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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 TempWorksb6Enterprise 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
att empt to address your companyo6s polyadooldos or pr oc¢
learning your TempWorks software solution.

Certain Enterprise product features can be customized by each user so that the software works
best for you. Other function s, 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 the

*Information listedin redar e fibest practicesodo or information about



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 downl oad 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,
C: enterprise

lzer Mame I

Password

sign in cancel

Enter your User Nameand Password and then click on the Sign Inbutton to open Te mpWorks 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 -

(\:‘. Options
B8R Role: PC
|
| E Switch Branch (High Tech 5taffing)

1
ﬁ Server; TWSOL2005

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 al so displays the current user
Branch

Clicking on the Serverbutton will 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.



C:.' options

Appearance Preview

Sample Text

[] Use Dark Text Colar
[%] Show Background Highlights

Email

[%] Show Background Shadows
[%] Show Background Graphic Effect

Wallpaper

) Ink Splash
\J Floral
) Sunlight

& None

Advanced

[%] Form status animation
[F] Disable High quality animations
[F] Disable High quality gradients

B Save x Cancel

Inthe 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 specific 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:

E TempWorks Emerprive. [] 40 = ¥

"R B AR &l o

fogtoes e O Comtas by /80 it
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Saving Changes to Records

When a record is updated in Enterprise the new
information needs to be saved. There are two ways that
this can be accomplished.

-'_I'en-'l-pg\\‘i'nrts Enterprise

@ Record has not been saved!

There have been changes since this record was last saved. . . .
Would you like to save your changes? You can click on the button in the upper left of the
Enterprise Main Screenbefore navigating away from a
= Save and Continue form.
(recommended) I
2 Do Not Save and Continue The second W?.y is to cllF:k to ngwgate gway from your
This will cause any changes to be lost, current form without saving. If information has not
» Cancel previously been saved the window displayed to the left will
ance! .
Continue working on this record. pop up and as k you to save inform
changed.

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

Enterprise Notification Services




The Notifications  function displays pending web Orders , online application submissions, and job board
interest and the details about these alerts. If there are alerts you will see a line at the bottom of your
Enterprise screen that says AYou have [Number] Alertso

* 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 X1

Event Type <

| Event Type « Name Description |

B 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: Ohio Health (Primary) Customer Credit Check: Ohio Health (Primary)
El Event Type: First Day Call (3 items)
" First Day Call Assignment: Carpenter, Kelley (Chio Health, 14140) First Day Call: -
" First Day Call Assignment: Barker, Brian K. (Chio Health, 82320) First Day Call: -
" First Day Call Assignment: Dunn, Jeff (Chio Health, 14140) First Day Call: -

Event Type: I9 Needed (18 items)

Event Type: Unfilled Order (57 items)

Event Type: Weely Call (121 items)

To navigate to the corresponding record for an alert you can right -click on the line of the Natification
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 Manager
screen.

View Order If the Notification is for an Application that has been submitted it
&y Close will allow you to navigatetothe Emp |l oyeeber 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.



Department st B Urban Outfitters

Operations Manager Salesperson

Customer ID | 9/5/1998 12:00:00 AM - 7/1/2007 12:00:00 AM 10/15/1995 - 6/15/1998
)

Worker Comp §
Bechions job details reference check results

Employer Best Buy Reliable Cooperation
Position Operations Manager Punctual Productivty
Supervisor Ed Loring Attendance Attitude
Phone (995) 693-2343 Rehire Comment

Address/City Apple Valley, MN

From Date 5/1998 12:00:00 AM Attitude Comment

To Date 7/ 7 12:00:00 AM

Required 3
Order Type T
>
;

Job Title

Description

Job Type € Full Time [_] Part Time [_] Temporary finc uaiatiendarice

Dress Code Pay 22,50

2 Quality of Work
Safety Notes Duties Managed operations

Start Date Interaction

Duration g Reason for Leaving Tired of working every weekend

Est. End Date Strengths

Shift - :

reference information Areas of Improvement
Ok to Contact? [1Yes [ 1No

Reference Sent Misc Comment

Start Time

Reference Completed

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

from Message and Incoming Email 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 (shown left) is located in the lower | eft of the

Enterprise Main Screen. Clicking on the E 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 draggi ng
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 H button is clicked
the full screen Task Manager will be displayed as shown in the next
picture.

Click the E button to refresh the Tasks area.



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

filter criteria X
Show by Task Type Incomplete Show tasks due between 06/15/2009 B and 06/22/2009 B

Assigned to 4 Find Tasks |
0 results x ot

bl

Drag a column header here to group by that column.

Task Description Due Overdue | Complete |

. Call back Tammy at Crom alisha@TEMPWORKS (Due: 6/15/2009)

. Set up interview for Jesse alisha@TEMPWORKS (Due: 6/16/2009)

==

Set up interview Alisha Arnold {Due: 6/15/2009)
'w Message & Sanders, Rachel
- B
% | ABC Calling List matts
E Generate 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.

E Set up interview Alisha Amold (Due: 6/15/2009)

‘= Message & Sanders, Rachel

Edit a Task by clicking on the "~ " button. To mark the Task as completed, click on the < button.
You can alsoright-click in the box on the Task record itself and choose Mark as completed Change who

11



the Task is assigned to by clickng onthe A s s i g option ané select the RepNamdrom the drop down
menu.

we  Mew Task Ctrl=M
: .t | Open Task Space
&3 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 results w0 L)
Drag a column header here to group by that column. =

Task Description Due | ?.| Overdue | Complete |

Call back Tammy at Crom (Clear Filter) RKS (Due: 6/15/2009)
5/8/2009

6/11/2009
Set up interview 6/13/2009 old (Due: 6/15/2009)

£/15/2009
[C] 6/16/2009 & sanders, Rachel
Interview for Tammy Alisha Amold {Due: 6/13/2009)

| ‘= Message | | ‘Devereaux, Tammy

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 ¢ & Vv

[ Call back Tammy at Crom In the example to the left a new Task is being created for
B K Gk o Ao Sor' homme Tammy D(.avereux by selecting her picture in the avatar area
e e and dragging the record down to the Tasks box and then

‘ dropping it.

12



task details

Task Employee: Deyereaux, Tammy
Due 5] Complete []

This task will be linked to Devereaux, Tammy.

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 can be entered in

the large white 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 se lect SwitchBranchas shown here:

@ 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 (SystemEntity, 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.

s hierarchy level and branch selection
Finish Please select the hierarchy level and branch you wish to access.
*Note T New data cannot be entered
System .
at ASystemo | evel
Branch N
ASystemd has no tforeb
“ System (System) =

fen ks iy double-clicking on the Branchto

Eval SE (Branch)
“ High Tech .S(ah‘lng (Entity) update.

Memphis NE (Branch)

MemphisCA (Branch)
“ NursesNow, Inc (Entity)

NursesNow (Branch)
“ PayrollTest (Entity)

SameState (Branch)
“ TempWorks Sales (Entity)

Sales (Branch)
“ VIP Placements, Inc (Entity)

( Cancel J ack ( Next > ]

13



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.

ll,mmu:l!n
eral Information

Version

User Name
System User Name
Host Name
Group Name
Server Mame

DB Mame

Hier Name

Hier Type ID
Hier Type Name
Hosting Server

Endpoint Address

ServiceRep Information

SeniceRep ID
Rep Mame
Full Mame
SecRole ID
SecRole
SecRole Name
BranchID
Branch Mame

Hier Il

*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 inis complete the Main scr een of TempWorksd Enter prMane wi
screen you can do a Universal Search , look at Employee , Customer , and Order information or view
Tasks that have been assigned to you.

[E TempWorks Enterprise a - - v Search...

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

tasks & BF & v

M * Call Tammy D about in...
@ Employee: John, Gretzky
® Test John Gretzky on word

4 You have 202 alerts. -
The different areas of the TempWorks Enterprise Main Screen are as follows:
T The E button is located in the up per left of the Enterprise Main
| A E =TS screen; from this button you can create new records for
| 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 right corner of the screen. When you enter a
name (or first few letters of a name) and hit Enter (on your keyboard)
crd Q the Universal Search will display all of the different types of recor ds

that match the criteria you entered.

15



I n the example above the | eUtiversat SdaCl feld. Toemtlee seamrcht er e d

to match this criteria y ou 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 Universal 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.

16



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:

B Mavigate Forward <+ .-' o

Definition of Record Types

Go To Task Manager

4034

Employee : Information including Application details, Payroll , and Assignment history as well
- .. asMessagesre 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 Payand Bill Ratesforan Emp | oy ee 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, Messagesand sales call information.

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

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

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

gﬂ"

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

17



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

Butt ons: 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

Assignment 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

The view to the left displays the ActionsBar
that you would receive when you scroll over or
open the Employee record area.

Order Assignment  Contact

< MewEmployee O Search | Actions Favorites

You can click on the NewEmployeebutton 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 Favoritesarea , iuffiledt Gen it 6s noRavorittsst ed i n your

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

18



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 Custaneroption 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:

& Wt
/‘/{H H:'gl add new customer

Customer Phone

custominame other billing
|

Department Primary Email

main address sales information
Attn, To Account Manager alisha Alisha Armold

Address Branch Memphis SE

Address2 Sales Team 1 Default

i Active Date 1/20/2009
State

Terms Payment Past Due 20 Days A
Zip 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 address, 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.

19




Uy |
/.n |l|¢| 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 Arnold

Address 4623 2nd St. Branch Memphis SE

Address2 Sales Team 4 greggd

City n Active Date 1/20/2009

State Terms Payment Past Due 20 Days A

ap 2 Note Manufactures plastics for
Country United States of America automotive uses,

LT G T Tx8742 1.29 Salesperson (Texas)

*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 displays the Customer 6 #wvatar or logo, Name Department and Addressas well as
indicating if they are Active

. ~m : . .
Ifthe Customer i s current| ifl thecldwer left aorndr \wilebe
Green, if they haveab eG'fmlewfliIIDE(..

When the IR 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 Parentrecord).

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 their main address.

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

~

20



Customer Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Customer 6 s Vi ferm tontairs information such as Aging Sales Messagesand

Contacts . Each of the areas of the Visifile will be broken down and covered in detail.
3 = New Customer Q Search Actions Reports ¥ Favorites ¥
Crom Equipment ¢ K
Primary customer snapshot
< 123 8th st. Customer Name Crom Equipment Customer ID | 10623 Branch Memphis SE Status Active
Minneapolis, MN 34950
(651) 555-1212 Parent ID Root ID 10623 Notes
o r e
financials contacts @
invcing Last Payment 12/14/2009 YTD Sales $0.00 Name Title | office Phone |~
defaults Balance Due $17,483.35 Lifetime Sales $3,079,260.16 e hae (651) 452-0366 |
nesages AR Balance  $22,606.34 Sales Trailing $360,625.69
documents Billings, Barbara Owner (651) 555-1212 x123
search Credit Limit  $100,000.00
Frodowald, Eric
Holcomb, Jim Owner (651) 555-1212 x123
Hollingsworth, Jim Manager (651) 555-1212 x123
-
messages -
Date | Action Message Rep Contact Due =
tasks @ ' 0 ‘ v 1/12/2010 Message Personal call summary: laurab Billings, Barbara
[HCall Owen at Linden about lu... 1/12/2010  Order Candidate Rejected — Devereaux, Tammy OrderiD: 5996 - Crom Equipme... laurab Kozelek, Stephanie
[WiSet up interview for Loretta L... 1/12/2010  Absent (Sick) called in not feeling well casey
1/6/2010 Order Candidate Interview — Alabama, Nick OrderiD: 5281 - Crom Equipment laurab Williams, Leonard
1/6/2010 Order Candidate Candidate — Alabama, Nick OrderiD: 5281 - Crom Equipment  laurab Williams, Leonard
1/6/2010 Order Candidate Candidate — Arkansas, Frank OrderlD: 5281 - Crom Equipment laurab Williams, Leonard
1/5/2010 Order Candidate Refused — Alaska, Joe OrderlD: 4365 - Crom Equipment laurab
1/5/2010 Order Candidate Candidate — 56, Shanta6 OrderiD: 4960 - Crom Equipment alisha Williams, Leonard
i -~ - - - e asain A A~ e smes A - . - .- b

customer snapshot

Customer Name  Crom Equipment

Customer ID | 10623
10623

Branch  Memphis SE Status  Active

Parent ID Root ID

Notes

The Customer Snapshot section displays theCustomer NameJnique ID numbers, Branch and current

Status( i e . iActiveo, i Pr os pect 0The VabkterVialvallbves the Ser o diéewtall Ch e c k 0,
Contacts , sales, Messagesetc. that apply to the Customer and any associated Departments Click on

this button to toggle in to the AccountViewand only display information for this specific Department

financials

Last Payment 10/16/2008 YTD Sales $2,707,213.57

The Financials section displays theBalance

Balance Due $5,546.71
AR Balance  $15,067.05
Credit Limit  $100,000.00

Lifetime Sales $2,707,213.57
Sales Trailing $2,707,213.57

Due, AR (Accounts Receivable)Balance Credit
Limit and total Salesinformation for the
Customer .

21



The Contacts section dis contacts o

internal staff with whom you work. To add a new Name Title | offics Phone [+

Contact from the Customer Visifile click on the Billiard, Susan General Manager (321) 455-4444
'l'-; button in the upper right corner. To open the Billings, Barbara Owner {651) 555-1212 x123

full Contact record double-click on the line for that Holcomb, Jim Owner {651) 555-1212 x123

person. To send Contacts Email, click on their Hollingsworth, Jim Manager (651) 555-1212 %123

line and then click on the button. Johnson, Aaron Plant Manager {B651) 555-1212 x123 .

messages

Date - |ﬁction |Me55age Rep Contact Due ;

12/26/2008 Message [Candidate]/[, Tim]/[Crom Equipment] webcenteruser

12/17/2008 Message Mot interested - worked there before alisha

12/15/2008 Message Mot interested in warehouse positions here glisha

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

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

12/12/2008 Message [Candidate]/[zztest111, zzrest111]/[Crom Equipment] alisha

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

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

am b

The Messages section displays all of the notes thathave 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 Work Site information.

Primary customer information customer status
. 123 8th st. Customer Name Crom Equipment Status A Active
Minneapolis, MN 34950 >
(651) 555-1212 Department Primary Activation Date 08/20/2009 &
Customer ID 10623 Date Created  12/6/2001 9:09:00 AM
Parent ID
contact information billing address
Street 1 123 8th St. Attention To  Bob Smith
. Street 2 | Suite 105 ) Box 0123
S w erace u Street 1 PO Box 012
interest codes City Minneapolis Street 2
assignment restrictions State MN Zip 34950- City Fort Pierce
vendor management o £ Ameri ;
invoicing Country United States of America State FL Zip 34950-
defaults ] Country United States of America
messages Website  hitp://www.cromeg.com
documents
search . -
contact roles ‘
3 v
sks @ ' L First Name | Last Name 4 | Contact Type [
[l % Call Owen at Linden abo... Jim Hollingsworth Report To sales tax
[llSet up interview for Loretta L... Jim Hollingsworth InvoiceEmail Contact Sales Tax Goods  Portage, OH Sales Tax
Stephanie Kozelek Ordered By Sl Tax Services N/A
Paul Pugeot Report To

default worksite
Work Site  gite 26
3480 Golfview Dr
Eagan, MN 55123

customer information

Customer Mame Crom Equipment

The Customer Information section lists the
Customer NameDepartment Customer 1D and
Parent[Account] ID, if any.

Department Primary

Customer ID 10623

—— The Contact Information liststhe Cust o mer
contact information main address with Street 1 Street 2 City, State
Street1 123 8th St Zip code, and Country.

Street 2 | Suite 105

City  Minneapalis At the bottom of this section you can enter the

B | MN L 34950- Cu st o méabsdits Once the Websiteis

Country United States of America -

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

Website | htp:/fwww.cromeg.com

&
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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 Ac tDate €réatedsttha t u DateCreated  12/6/2001 2:09:00 AM

day that the Customer was added to Enterprise.

*Ifthe Customer Statusi s not i Act i v e billingaddress

be able to create new Assignments on Orders for AttentionTo  Bob Smith

this Customer . Strest1 PO Box 01234

The Billing Address displays the address where the SfVEEt ] -

Customer 6s wilbesent dfthese fieldsare Laifasioc

left blank Enterprise will automatically use the main i FL_ S, 19°0-

address information. To copy the main address into Sty Vribed States of Amesica

these fields, click on the © % button in the upper right

corner of the box.

sales tax If Sales Tax applies to goods or services in the

BN o G Portage, OH Sales Tax Cu s t o mstatetsslect the correct location in the

Sales Tax Services. N/A Sales Tax Goodsnd/or Sales Tax Serviceop
down menus.

default worksite The Default Worksite section displays the Work Ste
Work Site g3 26

AR i e 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 .

In the Contact Roles section the user can set contact roles

up default rol es that will be automatically First Name | Last Mame 4 | Contact Type

assigned to new Orders for the Department

Jim Hollingsworth Report To
The Contact record must first be added for Jim Hollingsworth InvaiceEmail Contact
. . Stephanie Kozelek Ordered B
the Customer , then click on the button g u
Paul Pugeot Report To

to open the form below:
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) customer contacts

contact
Billings, Barbara

available roles

assigned contact roles

Last Name

| First Name

] Role

Pugeot Paul

|| Hiring Mgr

Hollingsworth  Jim

th Jim

‘| HR Coordinator

Kozelek Stephanie

l| Supervisor

ll Timecard Alt 1

Il Timecard Alt 2

l' Vendor Acct Mgr

Customer C_ontact Methods Form

Report To
Report To
InvoiceEmail Contact

Ordered By

Select the person from the Contactdrop
down menu. Then select a role from the
list in the Available Roles section.

Click on the + button for the role and
the Contact name and role will be
displayed in the Assigned Contact Roles
section on the right.

Once all default roles have been set up
for this Customer , click on the Save
button in the bottom right corner of the
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 .

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

Ll 2

visifile

details

» contact methods
departments
worksites
sales & service
interest codes

= New Customer Q, Search

Actions Reports Favorites

’ Cell Phone | | Email Invoice
g (651) 351-3548 | | accounting@crom.com

’ Friend | | Email Personal ‘
" (348) 787-3452 friend@live.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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Choose the Contact Typdrom the
drop down menu then enter the

V7
: @ contact methods

i Contact Information The Active
wi || automati cal
Contact Type Qifice Ehone inactivate the ContactMethod,
Contact Information (651) 555-1212 click in t he i No
Active &) Yes (U No Add any Notesthat apply to thi s

information and then click on the
Savebutton to add the
information to the Customer 6 s

Notes

record.
To delete a Contact Methodfirst click on the record | Cell Phone
that you wish to delete. This will highlight the
contact record, and then click on the o button to g (651) 351-3548
remove this Contact Methodfromthe Cust o me -

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 parti cular 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 fiHuman Resource®
Department

O 0O 000

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 Parent record, 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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Primary

123 8th St.
Minneapolis, MN 34950 Department Name | Primary

(651) 335-1212 Supervisor Holcomb, Jim

"

Customer Name | Crom Equipment common tasks

Show All
Toggle view from active to all departments.

Branch Memphis SE

visifile | Status Active

details o - -
contact methods Erom Equir Primary (Active) )

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.

» departments 4 CER Company, Corp (Active)
worksites
sales & service
interest codes “ Crom Equipment, Accounting (Active)

Crom Equipment, Warehouse (Active)

assignment restrictions Crom Equipment, New Department (Active)
vendor management

4 Crom Egquipment, Clerical (Active)

Customer Name | Crom Equipment

Department Name  Primary
The Department Information section displays

Supervisor Holcomb, Jim
— Memphis SE the Departmentrecord that yqu curreptly have
B S open for the Customer . It will also list the
Contact who has been listed as the default
- [Crom Equipment, Primary (Active) ]

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

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

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

4 Crom Equipment, Clencal (Active) L .
To minimize any part of the tree click on the *

4 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 Egquipment, 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 t ree view so that i
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.
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To add a new Customer Department click on the Add Departmenbutton. The following window will be
displayed:

i
= '

)
;/, :Ei Ei:'ﬂ add new department

Adding Department to Crom Equipment

Department name

Add the new Departmentn a me (i e . i War ehouseo, iHuman PRepmtmant ces o, O
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.

Primary
123 8th st.
Minneapolis, MN 34950 Drag a column header here to group by that column.
651) 555-1212
(6s1) ID | Active | Description 4 | Street ‘ City State Zip
~
.' 1377 x Appleton Branch 400 Main Street Baltimore MD 21202
visifile 1882 % Billing Center 3480 Golfview Dr Eagan MN 55121
details
contact methods 1727 x Corporate Office 3300 Enterprise Drive Fort Pierce FL 34950
departments 1522 %|  Florida Branch 3300 Enterprise Drive Fort Pierce L 24950
» worksites
sales & service 1004 x Green Valley Greensboro Alkana co 57960
i"t‘?rest codes _ 2051 x Human Resources 10116 Waterson Trail Jeffersontown KY 40299
assignment restrictions
vendor management 815 X Main Office 3300 Enterprise Drive Upper Arlington OH 43220
invoicing 003 %]  Main Office 2 10116 Waterson Trail Jeffersontown KY 40299

To view the details of a Worksite double-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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i
'/'. Eis Eiiﬂ; worksite

= =)

Active State

worksite details tax informaq’on

Worksit:
Attn To
Streetl

Sales Tax Services

Sales Tax Goods

Street2 Local taxes are automatically determined by the zip
City ‘

code,

Exempt
A
State MN a— Count)l Tax

Connty City Tax
School School Tax

Country  United States of America

other information
Directions Dress Code

Enter the location name 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 Details 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"¢ S—
% /'. 'lu{bl worksite

- =

worksite details tax information

Worksite Corporate Office State FlIncTax

Attn To Sales Tax Services N/A

Streetl 3300 Enterprise Drive e Tax Gootenll N/A

Street2

City Fort Pierce Local taxes are automatically determined by the zip

. code.
State FL Zip 34950 Exempt

County County Tax
School City Tax

Country  United States of America School Tax

other information

Directions North to State Line 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 Sales & Service Form

The Sales & Servicdorm is found within the Customer Details section. This form contains details
regarding Sales TeammCompetition Notes and Order default information.

Primary sales information service information
M,nnealﬁ,s&s‘:t' 34950 Account Manager  greggd Skip weekly calls as department default U Yes @ No
i is,
(6?1) 555-1212 Branch Memphis SE Skip assign ending calls as department default U Yes @ No
oL Sales Team stephanie
osihle How Heard Of Haley
details How Heard of Detail
contact methods
departments
worksites
» sales & service
interest codes Notes
assignment restrictions
vendor management Competition Kelly, Manpower

invoicing
defaults

messages
documents
search

tasks @ W © & Vv
% Call Owen at Linden abo...

Business Code
[[lSet up interview for Loretta L...

job order defaults

PO Number 1234 Check Drop L
Supervisor Customer Extra 1
Entity Customer Extra 2
Sub Entity/Dept Customer Extra 3

Location

In this form you can update the Account ManagerBranchor Sales Teanfor the Customer . You can also
select to Skip weekly calland Skip assignendingcallky sel ecting the fAYesd or ANo0O
each.

Customer Interest Codes For  m

The Interest Codedorm is found within the Customer Details section. Interest Codesre the skills,
shifts, languages, etc. that are required ofall E mp | o y bein@ @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 S
123 8th St.
Minneapolis, MN 34950
(651) 555-1212 12 hour Nurse
~ Created: 2/29/2008
vET Required: ¥
details
contact methods 1st Shift
departments Created: 2/28/2008
warksites _ Required: D
sales & service
» interest codes
assignment restrictions 8 hour Nurse
vendor management Created: 2/28/2008
invoicing Required: [X]

defaults
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Customer In _voicing Form

The Customer Invoicing form displays a complete record of all Invoices issued to the Customer
from your company out of Enterprise.

On the right in the Search area you can select search parameters to find specific Invoices . Enter the
criteria and then click on the Searchbutton to display matching Invoices . Double-click on the Invoice
to open the Invoice Detailsform for the Invoice .

Customer Invoice Detail Form

The Invoice Detailform is found within the Customer Invoicing section. To open and view the details
of an Invoice , select the Invoicing form and double-click on the Invoice you wish to view. This will
open the Invoice Detailfor the selected Invoice .
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