
 

 

 

 

 

 

 

 

 

 

 

 

 

 

FF rr oo nn tt   OOff ff iicc ee     

Training manual  

2009  



2 
    

 

 

Introduction          Page 4  

Getting to Kno w TempW orks Enterprise     Page 5  

¶ Logging In        

¶ Customizing Your Screen 

¶ Saving Changes to Records 

¶ Company Hierarchy 

¶ Diagnostic Information 

¶ Main Screen 

¶ Definition of Record Types 

¶ Methods of Navigation 

Employee Records         Page 1 8 

¶ Entering a New Record (Manually) 

¶ Entering a New Record (Resume Parser) 

¶ Employee Avatar Area 

¶ Visifile  

¶ Details  

¶ Pay Setup 

¶ Pay History 

¶ Search 

Customer  Records         Page 46  

¶ Entering a New Customer Record 

¶ Customer Avatar Area 

¶ Visifile 

¶ Details 

¶ Invoicing 

¶ Defaults 

¶ Search  

Order Records         Page 67  

¶ Entering a New Order Record 

¶ Order Avatar Area 

¶ Visifile 

¶ Details 

¶ Candidates 

¶ Job Posting 

¶ Search 

¶ Entering a New Direct Hire Order Record 

 

 

Getting to Know  Tempworks  

Enterprise  
Manual Index  



3 
    

Assignment Records        Page 83  

¶ Creating a New Assignment Record 

¶ Assignment Avatar Area 

¶ Details 

¶ Calls 

¶ Search 

Contact Re cords         Page 89  

¶ Entering a New Contact Record 

¶ Contact Avatar Area 

¶ Visifile 

¶ Details 

¶ Search 

¶ Contact Groups 

Messages                   Page 100  

¶ Creating a New Message 

¶ Helpful Hints for Logging Messages 

¶ Creating a New Follow-up 

Documents                   Page 104  

Searche s                  Page 105  

¶ Employee  

¶ Customer  

¶ Order  

¶ Order Candidate 

¶ Assignment  

¶ Contact  

Email                    Page 1 11  

¶ Creating a New Email 

¶ Inbox 

Calendar                                                                                                Page 117  

¶ Creating a New Appointment 

Additional Misc Functionality       Page 120  

¶ Rate Sheet 

¶ Job Order Candidates 

¶ Contact Messages 

Notes           Page 124  

      



4 
    

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 

challenges of todayôs market.    

Continuing in this endeavor we bring you TempWorksô Enterprise 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 companyôs policies or procedures.  This manual is merely a tool for 

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 ñnotesò pages you can use for storing your personal 

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 Italics are field names or buttons (ie. Pay Rate or Save). 

*Terms listed in Bold Italics are sub-sections in a record (ie. Messages or Contact Methods) 

*Terms listed in ñQuotation Marksò are inputs for the fields or drop down menus (ie. ñAvailableò). 

*Information listed in red are ñbest practicesò or information about required fields. 
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Logging 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 yes to begin downloading. Once downloading has been completed you will be brought to the 

Enterprise log in window as shown here: 

 

Enter your User Name and Password, and then click on the Sign In button to open TempWorks Enterprise 

and navigate to the Main  Screen.  If you do not wish to log into TempWorks Enterprise software, then 

click on the Cancel button to exit.  

*Note - All information in Enterprise is time and date stamped with your User Name, so it is extremely 

important that you are logged in as yourself whenever you do any type of work within the system.  

 

 

 

 

 

Getting to Know  Temp W orks  

Enterprise  
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E Menu Functionality  

 

 

When the Options is selected from the E menu the following screen will display where you can determine 

the color scheme of your Enterprise software. 

 

 

 

The E menu in the upper left allows the  user to create new 

records, set up Options, Role, Switch Branch and Server information. 

Clicking on the Save button 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 Role displays 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 Switch Branch option.  It also displays the current user 

Branch. 

Clicking on the Server button wil l display the Diagnostic  

Information  form. 
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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 Save button in the lower right to change your 

screen.  Some samples of various background selections are shown below: 
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Saving Changes to Records  

 

 

Enterprise Notification S ervices  

The Notifications  function displays I -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 

bottom of your Enterprise screen that says ñYou have [Number] Alertsò.  

 

Clicking on the button above will display the full screen Notification  Manager .  You can sort the alerts 

based on Event Type, Name, and Description by clicking on the column headers. 

 

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  button in the upper right of the Notification  Manag er  

screen. 

When a record is updated in Enterprise the new 

information needs to be saved.  There are two ways that 

this can be accomplished.  

You can click on the  button in the upper left of the 

Enterprise Main Screen before navigating away from a 

form. 

The second way is to click to navigate away from your 

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 information that youôve 

changed. 

To add information to the database you will have to click 

on Save and Continue. 
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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  button in the upper right corner of the open form.  

 

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 listed as ñRead Onlyò at the top of each form.  This means that you will not be able to 

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  button in the upper right corner of the screen.  

 

If the Notification  is for an Application  that has been submitted it 

will allow you to navigate to the Employeeôs record.  If itôs for a new 

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. 
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Enterprise Tasks  

The Tasks  area displays items that  require user follow-up.  I n addition to being able to create Tasks  

from Messages  and Incoming Email you can also drag and drop records or click on the  button in the 

Tasks  area to create new Task  records. 

 

 

Tasks  can be viewed for the entire branch from this screen and can be filtered by Task Type, Assigned To, 

and Creation Date.  To create a new Task , click on the  button in the upper right.  

 

 

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

left of the Enterprise  Main  Screen.  Clicking on the  button allows 

the user to create a new Task .  When an Enterprise record is open 

(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  button is clicked 

the full screen Task  Manager  will be displayed as shown in the next 

picture. 

Click the  buton to refresh the Tasks  area. 
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To edit the Task , click on the .  To mark the Task  as completed, click on the  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 on the Assign toé option and select the RepName from the drop down menu.  

 

You can also display Tasks  for a specific date by clicking on the  buttons to the right of the Due and 

Overdue column headers. 

 

Click in the box to the right of the Due date to display Task  records with the selected date.  In the 

Overdue column you can select the True box to display all Tasks  that have surpassed their Due date and 

are not yet completed.  

 

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 

dropping it.  
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This opens a Task  record that will be linked to Tammy and will be displayed as a Message in her record.  

Add any additional title information to the Task field, enter a Due date and further text ca n be entered in 

the large gray box at the bottom.  Then click on the Save button to save and close the new Task  record 

and link it to Tammyôs Employee  record. 

Enterprise Company Hierarchy  

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 Switch Branch as shown here: 

 

Once this function is clicked the Hierarchy Selector ï Select form will be displayed as shown below.  Click 

on the correct hierarchy level ( System, Entity, Branch, etc.) and then double -click on the Branch record 

that you need.  This will update your hierarchy and bring you back to the Enterprise Main  Screen. 

 

*Note ï New data cannot be entered 

at ñSystemò level.  Verify that 

ñSystemò has not been selected before 

double-clicking on the Branch to 

update. 
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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 Server as shown here: 

  

 The information contained in this form shows who is currently logged in to Enterprise ( Rep Name), your 

SecRole Name, and your Branch..   

 

*Not e - All information in Enterprise is time and date stamped with your User Name, so it is extremely 

important that you are logged in as yourself whenever you do any type of work within the system.  
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Enterprise Main Screen  

Once sign in is complete the Main  Screen of TempWorksô Enterprise will be displayed.  From the Main 

Screen you can do a Universal Search , look at Employee , Customer , and Order  information or view 

Tasks  that have been assigned to you. 

 

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

 

 

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. 

 

 

The E button is located in the upper left of the Enterprise Main  

Screen; from this button you can create new records for 

Employees , Customers , and Contacts , or start a new outgoing 

Email. 

To look up any type of record in Enterprise you can use the Universal 

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 

Universal  Search  will display all of the different types of records that 

match the criteria you entered.  
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In the example above the letters ñCreò were entered into the Universal Search  field.  To run the search 

to match this criteria you can either hit Enter on 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: 

 

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. 
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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:  

   

Definition of Record Types  

 

 

 

 

 

 

  

 

 

 

Employee : Information  including Application  details, Payroll , and Assignment  history as well 

as Messages are contained within the Employee  record section. 

Customer : Information foun d within this section includes Work Site details, Invoicing  
information, and Department listings. 

 

Order : This section contains information about Customer  job Orders  such as Job Title, Start 

Date, Pay and Bill  Rates as well as Supervisor and/or Hiring Manager details. 
 

Assignment : This section contains data such as Pay and Bill  Rates for an Emplo yeeôs 
Assignment , individual Start and End Date and quality control call information . 
 

 

Contact : Here you will find Contact  information including addresses, phone numbers, e-mail 
addresses, Messages and sales call information. 
 
 
 

 

 
 

 

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. 

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

 

Pay/ Bill : This function allows payclerk users to access the Time  Entry  spreadsheet and to 

process Employe e Payroll  and Customer  Invoices . 
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Methods of Navigation  

 

 

 

Record Type  Navigate toé 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 Actions Bar appears where you can select to create a new record, Search  

records, or view your Favorites. 

 

You can click on the New Employee button to open the Add New Employee form.  The Search button will 

display the options from the Search  form.  The Actions button 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 

Favorites area by clicking on the Favorites button.   To add a form from any record to your Favorites area, 

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

listed in your Favorites area, if itôs unfilled then itôs not listed in your Favorites. 

 

Back  and Forward :  These buttons work exactly like the back and forward buttons in a web 
browser.  Use them to browse back and forth between forms that youôve had open recently.  
 

 

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.  

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.  
 

 

The view to the left displays the Actions Bar 

that you would receive when you scroll over or 

open the Employee  record area. 



18 
    

 

 

 

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 New button and then select the Employee option from the drop down menu or 

select the New Employee button from the Employee  record Actions Bar.  You can also use the Hot Key  

combination of Alt + 1.  The window below will be displayed. 

 

You can now enter the new Employeeôs information 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 di splayed 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.  

Employee Records  
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Once you have completed the new Employeeôs record click on the Save button to add the Employee  to 

the database and open their new record to the Details  form. 

*Note - The School and County do not need to be selected unless local taxes apply to the Employeeôs 

Paycheck . 
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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 ) 

 

 

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 

will be a check mark in the box in the Dup column.  The  buttons allow the user to 

take specific actions with any parsed résumé.  The  button 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  

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: 

 

Then click on the option for Resume Parser from the drop down menu 

that displays.  It will open the Resume Parser  form where you can 

create new Employee  records from electronic résumé documents. 

Select how the resumes should be parsed by selecting File 

(Word doc or PDF), Folder, or Text.  Then select the 

location of the document or folder by clicking on the  

button and once selected, click on Parse File. 

If the Text option is selected, copy and paste the 

information into the form provided and then click on  Parse 

File. 
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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 

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

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

*Note ï 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 Employee ID 

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 Employeeôs Avatar or picture, Name and Address as well as indicating if 

they are Active and/or currently on Assignment . 

 

 

 

 

Under the Assignment  image the Employee  Avatar area may have a  indicator.  This image will be 

displayed if there is an Assignment Restriction or ñDo Not Assignò for the Employee .  When the image is 

scrolled over it will display any restrictions for the Employee  similar to thi s: 

 

A  icon on the Employeeôs record indicates that the payroll information has not yet been set up.  

Payroll  set up can be finalized from the Pay  Setup  form.  This  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 Docs area is missing or expired, a 

symbol similar to this  will display on the record.  When an Employee  has an ñIncompleteò Task  

linked to th eir record a  symbol will be displayed. 

 

If the  Employee  is currently ñActiveò the  in the lower right corner will 

be Green, if they have been ñDeactivatedò the Circle will be . 

Next to the  Active Circle is an  image and when you hover your mouse 

over this icon it will display a summary of the Employeeôs current 

Assignment (s) . 

 

The DNA  (or Assignment Restriction) 

indicates which Customers  that an 

Employee  should not return to.  

Employee -initiated Assignment 

Restrictions are created in the 

Employee  record.  Customer -initiated 

Assignment Restrictions are created from 

the Customer  record. 
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Employee 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. 

 

The Employeeôs Visifile form contains information such as Phone/Email, Messages, Assignment  

History, and Interest Codes.  Each of the areas of the Visifile  will be broken down and covered in detail.  

 

When the  button is clicked in the Employee  Avatar area the 

information will slide to display the Employeeôs ID (Unique identifier 

for Enterprise) and their SSN (Social Security Number). 

To return to the previous view, click on the  button and the 

information will once again slide back to revealing the Employeeôs 

Avatar (or picture) and their home address.  
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The Employee Snapshot section of the Visifile  displays the Name, Email Address, Desired [work] Location 

and Hire Status.  The  shortcut shows up at the end of the Email Address field when you scroll over it 

and will open a new Email  addressed to the Employee .  A  in the box in front of t he Resume Received 

indicates that the Employee  has a resumé attached to their record.  The I9 On File  shows that the 

Employee  has completed their I -9 document and provided proof that they are eligible to work in the 

United States.  The in front of Active indicates that the Employee  is currently in ñActiveò status and 

the Assigned  shows if they have a current open Assignment . 

 

 

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 Message to the 

Employee  record from the Vis ifile , click on the  image. 

 

In the Assignments area you can view the Employeeôs Assignment  History since they started with your 

company.  When you click on an Assignment  line the  buttons are displayed.  The  

button will take you to the Assignment Details form for the selected Assignment .  The  button 

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

The Phone/Email area displays all of the Contact Methods for 

the Employee .  Double-clicking on a record will display the 

Details/ Contact Methods form.   

Click on the  to add a new Contact Method to the record.  
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timecard into Time Entry for the current WE Date (Weekending) for the Assignment .  Clicking on the  

button will open a Message form that will be linked to the Assignment . 

 

Employee Details Form  

The Details  Form displays the Employeeôs Name and Address, as well as Branch affiliation, Washed 

Status, and I -9 information is added here. 

 

 

The Interest Codes area displays the Employeeôs skills, education, 

languages, etc.  Most of the Employee  search functionality within 

Enterprise comes from the Interest Codes entered on an Employee  

record. 

To add new Interest Codes from the Employee Visifile , click on the 

 icon to display the window where codes can be selected.   

*Note ï Interest Codes can also be added from the Work Interests form 

under the Details  section. 

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 Nickname and 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 

ñDeactivationò Message is logged on the Employee  

record the Deactivation Date will be populated.  
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The Hiring Information area is where the Employeeôs Order Type (ie. ñTempò, ñTemp to Full timeò, 

ñDirect Hireò, etc.) can be selected.  The Hire Status displays whether or not the Employee  should be 

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

Assignment .  The Anniversary Date is automatically populated from the Start Date of the Employeeôs 

first Assignment  with your company. 

*Note - The I9 On File and I9 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.  An expiration date on a US driverôs license or passport should not be entered into the I9 Expire 

Date field. 

*Note ï The Employeeôs Washed Status must be set to ñfamiliarò before an Assignment  can be created 

for them.  

 

 

 

 

 

 

The Address area stores the Street, 

City, State, and Zip Code information 

for the Employeeôs Main Address.  

This is the address where the 

Employeeôs Paychecks  and W2 will 

be sent. 

The County and School fields are 

determined by the Zip Code on the 

record and refer to local taxes that 

should be applied to the Paycheck . 
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Employee Contact Methods Form  

The Contact Methods form is found within the Employee Details section.  The Contact Methods section 

stores the Main Phone, Email Address(es), Cell Phone, and Emergency Contact information for the 

Employee . 

 

To view or edit a Contact Method double-click on the record.  To add a new Contact Method click on the 

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

  

        

 

 

 

 

Choose the Contact Type from the 

drop down menu then enter the 

Contact Information.  The Active 

will automatically be ñYesò; to 

inactivate the Contact Method, 

click in the ñNoò radio button.  

Add any Notes that apply to this 

information and then click on the 

Save button to add the 

information to the  Employeeôs 

record. 

To delete a Contact Method, first click on the record 

that you wish to delete.  This will highlight the 

contact record, and then click on the  button to 

remove this Contact Method from the Employeeôs 

information.  
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Employee Past Jobs Form  

The Past Jobs form is found within the Employee Details section.  The Past Jobs section holds details 

about the Employeeôs work history prior to starting with your company.  

 

To view or edit a Past Job click on the record displayed at the top.  In the Job Details section fill out the 

Employer, Position, Supervisor and From and To Dates.  If you complete reference checks select the 

Reference Sent and Reference Completed dates by using the Calendar from 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 Job record, click on the  button; to delete a record, click on the   

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 Experience form is found within the Employee Details section.  The Work Experience form 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. 

 

Employee  Education Form  

The Education form is found within the Employee Details section.  In the Education form you will be 

able to view the education background for an Employee . 
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To delete an education history record click on the line of the Education record (as shown below), then 

click on the  button.  You will receive a prompt to verify that you would like to delete the Education 

from the Employeeôs record.  Choose ñYesò to proceed or ñNoò to leave the Education record as is. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add education history to an 

Employee  record, first click on the 

  button in the upper right corner 

of the Education section.  Next, 

enter the Institution, Dates Attended, 

Degree Awarded, GPA (Grade Point 

Average) and Additional Information 

about the education.  When finished, 

click on the Save button, to add this 

record to the Employeeôs education 

history. 
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Employee Work In terests Form  

The Work Interests form is found within the Employee Details section.  In the Work Interests form you 

can enter information about the Location Preferred by the Employee  for work Assignments , their 

Desired Pay, as well as being able to view and add Interest Codes. 

 

In the Interest Codes section you can view the Employeeôs skills, previous job titles, languages spoken, 

shifts that theyôre willing to work, and numerous other search criteria.   

 

To add an Interest Code, 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 Interest Code from. 
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To add multiple Interest Codes at one time, click the  image to bring up the following form:  

 

To delete an Interest Code from an Employeeôs record click on the line of the Interest Code (as shown 

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

Interest Code from the Employeeôs record.  Choose ñYesò to proceed or ñNoò to leave the Interest Code 

record as is. 

 

 

 

 

 

 

 

 

 

First select the Category from the drop 

down menu at the top to display 

available Interest Codes then you can 

enter the first few letters of the code 

in the Filter By Code field to narrow 

down codes displayed.  Highlight a 

code from the Available list on the left 

and click on the  button to add 

it to the Employeeôs record.  It will 

be displayed in the Added column on 

the right.  To delete an Interest Code 

before saving the changes click on the 

code to highlight it and then click on 

the .  To clear all Interest Codes 

from the added column click on the 

 button.  Once all of the  Interest 

Codes have been added, click on the 

Save button at the bottom of the form.  
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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 about the Employeeôs current permanent position and what they are seeking in a fut ure 

position when they are ready for a career transition. 

 

In the Job/Salary Information area you can enter the Current Salary, Other Compensation, Desired Salary, 

and Current and 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 Candidacy form is found within the Employee Details section.  The Candidacy form displays the 

current Status of the Employee  on any Order  that they have been attached to as a ñCandidateò. 

 

Attaching ñCandidatesò to an Order  will be covered in more detail in the Order Record  section of this 

manual. 
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Employee Assignment Restricti ons Form  

The Assignment Restrictions form is found within the Employee Details section.  The Assignment 

Restrictions form 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.  

 

Assignment Restrictions (or DNA ï Do Not Assign) are used to ensure that an Employee  is not placed with 

a Customer  that they shouldnôt be.  Employee  initiated DNAs are entered from the Employee  record 

by clicking on the  button in the upper right.   If an Employee  or Customer  Assignment Restriction 

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  

Candidate Search, even if all of the other search criterion are met.  

 

Once youôve entered the necessary information click on Save, to add another DNA click on New. 

 

 

Once youôve clicked the 

 button the prompt 

to the left will appear 

and you can use the 

Customer drop down 

menu to locate the 

Customer  and 

Department. Click in All 

Departments if the DNA 

applies to the entire 

Customer . 
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Employee Interpersonal Form  

The Interpersonal form is found with in the Employee Details section.  The Interpersonal form is another 

area 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.  The DocCenter Pin Number field is used in conjunction with the 

TempWorksô DocCenter solution for storing on-boarding documentation electronically. 

 

*Note ï The TempWorksô DocCenter is an ancillary product.  Please contact a TempWorks representative 

for more information on this paperless solution.  
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Employee Required Docs  Form  

In this form documents can be attached to the Employeeôs record and can be linked to specific Job 

Titles.  Date information for Received, Issued, Expires, and Requested can be tracked.  When the expiration 

date is exceeded an icon will be displayed in the Employeeôs avatar area. 

 

A required document can be attached to a document in the Employee  Documents area.  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  record youôll be able to select it 

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

doc has a linked document in the Documents area, click on the  button to open the document.  
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The Document Category drop down 

menu allows the user to select which 

types of documents should be 

displayed in the available documents 

area. 

On the left side select the 

document(s) to be tracked on the 

Employeeôs record (hold down the 

keyboardôs Ctrl button to select 

multiple records at once).  Then click 

on the green arrow pointing to the 

right.  

Once youôve selected documents, 

click on the Save button at the bottom 

to at tach the documents to the 

record. 
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Employee Transportation Form  

The Transportation form is found within the Employee Details section.  The Transportation form allows 

the user to enter information about how the Employee  gets to work and to store driverôs license details. 

   

Employee Test Score Form  

The Test Scores form allows the user to track internal testing that has been given to the Employee .  Click 

on the  button in the upper right.  

 

 

Choose the Test from the drop down menu and add 

any additional information that applies.  Then click 

on the Save button at the bottom.  



39 
    

Employee Unemployment  Form  

The Unemployment form is found within the Employee Details section.  The Unemployment form 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 Assignment, and Reason Left 

information.  Check the Candidacy form and the Messages to see if the Employee  has ñRefusedò any job 

offers.  If so, click in the Refused Job box.  

 

Employee Pay Setup Form  

In the Pay Setup  form Service Rep (SR) users can add or update Federal [Tax] Exemptions and State 

[Tax] Exemptions as well as local taxes that should be applied to the Employeeôs Paycheck .  Payclerk 

users (PC) have access to direct deposit set up, weekly Adjustments, Accruals, and Taxes. 
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*Note ï Tax By State should be selected if the Employee  should only be taxed by their home address and 

itôs not affected by the Customerôs Worksite. 

 

 

*Note ï the amount entered into the Default Pay Rate field will automatically override the Pay Rate on any 

Assignme nt  for the Employee .  This field should be used with caution.  

The additional forms that Payclerk (PC) users have access 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. 

 

 

 

In the Required Tax Information section 

you can update the Federal Exemptions, 

State Exemptions, Dependents, Tax State, 

and select a State Juris Override.  (The 

State Juris Override allows you to select a 

different state for withholding taxes from 

an Employeeôs Paycheck ). 

*Note - If an Employee  indicates that 

they are ñExemptò from taxes on their W4 

you need to enter ñ99ò in the Federal and 

State Exemptions fields. 

The Temporary Address area allows you to 

enter a different address that the 

Employeeôs Paycheck  should be sent to.  

This address will override the Main Address 

as long as the Use Temporary Address box is 

checked. 

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 Stub will be selected if the 

Employeeôs Paycheck  should be mailed. 
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Employee Pay History Form  

The Pay  History  form gives users access to Check Register, Transaction History, Adjustment History, and 

ACH History among other Paycheck  history information.  

 

Employee Check Register Form  

The Check Register form is found within the Employee Pay History  section.  The Check Register displays 

a list of Paychecks  for the Employee . 

 

The Check Register displays the Check Number, Check ID, Check Date, Gross, and Net of the check.  

Double-click on the check to view the Check Summary form for the Paycheck .  On the right in the 

Search for Checks area you can select search parameters to find specific Paychecks .  Enter the criteria 

and then click on the Search button 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 History form is found within the Employee Pay History  section.  The Transaction 

History displays line by line Transactions for any Payroll  or Invoicing  information for the Employee . 

 

You can view the Customer, Skill Code (Job Title), Total Bill, Gross, and the Check ID (unique identifier for 

the check) number of the Employeeôs Paycheck .  Select ñStandard Viewò or ñHours Viewò from the 

View drop down menu to change the information displayed between rates and hours.  

*Not e ï A report with this information can be run from the Reports drop down in the Employee  Actions 

Bar. 

Employee Taxes To Date Form  

The Taxes to Date form is found within the Employee Pay History  section and will display all taxes that 

have been withheld from the Employeeôs Paycheck  year to date. 

 

*Note ï ñUSSò indicates Federal single withholding for the U.S.; ñUSMò indicates Federal married 

withholding for the U.S.  
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Employee Adjustment History Form  

The Adjustment History form is found within the Employee Pay History  section and displays all weekly 

and one-time adjustments that have been applied to the Employeeôs Paycheck . 

 

Employee Accrual History Form  

The Accrual History form is found within the Employee Pay History  section and displays the earned 

accrual Transactions and the Employeeôs current balance 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 for the Employeeôs Paycheck . 
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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  resum®s, certifications, scanned (or uploaded via TempWorksô DocCenter product) I-9 or W4 

documents, as well as pictures, and even spreadsheets.  This function will be covered in the Documents  

section of this manual. 

 

*Note ï The TempWorksô DocCenter is an ancillary product.  Please contact a TempWorks representative 

for more information  on this paperless solution. 

Employee Messages Form  

In the Messages  form you can view Messages that have been logged from the Employeeôs record or 

linked to the Employee  from other records.  Messages can 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. 
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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 . 

 

 

At the top of the form  you can enter the Last Name, First Name, SSN (Social Security Number), ID and 

choose the Assigned, Status, RepName and Branch.  Then click on the Search button to dis play matching 

Employee  records. 
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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 New button and then select the Customer option from the drop down menu or 

select the New Customer button from the Customer  record Actions Bar.  You can also use the Hot Key  

combination of Alt + 2.  The window below will be displayed:  

 

Enter in the name of the client in the Customer field, add the main addr ess, default Worker Comp code, 

contact information, and choose the Account Manager, Branch, and Sales Team.  Once this information has 

been entered click on Save to 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.  

 

Customer Records  



47 
    

 

*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 ñTexas salesperson (TX8742)ò code above. 

Customer Avatar Area  

The Avatar area displays the Customer ôs Avatar or logo, Name, Department, and Address as well as 

indicating if they are Active. 

 

 

If the  Customer  is currently ñActiveò the  in the lower left corner will be 

Green, if they have been ñDeactivatedò the Circle will be . 

 When the  button is clicked in the Customer  Avatar area the 

information will slide to display the ir Customer ID (Unique identifier for 

Enterprise) and their Parent ID (Unique identifier for the Parent record ). 

  

To return to the previous view, click on the  button and the 

information will once again slide back to revealing the Customer ôs 

Avatar (or picture) and t heir main address.  
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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 ôs Visifile  form contains information such as Aging, Sales, Messages, Departments, 

and Contacts .  Each of the areas of the Visifile  will be broken down and covered in detail.  

 

 

The Customer Snapshot section displays the Customer Name, Unique ID numbers, Branch, and current 

Status (ie. ñActiveò, ñProspectò, ñHold for Credit Checkò, etc.). 

       
  

The Financials section displays the Balance 

Due, AR (Accounts Receivable) Balance, Credit 

Limit and total Sales information for the 

Customer . 
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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 .  To add a new Message to the 

Customer  record from the Vis ifile , click on the  image. 

 

 

 

 

 

 

 

 

 

 

 

The Contacts section displays all of the companyôs 

internal staff with whom you work.  To add a new 

Contact  from the Customer Visifile click on the 

 button 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 

line and then click on the  button.  
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Customer Details Form  

The Details  form displays the Customer ôs Name and Address information, as well as Billing Address, 

Status, and Worksite information.  

 

 

The Customer Information section lists the 

Customer Name, Department, Customer ID, and 

Parent [Account] ID, if any.  

The Contact Information lists the Customerôs 

main address with Street 1, Street 2, City, State, 

Zip code, and Country. 

At the bottom of this section you can enter the 

Customerôs Website.  Once the Website is 

entered click on the  button on the right to 

navigate to the Website. 
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*Note - The Work Site is the physical location where Employees  are going to work and are very 

important because the address information is used in determining Taxes that should be applied to the 

Employeeôs Paycheck . 

Customer Co ntact Methods Form  

The Contact Methods form is found within the Customer  Details section.  The Contact Methods section 

stores the Office Phone, Email Address(es), Cell Phone, and Fax numbers for a Customer . 

 

To view or edit a Contact Method double-click on the record.  To add a new Contact Method click on the 

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

In the Customer Status section you can view and/or 

update the Customerôs current Status.  The Activation 

Date displays when the Customer  record was 

changed to ñActiveò status.  The Date Created is the 

day that the Customer  was added to Enterprise. 

*If the Customer  Status is not ñActiveò users will not 

be able to create new Assignments  on Orders  for 

this Custom er . 

The Billing Address displays the address where the 

Customerôs Invoices will be sent.  If these fields are 

left blank Enterprise will automatically use the main 

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 

Customerôs state select the correct location in the 

Sales Tax Goods and/or Sales Tax Services drop 

down menus. 

The Default Worksite section displays the Work Site 

which will automatically populate in new Orders 

created for this Customer .   
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Customer Departments Form  

The Departments form is found within the Customer  Details section.  The terms Department, Child 

Customer and Division are interchangeable as they pertain to the Customer  Hierarchy.  There are a 

number of reasons why it would be important to create a Department for a Customer : 

Ç The Customer  would like I nvoices  for a particular Department sent to a different location than 
the billing address on the main Customer  record. 

Ç The Customer  requires different Invoicing  criteria for different Departments. 
Ç The Department has a different Worker Comp code default. 

Ç The Customer  would like specific reporting by Department. 
Ç There are 2 Branches or 2 Sales Teams servicing the Customer . 

Ç Customer  terminology ï a Customer  calls to place an order for the Human Resources 
Department. 
 

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

When dealing with Departments, the terms Primary and Parent are interchangeable.  The Primary/Parent 

record is always at the top of the Customer  tree.  When creating a Department, the Department record 

will inheri t all of the properties of the Parent record, and they can be modified at each Department level.  

All data entered at the Primary level can be entered or modified at each Department level.   

*Note - If Departments have been created for a Customer , it is unlikely that Orders  would be created 

under the Primary Customer  record. 

Choose the Contact Type from the 

drop down menu then enter the 

Contact Information.  The Active 

will automatically be ñYesò; to 

inactivate the Contact Method, 

click in the ñNoò radio button.  

Add any Notes that apply to this 

information and then click on the 

Save button to add the 

information to the Customer ôs 

record. 

To delete a Contact Method, first click on the record 

that you wish to delete.  This will highlight the 

contact record, and then click on the  button to 

remove this Contact Method from the Customerôs 

information.  
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To add a new Customer  Department, click on the Add Department button.  The following window will be 

displayed: 

The Department Information section displays 

the Department record that you currently have 

open for the  Customer .  It will also list the 

Contact  who has been listed as the default 

Supervisor for the Customer .  This section also 

displays the Branch associated with the record 

and the current Status. 

Below that is a picture of the Customer  tree.  

To minimize any part of the tree click on the  

button on the left or click on the  button to 

expand and display more Department 

information.  

In the Common Tasks section you can change the 

Customer  tree view so that it only displays ñActiveò 

Departments or click on Show All to display all 

ñActiveò and ñInactiveò Departments within the 

Customer hierarchy. 

*When you click on Show All the button will change 

to Show Active Only.  Click on the button to revert 

the display to only those Departments with a Status 

of ñActiveò. 
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Add the new Department name (ie. ñWarehouseò, ñHuman Resourcesò,ò Nursingò, etc.) in the Department 

field, then click on Save to add and open the Department record. 

Customer Worksites Form  

The Worksites form is found within the Customer  Details section.  Worksites are the physical locations 

where the Employee s will go to work.  One Customer  may have an unlimited number of Worksite 

locations. 

 

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

Worksite information.  To add a new Worksite to the Customer  record click on the  button to display 

the window below: 
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Enter the location as the Customer  refers to it in the Worksite field, add the address information and 

choose the tax State from the drop down menu.  You can also enter Directions and a Dress Code that 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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Once all of the Worksite information has been added click on the Save button to add the location to the 

Customerôs record.  To add another Worksite, click on the New button to clear the form and add another 

location to Enterprise.  Use the  and  buttons to navigate  between Worksite records for the 

Customer . 
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Customer Interest Codes Form  

The Interest Codes form is found within the Customer  Details section.  Interest Codes are the skills, 

shifts, languages, etc. that are required of all Employeeôs being placed with the Customer .  To add or 

delete required Interest Codes click on the  or  buttons on the right.  Interest Codes entered into the 

Customer  record will automatically populate into the Order  Candidate  Search  in the Interest Codes 

area of all Orders  for t his Customer  and Department and the Order  Interest Codes form.   

 

Customer Assignment Restrictions Form  

The Assignment Restrictions form is found within the Customer Details section.  The Assignment 

Restrictions form holds information about the Employees  that the Customer  has requested not return 

to their Department.  

 

Assignment Restrictions (or DNA ï Do Not Assign) are used to ensure that an Employee  is not placed with 

a Customer  that they shouldnôt be.  Customer  initiated DNAs are entered from the  Cust omer  record 

by clicking on the  button in the upper right.  If an Employee  or Customer  Assignment Restriction 

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  

Candidate Search, even if all of the other search criterion are met.  
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Once youôve entered the necessary information click on Save, to add another DNA click on New. 

Customer Vendor Management Form  

A staffing company vendor can be selected for the Customer  from the Vendor Management form under 

Details . 

 

To add a staffing company vendor to this Customer  click on the  button in the upper right.  The form 

below will be displayed: 

 

Once youôve clicked the 

 button the prompt 

to the left will appear 

and you can use the 

Employee drop down 

menu to locate the 

Employee . Click in All 

Departments if the DNA 

applies to the entire 

Customer . 

Select the Vendor Company from the drop 

down menu.  If this staffing company is used 

specifically for one Job Title select it from the 

Skill Code Prefix drop down menu.   

Enter the Order Delay (Hours) and the Max 

Candidates Per Req that can be submitted by 

the vendor. 

 

Then click Save to add the staffing 

company vendor to the Customer .  This 

information will now automatically 

populate into Order  records for this 

Custom er . 
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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 .  

 

Print and Print Preview, New Message and Edit are available in the Actions Bar in the Form Actions.  

 

Select the  button at the bottom of the screen to display Transactions, Email Recipients, Messages and 

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 Comp code, Payroll  information for Employeeôs assigned to 

Orders  for this Customer  and Accounts  Receivable  aging as well as sales.  

 

 

 

 

 

 

 


