Memphis NE Eagan MN (651) 555-1212x . Yes A 0.0000

i) Orders (17)

| -

Drag a column header here to group by that calumn.

Id | Customer |Job Title |T'.rpe | Pay | Eill | Start | Status | Req |k5g | Branch

4934 Creative Intentions Inc/Hu..  Account Ana._. TE 51250 $15.00 11,/5/2007 Unfilled 3 0 Memphis SE
5231 Creative Intentions Inc/Prim... Accountant TE 520.00 $25.00 3/17/2008 Unfilled 2 0 IMemphis SE
5232 Creative Intentions Inc/Prim... Admin. Assist. DH $30,000.. 57,500.00 3/17/2008 Closed 1 0 Memphis SE
5283 Creative Intentions Inc/Prim.. Central Servi... TE $9.00 $13.00 4/7/2008 Unfilled 3 1 Memphis SE
5034 Creative Solutions/Primary Human Reso... TE 530.00 545.00 12/17/2007  Filled 1 2 IMemphis SE
4884 Creative Intentions Inc/War._. Project Mam_. TE $13.00 $15.60 3/3/2008 Unfilled 3 ¥ Memphis S5E
5032 Creative Intentions Inc/Ship... Seminar Ass_. TE 51050 51260 Filled 1 1 Memphis SE

) Assignments (4)

You can use the ‘¥ to expand the list or the & to minimize the list. When the list is expanded you
will be able to see all of the records that matched the criteria you entered in the Global Search for that
record type. The types of records that matched will be listed first with  Employees , then Customers
Orders , Assignments and finally Contacts . After the type, the number of matches that were found for
that type will be listed in parentheses. To open a record from the results list, double -click on the line.

15



Mouse Hovering Information

When you hover your mouse over a button or feature in Enterprise the size or color of the icon may
change to bring attention to the function. It might also give you more information about what that
button does. A few examples are shown here:

Go To Task Manager

Navigate Forward 4024

Definition of Record Types

Employee : Information including Application details, Payroll , and Assignment history as well
as Messagesre contained within the Employee record section.

Customer : Information foun d within this section includes Work Sitedetails, Invoicing
information, and Departmentlistings.

Order : This section contains information about Customer job Orders such as Job Title, Start
Date, Pay and Bill Ratesas well as Supervisorand/or Hiring Managerdetails.

Assignment : This section contains data such as Pay and Bill Ratesforan Employ e e 6 s
Assignment , individual Startand End Date and quality control call information .

Contact : Here you will find Contact information including addresses, phone numbers, email
addresses, Messagesnd sales call information.

Pay/ Bill : This function allows payclerk users to access the Time Entry spreadsheet and to
process Employe e Payroll and Customer Invoices .

Calendar : This area is where your Appointment Calendarcan be accessed.

Reports:  Clicking on the Reports icon will navigate you to where all the
Reports are stored.

Email : This is where you can view your incoming Email and sent items.

16



Methods of Navigation

Back and Forward : These buttons work exactly like the back and forward buttons in a web
browser . Use them to browse back and forth

Buttons : You can click on a button such as the Employee or Order as displayed at the
top of the screen, which will open that section of Enterprise.

Hot Keys : This navigation technique allows you to use a combination of keyboard keys to open
functions and/or sections of Enterprise without having to utilize your mouse.

Record Type Navigate to Add Newé
Employee Ctrl +1 Alt+1
Customer Ctrl + 2 Alt + 2

Order Ctrl +3 Alt +3

Assignme nt Ctrl +4 Alt +4

Contact Ctrl +5 Alt +5

Record Actions Bar

New records can be created from the E Menu in the upper left corner of the screen. In addition, when
any record area is opened an ActionsBar appears where you can select to create a new record, Search
records, or view your Favorites

', . 'a The view to the left displays the ActionsBar

that you would receive when you scroll over or
open the Employee record area.

Employee Assignment  Contact

= New Employee Q& Search Actions Favorites

You can click on the NewEmployeébutton to open the Add New Employeeform. The Searchbutton will
display the options from the Search form. The Actionsbutton will display any functions that are unique
to the record type or current open form. You can also view records that you have added to your

Favoritesarea by clicking on the Favoritesbutton. To add a form from any record to your Favoritesarea,

*

listed in your Favoritesar e a, unfilledtihteéns i t 6 s noRavordtessst ed i n your

click on the button in the upper right corner of th e form. If the button is grey then the form is

17



Employee Records

Entering a New Employee Record (Manually)

To open the window to add a new Employee record to Enterprise you can go to the E button in the
upper left and click the Newbutton and then select the Employeeoption from the drop down menu or
select the NewEmployeebutton from the Employee record ActionsBar. You can also use the Hot Key
combination of Alt + 1. The window below will be displayed.

v,
Ir

add new employee

personal information

SS# _'_’__I Street

First Nam Street 2
Last Nam: City

v
Initial State

Phone Zip
Email County
School District
Country United States of America

tax setup/other avatar
Branch Mempbhis SE Upload a custom avatar by dragging it into this box.

Federal Ex
State Ex
Marital Status

Spec Tax

(4] €= = 5]

You can now enter the new E mp | o y mferdnation and use the Tab key or your mouse to move
between the data entry fields. In the lower right you can select an Avatar by using the Forward and Back
buttons. The Avatar will be displayed in the upper left of the screen when the Employee record is open.
You can also upload and attach a picture by dragging and dropping it into the Avatar area from your
desktop.

*Note - Areas outlined in Red with an Exclamation Point (!) at the front of the field are required and you
will not be able to create the new record without completing the information in those fields.

18



add new employee

personal information
S8% 483-94-8495
First Name Lester

Last Name Feldstone

Initial Ray

Phene (499) 349-3494

Email Ifeldstons@gmail.com

tax setup/other
Branch Memphis SE
Federal Ex 1
State Ex 1

Marital Status S Single

Spec Tax

Street

Street 2

City

State

Zip

County Dakota

School District

Country United States of America

avatar
Upload a custom avatar by dragging it into this box.

Once you have completed the new E mp | o y eeeod slick on the Savebutton to add the Employee to
the database and open their new record to the Details form.

*Note - The Schooland Countydo not need to be selected unless local taxes applytothe Emp | oyee 6s

Paycheck .

19



Entering a New Employee Record ( _Resume Parse )

In the Resume Parser form you can create new Employee records from harvested résumés and

incoming Emails. To open this form, click on the in the upper right area of the screen (right below

the Universal Search) ) )
Then click on the option for Resume Parsdrom the drop down menu

™. = that displays. It will open the Resume Parser form where you can
W' Resume Parse . .
ume Farser create new Employee records from electronic résumé documents.

v 2 B D A R & R

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email
Actions | 4
unproofed resumes O Vv 3 P

Drag a column header here to group by that column.

Last Name 4 | First Name - | Email ‘ Phone Address | City | State lZip | Dup |
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 [x]
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 [5¢]
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 5]
Brown Marcy stilinschool@vetme... 123 Anywhere Street Puliman WA 99163 [F]
Cooper B bwcooper@hotmail... r 1807 MP Cutoff Rd Plaucheville LA 71362 (=]
Davis Maggie (404) 444-4444 4848 Long Ave Atlanta GA 30337 [T}
Edwards Aaron 1444 Brittany Road Hastings MN 55033 [x]

The Resume Parser form displays all résumés that have been processed through the parsing function
and are waiting for proofing. If the résumé is recognized as a possible duplicate Employee then there

v 9

&7
will be a check mark in the box in the Dup column. The & “ puttons allow the user to

take specific actions with any parsed résumé. The *! putton opens the form to parse a new résumé.
The ® icon is used to delete résumés, while the “ button allows the user to proof the selected

résumé. The & icon posts or creates the new Employee record for the highlighted line. When the o
button is clicked all résumés that are flagged as duplicates (check mark in the box in the Dup column) will

be deleted. To parse a new resume, click on the *" button in the upper right. The following form will
be displayed:

Select how the resumes should be parsed by selectingFile
(Word doc or PDF), Folder, or Text Then select the

Parse Resume by; ® fie o Fober o Ten location of the document or folder by clicking on the
button and once selected, click on Parse File

Select A File To Parse

If the Textoption is selected, copy and paste the
information into the form provided and then click on Parse
File.

20



»

Jose V. Rodriguez

48858 Toronado Path

Bloomington, MN 55118

858-455-3454 (cell) or 488-594-5949 (home)

Objective:To find a rewarding career in Human Resources with a strong company
that will allow me to expand my knowledge and experience within my chosen field while adding increased value to the business.

Work Staff Manager — Compact Solutions — Bloomington,

Experience: MN Feb. *05

to Sept. *05

Job Duties: Leading the staffing team of 3 employees, regulating Visa status, writing offer and declination letters, writing and
posting new positions, mentoring and training my team, working with GE employees to verify application status. phone screens,
in-nerson interviewing annmal reviews reviewino comnensation and bhenefits nroorams communicatine with hiring manacers -

(] [E|EEE = —%—+
m First Name Jose Initial. V Address | 48858 Toronado Path
frevoment® Last Name Rodriguez Address 2
Education (0) Phone Number  (488) 594-5949 City Bloomington
Skills (3) Secondary Phone (858) 455-3454 State MN
Fax Number Zip 55118-

Com=it

Verify information was parsed from the résumé into the correct fields. If information needs to be edited
you can highlight the information on the résumé side and then drag and drop it into the appropriate field
at the bottom . You can also copy and paste or manually type information in. Once you have proofed the

3

record from this résumé. Click on the ® button to delete the parsed résumé.

General Employment Education, and Skills tabs for accuracy, click on the to create a new Employee

*Note 1 If the Employee record already exists in Enterprise the Resume Parser should not be used for
a new incoming résumé from this Employee as it will create duplicate records with different EmployeeD
numbers. To upload a new résumé for an existing Employee , open their record and navigate to the
Documents form. This function i s described in the Documents area of this manual.
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Employee Avatar Area

The Avatar area displays the E mp | o y Avatér &r picture, Nameand Addressas well as indicating if
they are Activeand/or currently on Assignment .

-
. ﬁ
g
Vs

~
Ifthe Employee i s current I-irﬁlmedoiwér vightocormehvall

Lo

be Green, if they have be(ﬁrdewi’ﬁlﬁbltivate

Tammy Devereaux

4832 Neil Armstrong Bivd
Eagan, MN 55121

wn®"DER-L

Next to the Active Circleis arD image and when you hover your mouse
over this icon it will display a summary ofthe E mp | 0 y euadnts
Assignment (s) .

i Assigned

Active assignments for this employee.

y
>

Creative Solutions  Data Entry Clerk

Under the Assignment image the Employee Avatar area may have a indicator. This image will be
displayed if there is an Assignment Restrictiom r A Do Not ABEngploygen.0Whéndhe image &
scrolled over it will display any restrictions for the Employee similar to this:

DNA Records The DNA (or AssignmentRestriction

Do-Not-Assign (DNA) statuses exist for this employee and the indicates which Customers  that an
customers listed below. Employee should not return to.

Employee -initiated Assignment
Restrictionsare created in the
Employee record. Customer -initiated
AssignmentRestrictionsare created from

Clerical 778114 the Customer record.

AB icononthe Emp | oy eeeofd ;dicates that the payroll information has not yet been set up.

Payroll set up can be finalized from the Pay Setup form. ThisB symbol will only display in the
avatar area if the Employee should not receive a form W2 at the end of the year (ie. subcontractor or
1099 Employee record). When a document attached in the Required Docsarea is missing or expired, a

symbol similar to this nwill display on the record. Whenan Employee has an @l mMaskh mpl et e o

linked to their record a symbol will be displayed.
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When the Bl button is clicked in the Employee Avatar area the
information will slide to display the Emp | o y BDdUnsue identifier
for Enterprise) and their SSN(Social Security Number).

L)
Tammy Devereaux

4832 Neil Armstrong Blvd
Eagan, MN 55121

To return to the previous view, click on the m button and the
information will once again slide back to revealingthe Emp | oy ee 6
Avatar (or picture) and their home address.

ID: 12467
SSN: 369-99-9999

"DEHS

Emplovyee Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Visifile form is found in the Employee , Customer , Contact and Order sections of
Enterprise.

T,
'K e NP R&s R ™
.
= ,“ implves [REECRIT) Owler  Assarment  Cortact  Pey /B8l Céesders  Bopors Emas

4 New [mplovee 4 Search Acticeny Rewar bavorties
Tammy Devereaux -
4E32 Ned Asmstrang Shvd employee snapshot phone/email
Eagan, MN 55121

Marrs o T ¥| Resurne Recoiemt J {2} S552713 a2 29 -
~ ~ ® 5 On Fie
cpEPr B T i el galih
Denrnd Locetion  Sapan, Afose Valiey Bumydlle baver Grmve Meights X lsugres J (T24) 2393294
— 5T Habe Statut Saces Al Tarw Ratw Degand $15(X J |168)) 351G
pay setip =
My Doy
docurmenty messages
messages P ———— e
search Dare * | Acsion Mesage #r0 Coreacr Due Is
133008 semrview wite W0 '
WIS wievew wite WS008
1072008 remrvew “dute Wi0/2009
amIoos Fertormaroelve Great gw wits
A0 Do Cancaxre Cengante ~ Dewerwson, Tirory — Oraedl D 5734 - Creymwe Sonmoe ot
42071008 Geaw Candame Qardetats - Dewerssuws, Temmtny  Ordarill 4385 - Gum Eqagteemm - S
taslis S W o8 v
assignments = Interest codes
B el back Tamerry st Com
T - i B e o P
W+ Setvp = e Cu@um.r Fo.? L L 1] *'f”
o Creamae Lonaum o 200 sy 12 Aewr Msrae
Comearer Oeanrg Tesisroe 53 LM -3 wm Qo iR ENR
Corrguatar Clsarsrg Tulsocte Sht L9 ® 1157 o Int Snn
Coavgares Degreng Creartos Lmunm S50 L3000 Aczourtare
Comgarer Oeanrg Ceom Enpagenenr 20 o AQVHSAITINNNG 355ETINT
Corrputer Casrsry Crom bxugemars <o LAN008  AANS00e SO0 AW | Seegus Awgenn o

TheEmp | oy e e 6 sforid ¢ostains information such as Phone/Email MessagesAssignment
History, and Interest Codes Each of the areas of the Visifile will be broken down and covered in detail.

employee snapshot

Name Devereaux, Tammy €4 Resume Received
= 19 On File
Tammy@aol.com i
Email Address Y . 1 & Active

Desired Location Eagan, Apple Valley, Burnsville, Inver Grove Heights A Assigned

Hire Status Eligible for Hire
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The Employee Snapshot section of the Visifile displays the Name Email AddressDesired[work] Location

and Hire Status The "= shortcut shows up at the end of the Email Addressfield when you scroll over it
and will open a new Email addressed to the Employee

indicates that the Employee has a resumé attached to their record. The 19 On File 4 shows that the
Employee has completed their 1-9 document and provided proof that they are eligible to work in the

United States. The %4in front of Active indicates that the Employee i s

the Assignectd shows if they have a current open Assignment .

phone/email
i (651)555-1212123
| Temmy@aol.com
i 12242343234

,7 (483) 345-3445

the Employee .
Details/ Contact Methoddorm.

current

messages

Date * |Action | Message Rep Contact Due
11/18/2008 Message [Candidate]/{Devereaux, Tammy]/[Lobby Inc] alisha

11/18/2008 Message [Candidate]/{Devereaux, Tammy]/[Lobby Inc] alisha

8/26/2008 Message
8/26/2008 Message
8/7/2008 Message

7/29/2008  Message

The Messages section displays all of the notes that have been logged about calls, emails, or other types
of interaction eith er with the Employee or on behalf of the Employee . To add a new Messageo the

[Candidate]/[Devereaux, Tammy]/[Crom Equipment]

[Candidate]/[Devereaux, Tammy]/[Aardvark Industries Inc] erica

[Candidate]/[Devereaux, Tammy}/[Aardvark Industries Inc] erica

dwood

[Candidate]/[Devereaux, Tammy]/[Worthington Industries] paul

Employee record from the Visifile , click on the " * image.

assignments

Pay l‘

Title Customer ] Code ] Start | End v | Bill l

c# Creative Solutions co 7/19/2004  6/1/2009 $2200 $1317
Computer Cleaning Telluride Ski Lifts DE 10/31/2008 10/31/2008 $0.00 $0.00
Computer Cleaning Telluride Ski Lifts RC 4/25/2008 10/30/2008 §1357 §11.00
Computer Cleaning Creative Solutions co 1/3/2008 8/10/2008 $45.00 $30.00
Computer Cleaning Crom Equipment co 3/13/2008 8/10/2008 §20.00 $10.00
Computer Cleaning Crom Equipment co 3/13/2008 8/10/2008 $2000 §10.00

In the Assignments area you can view the E mp | o y Assignment

company. When you click on an Assignment

button will take you to the Assignment Details

line the

-

Y
Ve - W

form for the selected Assignment . The

y

buttons are displayed. The

will open the Order Visifile for this Assignment . When you click on the “ putton it will add a

" button

n

The Phone/Email area displays all of the Contact Methodgor
Double-clicking on a record will display the

Click onthe ®' to add a new Contact Methodto the record.

History since they started with your

U
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timecard into Time Entry for the current WE Date (Weekending) for the Assignment .

Clicking on the ™

button will open a Messageform that will be linked to the Assignment .

interest codes

)

Code =~

|A

12 hour Nurse
1st Shift

2nd Shift
Access
Accountant

Administrative Assistant

Employee Details Form

The Interest Codes area displaystheE mp | o y skifls) eslucation,
languages, etc. Most of the Employee search functionality within
Enterprise comes from the Interest Codesntered on an Employee
record.

To add new Interest Codedrom the Employee Visifile , click on the

“! iconto display the window where codes can be selected.

*Note i Interest Codesan also be added from the Work Interestsform
under the Details section.

The Details Form displaystheE mp | o y Baméahd Address as well as Branchaffiliation, Washed
Status and |-9 information is added here.

d VE| Cal
4832 Nedl Armastrong Shd
Exgan, MN 55121

s A

Tethods
st jobe
work experience
education
work evtenests
direct hiro
canddacy
ASSKINmRNT resnctions
interpersonal
requred docs
transportation
st soores

unermgioyment .
e I

tasks * W 0 & v
There see no tacks to deplay
" You can adpst your filtes
witings 10 (stomice the
ew

personal Infarmation address
Last Name Deyerraus Steet L e
First Name 1 al Stypet 2
e m
SEN ) ate ) b
D 12387 otact iD & Cauny toox
Azt D Deasct, Dot Cauntry o Stetes of Ameng a
hiring information
Ovder Type oH Hraoch Memphes SE
Hire Statun Placed Fyll Time Staffing Specisisl s rsne
Prodessnn A Intervened Ey
Washes Status  famibar Erteved By
Resume On File |X Vendos
19 O file W ob Title
18 Txpee Date How Nesed of N/A
Qrientston Uate How Hesed Detals
Antvarssey Dote OBTO4/7008
packaround information
Cammchors ecurity Cmamance
equal opportunity
Biren Day 031871971 onal hocse deciose Cusabied
Oste Sntered ender f Veteran

personal information

Last Name Devereaux

First Name Tammy Initial
Nickname

SSN 369-99-9999

D 12467 Contact ID
Act. Date Deact, Date

In the Personal Information section you can update the
Last Name First Name SSN(Social Security Number),
and view the ID (Unique Enterprise ID for Employee ).

You can add a Nicknameand view the Act. Date
(Activation Date) and Deact. Date(Deactivation Date).
The Activation Date is automatically populated when
the Employee is added to the database. When a

i De act i Measagasdoyged on the Employee
record the Deactivation Date will be populated.
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The Address area stores the Street
City, State and Zip Code information
forthe Emp | oy BandAsidress.
This is the address where the

Emp | oy Paydhecks and W2 will address

Street 4832 Neijl Armstrong Bivd

be sent.
Street 2
The County and Schoolfields are City Eagan
determined by the Zip Code on the State  MN Zip 55121
record and refer to local taxes that County School

should be applied to the Paycheck .

Country  Unitad States of America

hiring information

Order Type DH Branch Memphis SE
Hire Status Eligible for Hire Staffing Spedialist alisha
Profession N/A Interviewed By

Washed Status  familiar Entered By alisha
Resume On File 4 Vendor N/A

13 Cn File A Job Title

19 Expire Date B How Heard of N/A
Onentation Date & How Heard Details

Anniversary Date 08/04/2008

The Hiring Information area is wherethe Emp | oy ©rded Bype( i e . ATempo, ATemp to Ful
ADi rect Hireo, et c HiyeSwmatasdisplaye whetkel oe rot tree Employe€ hskould be

assigned (or hired). The Washed Status used to indicate whether an Employee can be placed on

Assignment . The Anniversary Datds automatically populated from the Start Dateofthe Emp | oy ee 6 s

first Assignment with your company.

*Note - The 19 On File and 19 Expire Date(used for tracking the expiration date of Visa documents) fields

are very important because they will indicate if an Employee has work eligibility within the United

States. Anexpirat i on date on a US dr i v e md beentdred mtno theel9 Expire pas s port
Date field.

*Note T TheEmp | oy Washed Statumu st be set t o AAssagmienti cambecrdaied or e an
for them.
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Employee Contact Methods Form

The ContactMethodsform is found within the Employee Details section. The Contact Methodssection
stores the Main Phone, Email Address(es), Cell Phone, and Emergency Contact information for the
Employee .

4337 Net! Ammistrong Bivd 9
Eagan, MN 53121

L B | Cell Phone

g ) 551 555- 1013 A0
Ganaets

» conlact methods
et jobrs -
Wik eeethers e Email
hacrtion
work imeyests TermrpQacicom
direc bere

To view or edit a Contact Methoddouble-click on the record. To add a new Contact Methodclick on the

“ icon to bring up the window where the Typecan be selected and the information can be added.

Choose the Contact Typdrom the
drop down menu then enter the

- = Contact Information The Active
wi || aut omati cal
inactivate the ContactMethod,
Contact Type Emergency . . ~
click in the @ANo

Contact Information 224-234-3234

Add any Notesthat apply to this
information and then click on the

Active \*) Yes \_J No
Savebutton to add the
Notes informationtothe Emp | oy e ¢
record.
To delete a Contact Methodfirst click on the record
: ISR Cell Phone
that you wish to delete. This will highlight the
contact record, and then click on the o button to g (651) 555-1212 x123
remove this Contact Methodfromthe Emp | oy e :
information.
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Employee Past Jobs Form

The Past Jobdorm is found within the Employee Details section. The PastJobssection holds details
aboutthe E mp | o y warkbistory prior to starting with your company.

3 y v -€
4832 Ned Armstrong 8ivd v 9
Eagan, MN 55121
r Best Buy Urban Outfitters
. . < Operations Manages Salesperson >
visifile - 3/5/1998 12:0000 AM - 7/1/2007 120000 AM 107351995 - §1%/1508
contact methods job details refarence check results
> past jobs e ~
ERay. Emplayer Rehianie Cocpambon
education Postticn Operstices Maracer Purctus Productity
work infereats e - Cd i o
et e Superynos = M08 Attendance Attitude
% Mane (99%) 603-2343 Rature Comment
assignment restnclions Adzdresa/Tity \pole Valley M
g:'}::-“ﬂi from Date 3/5/1598 120000 AM Astrude Comment
transportabon To Date
Test scores job Type % 7ufl Twne 7 Part Time 7] Temporary Punctal/Anenaarce

unemployment
| CERESSSISSESCTTEO t. Fay

task s ' oS v Duves

»T There are no tacks 1o display.

Quahty of Work

You can adyust your filter Intesaczion
settings to customae tha Rezsan for Lesving Tired of working every weekend
view.
Strengths
reference information Acear of Improyement
Ok 10 Contace? »x
Refermrce Sent (v ST

Relerercs Completed

To view or edit a Past Jobclick on the record displayed at the top. In the Job Details section fill out the
Employer Position Supervisorand From and To Dates If you complete reference checks select the
Reference Semind Reference Completathtes by using the Calendarfrom the drop down on the right.
Values for performance characteristics and other comments can be entered in the Reference Check

Results area. To add a new Past Jobrecord, click on the o button; to delete a record, click on the o

button. If you need to view more records use the “ and ~ buttons to scroll through all previous work
history for the Employee .
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Employee Work Experien __ce Form

The Work Experienceform is found within the Employee Details section. The Work Experienceform is
where you can enter notes from Employee interviews. All of the fields in this section are free form so
you can type as much as you want.

4832 Nedl Armstrong Bivd Speciat Slol Jobe
Engan, MN 55121 Ukt /Wivy

o A |

i
getats Jobs
cortact mothods Deslriced/ "Whyy
pant jobs
Work expanence
education

work ntesests .
Srect tire Favonts {oc teaat Siolie o

candidacy favorite) bosz/why Learn/Imptove
ASSYNMENt restnclions

inforpersonal

requsred docs

transponaton Spnti Languages
test scores Accomodation

unamployment

« asssssssssssss [
tasks * W o & v

4‘ There are no tasks to dsplay Pubihe Cortnct Other
You can adpast your Tilter Wark Tramng
wethings 10 customoe thes
view

Sapetuisory Situatons
Trxpetenc e tu Avoa

Employee Education Form

The Educationform is found within the Employee Details section. Inthe Educationform you will be
able to view the education background for an Employee .

117 Nk Arsmatyong Bt Qo U
Dvay o column header here L0 Group By that coleme

lvnvm:n - - ‘A:.wwn-: * | Docrer P4 | Omer

k’l'l-!"r‘/ of Mianesots - Twis Thies LOESH Visee 330

Appe Valwy Mg Schoot wigh Schos Dpkoow AT0 Adesnced Pascernent Centficme
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To add education history to an
education Employee record, first click on the

& «* putton in the upper right corner
of the Educationsection. Next,
enter the Institution DatesAttended
Degree AwardedGPA (Grade Point
Dates Attended Average) and Additional Information
Degree Awarded High School Diploma about the education. When finis hed,
GPA 37 click on the Savebutton, to add this
recordtothe Emp | oy edecat®n
history.

Institution Apple Valley High School

Additional Advanced Placement Certificate

Information

To delete an education history record click on the line of the Educationrecord (as shown below), then

click on the ®* button. You will receive a prompt to verify that you would like to delete the Education
fromthe Emp |l oy eeo@lsChoose fiYesO to pr oc &adudatioonnecordabisd t o | eave

Apple Valley High School High School Diploma 370 Advanced Placement Certificate

30



Employee Work In__terests Form

The Work Interestsform is found within the Employee Details

section. Inthe Work Interestsform you

can enter information about the Location Preferrecby the Employee for work Assignments , their
Desired Payas well as being able to view and add Interest Codes

4832 Neil Asmstrong Bivd work interests / preferences
Eagan, MN 55121 _ v
Locanon Fretered fagar. Appie Veley, Bumanile
I . . Desired Pay $15.00
Pay Comment
Other Tenp Setvices
Kt of Wik
fluones:
Saw/tnvoanment
work interests Pace Pref
Freferm
hiew nce Preferred
crdidacy Task Praferred
aagrment resinchions <
waion Lew
lerpersona i ndmmteys
required docs
tanspoetition interest codes
tos? scores
unemployment . Drag » coiymn header here 12 group by thet column.
ee—— 3. . — -
Interest Code | Vatdated
tasks * W o0 & v
q‘ There are no tasks to depley. Gats Entry —J
You can adjust your fiter Admirvstiatree Azsistant »
settings o oustomee thn
ew. Concrute Work
15t Shft

Bilinguaai-Fuss s
Accountent
General Office

»

12 howr Nurse

Yeors

oo

goals
Why Temp Wark

Supplamant Income
Gain Expenence
Lad Off
| Incresze Sicts
Work Different Places

| Note

Unidn membes

Only rterested in day shits

Setween Jon
Flavitle Schadule
| Lockang for FT

Studert

In the Interest Codes section you can viewthe E mp | o y skils) @mevious job titles, languages spoken,

shifts that theydre will:@
Interest codes

Drag a columm header here to group by that column

Interest Code | Voidsted | Years |Note

H'Ing;.nl-hvnh u s '

Data Entry x 5

Drug Test =

Scdmiretrative Assstant x S

Background check »

Woed x

1st Shift | Only interested = day shifts
Real Estate

ng

to wor k,

and

numer ous

To add an InterestCode click on the ' button in t he upper right corner of the section. This will give
you a drop down menu that you can select the InterestCodefrom.

interest codes

Dreg & column header here 1o group by that column,

x )

Interest Cade | Valdated | Years | Note

5 howr Nurse
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To add multiple InterestCodes at one time, click the

LJ

W add multiple interest codes

Category
Show All
Interest Code

available added

Filter By Code
=1 Accounts Payable

Assembler

3rd Shift

8 hour Nurse

Account Analyst

Account Representative
Accounang Clerk

ACT!

Air Conditioning Mechanic
Archive

Assembly

Audiovisual Technician

Auto Tech

“ image to bring up the following form:

First select the Categoryfrom the drop
down menu at the top to display
available InterestCodes then you can
enter the first few letters of the code
in the Filter By Codefield to narrow
down codes displayed. Highlight a
code from the Available list on the left

and click on the button to add
ittothe Emp | oy eeofsltwill
be displayed in the Added column on
the right. To delete an InterestCode
before saving the changes click on the
code to highlight it and then click on

the "". To clear all InterestCodes
from the addedcolumn click on the

¥ putton. Once all of the Interest
Codes have been added, click on the
Savebutton at the bottom of the form.

To delete an Interest Codefrom an Empl o y e readbrd click on the line of the Interest Code(as shown

below), then click on the ® putton. You will receive a prompt to verify that you would like to delete the

Interest Codefromthe Emp|l oyeeder d.
record as is.

1st Shift F

Choose

Only interested in day shifts

iYesd thelntpresbGoaédced or
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Employee Direct Hire Form

The Direct Hire form is found within the Employee Details section. The Direct Hire form holds
information aboutthe E mp | o y euadntgppermanent position and what they are seeking in a fut ure
position when they are ready for a career transition.

4832 Neil Armestrong Bhd

job/salary information
Eagan, MN 55123

Current Salary §34 500.00 Ottar Cormpamatian
- . - Dwaived Seiw 37 000.00

araitio Current Job Title ¢ aar peatwe Asnstant ocation Desred sarme W
detls Desitad Job Title  Lizcutive Aominstratve Asszant Relocate? LIl

COMact methods

past jobs Resocaton Anes

work expenence Alteely SeedoaT (X|

education Date Avalable  L1/26200

work intesests

direct hee

candidocy

assagnment restnchions
interpersonad

rngared docs
tramportabon

best so0res
unemployrnent

professional goals
Sob Otyecive

Oferentistoc

Wieh Ly
Settings to Custonmize the
ew

Profesuanel Summany

In the Job/Salary Information area you can enter the Current Salary Other CompensatiqgrDesiredSalary,
and Currentand Desired Job Titles In the Professional Goals you can enter detailed information on what
the Employee is looking for in a future position. The fields in this area are free form, so you can enter
as much information as you need.

Employee Candidacy Form

The Candidacyform is found within the Employee Details section. The Candiday form displays the
current Statusof the Employee onanyOrder t hat t hey have been attached to

A0 12 Neil Armstrong Bhed w

fagan, MN 55121

Deag 2 cobumn header here 30 groue by ™ colemn
e g 5
. - Order | Statun | Dnte Contoma = | Comments

:’;‘:; 5518 Condiclete 27212904 123 Kursing

cootact methocds 4N Canciciate 4/ 00% Crestive Irtectinms i

parit jol

o gt MM Canedere &I08 Crasmve Laokitons

wOrk daperiencs

whacition 333 Canddate Lzuoet Crestive Solutiure

063 Tanddats N0 Cremnt Squissren
deect bure
canddacy AF77  Sultemstied 733/2008 Crom Eguenent

WSO IO

Interpersonal
requered docs 30

anchaiate Crem Egugpmenm

Appeowed Crom Eguipnem
rang

et scoes
unamployment 3319 CansSdate

M3 Cansdars Cromn Eupnent

Urstus Gifts Ine

Attachi ng A Ca Ordar avil he eavared in moreadetail in the Order Record  section of this
manual.

33



Employee Assignment Restricti ons Form

The Assignment Restrictionform is found within the Employee Details section. The Assignment
Restrictionsform holds information about the Customer s that an Employee has requested not to be
assigned to or lists Customer s that have requested the Employee not return to their Department

4832 Nedl Ammstrong Bivd initiated by employes v )
Eagan, MN 55121

~ . - ABC (Primary) AEC Incorporated (Clericall

Al Cepartments
visifide - g x| All Departrments Mot @
detals Not mierested @ returning the

contact methods
bt jol American (Warchouse) Rabbits R Us (Primary)

v .- 17 NI Dwpartmonts
education E AN Deportments ﬁ A e e
work inlereats Nt interested m this company

direct e
archdacy
assignment restictions

trarsportabon
test scores

unermployrmont .
o CEEVYESVAMeAIITY rem—ED ..

initiated by customer o

Creative Intentions Inc (Shipping!

tasis W 0 & v

) There are no tazks to display. ﬁ
You can adjust your filter

~ LA Departments

Assignment Restrictiongor DNAT Do Not Assighare used to ensure that an Employee is not placed with
aCustomer t hat t hey sHmplayéedinittated OiNAsare entered from the Employee record

by clicking on the »! putton in the upper right. If an Employee or Customer AssignmentRestriction
has been initiated, an error will occur when you try to place the Employee on an Order for the
Customer and Department The Employee will also not be returned as a search result in the Order
CandidateSearch even if all of the other search criterion are met.

Once youbve

“! button the prompt
to the left will appear
- and you can use the
Customerdrop down
menu to locate the
Customer and
Department Click in All
Description Departmentsf the DNA
All Departments. [I7] applies to the entire
Customer .

Select a customer to add to this employee's assignment restriction list

Customer 123 Nursing

Once youdve entered the nSawésaddanother DMAfclckomMetwi on ¢l i ck on
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Employee Interpersonal Form

The Interpersonalform is found with in the Employee Details section. The Interpersonalform is another
area where you can enter notes from Employee interviews. All of the fields in this section are free form
S0 you can type as much as you want. The DocCenter Pin Numbefield is used in conjunction with the
TempWor ksd DocCent er -ardingdocumentatiomalectrsriically.i ng on

4232 Neoil Arvstrong Blvd Work Attmudes
Eagan MN 55121

°“BN
wahile
detaks
contact methods
past jobs
wurk erpenence
eduction
work intecests
dwect hoe
candidacy
assigrenent restrichions
mwpersonal
requared docs
trarsportation

Prticra Alt-20es

Appeatance

d‘ There are no tacks &
You can adpst

wriBngs to astomi . Wark Communcaton Factan
Ve

DocCender Hn Numbes FXRT]

*Note T The TempWorksdéd DocCenter is an ancillary product
for more information on this paperless solution.
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Employee Required Docs _Form

In this form documents can be attached tothe E mp | o y eeeod sind can be linked to specific Job
Titles Date information for ReceivedIssued Expires and Requestedan be tracked. When the expiration

date is exceeded an icon will be displayed inthe Emp | o y avatér area.

& New Emglorpee T Seanch Actiom Saports Favortes
Tammy Devereaux = s 2 s

4332 Nel Armsteong Blvd v e
Engan, MN 5511

Shirw cmity active darumans Show only documents that sxpee de
“BhER
: 3N

ol

detais
contact methods ? .
past joba ‘ ) T g Test

e chly expred Jotuments

Documem o T | Secmend Ggres Document tarmation

ok Sxpurierce Shie

Ml

Regeved (W
Peocersest
assignment resnictions. | Lasued
oherperuwvnl

Exgares
Iured docs n

trarsportabion

st scores

unemploymont
N |
tasks & W = v

[l % Employes: Devereaux. ...

Roguetad
Uceras
Atsarity Al
® Yitte

Notex

@ * Run munth end separts

[ @ Cak lohn st Crom fqupm

Link & Decoment

oberry Wilonson resuse doc \ 15

A required document can be attached to a document in the Employee Documentsarea. Select the

required doc and then in the lower left click on the button to attach a document from a local or
network drive. If the document is already attached to the Employee r ecor d youdl | be

from the Existing Documentdrop down menu. Choose one and click on it to select and link. If a required

doc has a linked document in the Documentsarea, click on the =~ button to open the document.
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The Document Categorgrop down
menu allows the user to select which
types of documents should be
displayed in the available documents
area.

add required document

avaitable documents selected

Docyment beope On the left side select the
Document - |Stepe Drtvers Lcetse k h
R e document(s) to be tracked on the
Crmiezt Baogosna FEDERAL Emp | oy eeod ¢hold down the
o FEDERAL k ey b o €trl butios to select
T Sy multiple records at once). Then click
Doup et FEDERAL ..
e ML, on the green arrow pointing to the
OHA reotRaL right.
Pryvist Exam oA
0 FEDERAL Once youbve select

click on the Savebutton at the bottom
to attach the documents to the
record.

! tmpicye T Actions Reports favortes
Tammy Devereaux K
4832 Nel Asmstrong Shvd 9
Eagan, MN 35121
“BHEBR PR
il
detals
contact methods
pat jots : v Narme vivers License
work intesests
direct hurn
asmgramerd resinchions v z St L0006
interpersonad
Teqared docs
IrnrpOrtation
lest scofes

sments thel evpow o ta

Job Tive Receves Enpires Nocament Information

Expres
009 Aequested (/277009
Ucerce

Authoety

B © Catt jehn st Crom Equipm..

Lok 2 Docoment
2 oo T

N
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Employee Transportation Form

The Transportationform is found within the Employee Details section. The Transportationform allows
the user to enter information about how the Employee getstoworkand t o st ore driverds

4832 Ned Armstrong @ivd Trantpartation Aqailable x|
MN 55121
Eagan, o1 Trampasaation Type Descrption  Ca
- . - Transportation Detxls
visifile
dotals
contact methods
past jobs
work expesience Licerse State AZ
aducabon
work intesests License Nuenber 18325234024
direct hwre License Class
candidacy
asignment restnctions RV Chieck %
witerpersonal Lizare Expire D420/2010

required docs
*» transpontabon

Employee Test Score Form

The Test Scoredorm allows the user to track internal testing that has been given to the Employee . Click
on the w button in the upper right.

g 4 New Imployee & Searnch Actions Keports *  Favorites *
Tammy Devereaux &
432 Neidl Armstrong 8hd ) )
fagan, MN 55121
Drag 3 column hesder heve t0 growg by that column
-
. L Pa. |Test | Statuz |Scoce |Spe. | Gea. |Date Gven | Scheduded for | Erors | Note

aducahion —_ - & s
work enterests Alpharumens Peing 492009

divect hv: ¥ Spesdt Typung Cammpleten R B B YR200G Fagrmedale el
assgrment resteichions
inerpersoral
reguued docs
trarspoatation

& lest scoew
uneergsicyment

pay setup

Py hestory

documar nts

messages

search

S
/ add test score

Choose the Testfrom the drop down menu and add
any additional information that applies. Then click
on the Savebutton at the bottom.
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Employee Unemployment __Form

The Unemploymei form is found within the Employee Details section. The Unemploymentform allows
the user to enter information about any unemployment claims that have been filed by the Employee .

Click on the ¥ button to add a new claim and then enter the Status last Assignmentand Reason Left
information. Check the Candidacyform and the Messagedo see ifthe Employee has fARef usedo
offers. If so, click in the Refused Jolbox.

any

v X —
< =
£A32 Nedl Armstrong fivd claims Unemployment Claim for Devereaux, Tammy
Eagan, MN 35121 sl Oate 372472009
Devereaux, Tammy
g . - . B Seatus Deadowes dppeal Penang
e St Nlowed Amcunt  §100000
eonict mathois Filed by sisha  Lant Charge 6/9/2009 " g o
st jotrs J Assgoemest  Computer Clemming Last Ink ompiasr Cesning
WOk RpmoR L F Mrba Aok Lt Py 8010
orsizhonsy Devereauy, Tammy fod by S Ao o Py
work et 22472008 Sefused Jub Last Ouy
thmct hire Statin  Dualowed Amcunt $1.00000 Mnion Lot
cnddidacy Filedt by wintwa Lant Charge 6/9/7006 oy asiis
Fugnment resincons
mtorpersonal
required docs
:L:‘.'.pu'lmcn i Ame § Total Ganged 53900
wores
* Uneenployment Wesbly Ame $1000C Renmping Amt  $30LX
pay setug) ot Orarged. /52008

nav hatrvy

N ]
tasks s W o8 v

B Sates call to Cony

claim charges

Rep | A | Date

sars $3500 6972009

Employee Pay Setup Form

Inthe Pay Setup form Service Rep (SR) users can add orupdate Federal[Tax] Exemptionsand State
[Tax] Exemptionsas well as local taxes that should be applied tothe E mp | o y Pagyahexck . Payclerk
users (PC) have access to direct deposit set up, weeklyAdjustments Accruals, and Taxes

+ mdsyee L Yo N
Tammy £
4022 Net An general information teenpoeary address
£agan MN \ 3 Coovgdere [W 1tg [wrgmiiery Asow
Itewt
St ip

Caunty

Py Peidery
dOocuments
e
stanowttl wwnctues
warch

& Post o Tovwricn #3357764
WO Mo Teh

required i information
Toimon lumriricre
Llots taeriztars

Adrbized Wibszreg L)

Cejusatets
Mo Tow Srarnn g

Tae Late
Haby Lo

Tox By Stew

local taxes
Loy s o 0
mackd nat e re

payment options
Batyrors Doy Sty Corvernte
Ml Dhaed ot > S0t -
Fapitm b Cowvwey (030
Dvtmst g fate

Manerim Dnbutnee baere °

Nete a5 Pupridl

automatic delivery methad change

Lke #amee optamas 2 msrTmatcaty sharge cSeck sy or e

sputthast artration &
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required tax information
Federal Exemptions s |

State Exemptions 1
Additional Withholding $0.00

Dependents 0
Marital Tax Status S Single
Tax State LA
State Juris LALEX

Tax By State =]

In the Required Tax Information section
you can update the Federal Exemptions
StateExemptionsDependentsTax State
and select a State Juri®Override (The
State JuriOverride allows you to select a
different state for withholding taxes from
anEmp | oy Paydheck ).

*Note - If an Employee indicates that
they are AExempto fr
you need t o e rederaland ¢
StateExemptiondields.

*Note 1T Tax ByStateshould be selected if the Employee should only be taxed by their home address and

itdéds not afCued toendorksie
The Temporary Address area allows you to
enter a different address that the

Emp | oy Paydheck should be sent to.

This address will override the Main Address
as long as the Use Temporary Addredsox is
checked.

payment options
Electronic Pay Setup Complete Q
Mail Check and/or Stub 1

Paycheck Delivery Code
Default Pay Rate

Maximum Deduction Percent 50
Note to Payroll

t he

temporary address
Use Temporary Address L]

Street
City
State

Country

Zip

United States of Amenica

In th e Payment Options area you can view if
an Employee has Electronic Pay Setup
Complete This box will be checked if a
Direct Deposit account or Paycard has been
set up for the Employee . Mail Check
and/or Stubwill be selected if the

Emp | oy Paydheck should be mailed.

*Note 1 the amount entered into the Default Pay Ratefield will automatically override the PayRateon any
Assignme nt for the Employee . This field should be used with caution.

The additional forms that Payclerk (PC) users have acess to will be covered in the Back Office

companion to this manual. Please refer to this resource for further information on the functional ity of

these forms.
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Employee Pay History Form

The Pay History form gives users access to Check RegisterTransactionHistory, AdjustmentHistory, and
ACH History among other Paycheck history information.

4832 Neil Arrestrong Bhvd common tasks
Eagan, MN 55121

Void or Reverse Check

Use thas wizard to search for and vod or reverse 8 paycheck,

Gl
transachion tustory
Eaxes 10 date
Sdjustment hslory
acongl hustory
ach Festory

Employee Check Regqister Form

The Check Registeform is found within the Employee Pay History section. The Check Registedisplays
a list of Paychecks for the Employee .

4832 Neil Asmvstrong Bivd ¥ « search for checks
Eagan, MN 53121 -t
- Poded & Steged U
Drag 2 column header heve 10 growp by that column
. - B [Num |[Check. = [States [Emplyes |Geom | Ad) | T Net | Rccounts

il

detais Devereaux, Tammy L #0%
437 d
f ot g e Dates B/10/2008 Check Datet
Py S Doy | e Tee @MY Yo
iy iy A et frentrine Net: From 0LOL/2008
» check tegister e ‘ [ =
theck summary 564 | Devereaux, Tammy L e : v
staged chedk sumimary 1 ORI aes 9/ 2000 < e
transactan history ! Ml AP Bank Accaunt o
s 10 date
3 ; " T
adjustment history 546 DIG.VS ?’M“,‘”‘ ammy L ' Epljes
orual his Bitidess U U L g
:f- h'!m:m P SR Acroumt Net: S13168 Chack Dat=
) . 10060006 Deversaux, Tammy L o5 $110
e . e 973072008 v o po PBayroll Kun 10
’ T v
S Fmm S fiet  $8L01 Chark S
664 | Devereaux, Tammy L ow (313000 Check 10
DRIl Dwes 10V20/2008 = s
@ Call John to set up witerw B AP Bark Accaunt et $0.00 e
[ @ Peszue check to Terry “ Devarml. Tammy L _: !::a_. % Net
BRI Uves 1371172008 : eey
verdes AP Bamk Account Ty
5 % s &, Search
111 Deversaux. Tammv L =S S120.00

The Check Registedisplays the Check NumberCheck 1D Check Date Gross and Net of the check.
Double-click on the check to view the CheckSummaryform for the Paycheck . On the right in the
Search for Checks area you can select search parameters to find specificPaychecks . Enter the criteria
and then click on the Searchbutton to display matching Paychecks .

Employee Check Summar__y Form

This form will be covered in more detail in the Pay/Bill section of the Back Office Training manual.

Employee Staged Check Summary Form

This form will be covered in more detail in the Pay/Bill section of the Back Office Training manual.
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Employee Tra_nsaction History Form

The Transaction Historyform is found within the Employee Pay History section. The Transaction
History displays line by line Transactionsfor any Payroll or Invoicing information for the Employee .

ARI2 Nl Arrme

Vs  Stondard View

Crag a cobumn haader her 1 group By that cslumn

Weekend 8l = | Weekend Date | Cantomer Skl Code Total Bl | Gross | Check® |
QW08 12132005 DemOesningServices  WewhowsePemon  $12221 9000
127340008 12/1322008 Dans Geanlng Services Wasehouse Peson 11110 3000
ok regstes Janasoce 1212008 Dam Cheaning Services Warahouss Perer $11110 5000
:::fﬁ;‘:"m 121142000 1242372008 Dans Cleaning Services Warehouse Peroe $22000 $0.00
adesstment hestory Lnuxa 13/33/2008 Dans Cleaning Services Warghouse Peiscn $-31110 su.00
:ﬁ"“”:ym 121472008 1273372008 Dans Cleaning Services Warehouse Perer $11L10 $0.00
documants 127340008 12/1472008 123 Nursing Forkidt $14053 $0.00
';;I:fmmv 321147008 12/7A/7008 123 Rursing Forttd) 312093 $0.00
soarch 121142000 1373402008 121 Nursing Forklet $12093 $0.00
127772008 11/1672008 123 Nursing Forntm $0.00 $-12000 3878
tasks S W v B LS008 123 Nursing Forlé $0.00 $-400.00 L]
ey ——— 127772008 1152008 Telluride Sid Lifts Inc. Computer Cieaning $0.00 440100 ECES)
1 2777008 127757008 121 Nursing Forkid) §14512 $12000 904

Femsue check to Terry

You can view the Customer Skill Code (Job Title), Total Bill, Gross and the Check ID(unique identifier for
the check) number of the Emp | o y Paydaheck . Select AStandard Viewd or fHo
Viewdrop down menu to change the information displayed between rates and hours.

*Note T A report with this information can be run from the Reportsdrop down in the Employee Actions
Bar.

Employee Taxes To Date Form

The Taxesto Date form is found within the Employee Pay History section and will display all taxes that
have been withheld fromthe E mp | o y Paydhexk year to date.

.
Tammy Devereaux
4832 Nesl Armistr

+ New Emplnwe  C Search Actions *  Repoets ¥ Faverites ¥ [ 9

Cvag a column beader hare 8o group by that column,

B v ikm Grow Tasable Teond Next Yr Grom Nt Ve Tax | Next ¥r Toxable |
I8 USS $3475.00 3175 TN $000 $000 $G00
127 OHSUTA 1500 $715.00 Sis31 000 $000 se00
JI718 OHKRA 7130 LT EA L P44 > 200 600 $0.00
TIN5 MNSUTA 275000 27500 1203 palie $Woo $2.00
13718 MNSINGLE 1278000 s2a8.0 24273 2000 K000 KW
Laxes to date >
adpntment hrstcey 21713 FUTA $1475.00 §247590 280 $0100 $000 $0.00
scorusd hstory 2 EMec $3475.00 $347500 $5038 00 000 $0.00
ach history A = == L2 =
dochmenss TIAL P $34T5.00 SIS0 §I154% $0.00 $a00 $300
messages 0 CMed 14750 147500 15038 s o0 $0.00
o searches
TG Chia $3473.00 §347000 $215a8 (58 ) $0.00 $000
*Note it AUSSO indicates Federal single withholding for the

withholding for the U.S.
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Employee Adjustment History Form

The Adjustment Historyform is found within the Employee Pay History section and displays all weekly
and one-time adjustments that have been applied tothe Emp | o y Paydhexk .

A83Z Nedl Armstrong v

£agan, MN 55121 Deag o column headler here 20 groop by that cokemn
8§ Check Date * |Emplayee | Adqustmens | Amount | Check 1D |
171772008 Deveresuy, Tammy L [ Zu 500 3538
wisifile
dutails 12/1772008 Devesesox. Tammy L AdvanceBnk $-8L.00 330
pay setup 273773008 Devernags, Tarnmy | 401k $-B400 9
. 2726/2000 Devernu T oo 900 e
heck regrten 272672 eau, Tammy L $e L
trarsacthion hestory 13716/2008 Deveraaus, Tammy | AdvanceBnk 0 L)
Thxes b0 gate
adurtment histary Ao Devereaus Tammy L Al $1200 )
acorua hstory 12/9/2008 Devermays, Tarmmy L Advancelink §-9665 376
ach hstory
dotuments 1272008 Deversaux Tammy | 401 $-1200 3N
measages 122172000 Deyesasax, Tammy A0ty 51200 324
standard searches = 3t
semch 1A L2000 Devernsux Tormmy | 0E0 oo 3320
1173172008 Deveresus Tammy L Advancalink $81.00 =X

Employee Accrual History Form

The Accrual History form is found within the Employee Pay History section and displays the earned
accrual Transactionsand the E mp | o y eugdhtsalance of vacation, sick leave, paid time off, etc.

Employee ACH History Form

The ACH History form is found within the Employee Pay History section and displays all direct deposit
(ACH) files that have been generated forthe E mp | o y Paydhexk .

123 Mam Sireet

Nthaca, NY 53024 Orag # column hasder here 30 group by that ¢slumm
P - Cngin Routing Amaount Desbnaton Rowtng - | Destnation Account | Account Type | Emmployes Cenemted. ~
6783623235 $117.4¢ pebsiniis HS5467654 Berker Shannon 325/ 2006

wrifile
deads ST 1w Haaun SI6TEM O Sarver Shannon 457006
pay setup s $385.%% o GAH467654 Ok Server Shannon L2000
pary history 5 i

heh, regester OOE0167TM $50.00 mnnn 4535431 Cha Sarker Shannan /337000

Bransachion history 0960167 48529 petispbinl BABL6TEIS O Barcer Snannon 127200)

e 10 date

adjustment Mstory
aconal hustosy
= ach hestory
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Employee Documents Form

In the Documents form you can attach and view any type of electronic document. This can include

Employee r esum®s, <certifications, scanned (or ®WprWladed vi a
documents, as well as pictures, and even spreadsheets. This function will be coveredin the Documents

section of this manual.

4832 Ned Arms Vienr | Owtodied Viow ® §
Eagan MN 55121
—

4 .

- e . . . Nare - | Tvoe - | verson Desneman Cate S3zred

vualve

detals

- . Graves Sherie.do 22008 33551

2]

*Note T The TempWorksdéd DocCenter is an ancillary product

for more information on this paperless solution.

Employee Messages Form

Inthe Messages form you can view Messageghat have been logged fromthe Emp | o y e or
linked to the Employee from other records. Messagean be added from the Employee , Customer ,
Order , Assignm ent and Contact areas of Enterprise. This feature will be covered in the Messages
section of this manual.

4832 Ned Armstrong 8ivd Filter by Ackion Code v 9
Eagan, MIN 55121 =

472772009 12:49:00 PM Entered By alisha

ol B | Candidate — Deverssux, Tammy  OrderdD: 3724 - Creative Solutions

wisifile

detals

pay setup

Order Candida

‘ Crestive Sclutions || |« Peyroll Clerc @

pay hisiory

Order Caniidate 4/20/2009 1:02:00 PM Entered 8y: enca
’ Canddate -- Deversaux, Tammy OrdedD: 4385 - Crom fgupment

Available 2/24/2009 1:46:00 PM Entered By: alisha

' Ready to work
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Employee Search Form

The Search form displays all of the Employee records that match the criteria entered at the top of the

form. To open and view a record, double-click on the line for that Employee .

4832 Neil Armstrong Bivd

Last Name | de First Name ¢ Al Recoeds \ Sephame
Eagan, MN 55121
SSN () Status Sanch
o B
vaifile Advanced Search
deturts
SENETS Your search returned 2 results.
pay hstory .
<ol chamn.
documents hele Ity it s A oo inems
. n | Last Name | First Name | Phane I Ace | I Assl | Last Mestape
13407 Deveresar Sammy Buysse x (] Avatante
1535 Devon Derih ey (x| Mesusge
Last Name dev First Name Assigned RepName
SSN ID Status Branch

l‘

| Sonech | |

Clear Cratena

Saved Searches

Dp Code
S
S

X

| Search |

Ciear Criteria

At the top of the form you can enter the Last Name First Name SSN(Social Security Number), ID and
choose the Assigned Status RepNamend Branch Then click on the Searchbutton to dis play matching

Employee records.
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Customer Records

Entering _a New Customer Record

To open the window to add a new Customer record to Enterprise you can go to the E button in the
upper left and click the Newbutton and then select the Customerption from the drop down menu or
select the NewCustomerbutton from the Customer record ActionsBar. You can also use the Hot Key
combination of Alt + 2. The window below will be displayed:

|l|
"’/,n. |||¢I add new customer

Customer Phone

custominame other billing
I

Department Primary Email

main address sales information
Attn. To Account Manager alisha Alisha Arnold

Address Branch Memphis SE

Address2 Sales Team 1 Default

City Active Date 1/20/2000
State N

Terms Payment Past Due 20 Days A
Hip Note
Country United States of America

Worker Comp 8810 0.68 Clerical/Tele Phone

Enter in the name of the client in the Customeffield, add the main addr ess, default Worker Comprode,
contact information, and choose the Account ManagerBranch and Sales TeamOnce this information has
been entered click on Saveto add the new Customer to Enterprise and navigate to the new Customer
record.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.
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I
.Y

iy g
//, {ii iﬂ{g add new customer

customer name other billing
Customer Wabasha Plastics Inc Phone (223) 423-4323

Department Primary Email

main address sales information
Attn. To Account Manager alisha Alisha Arnoid
Address 4623 2nd St. Branch Memphis SE
Address2 Sales Team 4 greggd
City Active Date 1/20/2009

Terms Payment Past Due 20 Days A

Zip Note Manufactures plastics for
Country United States of America automotive uses,

Worker Comp [ECiLr@ @i Rerins

*Note - If your company uses the same Worker Comp code (ie. 8810) in several different states you will
need to make sure that you select the code with the state abbreviation listed before the actual code, as
in the example for the ATexas salesperson (TX8742p code above.

Customer Avatar Area

The Avatar area displaysthe Customer 6 #wvatar or logo, Name Department and Addressas well as
indicating if they are Active
. Lol . . .
Ifthe Customer i s current| ifl thecldwer left aorndr \wilebe
Green, if they have beGira:ieWﬂlImae-.t i vatedc
When the IRl button is clicked in the Customer Avatar area the

Crom Equipment information will slide to display the ir CustomedD (Unique identifier for
Enterprise) and their Parent ID (Unique identifier for the Parent record).

Customer: 10623

To return to the previous view, click on the 21 button and the
information will once again slide back to revealing the Customer 6 s
Avatar (or picture) and t heir main address.

Primary
123 8th St.
Minneapolis, MN 34950
(651) 555-1212

’
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Customer Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Customer 6 ¥isifile form contains information such as Aging Sales MessagesDepartments
and Contacts . Each of the areas of the Visifile will be broken down and covered in detail.

= New Customer 4 S=arcn Actions ¥ Neports Favontes ¥ ‘

Crom Equipment

Primaty customer snapshot
123 th St "

Cumtomes Kune  Trom Equipmist Contumes 10 10673 [T T p— Stetus  Active
Mirmeapolis, MN 34050
(651) 5551212 Baewrt 1D Rt 1D 10623 Notes
o
financials contacts ‘
Lant Paymest 107142006 Y10 Saies $3.707 21357 Name Titke OMice Fhone fe
o 28 T L Aee S ‘]‘f" A.j
fsanze Due  §552471 Ldeeme Sales $2707 2135 Eiara Sitan Geners Managat 3211 2553424
documents AR Balarce 31505705 Sales Tegdng 270721557
standard searches Dlingy Bartars Owunat W51 3550
e Conctt Lamst 3100.000.00
Hokom®, Jm Owner (RE1 3551212 012D
Hutmgiamurmy, b Marager win I g
arnson, 2arns Pars Marager B SSE-IIT S
-
massages 4]
=1
Date = | Acton | Message | Rep Contact Duoe -
v — & ———te = - — = & - | — .
"“k’ s ' s 12262008 WNescage HCandizace ], Tim|/iCron Exuipoent] weCe sl
B @ Cat John 10 et p intervi 1297/2000  Mensagy Mo interyried - worses thees Hetare wine
B @ Renaue check o Teny 12152008 Wessage NOT MI2resied i WRENCULE JOUNINT Nese wany
1211270008 Mervsage Acowpred|/|Graene, Saney)/iCrom Eoguprment! sinhe
1271273008 Wessage [Condimene{/]Aboatoradd, DebooanATem Equamen) sisng
L313212008 Mgy Casdicene | /l2esaatl 11, 2oveutt L]/ iCmm Eguipment) wale
1/I2/2008 Westage [Casdidece]/TZ20uSE Ginger]/Trom EQuiiment; sinhe
1322/2008  Massage Casdatane|/TWikiun, (aarrence |/10rom Sgupment [YRT
customer snapshot
Customer Name Crom Equipment CustomerID 10623 Branch Memphis SE Status Active

Parent ID Root ID 10623 Notes

The Customer Snapshot section displays theCustomer NameJnique ID numbers, Branch and current
Status( i e. AActiveodo, fAProspecto, fAHold for Credit Check?od,

financials
fet ety 10/16/2008 ¥ID Sales :$2,707.213.57 The Financials section displays theBalance
AR Balance  $15,067.05 Sales Trailing  $2,707,213.57

Limit and total Salesinformation for the

Credit Limit  $100,000.00
Customer .
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The Contacts section dis
internal staff with whom you work. To add a new
Contact from the Customer Visifile click on the

= putton in the upper right corner. To open the
full Contact record double-click on the line for that
person. To send Contacts Email, click on their

contacts @
Name Title | office Phone =
Billiard, Susan General Manager (321) 455-4444
Billings, Barbara Owner (651) 555-1212 x123
Holcomb, Jim Owner {651) 555-1212 x123
Hollingsworth, Jim Manager {651) 555-1212 x123

(651) 555-1212 x123

line and then click on the button. i g it
messages

Date v | Actien | Message Rep Contact Due
12/26/2008 Message [Candidate]/[, Tim]/[Crom Equipment] webcenteruser

12/17/2008 Message Not interested - worked there before alisha

12/15/2008 Message Not interested in warehouse positions here alisha

12/12/2008 Message [Accepted]/[Greene, Kelsey]/[Crom Equipment] glisha

12/12/2008 Message [Candidate]/[Abootorabi, Deborah]/{Crom Equipment] alisha

12/12/2008 Message [Candidate]/[zztest111, zztest111]/iCrom Equipment] alisha

12/12/2008 Message [Candidate]/[ZZQuill, Ginger]/[Crom Equipment] alisha

12/12/2008 Message [Candidate]/[Wilson, Lawrence]/{Crom Equipment] alisha

amtaninann es fm s wten o ‘e tem e

The Messages section displays all of the notes that have been logged about calls, emails, or other types
of interaction either with the Customer or on behalf of the Customer

Customer record from the Visifile , click on the “ image.

. To add a new Messageo the
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Customer Details Form

The Details form displays the Customer 6 &lameand Addressinformation, as well as Billing Address
Status and Worksite information.

Primary customer information customer status

123 Bth %2
Maoneapols, MM 38950
1651) 555-12142 Degartment ' Actaanon Dite 03701

Carstoonen Name o £ o] Status A bctve

" ione: 1T L% Cate Creafed L2/82001 S0900 AM

Puem D

7 ethosch contact information billing address

depentinwnts Vvt | r Attyrtion Te ot

sales B verace yd iy et

b codes Oy Mareapa Siymed

msignment tesrctons Shate MM Iy 098¢ Oty

vENGor management
Ioorg SRy —~< e tutn In 3
defaufts Courey et Uates of Amea
mesages Webldite  porn b v ome coem

gocumorts
sonch
tasks $ W 0 & v

[BCa! back Tammy st Crom sales tax

[ * St up intervacm fnr leae

Boles Tow Ooods  Fortage, O Syies Tas

default worksite
Werk 53w <. 25
HED Gotvw D

Eagen MN 45123

customer information The Customer Information section lists the
Cust N: C Equipment
G S o ki Customer NameDepartment Customer 1D and

Department Primary .

e o — Parent[Account] ID, if any.

e The Contact Information liststhe Cust o mer
contact information main address with Street 1 Street 2 City, State
Street 1 123 8th St. Zip code, and Country.

Street 2 Suite 105

Gty  Minneapolis At the bottom of this section you can enter the

B N L 24320 Cu st o m@ebsdits Once the Websiteis

Country ' United States of America =

entered click on the < button on the right to
navigate to the Website

Website  hitp://www.cromeg.com [

A
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In the Customer Status section you can view and/or customer status

update the Cu s t o meurrehtsStatus The Activation Status A Active

Date displays when the Customer record was Activation Date 08/07/2008
changed t o f ActDate€réatedsttha t U DateCreated  12/6/2001 2:09.00 AM
day that the Customer was added to Enterprise.

*Ifthe Customer Statusi s not fAct i ve bilingaddress

be able to create new Assignments on Orders for AttentionTo Bob Smith
this Custom er. Street 1
- . Street 2
The Billing Address displays the address where the - =y
~ - . . I rort ¥ierce
Cust omer 0s willbessent. df thase fields are s - e
. : . . Stat FL Z 4950-
left blank Enterprise will automatically use the main L <
Country United States of America

address information. To copy the main address into

these fields, click on the " % button in t he upper right
corner of the box.

If Sales Tax applies to goods or services in the
Cu s t o mstateGsslect the correct location in the
Sales Tax Goodand/or Sales Tax Servsdrop
down menus.

sales tax
Sales Tax Goods  Portage, OH Sales Tax

Sales Tax Services  N/A

default worksite The Default Worksite section displays the Work Ste
Work Site | gt 26

3480 Golfview Dr which will automatically populate in new Orders
Eagan, MN 55123 created for this Customer .

*Note - The Work Ste is the physical location where Employees are going to work and are very
important because the address information is used in determining Taxesthat should be applied to the
Empl| oy Paydhexk .

Customer Co_ntact Methods Form

The Contact Methodgorm is found within the Customer Details section. The Contact Methodssection
stores the Office Phone, Email Address(es), Cell Phone, and Fax numbers for aCustomer .

v N

Muwoapols, MN 54950

$551) 555112 Cell Phons Emailirnoice
J sl BE-3540 sccourang@erom com
Friend EmailPersonal
’ W) 187348 1nend @ bve cOM

To view or edit a Contact Methoddouble-click on the record. To add a new Contact Methodclick on the

* icon to bring up the window where the Typecan be selected and the information can be added.
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. U contact methods Choose the Contact Typdrom the
drop down menu then enter the

= = ) )
Contact Information The Active
Contact Type Office Phone wi || automatical
— .. pr———— inactivate the ContactMethod,
ontact Information  (651) 555-1212 A . N
click in the fNo
fecioe 2T\ /e Add any Notesthat apply to this
Notes information and then click on the

Savebutton to add the
information to the Customer 6 s

record.
To delete a Contact Methadal, first click on the record
that you wish to delete. This will highlight the
y gnig Cell Phone
contact record, and then click on the “ button to
remove this Contact Methodfromthe Cust o me g (651) 555-1212 x123
information. .

Customer Departments Form

The Departmentsform is found within the Customer Details section. The terms Department Child
Customerand Division are interchangeable as they pertain to the Customer Hierarchy. There are a
number of reasons why it would be important to create a Departmentfor a Customer :

¢ The Customer would like I nvoices for a particular Departmentsent to a different location than
the billing addresson the main Customer record.

The Customer requires different Invoicing criteria for different Departments

The Departmenthas a different Worker Compode default.

The Customer would like specific reporting by Department

There are 2 Branchesor 2 Sales Teamservicing the Customer .

Customer terminology i a Customer calls to place an order for the Human Resources
Department

O 00 00

There is no limit to the number of levels within a Customer record.

When dealing with Departmentsthe terms Primary and Parentare interchangeable. The Primary/Parent
record is always at the top of the Customer tree. When creating a Department the Departmentrecord

will inherit all of the properties of the Parentrecord, and they can be modified at each Departmentlevel.
All data entered at the Primary level can be entered or modified at each Departmentlevel.

*Note - If Departmentshave been created for a Customer , it is unlikely that Orders would be created
under the Primary Customer record.
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common tasks

Minocopoks, MN 34950 Deganment Name  Fomar ity

{651) 555-1212 U cants e 4 Show All
% ittt T 0 t & Togg's view hom sctive t= oF deparments
L -

Lte 552
wate Stana Actie
Outiakc - - - -
et et (CoE T T — Add Department
» dopartments * CER Company, Corp [Active) - ) Add » rew deparment ancter the curmmntty relectea mcont I no reond = sslectes. =e new
workstes Crom [ pment. Warenoue (Actwes departerent sl e sdded wider the root Sutlorme
Sl & nvw -

hevest couks * Crom Eqopeeet, Actounting (Actv)
ASSGrEnenl IeAnaions Crom Equpment New Department [Actrve)

vendaor managoment

* Crom Eounment Oevcal Lictivel

Customer Name  Crom Equipment

Department Name Pnmary
The Department Information section displays

Supervisor Holcomb, Jim
Branch Memphis SE the Departmentrecord that yo'u currerltly have
Statiss Active open for the Customer . It will also list the
—— Contact who has been listed as the default
* [Crom Equipment, Primary (Active) J

Supervisoifor the Customer . This section also
displays the Branchassociated with the record
and the current Status

“ CER Company, Corp (Active)
Crom Equipment, Warehouse (Active)
“ Crom Equipment, Accounting (Active)

Crom Equipment, New Department (Active) . .
Below that is a picture of the Customer tree.

To minimize any part of the tree click on the

[N

Crom Equipment, Clerical (Active)

Fl

“ Crom Equipment, Accounts Receivable (Active)

4 Crom Equipment, Corporate (Active) button on the left or click on the '+ button to
Crom Equipment, Taxes (Active) expand and display more Department
Crom Equipment, Customer Service (Active} information.

Crom Equipment, Human Resources (Active)
Crom Equipment, North Warehouse {Active)
Crom Equipment, Welding (Active)

In the Common Tasks section you can change the common tasks
Customer treeviews o t hat it only
Departmentsor click on Show Allto display all
AActi veo a rDdparfimentsaithinthev e 0
Customer hierarchy.

Show All

Toggle view from active to all departments,

Add Department

Add a new department under the currently selected record. If no record
is selected, the new department will be added under the root customer.

*When you click on Show Allthe button will change
to Show Active OnlyClick on the button to revert
the display to only those Departmentswith a Status
of AActiveo.

To add a new Customer Department click on the Add Departmenbutton. The following window will be
displayed:
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YT
} lii ﬁl'ﬁl add new department

Adding Department to Crom Equipment

Department name

Add the new Departmentname (i e. fAWarehouseodo, fAHuman PRepartment ceso, 0
field, then click on Saveto add and open the Departmentrecord.

Customer Worksites Form

The Worksitesform is found within the Customer Details section. Worksitesare the physical locations
where the Employee s will go to work. One Customer may have an unlimited number of Worksite
locations.

Pramary
323 8 51,
Mintsapoits, MN - 34050 Orag & sziumn heacter here 5= group By that coiumn
fi51) S55-1012
e oo ID | Desctistion « | Street iy Stae Zie
137 Appteton Gmmch 200 Man Steeet Fort Paece n 23220
LB iheg Caries BT Gaitvaw Or Sagn MN L3
1717 Comprvte OMce 3000 Exterprae Drve fPas 3 HPR
152 Fienicls Bravch 3300 Extarprive Crw e n B
* workutes
ey 80 SETvice 1934 Crwen Vadey e Ao 0 37D
urterest codes AT Mumen Nessurces L0104 Waterson Tred [T e— Ky ey
engreent resinchions
Vendor maragament F1S Moo Office VIR Entarpese Crwe Lipper Adngtan O [LPAT
g 233 Man Omice 2 17118 Waterson Tead bettersinn Xy nres
cetauits
P—— L1723 - Retsif Shop 330 Etmvprise Drive Fort Feees R 3490
dauments 1088 Sire wf 3480 Gastemw D faarn MN win

To view the details of a Worksitedouble-click on the record line to open a window and view or edit the

Worksiteinformation. To add a new Worksiteto the Customer record click on the *' button to display
the window below:
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worksite details tax information
Worksit

State

Attn To Sales Tax Services

Streetl
Street2

Sales Tax Goods

City Local taxes are automatically determined by the zip

State MN code,

Exempt

County County Tax

School City Tax
Country  United States of America School Tax

other information
Directions Dress Code

Enter the location as the Customer refers to it in the Worksitefield, add the address information and
choose the tax Statefrom the drop down menu. You can also enter Directionsand a Dress Codehat will
automatically default into the Order De tails when this location is selected.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.
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i

"4

y gt 5 :
o }:l. i:gﬂl worksite

- =

worksite details
Worksite Corporate Office
Attn To

Streetl 3300 Enterprise Drive
Street2

City

State

County

School

Country  United States of America

other information

Directions  North to State Line

tax information
State FUncTax
Sales Tax Services  N/A

Sales Tax Goods  N/A

Local taxes are automatically determined by the zip
code,

Exempt
County Tax (=l
City Tax
School Tax

Dress Code  professional

BSave +New [

Once all of the Worksiteinformation has been added click on the Savebutton to add the location to the
Cu st o mecoi@.sTo add another Worksite click on the Newbutton to clear the form and add another
location to Enterprise. Use the K3 and B3 buttons to navigate between Worksiterecords for the
Customer .
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Customer Interest Codes Form

The Interest Codedorm is found within the Customer Details section. Interest Codesre the skills,
shifts, languages, etc. that are required of all E mp | o y betn@ @aced with the Customer . To add or

delete required Interest Codesclick on the * or ® puttons on the right. Interest Codesentered into the
Customer record will automatically populate into the Order Candidate Search inthe Interest Codes
area of all Orders for this Customer and Departmentand the Order Interest Codesorm.

Primary

123 8th S
Minneopoiiz, MN 34350
51} 3351212 12 hour Nurse

Crested 27973000

* irderest codes P
Avsgreverd estietion 8 hour Nurse
vendor manogement -

ong Sarperwst W

Selatty

Customer Assignment Restrictions Form

The Assignment Restrictionform is found within the Customer Details section. The Assignment
Restrictionsform holds information about the Employees that the Customer has requested not return
to their Department

Primary

initiated by customes
121 4th S
Meneaspols MN  345%0
{651) 555-1212 Guernsey, Robert Aaska, Joe
& B A Depmarerny ﬂ NN Departorarss
Abrae_ 1l Frodowald, Eric
W0t Dppartrewees
& ki aionndsn n Cumomey URA'SY Enghiner
» msagranect dticion
vendor masageTesd
voiong
cwbadty
e inithated by employee i
doaument
wyrrh
Wood, Alison Nyberg, Alex
e W] AR Dapmerienn
[ * Set up mterviow for Aowee

Assignment Restrictiongor DNAT Do Not Assighare used to ensure that an Employee is not placed with
aCustomer t hat t hey sCGustamkrdinit@ated DINAsare entered from the Customer record

by clicking on the ﬁ button in the upper right. If an Employee or Customer AssignmentRestriction
has been initiated, an error will occur when you try to place the Employee on an Order for the
Customer and Department The Employee will also not be returned as a search result in the Order
CandidateSearch even if all of the other search criterion are met.
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Once youdve

H button the prompt
&= = to the left will appear
and you can use the
Employeedrop down
menu to locate the
Employee . Click in All
Departmentsf the DNA
All Departments [ applies to the entire
Customer .

add assignment restriction

Select an emp!oq to add to this customer's assignment restriction list

Employee

Description

Once youbve entered t he nSacétaddanmother DNAfclckomietvi on ¢l i ck on

Customer Vendor Management Form

A staffing company vendor can be selected for the Customer from the Vendor Managemenform under
Details .

. o+ New Customer L Search Actiors Feports Favarnites
Crom Equipment &
Primary Lo '
123 8th St
Minneapolis, MN 34950 Drag a column header here 15 group by thet column
{631) 355-1212 - -
(o0 Vendor Company Skl Code Orger Delay (Mrs) Max Candicdates Per Reg
Loln Stadfing 0 5
Sefect Staffing
Acme Q 2

departments

workutes

sabes & service

witerest codes

Ssonment restnchions
» vendar management

To add a staffing company vendor to this Customer click on the =7 button in the upper right. The form
below will be displayed:

add vendor to company
Select the Vendor Compan§rom the drop

down menu. If this staffing company is used
specifically for one Job Titleselect it from the
Skill Code Prefixdrop down menu.

Vendor Company
Skill Code Prefix

o Delay (ol Enter the Order Delay (Hoursjnd the Max

Candidates Per Refhpat can be submitted by
the vendor.

Max Candidates Per Reg 0
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Customer Invoicing Form

The I nvoicing form displays all of the Invoice history for the Customer . To view the Invoice Detail
double-click on the Invoice

& New Cusemer & Search Actiorn ¥ Faports ¥ Fevortey ¥ [ 4

Crom Equipment
Primary Irwolces  Ostabedt Vw * search

173 Kth St 2 o [meside Dates
Miresanoks MN 34950 Drag a czhumn heacer here 30 group by thet colemn

) 1212

Frure
e, = [Date = | Customer Banch | &mourt | Pasd Belance . T

~ Crom Equipment Ciiihams
;m omber  Trwoice Ose  2/26/2009 Arrcasit §1.62281
@ w ity " ! v ! Gus Date
AP Raacuano) peice Due - 2/26/2009 Balarce $1.622.60 /
bl setup - = ol ~
PO setp . Crom Equipment I
e " PO Nusber  Iroics Db IAE200% Amoni 12 903 &
dedauits :f B Entrty » ol b v Astastd
flrege. i | 3/2/2009 Balsnce 52,903.60
documents i Salance
3] Crom EQ‘“P""'“ " Craw onty Cwerdoe arences
2 PO Number menae Dote JO/200% Arreant s
Sl fsex Dus  2/19/2009 Halarce sisaom L Rsawh

Actore ¥
Payroll / Involcine g : . o
Y . Publishers creative system - Memphis SE Ivvolca thimber -ST52702 Weckend B 2/8/2008
™ Inwoice Date 3 Pay Date
Currenst Werkend fial .
4/12/2009 Owed Balance  Amount Paid
: $3.917.55 $30.00
® 85 Unused Timeshests 3
PR R TR e livoice Items quaniity _sate wockenddte  tutsd
Ef bramisls. guadaiupe Camracts OR Tach 4000 31500 [ $200 00
17 Bunect Poiln Canract? O Tach 2000 $1520 10000
POl and Invouorg {X] Cartisgel. Shasmaime Comtract? OR Tech 3673 $1500 35128
tame ontry [ Cuttenfl Theting Lz Caertradth Regsisted Nirss 3630 $1500 34750
Incomplhete tranmsactions 1% Fruzew. Kybe Comtract? Bagrtared Ferse 200 51420 680
check register {% Nodges, Tovhete  Covirectd Regminect Nurse 400 $1490 $596.00
L |® Ramirez. Lindsay Canract2 Negestered Norve AN sl 3000
» imveace detd {7 Bramem, Pauta Canmtract2 OR Tech 000 $1300 300,000
po etup {3 Beanan, Pauls Caenract? OR Tach JE00 $1300 $500
5 TV
Adjustment Jtems
$0.00
tasks 9 W & L Tox items
* Esaple Devereaus, ...
g ployes: %000
* fum month-end reports
e b Total  $391755

Select the "~ button at the bottom of the screen to display Transactions Email Recipients Messagesand

more.
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Customer Credit & Payroll Form

The Credit & Payroll form is found within the Customer Invoicing section. This form displays the Credit
Limit and Credit Analyst default Worker Comprode, Payroll information for E mp | o y assighad to
Orders for this Customer and Accounts Receivable aging as well as sales.
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