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Updated Task Management 

Clicking on the  button in the Tasks area will open the view below: 
 

 

 

The new Task functionality 
includes messages, 
reminders, and distribution 

lists. 
 
 

If a Reminder is set, a window like the one 
pictured to the right will appear at the selected 
date and time.  

 
Highlight the Reminder and then select the Open 
Item button to view the Task that the reminder 
was created from.  Clicking on the Dismiss button 

will eliminate the Reminder and the box will close.  
If there is more than one Reminder, clicking on 
Dismiss All will eliminate all of the Reminder items. 

 
If you are unable to complete the Task at this 
time choose the time from the drop down menu 
and then click Snooze to have the Reminder come 

up again at a later time. 
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The Task Manager has new filter options including: Category, Priority, Task Type, Branch, Completed Between, Security Role, 

and Show Unassigned.  Select information from the drop down menus or calendars to limit the Tasks that are displayed 

then click on the Find Tasks button to update your screen. 

 

 

 

A Message can be added to the Task so that 
anyone who is working on it can keep track of their 
progress and that of others. 
 
Enter information into the open Message field and 

then click on the  button to add it to the Task. 
 
 

In the Task Distribution section the user can select 
Branches or Roles that should receive the Task 

item.  Click on the  button to open the form to 
the left. 
 
Select the Branches and/or Roles that should be 
included in the distribution and then click on the 
Save button in the lower right. 
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Employee Past Jobs Form 

The Past Jobs form now includes calendars for From Date and To Date as well as a different view of the tabs at the top as 

shown below: 
 

 

Employee Education Form 

The Education form now includes calendars for Date Started, Date Ended, and Degree Date as pictured. 
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Adding Interest Codes 

Adding Interest Codes has changed to the  button throughout the system.  Clicking on this button opens the form below 
where Interest Codes can be selected. 
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Default Customer Contact Roles 

 
In the Customer Details form the user can assign Contacts to specific Roles.  The Roles set up in this form will 

automatically default into new Order records for this Customer and Department. 

 

 

 

 

Before a Contact can be 

assigned to a Role, the 

Contact record must first be 

set up and associated with 

the Customer. 

Once the Contact is set up, 

open the Customer Details 

form and click on the  

button to open the window to 

select the Contactôs Role.  

The  button will open an 

Email to the selected 

Contact(s) and the  

button will navigate to the 

full Contact record. 

Once the  button has been clicked, the 

form to the right will be displayed.  Select the 

person from the Contact drop down menu and 

then choose the Role by clicking on the  

button on the right side of the Role selector.  

Their Last Name, First Name and Role will be 

displayed in the list on the right side of the 

form.   

To delete a Contact Role, highlight the line 

and click on the  button.  Once all changes 

have been made, click on the Save button in 

the lower right to save changes and close the 

form. 
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Customer Billing Setup Changes 

 
In the Customer Billing Setup form the layout has been changed and a few new functions have been added.  If your 

company is utilizing the Email Document Distribution System (EDDS/Email Invoice module) the Email Template field has 

been added where you can select what the Email text will look like when the Invoice Email is sent to this Customer.  

Two new Invoice separation methods have been added for Order and Assignment. 

 

The screen above is for the Primary or Parent Account Customer record.  The Invoice set up information that is added 

at this level of the Customer Hierarchy will automatically default to all Department records for this Customer. 

 

The view above is for a Department record.  By default the Consolidate Invoice with Parent option is selected.  When this is 

selected the Invoice settings will be the same as the Parent record. 
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To configure the Invoice settings differently for this Department select the box for Invoice Customer Separately.  The 

Billing Setup form will now allow the user to select settings that are different for the Department record.  

 

The Invoice Email Recipients set up will be covered in the Invoice Emailing section later in this document. 

 

 

 

 

The Invoice Line Items section allows 

additional information to be added to the 

Customerôs Invoice.  To add a line item 

click on the  button and then select an 

option from the drop down menu in the 

form (shown left) and then click the Save 

button to add and close the form. 

 

*Note ï The Invoice Style that is selected 

for the Customer must be configured so 

that the additional line items will display 

(For more information please contact the 

TempWorksô Customer Support Team). 
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New Order Email Functionality 

From the Order Visifile two new Email functions have been added.  The first  button allows the user to send an 
Assignment Confirmation Email, the second opens the function to send the Employee a New Hire Package via Email. 
 

 
 

 
 

Once the first  button 
has been selected, choose 
the Email Template from the 
drop down menu.  Click in 
the box to select this 
template to Use for Customer 

Default.  Then click Next to 
continue. 
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*Note ï The Assignment Confirmation is sent to the Customer Contact(s) and the New Hire Package is sent to the 

Employee(s).  The templates for these Emails can be set up in the Email Template Manager form.   
 

  
 
*Note ï Both of these Email functions can be completed from the Assignment Actions drop down menu as well. 

 

 

 

 

 

Select the Email recipients 
from the list by clicking on 
their name.   
 
Then click the Finish button 

to close this wizard and 

open the outgoing Email. 

Once the second  button 
has been selected, choose 
the Email Template from the 

drop down menu.  Click in 
the box to select this 
template to Use for Customer 

Default.  Then click the 
Finish button to close this 
wizard and open the 

outgoing Email. 
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Direct Hire Invoicing 

When an Employee is assigned to a ñDirect Hireò Order the one-time Adjustments for the Invoice Transactions can now 

be added from the Assignment Details form. 

 

The Start Date should reflect a date that falls within the Weekend Bill Date (accounting period) that the one-time ñDHò or 

ñPlacementò Adjustment should be Invoiced in.  Once the form is complete click on the Save button in the lower right to 

add the fee and close the form. 

 

 

 

 

 

 

 

 

To open the form to the left, click on the  

button in the upper right corner of the Direct 

Hire Fees area.  If the Fee field is populated 

the Rate in the Add Placement Fee form will 

automatically be populated with the balance 

amount that should be billed based on any 

other fees that have already been added to 

this Assignment. 
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The one-time Adjustment will automatically be pulled into Time Entry when the Create Timecards from Assignments button 

is clicked, as long as the Start Date on the fee occurs during the current Weekend Bill Date. 

 

*Note ï Although the Bill Amount can be updated in Time Entry, these changes will not be reflected in the Assignment 

screen.  For accurate tracking for the Service Rep user, the fee will need to be edited on the Assignment Details as 

well.  

 

When the one-time Adjustment is added it will automatically have an Invoice Hold code of ñAò (Adjustment Review 

Required).  To approve this fee for billing, highlight and Delete the Invoice Hold code.  Once the code is removed this 

Adjustment can be pulled into an Invoice run. 
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Updated Calendar 

The Calendar has an updated look that includes views for Day, Week, Month, and Timeline.  (The screen shot below 

displays the Month view). 
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Document Emailing 

A document can now be selected and Emailed directly from the Documents form of an Employee, Customer, Order, 

or Contact.  Just open the record to Documents, select the document to be Emailed and then click on the  button in 

the upper right to open an outgoing Email with that document attached. 

 

Select the recipient(s), add the Subject and text, and then click Send. 

Double-clicking on the 
Calendar will bring up a 
form like the one to the 
left. 
 
Enter the Subject, Location, 

set up a recurrence or 
select a Category. 

 
This can then be exported 
by clicking on the Export to 

Outlook button or saved by 

clicking on Save & Close. 
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Attaching Documents to Email Templates 

At the bottom of the screen where the Tasks are visible there is a tab with an  icon which will display the two options 

for the Email Inbox and the Template Manager.  Select Template Manager to display the existing Email templates as shown 

below: 

 

 
 

 
 

Click on the  button in the upper right to add a 

new Email template.  Select the kind of template to 

be created by choosing an option from the Template 

Type drop down menu. 

*Note ï The Template Type selected will determine 

which fields will be listed to auto-populate into the 

template. 

Then click Save to open the selected type. 
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Enter the Template Name, Description, and Message Subject.  To attach a document to the template, click on the Attach 

Document button. 
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The document will display on the template in the field for Attachments.  This document will now be sent to all recipients 

when this template is used. 

 

 

 

 

 

 
 

Locate the document that 

should be attached and 

either double-click on it or 

select it and then click 

Open. 



                                         
(continued) 

 
 

 

© 2005, TempWorks Software, Inc.  All rights reserved                             Page 19 of 21 

Twitter Search 

Users now have the ability to search on Twitter posts from within the Enterprise system.  Click on the  button in the 

upper right and click on Twitter Search from the drop down menu to open. 

 

A list of results will be displayed (as shown below). 

 

 

Click on the  button to navigate to the webpage for this Twitter post.  If the ñTwitter Handleò Contact Method of an 

Employee or Contact record matches that of the post, the corresponding record icon will be displayed.  Click on the 

post to expand and the  button to add the post as a Message to the associated Employee or Contact record. 

 

 

 

 

Enter in the keyword(s) and then click Search. 
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Updated Time Entry Status Indicators 

The far left column in the Time Entry spreadsheet is the Transaction Status. 

 

 
 
The screen shot above displays Transactions with Status indicators on the left.  Once time has been entered and the 

Transactions are Saved, the  icon indicates that the timecard has been ñclaimedò.  This means that a user has the 

timecard in their session.  If the Transaction has been pulled into a Payroll run the indicator changes to this  icon.  If 

the Transaction has been pulled into an Invoice run, this  icon will be displayed. After the Transaction has been 

completed through both Payroll and Invoice processing the  icon will appear.  If the timecard doesnôt have an 

indicator icon in the Status column then the Transaction is still ñunusedò. 
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Invoice Emailing 

Enterprise now had integrated functionality that allows users to send mass Emails with PDF copies of the Invoice 

attached.  These Emails can be sent to multiple recipients and Customers in one quick and easy process.  On the 

Customer Billing Setup form select an Invoice Method of ñPrint and Emailò.  Then choose the Email Template, and the 

Contacts that should be recipients for the Emailed Invoices. 

 

To add an Email recipient in the Invoice Recipients area click on the  button to open the form. 

 

Once the form is completed click the Save button to update the system and close the form. 

The Invoice Email recipients can be viewed and/or changed at the Order level by expanding on Details and then 

selecting the Invoice Recipients form as shown below: 

 

Select the Contact recipient from the 

drop down menu.   

*Note ï Only Contacts that are 

associated with this Customer will be 

listed in the drop down menu. 

Select an Email address from the 

Contact Method drop down menu.  If 

there isnôt an Email address available 

click on the  button to add. 


