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Enterprise 14R2 Paperless Upgrade Changes

Table of Contents

Updated Task Man@GEIMENL ..........coi ittt ettt ettt e e sttt e e e ste e e e e snseeeeeeameaeeeeanseeeeeaseaeeeeansaeeaesannneeenans 2
[0 ] 0] (o) V=T o= T L 1l o o S URROURRR 4
[0 ] o] (o) V=Tl la (W Tor= L o] o 1 o o o 1 USSP 4
Y o [T g Yo I g LT = oo = SR RR 5
Default Customer CONTACE ROIES .........oiiiiiiiii ettt e et e e ettt e e e s sttt e e e anteeeeeanseeeeeantaeeeeansaeeeeannneeeeans 6
Customer BilliNg SEEUP CRANGES ........cuuuiieiiiiie ettt ettt e e et e e e ettt e e e e s e e e e e sssaeeeeestaeeeeansseeeeaseaeeeeansseeeesnnsneens 7
New Order Email FUNCHONAIITY ..........eeiiii ettt e e e ettt e e e sttt e e e astteeeesnseeeeeaseneeeeansaeeeeannnneeeans 9
(D¢ Toi o [T < NN o ol o o F PP PPPPPPPPPPPPPPPRPN 11
0 T F= 1 =Ta @] 1= - OSSPSR 13
ool g Y=g 1 Al = o 0 = T1 15T USRS 14
Attaching Documents t0 EMail TEMPIALES .........cooi it e e e et e e e st e e e s st eeeennnaeeeennnees 16
LI 0=] == o o SRR 19
Updated Time Entry Status INICAEOIS ........ooiiiiiiii ettt e e st e e e s e e e st ee e e sntaeeeesnnneeeeanneneeeanns 20
gAY o (o= = 4= 1 11 o e PSSR 21

© 2005, TempWorks Software, Inc. All rights reserved Page 1 of 21



tempworks (continued)

Updated Task Management

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

task details

Subject | Follow up on Contract details Due 2/14/2010 =) 11:00 AM

Reminder  2/12/2010 =) 4:00 PM

Assigned To = Alisha Amold

Category Customer

Priority High

Complete [[]

The new Task functionality
includes messages,

reminders, and distribution

2/9/2010 12:40 PM lists.
Crom Equipment

messages task distribution

Add a message Memphis SE

If a Reminderis set, a window like the one :
pictured to the right will appear at the selected : reminders
date and time. ’

Highlight the Reminderand then select the Open
Item button to view the Task that the reminder
was created from. Clicking on the Dismissbutton L ORI DN SN nRc SeTE
will eliminate the Reminderand the box will close.
If there is more than one Remindey clicking on
Dismiss Allwill eliminate all of the Reminderitems.

| Description | Due

2/14/2010 11:00...

If you are unable to complete the Task at this Dismiss Al | Openltem Dismiss
time choose the time from the drop down menu

and then click Snoozeo have the Remindercome Sk e e He rERROes AQR A

up again at a later time. S.outes Soooze
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tempworks (continued)

A Messagecan be added to the Task so that
anyone who is working on it can keep track of their
‘Contact wasn't available, setting snocoze on reminder to call back in an hc:url + ‘ progress and that of others.

messages

2/9/2010 12:41 PM alisha
Crom Equipment

Enter information into the open Messagéfield and

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

Assigned To. Alisha Amold

task distribution

In the Task Distribution section the user can select

Branchesor Rolesthat should receive the Task itices the Heduelie o Secuiy fles KRtk Rl the tak £
item. Click on the E button to open the form to pegacaaheehecbapey it ohan i
the left. Description Type

Memphis NE Branch
Select the Branchesand/or Rolesthat should be Memphis SE Branch

included in the distribution and then click on the
Savebutton in the lower right.

A/R Clerk Cash Posting Sec Role
A/R Clerk Sec Role

Account Executive Sec Role

Status Open Tasks Priority Due between 3 1l
Category Task Type Completed between 3 H
Assigned To Branch Security Role

Show Unassigned ] % Find Tasks

12 results  Detailed View

Drag a column header here to group by that column.

Task | Due | Azsigned To Complete Priority Category Task Type
follow up with Casey i'-s_:ig_ne:l To: Laura Baratto
Priority: Mormal
First Call Assigned To: jason
Due 1/30/2010 12:00 AM
Priority: Normal
‘ & zzjasontestagain, zzj

The Task Manager has new filter options including: Category Priority, Task TypgBranch Completed BetweeiSecurityRole
and Show UnassignedSelect information from the drop down menus or calendars to limit the Tasks that are displayed
then click on the Find Tasksbutton to update your screen.
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(continued)

Employee Past Jobs Form

The Past Jobsform now includes calendars for From Dateand To Dateas well as a different view of the tabs at the top as

shown below:

U 12009
SSN: xoo-xx-4315

Best Buy Famous Footwear
~ ,s Salesperson Customer Service Rep
2/1/2006 - 2/9/2010  8/19/2004 - 1/17/2006
visifile . "
details job details
contact methods Employer Famous Footwear
» past jobs = r— =
work experience Position Customer Service Rep
education Supervisor
work interests h
z = one
direct hire
candidacy Address/City
assignment restrictions From Date 8/19/2004 ()
interpersonal -
3 |
required docs To Date 1/17/2006 (&
transportation Sort Seq
test scores 2 ;
F— Job Type [F] Full Time [F] Part Time [F] Temporary
pay setup Pay
pay history Duties

documents
messages
search

Reason for Leaving

Ok to Contact?

Reference Sent

Reference Completed

Employee Education Form

reference information

]

reference check results

Reliable Cooperation
Punctual Productivty
Attendance Attitude

Rehire Comment

Attitude Comment

Punctual/Attendance

Quality of Work

Interaction

Strengths

Areas of Improvement

Misc Comment

The Education form now includes calendars for Date Startegd Date Endedand Degree Dateas pictured.

Institution

Date Started
Date Ended
Degree Awarded
GPA

Degree Date

Additional
Information

© 2005, TempWorks Software, Inc. All rights reserved
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tempworks (continued)

Adding Interest Codes

Adding Interest Codedas changed to the ' - button throughout the system. Clicking on this button opens the form below
where Interest Codesan be selected.

manage interest codes

Category
Shaow All

Interest Code

available

Filter by code No Records Found

12 hour Nurse

1st Shift

2nd Shift

3rd Shift

8 hour Nurse
Account Analyst
Account Representative
Accountant
Accounting Clerk
Accounts Payable
Accounts Receivable

Administrative Assistant
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tempworks (continued)

Default Customer Contact Roles

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

automatically default into new Order records for this Customer and Department

Crom Equipment =4 New Customer Q Search Actions Reports Favorites Before a Contact can be
Primary customer information custom assigned to a Rolg the
Mi 12? BthI’/‘llit. a0 Customer Name Crom Equipment Status
inneapolis,
iR TR r— seiveion; CONtact record must first be
) CustomerID 10623 pate Create — Set up and associated with
N Parent ID
:s:ﬁqle , the Customer.
etails
contact information billing & :
contact methods 9 Once the Contact is set up,
depar?mnﬁ Street 1 123 8th St Attention T
wexbaes Street2  Suite 105 Street 1 open the Customer Details
sales & service
interest codes City Minneapolis Street 2 .
assignment restrictions State | MN Zip  34950- City form and click on the
= ve.n.dor fenenert Country United States of America State i
invoicing button to open the window to
defaults . Country .
messages Website | http://www.cromeg.com selecttheCont a Rdled s
documents
h -
i" eWFes v fIiRloe 2 The ' button will open an
ta S AR N First Name |Last Name ~ | Contact Type ] i
[liSet up interview for Tammy Jim Hollingsworth ReportTo sales ta: Email to the selected
Jim Hollingsworth InvoiceEmail Contact Sales Tax G ;'5'.
Stephanie Kozelek Ordered By Sales Tax St Contact(s) and the '™
Paul P t Report Tt . .
3 . e button will navigate to the
default
A full Contact record.
Work Site

Once the ! button has been clicked, the
 customer contacts

form to the right will be displayed. Select the

person from the Contactdrop down menu and
contact assigned contact roles

then choose the Roleby clicking on the 4

Billings, Barbara lastName | FirstName | Role

button on the right side of the Roleselector. available roles Fuaect g2 fereetic

Kozelek Stephanie Ordered By

Their Last Name First Nameand Role will be |‘ Hifmg Mgr

th Jim Report To

displayed in the list on the right side of the H HR Coordinator Botingcwor A valceEmalt Conece

fOI‘m. ]‘ Supervisor

To delete a Contact Rolg highlight the line l\nmecam Alt1

I‘ Timecard Alt 2

and click on the "** button. Once all changes

have been made, click on the Savebutton in | Veraoriaio

the lower right to save changes and close the

form.
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temp‘s’(‘,’f%';ks (continued)

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 Emai Templatefield 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

< - 4 New Customer Q Search Actions ¥ Reports Favorites
Creative Solutions & o K

Primary billing schedule

123 Main St : 2 : >
Bill customer dail: Bill monthly?  Bill On...
Eagan, MN 55121 (B o i i L
(651) 555-1212 x123 invoicing
~ . Lol -

Style Invoice % |  Create Separate Invoices For Each
visifile Count 1 [7] Department [] Branch
f‘e@"? Invoice Method  Print and Email with Timecard Image [7] Order [T] Worksite
invoicing X ’

B . . 5 [F] Assignment  [F] Supervisor
invoice detail Email Template  Invoice to Contact X | %
g ! [C]EmployeeId []Job Title
credit and payroll
» billing setup Currency usD [[]Week End  [| Sub-entity
adjustments Invoice Handling [F] Cost Center [F] Division
po setup Max Invoice [Flro [T] Department Address
misc
defaults
messages Invoice Recipients « « @ Invoice Line Items
documents - h
Name Title Contact Details
F
search - R No Records Found
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

tasks @ lF © & Vv
[liSet up interview for Tammy

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

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

Finance billing schedule

Eag;ﬁi:’::m 55;121 [F] Bill customer daily [I] Bill monthly?  Bill On...

(651) 555-1212 x123

invoicing
~ : : .
[x] Consolidate Invoice With Parent

visifile (uses parent customer's invoice settings)
@ta}lg [7] Invoice Customer Separately
invoicing

invoice detail Style Create Separate Invoices For Each

credit and payroll Gonnt

aans ount

» billing setup

adjustments Invoice Method  Print With Timecard Image

PO SEiE Email Template

misc
defaults Currency
e ages Invoice Handling
documents 2 <
search Max Invoice

tasks @ W ¢ & Vv Invoice Recipients Invoice Line Items
[[Set up interview for Tammy flame | |due 'i?;t:;; Heals No Records Found
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

The view above is for a Departmentrecord. By default the Consolidate Invoicevith Parentoption is selected. When this is

selected the Invoice settings will be the same as the Parentrecord.
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tem p\!c\;’ftowa':eks (continued)

3 = 4 New Customer Q Search | Actions ¥ Reports ¥ Favorites ¥ K
Creative Solutions -
Finance billing schedule
Eag;ﬁ\:’:j“" 55;121 ] Bill customer daily [F] Bill monthly?  Bill On... v
(651) 555-1212 x123 inVOiCing
~ ; : 5
[] Consolidate Invoice With Parent
iahle (uses parent customer’s invoice settings)
details [X] Invoice Customer Separatel
y
invoicing —
invoice detail Style Invoice | % | Create Separate Invoices For Each
i |
(l;riﬁﬁ\';izttjuzawo' Count 1 [] Department [I] Branch
adjustments Invoice Method  Print and Email with Timecard Image [X] Order [F] Worksite

po setup e 11voice to Contact [ [T] Assignment ] Supervisor
misc ol ke = ‘i‘[ [7] Employee Id Job Title
. Suency s []WeekEnd [T] Sub-entity
g‘:;s?,?::ts Invoice Handling [F] Cost Center Division
search Max Invoice e} [F] Department Address
tasks @ W 6 & Vv Invoice Recipients «» @« § Invoice Line Items 3
[@lSet up interview for Tammy Name e I(\:::t(:;; Detaits No Records Found

Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

To configure the Invoice settings differently for this Departnment select the box for Invoice Customer Separatelyrhe

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

The Invoice Line Items section allows

. . . . additional information to be added to the
add invoice line items

Cust o mEnwaice. To add a line item

click on the L button and then select an

option from the drop down menu in the

Line Item Field Type form (shown left) and then click the Save

Field Type
button to add and close the form.
acctoode

aident
departmentname *Note i The Invoice Stylethat is selected

entity for the Customer must be configured so

location that the additional line items will display

onumber . .
i (For more information please contact the

requisiticnnumber

T e mp Wo Custanér Support Team).

subentity

SUpErvisor

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

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 ConfirmatioEmail, the second opens the function to send the Employee a New Hire Packagevia Email.

assignments =S Sy 3 Yo
Title | Employee Perf Code Description | Orig. start | Start | End - Bill | Pay

Computer Cleaning Aaskon, Masters F - Excellent 3/18/2008 3/18/2008 4/1/2008 £0.00 £8.00
Computer Cleaning Adams, Cindy Excellent 3/5/2008 3/5/2008 3/6/2008 §0.00 $8.00
Computer Cleaning Alabama, Morgan  Excellent 3/5/2008 3/5/2008 3/6/2008 §0.00 §8.00
Computer Cleaning Abotina, Susie Excellent 3/5,/2008 3/5,/2008 3/6/2008 £0.00 §£8.00
Executive Administrati... Wood, Alison § Open 2122007 2/12/2007 $0.00 §8.00
Executive Administrati... Alabama, Mick A Open 2122007 2/12/2007 $0.00 §8.00

assignment confirmation - choose a template

b Choose a Template  CDOOSE @ template .

Choose Recipients Please choose which template you want to use. Once the first — & button
has been selected, choose
the Email Templatéfrom the
drop down menu. Click in
the box to select this
template to Use for Customer
Default Then click Nextto
continue.

Email Template Alternate Order Confirmation

Use for customer default [ |
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(continued)

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.

essa"\—

assignment confirmation - choose recipients

Choose a Template
» Choose Recipients

choose recipients
Please choose which contacts you want to email.

v Williams, Leonard

l Cancel H < Back

*Note 1 The Assignment Confirmatiois sent to the Customer Contact(s) and the New Hire Packagés sent to the
Employee(s). The templates for these Emails can be set up in the Email Template Manageform.

new hire package - choose a template

» Choose a Template

choose a template

Please choose which template you want to use.

Email Template

Assignment reports

Use for customer default [

Once the second & button
has been selected, choose
the Email Templaté€rom 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.

*Note 1 Both of these Email functions can be completed from the Assignment Actionsdrop down menu as well.

© 2005, TempWorks Software, Inc. All rights reserved
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temp‘s’(‘ff%';ks (continued)

Direct Hire Invoicing
When an Employeei s assi gnedHitrOGrder thé dne-time Adjustmentfor the Invoice Transactionscan now

be added from the Assignment Details form.

add placement fee

To open the form to the left, click on the o
button in the upper right corner of the Direct
Active  [X Hire Fees area. If the Feefield is populated
Rate $10,00000 the Ratein the Add Placement Feéorm will
Start Date 09/21/2009 ] automatically be populated with the balance
Note amount that should be billed based on any
other fees that have already been added to

this Assignment.

The Start Dateshould reflect a date that falls within the Weekend Bill Datéaccounting period) that theone-t i me A DHO

fi Pl a c eAdjastrtershould be Invoiced in. Once the form is complete click on the Savebutton in the lower right to

A R & R

Assignment 1T Pay / Bill Calendar Reports Email

add the fee and close the form.

Employee  Customer Order

4 New Assignment Q, Search Actions Reports Favarites ,5 ‘

Davino, Michael

Thompson Industries assignment information direct hire fees
Human Resource Assistant

Employee Davino, Michael Fee Percentage 25.00%
- Aldent 12774 Salary $50,000.00
» details Fee $12 500.00
messages Customer Thempson Industries Active | Rate | TeE | Note
calls
ST Department ~ Human Resources ¥ £10,000.00 9/21/2009
i $2500.00 10/26/200%
Order ID 5326 : /26/.

Assignment [D 6912

Temp Phone
Status Cpen
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temp\!c\)’ftowa':eks (continued)

The one-time Adjustmenwill automatically be pulled into Time Entry when the Create Timecards from Assignmebtgton
is clicked, as long as the Start Dateon the fee occurs during the current Weekend Bill Date

Actions ¥ B

Davino, Michael

bmpson Industries Inc, Human Resour JEESR TR o a 3% y o W =
Sl Pe ke S sntank Filter Employee Name ¥ | Starts With ¥ | Filfer Text Q| View Standard View v | [E] Show only unused timecards

-

Drag a column header here to group by that column.

Name Customer Department Pay Code | Shift RT Hrs X |OT Hrs X |BiII E |Pay T | WE Date

Davino, Michael ThompsonInd... Human Resourc... Reg 1 0.00 0.00 12500.00 50,000.00 9/20/2009

payroll and invoicing

» time entry
incomplete transactions
check register e
invoice register e
po setup @' Detailed Timecard
Pay and Bill Rates Overrides Codes payroll info
o @ J WEBIl 09/20/2009 £
| Adjustment | Amt |Binamt | invoice Text WEDate  09/20/2009 L+
tasks @ "' e e Vv DHFee $0.00 $10,000.00 Direct Hire Fee Work Date _/_/___ 2
: = . InvDate _/ /__ Bv

*Note 1 Although the Bill Amountcan 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.

& Detailed Timecard

Pay and Bill Rates Adjustments f Overrides Codes payroll info
one time overrides other WEBil  09/20/2009 [ v
Fed Withholding Branch Memphis NE Pay Hold v WE Date  09/20/2009 El v
State Withholding Acct Code Invoice Hold A Work Date | _/_/___ B v
Pay Periods Location Cust Extra 1 InyDate _/ / BB
Check Delivery \ Entity Cust Extra 2 Pay Code Reg
(7] Do Not E-Pay SubEntity Cust Extra 3 Skill code  Human Resource £ ¥
[7'] Pay on Separate Check Req Number PO Num
[7] Show Zero Bill on Invoice Supervisor Payroll Note

When the one-time Adjustmenis added it will automatically have an Invoice Holdc ode of fA A0 ( Adj ust men
Required). To approve this fee for billing, highlight and Deletethe Invoice Holdcode. Once the code is removed this

Adjustmentan be pulled into an Invoice run.

© 2005, TempWorks Software, Inc. All rights reserved Page 12 of 21



temp‘s’(‘,’f%';ks (continued)

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).

n B S B

Customer Order Assignment  Contact Pay / Bill Calendar
Actions [ 4
Day Week Month Timeline February 2010 4 (4] »
Sunday Monday Tuesday Wednesday Thursday Friday Saturday -
31| February 1 2 3 4 5 &

Interview w/

7 & 9] 10 11 12 13
T
u
14 15 16 17 18 19 20
2 =
=
A
]
7 22 23 24 25 26 27
2
e
[
I|
b
28 March 1 2 3 4 5 3
T
o
=
&

© 2005, TempWorks Software, Inc. All rights reserved Page 13 of 21



temp‘s’(‘,’f%';ks (continued)

G Edit Recurrence | Eu Categorize | Show As v 1 & | Reminder -

Subject | Interview with Sidney

Location | Office L
Double-clicking on the
Calendar will bring up a
End time | 2/10/2010 [ 2:00 PM [@ 3 private form like the one to the
left.

Starttime  2/9/2010 [Z] 1:00 PM |O [T] All Day Event

Enter the Subject Location
, set up a recurrence or
select a Category

This can then be exported

by clicking on the Export to
. Outlookbutton or saved by
' clicking on Save & Close

Save & Close Export to outlook i
t

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

4832 Neil Armstrong Blvd View: Detailed View | | & 9
Eagan, MN 55121 T
w
[ R
MName “ |T\rpe & | Versicn Description Date Stored
visifile - S
Soials Bl Type: Customer call (1 item)
pay setup

pay history
» documents

Ron Peterson resume.doc 9/17/2009 10:03:50 £

Ver.

messages
search

Select the recipient(s), add the Subjectand text, and then click Send
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Mass Mail Advanced Formatting

v o4

Attach Attach From
File Database

& Show Bec Log Messages
[C] Request Read Receipt

Hide Recipients

WCILE LIpTIons

Irv Hampton <emailtestrecipient@gmail.com=;

Send
=" Subject | Candidate for Human Resources Assistant - Reg #49294 H
Attached DRon Peterson resume.doc |
[ TS B S SRS SR SR SR S S - S S - S SR S S
Dear Irv,

I have attached the resume for Ron Peterson. He is being submitted for Requisition number 49294, Please let me

know if you have any questions. ||
: |
Sincerely,
John Reed |
Sr. Recruiter
I
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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 ﬂ icon which will display the two options

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

below:
”]“10—| Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email _
nbox
“ Quarantine (s K

N brafis 3

“ Sent ltems Drag a column header here to group by that column.
Mame Description
Candidate Email Used for mass-mailing all the candidates for an order
Welcome Letter Welcome letter FOR new employees
Testing Tesint
Invoice to Contact Test for emailing invoices
Skill Marketing Sending resumes
Vendor Welcome Used for sending vendor contacts information
Aaron Test link test

» template manager
email

o l’ Inbox

ﬁ Template Manager

% You have 11 alerts.

Click on the " button in the upper right to add a
z new Email template. Select the kind of template to
* new email template be created by choosing an option from the Template
Typedrop down menu.

*Note 1 The Template Typselected will determine
Template Type Contact Template which fields will be listed to auto-populate into the
template.

Then click Saveto open the selected type.
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Q Messge - —
=@ @D we =
Text Text

Insert Image Link Honzontal Show
Color ~ Highlight ~ Table Line HTML

|TimesNewRDman '|12pi =

Attach
Document

B I U

i
Ll
il
[l
Jill
wgn
wiy
M

Template Name
Description

Message Subject

. o - ey e 2 e oy s 3 ey s 4 s oy s 8 s v - 8 - Insert a data field by double-clicking
or dragging into the message box.

Contact Data Fields
SecureQueryString
Last Name
First Name
City
State
Zip Code
Address Line 1
Address Line 2
Company Mame

Enter the Template NameDescription and Message SubjectTo attach a document to the template, click on the Attach
Documen button.
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tempworks (continued)

Eavorite Links Name Date modified Type Size g
D @Assignment Register |
| B Documents ) customer s | Locate the document that
Bl Desktop
% Recent Pl Ll Dwa should be attached and
1 Recent Places Nt . i eclick .
(8 Computer B3 garbage E either double-click on it or
E Pictures i‘ﬁinger Quill resume Se|eCt |t and then CI|Ck
ﬁ Music @JohnnyWilkinson resume Open
%4 Recently Changed @Jose Redriguez resume P
E Searches W] Maria Sanchez resume | |
)/ Public EMarsha Gomez PDF resume
E,5="I" Marsha Gomez resume
-
2 matt
-Ematt m
Folders A -Eﬂachel Jamison resume doc
_—n -
File name: -

Times New Roman '|12p1 '|E: =

T e 4

Insert Image Link Horizontal
Table Line

Text Text
Color - Highlight -

Colors

B I U EE=EESHis

Template Name

Description

Attachments | Sarah Mendal resume.doc

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.
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Twitter Search

Users now have the ability to search on Twitter posts from within the Enterprise system. Click on the m button in the
upper right and click on Twitter Search from the drop down menu to open.

Search keywords Search |[T] Auto-refresh  Enter in the keyword(s) and then click Search

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

Employee  Customer Order Assignment  Contact Pay / Bill Calendar

Actions

Termpworks Search | [] Auto-refresh

Temps Inc. Acquires Medical Concepts Staffing Business
http://bit.ly/21pkG6
TempWorks
Published 9/29/2009 11:33:59 &M bwv RichP24 (Rich Petersen)
@joelcomm I recommended Twitter Power to a few of TempWorks' customers who are considering

social media during my travels last week.
Published 9/29/2009 9:43:33 AM by coryhintz (Cory Hintz)

?‘-,;. Cory Hintz ‘ |ﬂ

Mew Blog Post... Social Networks: Unleashed. http://tiny.cc/FSyeP #TempWorks

Published 9/28/2009 8:06:56 PM by kevinprow (Kevin Prow)

@tempworks sounds like a winner. Word is that Casey has tee times

ublished 9/28/2009 7:01:14 PM by tempworksjack (Jack Terrana)

TempWorks is expanding our social media cutlets... please find us on facebook! You can find our latest press
release there.

YWD ZoL10 2

Published 9/28/2009 3:09:30 PM by caseykraus (caseykraus)

@tempworksjack hey Jack..might warm up enough for golf...what'ya think? ¥y
Published 9/28/2009 2:02:53 PM by tempworks (gregg)
Click on the "~ button to navigate to the webpage for this Twitter post. I f t he A Tontatt Methodfdra ndl e o

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

post to expand and the ’ k ‘ button to add the post as a Messageto the associated Employee or Contact record.

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



temp\!c\)’ftowar:eks (continued)

Updated Time Entry Status Indicators
The far left column in the Time Entry spreadsheet is the TransactionStatus

1 - & = !’
| » B K .
Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports

Actions E
1099 Test, Jeff
Creative Solutions, Primary 291 timecards \ s B LWL o0 =
C# Filter Employee Name Starts With Filter Text A [F] Show only unused timecards
Crag a celumn header here to group by that column. A
G | Name 4 | Customer 4 | Department & |Pay.. 4 | Shift | RTHrs = | OTHrs = | Bill | Pay | WE Date “- ||
& 1099 Test, Jeff Creative Solutions Primary Reg 40 o $25.00 $15.00 2/14/2010
& 1099 Test, leff Creative Solutions Primary Reg 40 0 $25.00 $15.00 2/14/2010
payroll and invoicing , 2nd Staffing, 2nd... C Equij Pri R 2/14/2010
> time entry & 2ndstaffing, 2nd... Crom Equipment Primary eg 35 0 $21.00 $15.00 2/14/
incomplete transactions @ 2ndStaffing, 2nd... Jimmy's Pizza HR Reg 5 2 $24.70 $13.00 2/14/2010
check register * Aardson, st 123 Nursi Credit R 20 0 $000  $0.00 2/14/2010
invoice register y ardson, Steve ursing redi eg ! .
po setup @ Aardson, Steve ABC Primary Reg 40 5 $18.15 $15.00 2/14/2010
y * mardson, Steve Ames Constructi... Construction Reg 35 1] $0.00 $0.00 2/28/2010
@ Aardson, Steve Creative Solutions Primary Reg 20 1] $19.00 $10.00 2/14/2010
i Aardson, Steve Creative Solutions Primary Reg -40 o $19.00 $0.00 2/14/2010
5 Aardson, Steve Creative Solutions Primary Reg 30 i} $19.00 $0.00 2/14/2010
The screen shot above displays Transactionswith Statusindicators on the left. Once time has been entered and the
Transactionsare Savedthe © i con i ndicates that the timecard has been

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

the Transactionhas been pulled into an Invoice run, this # icon will be displayed. After the Transactionhas been
completed through both Payroll and Invoice processingthe ““i con wi || appear. I f the

indicator icon in the Statuscolumn then the Transactioni s st i | | Afunusedo.
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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 Methodbf i Pr i n't

Contacts that should be recipients for the Emailed Invoices.

Creative Solutions

Primary

123 Main St
Eagan, MN 55121
(651) 555-1212 x123

~

visifile

details

invoicing
invoice detail

credit and payroll
» billing setup
adjustments
po setup
misc
defaults
messages
documents
search

tasks @ W © & Vv

a. nTden ¢hooseithe &mail Templateand the

=+ New Customer Q, Search Actions Reports Favorites DR ‘
billing schedule
[F] Bill customer daily [F] Bill monthly?  Bill On...
invoicing
Style Invoice ) Create Separate Invoices For Each
Count 1 [7] Department [| Branch
Invoice Method  Print and Email o [T] Order [T] Worksite
’ = | [T] Assignment [] Supervisor
Email Template  Invoice to Contact 4| .
— [C] EmployeeId [] Job Title
Currency usb [F]WeekEnd  [T] Sub-entity
Invoice Handling [] Cost Center [] Division
Mo Toica [F1ro [7'] Department Address
Invoice Recipients « &I Invoice Line Items
Name i Title Contact Details No Records Found
Method
Hampton, Irv Supervisor Email ecipient il.com
Irving, Talya AP Spedialist Email emailtestrecipient@gmail.com

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

add invoice recipient

Recipient

Irving, Talya

Contact method emailtestrecipient@gmail.com

Select the Contact recipient from the
drop down menu.

*Note 1 Only Contacts that are
associated with this Customer will be
listed in the drop down menu.

Select an Email address from the
Contact Methoddrop down menu. If

t her e [Email &ddressanailable

click on the w button to add.

Once the form is completed click the Savebutton 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 Recipientform as shown below:

Finance
File Clerk 1

ore

visifile

details

po setup
interest codes

required documents
vendors
» invoice recipients

invoice recipients

Name

Hampton, Irv

Irving, Talya

& | Title
Supervisor

AP Specialist

Contact Mathod

Email

Email

Details |
emailtestrecipient@gmail.com

emailtestrecipient@gmail.com
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