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Enterprise Changes from 12R4 to 12R7

New User Interface Style

The new and improved user interface is lighter and brighter with more customization options. It includes easy navigation
to create new records, searches, favorites, and in-record actions.

The view to the left displays the new log in form that users will

C tempworks see when they want to open Enterprise.

Enter your User Nameand Passworgthen click on signin (or hit
Enter on your keyboard) to open your Enterprise database.

Uzer hame The screen shot below is of the Enterprise Main Screen as it
Passware appears with the new user interface. The Notifications are
— now displayed in the lower right corner and the Branchand user
signin  cancel Roleinformation can be accessed from the E menu in the upper
left corner.

‘ E TempWorks Enterprse ;‘ 1 - v

. N

Emgployee  Listimes Ot Assigrement Unetacs Py / N Caedae Heports Emal
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(continued)

E Menu Functionality

‘ E TempWorks Enterprise i | -
New »
B soe
\3) Refresh

(\f.’. Cptions

a Role: PC
‘ E Switch Branch (High Tech Staffing)
L.
| §

Server: TWSQL2005

The E menu in the upper left still allows the user to create
new records, but now also contains Options Rolg Switch
Branchand Serverinformation.

Clicking on the Savebutton within the menu will save any

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

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

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

Clicking on the Serverbutton will display the Diagnostic
Informat ion form.

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

your Enterprise software.

'CQ oplions

Appearance

H

B) 5o X Carces

In the Appearance form click on a color square on the left to select your mai n 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 bott om allows the user to choose
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te mpmg;ks (continued)

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:

T —
L [ N— [:!--.

LR
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Simplified Hierarchy Selector

To change levels within your company hierarchy click on the E menu in the upper left corner of the screen:

|
‘ E Switch Branch (High Tech Staffing)
Once this function is clicked the HierarchyLeveland branch selectioform will be

displayed as shown below. Click on the correct hierarchy level (System, Entity, Branch, etc.) and then double-click on the
Branchrecord that you need. This will update your hierarchy and bring you back to the Enterprise Main Screen .

Search..,

hierarchy level and branch selection
Please select the hierarchy level and branch you wish to access.

» Select
Finish

System

Branch

4 System (System)

* Bval Staffing (Entity)
Eval SE (Branch)

“ High Tech Staffing (Entity)
Memphis NE (Branch)
MemphisCA (Branch)

“ NursesNow, Inc (Entity)
NursesNow (Branch)

4 PayrollTest {Entity)
SameState (Branch)

“ TempWorks Sales (Entity)
Sales (Branch)

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

‘ Cancel

Detailed Notification Manager

The improved Notifications  function displays I-9 alerts, unfilled Orders , online application submissions, and pending
web Orders and the details about these Alerts. Any Notificationswill be displayed as Alerts in the lower right corner of
the screen. Click on the button shown below to view the full screen Notification Manager.

& You have 243 alerts.

© 2005, TempWorks Software, Inc. All rights reserved Page 4 of 69
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243 alerts 5

Event Type =

I Event Type 4 | Name Description

]

(] Event Type: Customer Credit Check (44 items)

3 Event Type: First Day Call (3 items)

[ Event Type: 19 Needed (17 items)

= Event Type: Unfilled Order (57 items)

¥ Unfilled Order Order: C# (Worthington Industries, Primary) Unfilled Order

4«7 Unfilled Order Order: Unknown (Bradford Enterprises, Primary) Unfilled Order

0 Unfilled Order Order: C# (Worthington Industries, Primary) Unfilled Order: 5370 Worthington Industries, P...
«" Unfilled Order Order: Admin. Assist. (ZZTorch Inc, Benefits) Unfilled Order: 5424 ZZTorch Inc, Benefits

¢¥ Unfilled Order Order: C# (Worthington Industries, Primary) Unfilled Order: 5366 Worthington Industries, P...
¢ Unfilled Order Order: Mail Services I (ZZFavorites, Primary) Unfilled Order: 5361 ZZFavorites, Primary

«) Unfilled Order Order: Unknown (Crom Equipment, Accounts Receivable) Unfilled Order

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 Manager screen.

*Note T Al erts can be uniquely configured on a cl i ermttformgre cl i en
information.

Improved Task Management

The Tasks area displays items that require user follow-up. In addition to being able to create Tasks from Messagesand

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

tasks @ W 6 & Vv

The Tasks box displayed to the left is located in the lower left of the Enterprise screen.
\ There are no tasks to display.

g You can adjust your filter Clicking on the E button allows the user to create a new Task. When an Enterprise
settings to customize this record is open (Employee , Customer , Order , Contact , etc.) a Task can be created
R for that record by clicking on the avatar area and dragging and dropping the record in

the Tasks box. Click on the E button to Refreshyour Task list.

Tasks can also be created within the Follow-up area of any Messagerecord or from an
IncomingEmail

When the ﬁ button is clicked the full screen Task Manager will be displayed as shown
in the next picture.
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(continued)

filter criteria

)
Show by Task Type All Types Show tasks due between 05/01/2009 Ui and 06/15/2009 Ll
Assigned to All Service Reps ‘ <, Find Tasks i
0 results - X
Drag a column header here to group by that column. =
Task l Description Due Overdue | Complete |

Customer:
Claim Task J task 1

{Due: 5/19/2009)

| g ASCS Inc. (Primary) |

Contact: Adams, Jon
Claim Task J visitlliim

Need

to get

a

Interview needed

=]

jmoline (Due: 5/8/2009)

| ' Message ; ‘Aardson, Steve

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

To create a new Task, click on the ﬁ button in the upper right.

Candidate Call

-

ww Message

jmoline (Due: 5/7/2009)

’Q.Larson, Thomas 1 ‘Aardson, Steve ’ ﬁLarson Companies {Primary)

To edit the Task either double-click on the Task line or click on the ' button. To mark the Task as completed click on

the "3 button with the Task selected or right-click and choose Mark as completed Some Tasks are created by actions
taken in the system; these auto -generated Tasks will have a Claim Taskbutton on the left of the Task line. Clicking on
this button will add your UserNameto the Task and the Claim Taskbutton will disappear.

Contact: Adams, Jon
Claim Task § wisitllli
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sofoamre (continued)
You can also display Tasks for a specific date by clicking on the | | buttons to the right of the Due and Overduecolumn
headers.
0 results w3 (%)
Drag a column header here to group by that column.
gTask ] Description | Due A| 7.| Overdue [ Complete
Candidate Call (Clear Filter) bline (Due: 5/7/2009)
E, - ‘ T I [¥] 5/7/2008 ;(p \
essage rson, omas — OMpanies {(Frnma
= 2 = [¥! 5/8/2009 i o '
Interview needed '5/16/2009 bline (Due: 5/8/2009)
E 7] 5/19/2009 =
W Viessage & Aardson, Steve ‘

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 passed their Due date and are not yet completed.

In the example to
tasks @ W & \ 4 _ the left a new Task
¢ is being created for
" . Tammy Devereux
™1 @ Call John at Crom Equipm... = by selecting her

| picture in the
avatar area and
dragging the record
down to the Tasks
~ box and then

TElud gropping it.

B * Run month-end reports

Telluri

This opens a Task record that will be linked to Tammy. 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
closethenewTask r ecor d and | i reEmployee récard. Ta mmy 6 s

Record Actions Bar

New records can still 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

e,
& .;‘,;a‘/ﬁ‘ '. . ‘a . The view to the left displays the Actions Bar

that you would receive when you scroll

Employee QRETSGITS rder Assignment  Contact Pay / Bill over or open the Employee record area.

Reports Favorites ¥

= New Employee Q Search ’Actions v
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You can click on the NewEmployeebutton to open the Add New Employeéorm. 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. Reportswill display reports that are specific to the record type. 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, click on

*

it 6s whi natlistechireyour Favodites Usethe Favoritesto navigate between records.

the button in the upper right corner of the form. If the star is grey then the form is listed in your Favoritesarea, if

International Payroll Features

Enterprise now contains Countryfields in major records like the Employee , Customer , Contact and Worksite These
additional Countryfields allow users to process Payroll and even In voicing for Canadian customers. In the future

Payroll and Invoicing for Employees and Customers in additional countries can be added.

add new employee

personal information

SSN S Street

First Nam Street 2

Last Nam City

Initial State MN
Phone Zip

Email County

Schoo!l Distnct
Country United States of America

When an Employee record is open the Actionsbutton in the ActionsBar will display options for creating a resume,
transferring the Employee to another Branch submitting the Employee for a Trak-1 Background Check and locating
i Un f idrders that match Interest Codesfromthe Emp | oy eeeofls

S ERA BN

LRl Customer  Order  Assignment  Contact  Pay/Bill *Note 1 Additional Actionsmay be available in
each record, depending on what other record
types you currently have open.

Employee Actions

+ NewEmpioyee Q Search Actions ¥ Reports

" Create and Export a resuine | & View Map I

Transfer to another branch {, Manage WebCenter Account

to1 Trak-1 Background Report
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(continued)

Employee Resume Generator

The ResumeéGeneratorfunctionality allows the user to create a simple resume for the Employee from information that

has been entered into their record under Past Jobs Education and Interest Codes There are two places where an

Emp | oy sesumecan be generated. Inthe Employe e Actionsdrop down menu select Create and Export a resume

You will need to give this document a File Nameand Enterprise will save it to your computer as a PDF document. You

can al so

Education

Mchigan State University

Work History
Bar None Grill

Lake Powell BostWorks

Chucks Sealood

Skills
Drug Test
Forkiift
Data Entry
MSWord

Milwrght

sel ect to have the PDF

Fho

Mathew Marshall

Dates Attended: 06.(2

Like Powedl Argonn Position Manager Fram

Duties: Managa Restaurant

Lake Powed, Arzona Pasition: Mechanic From

Duties: Maintain House boats for
the Manna

Fort Psarce Flonda Position Water From

d o ¢ thimdonumenvipdisplayed below:r it 6 s

GPA 30

0902 To

0301 To 0902

01101 To D001

The other place that a resume can be generated is from the Order Candidates

Creative Solutions,

Prinary
Tayrok Ok 3

o ~.

e [T

J+ “Qrder % Search |

tatze Dwn Loeverty ore hevte s
VTixe B30 450 0811 (madotete

1 Conduwe

21 Lastitste

M IS L2008 Cowbeindy

1 Cowtiete
e

21 Cwvistete

1008 B0 Y LID LI Camdilele

Actions Reports ¥ Favorites ¥

email resumes - choose resume type

» Choose Resume Type
Choose Resumes

Summary

choose resume type
Which type of resume do you want to send?

Attach resumes from candidate documents

v Generate new resumes from a template

form.

When you have selected Employee s
(shown to the left) and click on the

L= button in the upper right, the
next form will open and allow you to
select to attach resume documents
or to create resumes using the
generator.

Select the
Generate new
resumes from a
templateoption
and then click on
Nextat the bottom
of the form.
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Follow the remaining steps in the Email resumes wizard to create an Email to the Order Supervisorsimilar to the one

below:

Mass Mail Advanced Formatting

‘T(mes New Roman '|12p! l = §E - M . 6Show Bec ["] Log Messages
i ["] Request Read Receipt
B | U E === T4z | Address Attach Attach From -
— e Baok File Database Hide Recipients
" CALTA Y - RLRIEITD B odon oo i " B ad il
| To.. ’ Irv Hampton;
L= | (e ]
Send
= | Subject

Attached Ej)ohnAndersonS%O.pdf E]RobertoBarketllWl.pdf E]PattyBorstsieSGZlO.pdf .EJDeitrichDevonQSSﬁ.pdf
BTammyDevereaule%?.pdf EJFrederickDougIale493.pdf E’Ph:lNewmanSSBZ.pdf [__.‘_!JamesSanders'5282.pdf

| . | : 1 . | : 2 . | : 3 . | : 4 . | : S . | . [ . | . T . | . 8

Add a Subjectand Email text and then click on the Sendbutton. This will log a message in the Contact record that this

Email was sent to the Supervisor

Employee WebCenter Management When Invite to WebCenteis selected from the
Actionsdrop down menu and the Employee has
not been previously added as a WebCenter user,
the form to the left is displayed.

add webcenter user

The first step to set up a new Employee
WebCenter log in requires that the user completes

Step 1: Assign Role  Employee the Assign Roldield by selecting from the drop
down menu for available roles (the role determines
Step 2: wInvite User to WebCenter ‘ Invite ‘ what features in the WebCenter that thi s
Employee has access to). Step 2 determines how
OF the Employee gets notified of the log in
 Manually Create User Account information.

User Name

For option one the Employee has an @ Em
address on their record and will be sent a system-
generated email that directs them to the

WebCenter log in page where they can select their
own User Nameand Password

Password

X Close

Option two is selected by clicking on the radio button in front of Manually Create User Accoumind then the User Nameand
Passwordare entered manually. Clicking the Createbutton adds the Employee as a WebCenter Employee Portal user.
This information can then be communicated to the Employee via email, phone, etc.

Once the information has been added, click on the Closebutton in the lower right.
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When Invite to WebCenteis selected from the
Actionsdrop down menu and the Employee is
already set up as a WebCenter user, the form
to the right is displayed. You can update the
User Nameand Password select if the

manage webcenter account

password is encrypted, lock the Employee out WebCenter Account Info

of WebCenter and update the user Role (the User Name DEV9999

role determines what features in th e Pisiord DEV9999
WebCenter that this Employee has access & Peswred Enerypied |[P)

to). Once this information has been added or Lock out of WebCenter [F]

changed, click on the Savebutton in the lower Role Rk

right. Last Login Date 2/3/2009 3:44:14 PM

*Note T The WebCenter Employee Portal is an
ancillary product, pl e
representative for more information about this
web solution.

Employee (and other record) Location Mapping

Location mapping is available from the Actionsdrop down menu in both the Employee and Customer Worksitesor on
any Search page where the ™ button is found. To use the location mapping in the Search form on any record, first

select the line or lines and click on the * button in the upper right. When the mapping function is accessed it will pull in
the address(es) oftheselect ed record or |l ine(s) and open to Microsoftds

Sewsh,

*Note 1 Although this functionality is
available to all users on Enterprise
version 12R7, the location mapping
requires a special license agreement
with Microsoft. Therefore the Microsoft
licensing must be acquired before
Virtual Earth mapping will be activated
in your system.

PPease contact a Tel
representative for more information

about location mapping and its licensing
requirements.

—
il Earth "

~°.\ A
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Employee Reports
Display a wage statement or transaction history report for the Employee or view information entered from the

TempWorks WebCenter online application portal.

Employee REEVSGTT Order Assignment  Contact Pay / Bill Calendar
=4 NewEmployee Q Search | Actions ¥ Reporis ¥ Favorites

Employee Wage Statement Employee Transaction Report  Applicant Portal Information

Employee Avatar Updates

Inthe Employee avatar area three symbols have been added:

This B 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).
Tammy Devereaux When a document attached in the Required Docsarea is missing or expired, a
4832 Neil Armstrong Bivd
Eagan, MN 55121

wn®"DER-L

Employee Candidacy Tracking

symbol similar to this B will display on the record. When an Employee has an
fi | nc o mpdslelinkedto their record a E symbol will be displayed.

When an Employee is attached as a Candidateto the Order record it displays a corresponding Candidacyrecord in their
Employee file. This Candidacyrecord allows a user to determine if an Employee has refused an open position, or if

they have had their resume submitted. You can even see if the Employee has been interviewed for a position.

o Lpuyce gty o o 0 - o POt

4 New Employee Q Search Actions ¥ Reports ¥ Favorites ¥ <o
Tammy Devereaux v
4832 Neil Armstrong Bivd T )
Eagan, MN 55121
Drag a column header here to group by that column.
P
. ' ! Customer Order | Date Comments Status

ws'ﬁ!e Creative Solutions 5034 12/21/2007 Candidate

details
contact methods Unigue Gifts Inc 5319 5/2/2008 Candidate
mom il Crom Equipment 5330 7/22/2008 Approved
education Crom Equipment 4672 7/22/2008 Submitted
work interests e
dicacthise Crom Equipment 5434 8/7/2008 Candidate
candidacy Crom Equipment 4600 10/16/2008 Candidate
S enctions Creative Intentions ... 4934 1/14/2000 Candidate
interpersonal
required docs 123 Nursing 5516 2/23/2009 Candidate
Uamportalion Crom Equipment 4365 4/20/2009 Candidate
test scores
unemployment @l Creative Solutions 3724 4/27/2009 Candidate

Their current Statuscan be changed from the Candidacyform by right -clicking and selecting the ChangeStatusoption. Any

changes made from the Employee Candidacyform will also link back to the Order record and create a Messagean both.
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Employee Required DocsForm

In this form documents can be attached tothe E mp | o y eeeofd &nd can be linked to specific JobTitles Date
information for Receivedlssued Expires and Requestedan be tracked. When the expiration date is exceeded an icon will

be displayed inthe Emp | o y avatér area.

Tammy e 4 New Employee Q Search Actions Reports ¥ Favorites i ‘)

4832 Neil Armstrong Bivd S 9
Eagan, MN 55121

pu [F'] Show only active documents [F] Show only documents that expirein | 7 days
. . ! [©] Show only expired documents
visifile
deta‘lstad Document Job Title Received Expires | Document Information
contact methods Z :
past jobs T Name Drug Test
3 Name  Drug Test Received
work experience 9
e » oy JobTitle Expires Y Status
work interests = Active %
direct hire Required ‘
candidacy Received 5]
assignment restrictions Tssued &
interpersonal v :
required docs Expires —
transportation Requested &
test scores License
unemployment -
4 9y | Authority  ALL
tasks @ W ® \ Job Title
[l * Employee: Devereaux, T... pites

% Run month-end reports
[l @ Call John at Crom Equipm...

Link a Document
Existing documents View New

Johnny Wilkinson resume.doc o l 2 I

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

in the lower left click on the button to attach a document from a local or network drive. If the document is already

attached to the Employee r ecor d youol | b e a lEkigting Dacunwemdrop doivn menu. Choasenoné h e

and click on it to select and link. If a required doc has a linked document in the Documentsarea, click on the [ | button

to open the document.
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(continued)

add required document

avaitable documents

Documect

Copy 3 Cwdd
Crimisat Baoroana
cxn

Orrvery Ugernse

Qoup Test

HFLA

QA

Progvinst faam

D

Tammy Devereaux
4832 Neil Armstrong Bivd
Eagan, MN 55121

“BhbHR

visifile
details
contact methods
past jobs
work experience
education
work interests
direct hire
candidacy
assignment restrictions

interpersonal
required docs
transportation
test scores
unemployment

‘

tasks @ W & v
% Employee: Devereaux, T...
% Run month-end reports
@ Call John at Crom Equipm...

selected
Docymenm

-~ |Stepe
Drivers Urense

FEDERAL
FEDERAL
FEDESAL

HOEEAL

FEDERAL

The Document Categorgdrop 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 trackedonthe Emp |l oy eed
record (hold dowm
button to select multiple records at
once). Then click on the green arrow
pointing to the right.

Once youbve selectec
on the Savebutton at the bottom to
attach the documents to the record.

== New Employee Q Search Actions Reports Favorites - 7
w9
[F] Show only active documents [F] Show only documents that expirein 7 | days
['] Show only expired documents
Document | Job Title Received Expires | Document Information
i Name Drivers License
Name  Drug Test Received
oy JobTitle Expires Y Status
L Active [x]
— Required [x]
Name  Criminal Background Received 4/6/2009 Received 04/27/2009 B
o Job Title Expires  4/7/2010
Issued 03/20/2006 B
(T Expires 05/25/2009 E
Name  Drivers License Received 4/ e
4 @ oo e Epires 5/ Requested 04/27/2009 B
L License
Authority ~ ALL
Job Title
Notes
Link a Document
Existing documents View New
3 |[@]

© 2005, TempWorks Software, Inc. All rights reserved

Page 14 of 69



te mpmﬂ‘is (continued)

Employee Transportation Tracking

The Transportationform can be usedtotrackanEmp | oymede of transportation, and if

otherEmpl oyebé&ds need a valid drivero6és license for their posi:

=4 New Employee Q Search | Actions ¥ Reports ¥ Favorites ¥
Tammy Devereaux dikd 2

4832 Neil Armstrong Blvd Transportation Available E]

Eagan, MN 55121
gan. Transportation Type Description Car

~ . ! Transportation Details

education

work interests

direct hire

candidacy

assignment restrictions :

interpersonal License State AZ

required docs License Number 483492340234
» transportation

tost scores License Class c

unemployment DMV Check [x]
pay setup License Expire 04/26/2010 B

pay history
documents
messages

Employee Test Scores

The Test Scoresorm allows the user to tr ack internal testing that has been given to the Employee . Click on the w

button in the upper right .

4 New Imployes 4 Searnch Actions Keports ¥ Favories *

Tammy Devereaux &

4032 Nedl Armstrong 8hd " ™)
fagan, MN 55121

Drag a3 column hesder heve t0 growg by that column

cpEP [Rae

| Tet | Sratus | Scoee | Spe Gea. | Date Gven | Scheddded For | Erroes | Note
aducation —_ - - e
work erterests Algharumens Pending 4/9/2009
etk W Spewd Typng Cammpleted W 3EI0 B YRR Sdarmadints lovel

canchicdacy
assgrment resteicions
e persoral

& Lot scoews
uneergicyment

pay setup

Py hestory

documants

Search

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

Srade

L Goven

Scheduied Fue
Paus x
Veire
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Employee Unemployment Tracking

The Unemploymentform is used for tracking any unemployment claims that the Employee has submitted. Click on the

- button in the middle of the screen and then choose the Statusand last Assignmenfrom the drop down menus.

4 New Employes Q, Search Actions ¥ Reports ¥ Favorites ¥ ST
Tammy Devereaux it E = i
4832 Neil Armstrong Bivd claims «»  Unemployment Claim for Devereaux, Tammy
EaganMN 5o L2L P Claim Date 2/24/2009
P
. . 224/2009 Status Pending ¥ | Appeal Pending =]

education Status Pending  Amount

work interests Filed by alisha Last Charge Assignment v |Eastion M arehoiee Person

direct hire

candidacy Devereaux, Tammy Filed By Alisha Arnold Last Pay $9.00

assignment restrictions . [P YPEVRLY Refused Job [ Last Day

Ll I o Status Disallowed Amount

required dQ(S Filed by alisha Last Charge fea ol

transportation

test scores
» unemployment
pay setup
pay history Ciaim Amt Total Charged
documents Weekly Amt Remaining Amt
messages
search Last Charged

w BN | =
claim charges 5

tasks @ ¥ @& v
% Employee: Devereaux, T...
[l * Run month-end reports
[l @ Call John at Crom Equipm...

No Records Found

Customer Actions
When a Customer record is open the Actionsbutton in the ActionsBar will display functions to view Orders and

Assignments , create new Orders , Contacts , and Departmentsas well as accessing the GrossProfit Calculator.

Order Assignment  Contact Pay / Bill

<4 New Customer Q Search | Actions ¥ Reports ¥ Favorites ¥

! ) View Assignments ®3, New Customer Contact
| Iy | View Orders & Gross Profit Calculator

I, * New Order ;3‘ Add Department
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Customer Vendor Management

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

. == New Customer Q Search Actions Reports Favorites * | 4
Crom Equipment =
Primary & '
123 8th St.
Minneapolis, MN 34950 Drag a column header here to group by that column.
651) 555-1212
22 Vendor Company Skill Code Crder Delay (Hrs) Max Candidates Per Req |
~
Colin Staffing 0 5
ViSiﬁ!e M select Staffing 2 2
details
contact methods Acme 0 2

departments

worksites

sales & service

interest codes

assignment restrictions
» vendor management

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

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

add vendor to company

Nendor Campany Enter the Order Delay (Hoursland the Max
Skill Code Prefix Candidates Per Rethat can be submitted by

Order Delay (Hours) 0 the vendor.

Max Candidates Per Reg 0 . i
AR Then click Saveto add the staffing company

vendor to the Customer . This information
will now automatically populate into Order
records for this Customer .
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te mpmg;ks (continued)

Customer Invoicing/Invoice Register

The Invoicing form displays all of the Invoice history for the Customer . To view the Invoice Details double-click on
the Invoice . This will navigate the user to the Invoice Registelin the Pay/Bill section.

5 4 New Customer Q Search Actions ¥ Reports ¥ Favorites ¥ e
Crom Equipment <
Primary Invoices Detailed View search
123 8th St. a| Invoice Dates
Minneapolis, MN 34950 Drag a column header here to group by that column. From =
651) 555-1212 ' =
L) ]Inv N | Date ~ ] Customer ] Branch Amount Paid | Balance To &
P
= Crom Equipment  itarsar
yEIne f} PO Number  Invoice Date  2/26/2009 Amount $1,622.60
qeta.“% 2 Entity Last Paid paic 50.00 Due Date B
invoicing
credit and payroll | ) Invoice Due  2/26/2009 Balance $1,622.60
R Inv Number
billing setup E
po setup i Crom Equipment InvID
misc IDDL/SH PO Number  Invoice Date 2/16/2009 Amount $2,903.60
defaults § Entity Last Paid Paid 50.00 v Aot
g:csusz?:rfts Invoice Due 3/8/2009 Balance $2,903.60 Balance
search e Equi
o rom qUIpment [F'] Show only Overdue invoices
| PO Number  Invoice Date 1/30/2009 Amount §394.98
| Entity Last Paid Paid 50.00 -
- : Invoice Due  2/19/2009 Balance $394.98 ‘ 4‘ pe
tasks @ W & - -

The Invoice Detailsform has been completely reformatted. Print and Print Preview New Messagand Edit have been

added to the Actions Barin the Form Actions

Levors ¥

Payrall / lnvalong

Publishers creative system - Memmphis SE Bovvirs Masdber C5ITE7 Weskesed BE 13200
" e ke SN0 Py e
Owed Balance  Amount Paid
$3,917.55 $30,00 N . ) .
= moics e e Note 7 The Invoice Edit
8] leaebie, ativge Cistaxl OF Toed ST ] »

functionality will be covered
later in this document.

wedentd OR Tonh Y
Cambomid OK Fovh -

Caer i

# Cptms Shurmanre
Lovw entey R Ctrot Thekes Lo Cortoacts Ragteoe Ve ».

PR e O 8! Frame Wyle Corramd Pagprivoncs Wanie Lo0 SN
o Siasd

ek sogee B oty lovase Cotm Fagummnt Naris

) Naenrer, Lomsny D i A
faeas fase Contmrts O fact
N B fuss Cortutl OF Do
Adustmest Jteme
S ]
v RO
:Q [ 5
% Mans encarts net rwpncrs ([N ey ——vmrp
Total $3917,55

B @ Gt ki ot Croam, brgrpes

Select the " button at the bottom of the screen to display Transactions Email Recipients Messagesind more.

- Actom ¥

Payroll / Invoicing [rwsier Number 230

Ievoice Uate Wi

Publishers creative system - Memphis SE A Wil B8 37802000
3 5 Puy Date

Carvert Weeberst it - - -
Owed Balance Amount Paid

4/12/2009
$3,917.55 $30.00
O 85 Urnnsd Temeshaets A
O B Timesherts Nt Pass (A} Eetendad Inwoice Detals
Untendent Dietally Otbver
petyerel ancd imvosang Transactan Twobee 1D 4253 Ve Date
e endry '('um-n-t 2] TG l.w:.;.m. :; -;:;
: "2y Amunt 1 ax
mﬁ:;;:”‘"““ Paynienty [lakac s Arrvinamt Reserve Amoant $0.00
e Pegrster Credit Limax Ao actr Invoices
» lovoice cetall Notn Vate Emad Sont
. Cloned Oate Emad Nesert

po setup v

Replaces bownie Kesevve Relezied

Neghaced By Invoite D Cliart

Re-lwoice Reason Due Factor

Dhae Dt 37243008

Volded Fase
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tEumﬂ(S (continued)

Purchase Order Entry and Tracking
Customer PurchaseOrderscan now be entered within Enterprise in t he Customer record and selected on the Order . A

full list of PurchaseOrderscan be displayed in the Payroll/Invoicing  area. Inthe Customer record PO Setupis located
under Invoicing . Inthe Order r e cor d i t 0 sDetéil® uln &aymollirdvaicing  the PO Setup is listed right

below the Check Register on the left side of the screen.

3 == New Customer @ Search Actions ¥ Reports Favorites S
Crom Equipment R il i ’ - o
Primary po list « filter options
123 8th St.
Minneapolis, MN 34950 Drag a column header here to group by that column. PO Nuinber
2 R Status |PO.‘. A |Act |Value lUsed |Start |End |Wam Date |Wam A.. | Customer ]Dept |
~
' Customer
" @ 1234 Amount $0.00
visifile Crom E%uipment, Primary Used $1,808.30 Dept
details Warn on Date Created 11/30/2006
invoicing Warm on Balance $0.00 End Date Balance $0.00 i
credit and payroll
billing setup @ 556767 Amount $80,000.00
Crom Equipment, Prima Used $6,488.00 -
% "m‘;::'”p Wamon Date | 12/21/2008 Created  12/14/2007 - 2, Search
Wam on Balance $60.000.00 End Date 12/31/2008 Balance $80,000.00
defaults
T @ 68383458 Amount $10,000.00
documents Crom Equipment, Primary (all departments) Used $0.00
search Warn on Date 12/21/2008 " Created 12/16/2008
Wam on Balance  $7.500.00 End Date 12/31/2008 Balance $10,000.00
@ 7965433 Amount $50,000.00
Crom Equipment, Primary (all departments) Used $0.00
tasks @ i ) Wam on%atg 12/21/2008ryCreated 12/12/2008
i Wam on Balance  $37.500.00 End Date 12/31/2008 Balance $50,000.00
To add a new PurchaseOrder to the system open the Customer record to the PO Setupform and click on the b in the

upper right corner. The following form will be disp layed:

Enter the PO Number(required) and then
you can add a Valug End Date and select
to Apply to All Child Departmentsy
clicking in the box.

PO Numbe Amount Used $0.00

Value §0.00 Warning Amount  $0.00 Once the information has been entered
End Date £ Warning Date click on the Savebutton. This will add

. the record and close the form.

E] Purchase Order Activated
Click on the Newbutton to save this
record and clear the form so that another

assign to customer
Customer  Crom Equipment " [Z] Apply to All Child Departments PurchaseOrder can be entered.
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tEumﬂ(S (continued)

Customer Defaults

The Defaults form allows the user to set up Accruals, Shifts, Multiplier Codes and RequiredDocumentsthat apply to the

Cu st o mOrdedss To add Shifts, Multiplier Codes or RequiredDocumentsclick on the “* button in the appropriate

area. Fill out or select the information from the Addforms and then click Saveat the bottom of the form.

3 4 New Customer @ Search Actions ¥ Reports ¥ Favorites ¥
Crom Equipment : i Al

Primary

123 8th St.
Minneapolis, MN 34950 [X] Use Default Accrual  [] Apply Accrual to Departments VacMel

{651) 555-1212 - —
= shifts <+ multiplier codes S
[%] Use Default Shifts [X] Use Default Muitiplier Codes

:isiﬁ!le [F] Apply Shifts to Departments [T'] Apply Multiplier Codes ta Departments
etails

accruals

R Shift |start  |End  |BreakTime |weekly Hours Code Priority |
> defaults Morning 8:00AM 5:00 PM 60.00 4000  1.21Markup 1
messages
documents 143 Target 3
search 1.5325 Alpine 5
TrainingMel -
required documents oo
[X] Use Default Required Documents 7] Apply Required Documents to Departments
Document | scope | Job Title | Active | Required Notes | Document Drivers License
_ — Job Title
v
tasks & ' ® Name  OSHA Notes Active IE
% Employee: Devereaux, T... Job Title Accounts Payable Required IE]
% Run month-end reports — Notes

@ Call John at Crom Equipm... Name Drivers License Notes
Job Title Admin. Assist.

’ Name  Drivers License Notes
Job Title

*Note 1 Only information set up on the Defaults form will be available in the Order records created for the Customer .

Order Actions

With an Order record open the Actionsbutton in the ActionsBar will display buttons to create an Assignment , copy

Orders , open the GrossProfit Calculator, and display E mp | o y with énatching Interest Codeslisted on their record.

/ "
it - e

Employee  Customer Assignment  Contact Pay / Bill

= New Order Q Search Actions ¥ Reports ¥ Favorites ¥

*Note i Additional Actionsmay be available in
4 Create New Assignment ‘ each record, depending on what other record

4 Assign Tammy Devereaux to this order types you currently have open.
w» Make Tammy Devereaux a candidate on this order
¢ Copy Order

& Gross Profit Calculator

%, Find Matching Employees
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tempﬂﬁﬂ‘s (continued)

Order Gross Ppfit Calculator

The GrossProfit Calculator can be accessedwhen you are in the Order (or Customer ) record area. The GrossProfit

Calculator is opened from the Actionsdrop down menu.

gross profit calculator

calculator options 5

Worker Comp 8810 Initial Burden 9.55% The form to the left will be opened and you
can populate the Pay Rateand Bill Ratefields
to change the percentage in the GP % field
regular on the left.

SUTA Juris MNSUTA Use SUTA [X] Use FUTA [X]

Pay Rat | GP %
g *Note - When the GP % field is calculating

Bill Rate GP Amount $0.00 the field will turn green.
Markup 2.39

y Once the rates are determined, update the
overtime Order Details form by entering the rates in
Overtime Pay I GP Overtime % the Pay Rateand Bill Ratefields.

Overtime GP
Amount

Overtime Markup

Overtime Bill

doubletime

Doubletime Pay GP Doubletime %

Doubletime GP
Amount

' Doubletime Marku

Doubletime Bill

ot plan expenses
Hours Per Week C
Number of Weeks 1

No Records Found

Overtime Plan PlanSTD
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te mpmﬂ‘is (continued)

Order Web Options

The Web Optiongab allows the user to change the Job Descriptiont hat wi | | be visible on the
Board. Just enter the information into the open text form at the bottom. Ifthe  Order should not be posted to the job
board, click in the box for Do Not Post to Webheck box.

Inc, Primary Order Details

Accountant [F] Do Not Post to Web
~

Public Job Description:

visifile P Ly o i e 0 — G iB L U] x|E]= == _
> details . . =
po setup i Times New Roman > 12pt ~ | ; Zim Zem J LB LU 4 =] tda el ol E 2 +| BR = 100% ~
interest codes N T T T T T T e
required documents.
vendors s .. . . . . L
invoice recipients DEFINITION: Under general supervision, learns to perform professional accounting duties inchuding the examination,
candidates analysis, maintenance, reconciliation and verification of financial records; and performs related work as required.
Jjob posting
messages DISTINGUISHING CHARACTERISTICS: This is the entry level in the professional accounting series. Incumbents
documents work under well-established guidelines to develop sufficient knowledge to independently perform and assume journey-level

el responsibilities under supervision of higher level accountants.

Order Required Documents
Similar to the Required Document$orm in the Employee record, required certifications, documents, etc. can be attached

to indicate Order -specific requirements in this form. Click on the = putton in the upper right to add a document to the
form.

e —— - m———— [ [ — e —— <y

[F] Show only active documents

[F] Show only required documents

details . Document Job Title | Received ] Expires Document Information
PO setup = )
interest codes B 3 : S Name Drivers License
» required documents ’ Name  Drivers License Date Specific ]
vendors o Job Title Admissions Coordinator State Spefific [ Active E
candidates Sequaed L
job posting Date Specific [£]
messages State Specific ]
dom;nents Authority ALL
Searci
Scope FEDERAL
Job Title Admissions Coordinator
Notes

tasks W 6 & Vv
[lSales call to Cory
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tEumﬂ(S (continued)

Order Vendors

The Vendorsform is used when a vendor management agreement exists between your staffing company and the
Customer . This form is used to select the other staffing company vendors that the Order should be distributed to.
Orders are then distributed to the vendors, natification is sent via email, and Order Details can be view by vendor
Contacts from the TempWorksd WebCenter Vendor Port al

*Note i The WebCenterVendor Portal is an ancillary product, pleasec ont act a TempWor ksdé repres
information about this web solution.

LE) X)
Drag a column header here to group by that column.
Vendor Company Status | When Visible Max Candidates Per Req I
details Bracy Staff Ven Waiting for distribution 6/9/2009 3
po setup Happy Time Temp Waiting for distribution 6/9/2009 3

interest codes
required documents
» vendors

*Note T Vendor records can be edited from the Vendors form in the m menu in the upper right. Vendor records
can be added to the system from the Administration  form in t hat same menu.

To select a vendor, click on the % button in the upper right. This will open the form below:

Select the Vendor Compangnd the Statusfrom

add vendor to order
the drop down menus.

Select the When Visibledate from the calendar
and enter the Max Candidates PeReqthat the

Vendor Compan .
L vendor can submit to the Order .

Status

When Visible ) Then click on Saveto add the vendor
Max Candidates Per Reqg 0 information.

*Note 1 if the WebCenter Vendor Portal is being
utilized the Statuswill automatically update when
the vendor takes action on the Order .
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tempﬂﬁﬂ‘s (continued)

Job Order Posting

A new Order function is the Job Posting that is currently available to CareerBuilder and Twitter. Enterprise will

automatically post your open Orders to these sites when the necessary information is entered from the Job Posting
form. In the upper right of the form you can choose the b icon to post the Order to CareerBuilder or you can select

the icon to post to Twitter.

P > R & 0 ~

!
Awwgrenent  Coeftact Vay /B Calendat Report Emai

Thompson Industries

Inc, Human Resources
Human Resource Assistaet

*Note 1 In order for the Job Posting to work, accounts with Careerbuilder and/or Twitter may be required. They are

not included as part of the licensing for the Enterprise software solution.

When the b CareerBuilder icon is clicked the following form will open so that you can enter additional information

required by CareerBuilder.

career builder The Job Title and Descriptionfields will pull
automatically from the Order Details form.

Add the Primary Industryand Job TypeCode
from the corresponding drop down menus.

J b T ﬁ Human |".t“'.t‘,v'.1rn, e Assistan . . .

et Mo - il Once all of the required information has been
Assists in Human Resources - handles employee relations issues, added click on the Savebutton in the lower
sources resumes, make appointments posts open positions, nght of the form to post the Order.

tracks hinng process

Description

You can also click on the " button to expand

anavy Industry Employment - Rec Job Type Code Human Resources the form to dlSpIay more Options.

v More Options

Once the open Order has been posted to CareerBuilder the Job Posting form will display the information that was

included in the posting, as well as listing out the CareerBuilder Ext. Job IDand any posting errors.

Drag a celumn header here to group by that column.

Created Last Mcdified Description Action Ext. Job ID Last Error |

Created: 10/17/2008 854:35 AM  Last Modified: 10/17/2008 8:54:35 AM  Action:

Assists in Human Resources - handles employee relations issues, sources resumes, make appointments, posts open positions, tracks hiring process.

Ext. Job ID: Last Error: Validation
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tempworks (continued)

post to twitter

Job Title Human Resource Assistant

Description  Assists in Human Resources - handles employee relations issues, sources resumes,
make appointments, posts open positions, tracks hiring process.

Tweet 11 characters remaining

Human Resource Assistant; handles employee relations issues, sources resumes, make
appointments, posts and tracks open Dositionsl

When the Twitter icon is clicked the form to
the left will open so that you can refine the Job
Title and Descriptionso that it is less than 140

characters as required by Twitter.

Once the information is correct, click on the
Savebutton in the lower right of the form to

post the open Order .

Once the open Order has been posted to Twitter the Job Posting form will display the information that was included in

the posting, as well as listing out any posting errors. (0 = no errors).

Created: 10/17/2008 9:02:07 AM  Last Modified: 10/17/2008 9:02:07 AM  Action: Posted

Human Resource Assistant; handles employee relations issues, sources resumes, make appointments, posts and tracks open positions.

Ext. Job ID: NONE Last Error: 0

When the Twitter website is opened you will see posted jobs listed as shown below:

Name or location

Hey there! jobsonastick is using Twitter.

Twitter is a free service that lets you keep in touch with people using
the web, your phone, or IM. Join today to start receiving
jobsonastick's updates.

tempworks

jobsonastick

Human Resource Assistant; handles
employee relations issues, sources
resumes, make appointments, posts and
tracks open positions.

Test Job HH
Looking for a Bindery Machine Operator

Accountant need for Shipping company

search or

Already using Twitter via SMS or
? X

Updates
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te mpmg;ks (continued)

Assignment Actions

Open an Assignment record and the Actionsbutton in the ActionsBar will allow you to navigate to the Order ,

Customer , or Employee records as well as open the GrossProfit Calculator.

A R &R

Employee  Customer cagnmer ST Tel Pay / Bill Calendar Emad
4+ New Assgnment 4 Sescch dctons ¥ Reports Favoeites ™
8 Vew Custores ‘ Vew Employee {§ Dxtend Assignment

U} View Order & Gross Prg

*Note T The Extend Assignmemption available under Form Actionsin the Actions Barof the Assignment allows the user
to create a new Assignment that is linked to the current Assignment and is used when a rate change applies.

Asdgnment Messages

Messagegan now be logged at the Assignment level from the Messages form and will automatically link to the

Emp | oy eeeofisand the associated Customer and Order records. Click on the “ putton in the upper right to

add a new Message

=4 New Assignment Q@ Search Actions ¥ Reports ¥ Favorites ¥
Wood, Jen ? K
Creative Solutions Filter by Action Code: g
Human Resource Consultant ——
’ \\‘ 6/8/2009 1:39:00 PM Entered By: alisha
~ ' Great job.

PerformanceEval

details

» messages
calls
search

‘ @ Creative Solutions ‘ l-_\' Human Resource Consultant

Contact Actions

When a Contact record is open the Actionsbutton in the ActionsBar will allow you to open the corresponding Customer

record, export the Contact record to Microsoft Outlook or invite the Contact to the Customer portal of WebCenter.

- -
* I
: ot R
w W } B B
( v ‘ti'. | ) &

Employee  Customer Order Assignment JENEJiTad Pay / Bill

= New Contact Q, Search Actions ¥ Reports ¥ Favorites ¥

E View Customer  Export To Outlook {: Invite to WebCenter
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tempﬂﬂﬂ‘s (continued)

Contact WebCenter Management

When Invite to WebCenteis selected from the

add webcenter user Actionsdrop down menu and the Contact has not
been previously added as a WebCenter user, the
form to the left is displayed.

Step 1: Assign Role  Customer Supervisor The first step to set up a new Contact WebCenter
log in requires that the user completes the Assign
Rolefield by selecting from the drop down menu
for available roles (the role determines what
features in the WebCenter that this Contact has
 Manually Create User Account access to). Step 2 determines how the Contact
gets notified of the log in information.

Step 2: @Invite User to WebCenter ‘ Invite |

or

User Name

Password

For option one the Contact has an @A Ema
on their record and will be sent a system -generated
emalil that directs them to the WebCenter log in
page where they can select their own User Name
and Password

Option two is selected by clicking on the radio button in front of Manually Create User Accoumind then the User Nameand
Passwordare entered manually. Clicking the Createbutton adds the Contact as a WebCente Customer Portal user. This
information can then be communicated to the Contact via email, phone, etc.

Once the information has been added, click on the Closebutton in the lower right.

When Invite to WebCenteis selected from the
Actionsdrop down menu and the Contact is
already set up as a WebCenter user, the form » B manage webcenter account
to the right is displaye d. You can update the
User Nameand Password select if the password
is encrypted, lock the Contact out of

WebCenter and update the user Role (the role WebCenter Account Info
determines what features in the WebCenter Uzerhtane i
that this Contact has access to). Once this Password Lo
information has been added or changed, click Is Password Encrypted [T

Lock out of WebCenter [ |
Role Cust Supervisor 2
Last Login Date 7/8/2008 3:19:41 PM

on the Savebutton in the lower right.

*Note i The WebCenter Customer Portal is an
ancillary product, pl e
representative for more information about this
web solution.
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tempﬂﬁﬂ‘s (continued)

Form Actions

Form Actionsare functions that are specific to the current open form. Form Actionswill be located to the right of the

RecordActionswhen you click on Actionsfrom the ActionsBar with a record open. The example below shows options to

Add Messageand Email AssignedEmployees from the Order Visifile form.

v sl R & R

Employee  Customesr Drdiey Acsignment  Contac Pay /8 Calendar Repors Emad

+ Boew Crcler A Sewrch Achions ¥ Favonites

) Create New Assanment o Copy Ouler g Prit Crder Sepert O a4 Message Emal Atkigned
& Gross Proft Cakculator % Find Matchng Employess

Enhanced Search Functionality

We have added additional search functionality to some of
Search form. From the Advanced Searchutton new searches can be created and run. These searches can then be

saved and accessed from the Saved Searchdsutton.

T ' BB R & R "

Employee QRETSET Order Assignment  Contact Pay / Bill Calendar Reports Email
Tammy Devereaux

4832Eaf‘;eall‘m5tsrg;\§1mvd Last Name | First Name Assigned All Records RepName ‘Q
, SSN D Status Branch -, Clear Criteria

2\

e

\

4 New Employee Q Search Actions Reports Favorites ¥ v K

o“BbHER S — ~ . ~ R
visifile Advanced Search Saved Searches
details
pay setup Your search returned 2 results. - |
zzg‘r:t;z Drag a column header here to group by that column.
messages ID I Last Name ] First Name | Phone Branch ‘ Is Active I Is Assigned I Last Message Zip Code
» search
12467 Deversaux Tammy {651) 555-1212 Memphis SE [E E] Available 55121
12536  Devon Deitrich (651) 555-1212x123 Memphis NE [5¢] =] Message 55121

To create a new search, click on the Advanced Searchutton. Then select the category from the information on the left

and enter in the details in the appropriate fields.

o
P e e— Clagr (ntery
IC statur (8 m—--o_o} Branc ,‘..:“ e Cntena
»;"4:1.~.'anced Sea_rc; Saved Searches The q icon will be
Job History v displayed r_1ext to any
Location search option that has
Profile ol Bade information entered.
Is Assigned S
Personal =
Assignments Message Action Once all of the details

Message Text

Financiat have been added,

Ordar Type Q !
,,,.:,l,.., r ~ Al click on the Search
= Duta Entry : button at the top of
the form.
4 Add

Document Texa

Message Date
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tempworks (continued)

To add this search to the Saved Searchemea click on the @ button at the top of the screen.

Once the | button has been clicked
the form to the left will be displayed.
Enter in the Nane and Description If
you would like to share your search with
other users in your branch, click in the
Share Searchox.

Description ctive, unassigned, order type of TE and Interest Code.

At the bottom of the form you can

select if the search should prompt for
any of the inputs.

Share search? [X]

In the example to the left the

Select any columns you wish to prompt for each time this search is run. Employee sr et ur ned wi | |
(] 3s Active (True) fiUnassi gne dder Typeolv e
[ 1s Assigned (False) ATEO and then it wi
s Interest Codeto be added.

[] Order Type (TE)

(%] Interest Code (Prompt) Once all of the information has been
entered click on the Savebutton to add
it to the Saved Searchderm.

Last Name First Name Assigned | All Records RepName «,
Clear Criteria
SSN ID tatu Active W Bran Soarit,

Advanced Seasch Saved Searches
Best Buy search Interest Code
= Data Entry o

Alisha's Data Entry Search
Results are active, unassigned, order type of TE and

Interest Code. X Delete Search Q, Run Search

Available Search

Zipcode
Search employees by zip code

Skill

Search employees by interest code

Interest Code Search
Search employees by interest codes

From the Saved Searchdsrm select the search from the list on the left, enter any information that the search prompts for
and then click Run Search
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tEumﬂ(S (continued)

Vendor Records

In the upper right section of the Enterprise Main Screen the E! button contains additional functionality that can be
used. The Vendors form can be accessed by selecting it from the drop down menu.

*Note - Vendor records can be added to the system from the Administration  form in that same menu under the
Company form. Only those with the required user permissions will be able to add new vendor records.

pre \ E -y =
. i i il
verdorict Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Emai
details Actions ¥ K
contacts
by

Drag a column header here to group by that column.

Company Type Dept Generate 1099 |
City of Roseville Staffing Primary [¥]
Cable Company Staffing Primary ]
City of Eagan Staffing Primary 7]
2nd Staffing Staffing Primary [F]
Rite-Aid Staffing Primary [x]
Alisha s company LLC Vendor Primary [=]
Select Staffing Services, LLC Staffing Primary (%]

The Vendor List above will be displayed when the Vendors form is selected from the drop dow n menu. Double-click on

the line or click on the " button in the upper right to view the vendor Details form.
Vi rlist DIOY U O UG ASSIO onita Y _d Wda DOINS
» details Actions ¥ [ 4
contacts
company corporate address government req
Company Ident 163 Street1 5234 New St [X] s Vendor
Company ID Happy Time Temp Street 2
Parent Company ID City Eagan [F] Small Business
EINC -79 State | MN Zip Code 55121-
3 [F]sBA Registered
Status Inactive Country USA
E] Generate 1099

contact information v e pr

Full Company Name Happy Time Temporaries LLC ; 3 -
Street® | 5234 New St. [T invoice Pay Required
Company Phone
Street 2

Email D Minority Owned
: s
Contact Name Sy 2920
State | MN Zip Code 55121- [F] Women Owned
vendor / subcontractor setup Country USA
. [7] Certificate On File
Company Type List Staffing
= Vendor Account Number remittance address [F] Supplies the Disabled
v 234 New St
tasks @ ' o ® Fed Employer ID Street1 5234 New St
[@sales call to Cory et Atont Street 2 [T Payroll Tax Vendor
- i Eagan
Pay Beginning - el 2 [F] Payroll Ded Vendor
Pay Delay In Days 0 tate MN Zip Code 55121-
Payment Terms Country | USA [7] Sales Tax Vendor
note
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sofoamre (continued)

The Details form will list out all of the vendor company address and payment remittance information. The Contacts
form will list all Contact records that are associated with this vendor company. To add a new vendor Contact , click on
the New Contactbutton in the Actionsmenu from the Contact record and select the vendor name from the Companydrop
down menu. Distribution of Orders to vendor companies is covered earlier in this document.

*Note T A vendor management help document will soon be available that will cover this functionality and the vendor
payroll process in more detalil.

Rate Sheet Entry

In the upper right section of the Enterprise Main Screen the E! button contains additional functionality that can be
used. The Rate Sheet can be accessed by selecting it from the drop down menu.
”

neP DR & R -

Orcles Asugrevert Pay / Bill Calenchar Reparty Email

Contact

3= New Empioyee  C Seacch AL =000 Favortes
q‘ Jolh O
o3 ame e v J‘ Cortact
SSK It el ' . OrRac
Advanced Search Saved Searche
VT ear S earches &f:. —_— .
Your search returmned 56 results. —~
g o column heacer here to group by that column. ‘e 2 s
D Lan Name [£e11 Narwe mone 15 Action | 18 Assignea | Beancn | sa5 Mesage |ZwoCooe 4 Eveluatiors
Current Rateswill be displayed in the form below:
v o9
Drag a column header here to group by that column.
Work Site | Customer Job Title | sill |Pay  |Department  |Branch Shift GPPct |
123 Nursing Unbillable Overtime $13.00 $10.00 assembly Memphis SE 23.08%
Crom Equipment Accounting Clerk 1 $1350 $10.00 Primary Memphis NE 2593%
123 Nursing Payroll Clerk IT $4800 §$1500 HR Memphis CA 68.75%
123 Nursing $2000 $10.00 assembly Evening 50.00%
123 Nursing $26.00 $12.00 assembly Memphis NE 53.85%
Crom Crom Equipment Forklift $30.00 $20.00 Primary 3333%
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tempworks (continued)

To add a new Rateto the for m click on the *' button in the upper right. This will open the Rate Detailsform as shown
below:

Enter information into the Customer
Work Site Vendor Job Title, Shift,
Branch WorkerCompCode Pay Rate
OvertimePay Rate Multiplier Code
(required), Bill Rate OvertimeBill
Rate and Double TimeBill Rate

rate details

criteria

Customer Job Title

*Note 1 the more information that is
added into these fields the more
specific the Ratewill be.

Work Site None Shift

Apply to Departments =] Branch None

Vendor None Worker Comp Code None

Once all of the information for the
Ratehas been added click on the
Savebutton at the bottom of the
form. Whenever the information
contained in the criteria area for this
Rateis selected in the Order , the
information in the rates part of the
form will automatically populate into
the Order Details form.

rates

Pay Rate $0.00 Bill Rate $0.00
Overtime Bill Rate $0.00
Double Time Bill Rate  $0.00

Overtime Pay Rate $0.00
Multiplier Code 15

Gross Profit Percentage 0,00%

Viewing Job Order Candidates

In the upper right section of the Enterprise Main Screen the m button contains additional functionality that can be

used. When the Job Order Candidates

n B

is selected from this menu the following form will appear:

a R & A
Contact

Employee  Customer Order Assignment Pay / Bill Calendar Reports
Actions [
Employee RepName All <°
- Clear Criteria
Customer Active K Active ) Branch Al Search
Your search returned 694 results. -
Drag a column header here to group by that column. ;
D I Employee A | Customer Status Comment Branch Job Title | StatusDate |

1040 Aardson, Steve Calendar Wonders Inc  Candidate Memphis... Shipping An... 12/17/2008

1060 Aardson, Steve 123 Nursing Candidate Memphis... Unknown 12/23/2008

1078 Aardson, Steve 123 Nursing Candidate Memphis... Unknown 2/23/2009

1108  Aardson, Steve Crom Equipment Candidate Memphis... Forklift 4/20/2009

1108 Aaskon, Masters DelComp Inc Candidate Memphis... C# 4/1/2009

1110 Aaskon, Masters Crom Equipment Candidate Memphis... Forklift 4/20/2009

1111 Abbe, Brell Crom Equipment Candidate Memphis... Forklift 4/20/2009

724 Abontina, Susie Crom Equipment Placed accepted and placed on assignemtn Memphis... 8 hour Nurse 9/8/2008

This form s a great tool anyone wOrdeksionfgranyane viotkingror c t

Order s with an intricate hiring process. The Job Order Candidates form allows the user to view all Employees and
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tempﬂﬁﬂ‘s (continued)

their current CandidateStatuson any Order . The list can be filtered by entering information into the Employee Customer
RepNameand Branchfields. The Activeopt i on def aulcdor dsod fibActt icveen Ree changed to

Al nactive Recor ds o0 a3ob Orle cCandidates Fearchsoveaagain, cjick onrthe button to Clear

Criteria. You can right-click on any line to edit the item or quickly navigate to the correspon ding Employee or Order

records. Click on the == button in the upper right corner of the form to print the search results.

Viewing Recent Messages

When the Contact Messages is selected from the drop down menu the following form will appear:

v e BB R &l ¥

Employee  Customer Assignment  Contact Pay / Bill Calendar Reports
Actions ¥ s
Employee RepName All 7’{'7 -
Clear Criteria
Customer Active ( mﬂ———-ﬁ,) Branch  All Search | |
tast Contact 90 Message Text
Your search returned 474 results. -
Drag a column header here to group by that column, ;
Message |Action Customer Employee Contact RepName | Date e l
test Message Faasua, Angel mkramer  4/27/2009
Candidate -- Sanders, James OrderD: 3724 - Cre... Order Can... Creative Solutions Sanders, James alisha 4/27/2009
Candidate -- Anderson, lohn OrderdD: 3724 - Cre... Order Can... Creative Solutions Anderson, John alisha 4/27/2009
Candidate -- Douglas, Frederick OrderlD: 3724 -... Order Can... Creative Solutions Douglas, Frederick alisha 4/27/2009
Candidate -- Devon, Deitrich OrderlD: 3724 - Cre... Order Can... Creative Solutions Devon, Deitrich alisha 4/27/2009
Candidate -- Devereaux, Tammy OrderlD: 3724 -... Order Can... Creative Solutions Devereaux, Tammy alisha 4/27/2009
Candidate -- Newman, Phil OrderD: 3724 - Creat.., Order Can... Creative Solutions Newman, Phil alisha 4/27/2009
Candidate -- Barker, Roberta OrderlD: 3724 - Cre... Order Can... Creative Solutions Barker, Roberto alisha 4/27/2009
The search reaults will display all Messages ogged within the | ast A900 days by def

Employee Customey Last Contact Messagelext RepNameand Branchfields to limit the number of Messagedlisplayed.
The Activeoption defaultsto fiActi ved but can be changed to AAIlI Recordso

Contact Messages search over again, click on the button to Clear Criteria. You can double-click on any Messagdine to

view the full Messagegorm. Click on the = button in the upper right corner of the form to print the search results.
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tempﬂﬁﬂ‘s (continued)

Updated Resume Parser

When the Resume Parser is selected from the drop down menu the following form will appear:

L % W B R &R o

Employee  Customer rder Assignment  Contact Pay / Bill Calendar Reports Email
Actions [ ]
unproofed resumes QO R o

Drag a column header here to group by that column.

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

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

. resume parsing

. 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
Parse Resume by: & File U Folder U Text —

clicking on the button and
once selected, click on Parse
File.

Select A File To Parse

If the Textoption is selected,
copy and paste the information
into the form provided and then
click on Parse File
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te mpmﬂ‘is (continued)

»

Jose V. Rodriguez

48858 Toronado Path

Bloomington, MN 55118

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

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

Work Staff Manager — Compact Solutions — Bloomington,

Experience: MN Feb. *05

to Sept. “05

Job Duties: Leading the staffing team of 3 employees, regulating Visa status, writing offer and declination letters, writing and
posting new positions. mentoring and training my team. working with GE employees to verify application status. phone screens.

in-nerson interviewing anmmal reviews reviewino comnensation and henefits nrosrams communicating with hiring manacers v
1Pl E|ER = 5——+
m First Name Jose Initial Vv Address 48858 Toronado Path

Enplyment ) Last Name Rodriguez Address 2
Education (0) Phone Number  (488) 594-5949 City Bioomington
Skills (3) Secondary Phone (858) 455-3454 State MN
Fax Number Zip 55118-

T =il

Once the parsing is complete the information will be displayed in the form as shown. Verify that the information is

correct in each of the tabs: General Employment(Past Job}, Education and Skills (InterestCode3. To create the new

Employee record from the parsed information, click on the & button in the upper right of the form.
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Time Entry Weekly Adjustment Overrides

When a one-time change needs to be made to a weekly Adjustmenthat has been setuponthe Emp | oy eeeofd you
can access this from the Time Entry form. Expand on the Detailed Timesheeind then go to the Adjustmentgab.

2 timecards w & & L @ ]
Tammy L ” | » ~T _ it o
123 Neirsing acsembly ilter Employee Name Starts With dev Q | View  Standard View how only unused timecards
rklift
foe Drag a column header here to group by that column.
Name | Customer ~ | Department 4 |PayC.. ~ |shit  |RTHrs 3 |OTHs[X |Bill [E] |Pay [ |WED.. [F] = |
Devereaux, Tam... 123 Nursing assembly Reg 1 0.00 000 $1234  §10.00 5/31/2009
R Devereaux, Tam... Dans Cleaning Se... Primary Reg Day 0.00 0.00 $1111 $9.00 5/30/2009
payroll and invoicing
» time entry
incomplete transactions
check register
invoice register
po setup
& Detailed Timecard
Pay and Bill Rates S8 .UStmEﬂtS Overrides Codes payroll info
N "3 WEBIl 05/31/2009 g v

WE Date  05/31/2009 5]
No Records Found

tasks @ v S s Vv Work Date | 53]

Inv Dat Clw
[[Sales call to Cory v Date
Pay Code Reg

Skill code  Forklift v

PONum 4
Payroll Note

Click on the ? button in the upper right corner of this section to open the following form:

Select the Adjustmentfrom the dro p down
menu and then enter the Adjustment Amount
that should be calculated for this override.
Next, click Saveto update the Transaction
record.
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