tempworks Change Documents

Enterprise Version 15R1 Changes
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temp\!c\)’ftowar:eks (continued)

Updated User Interface

TempWorks' Enterprise has a new look that allows for customization of the Home screen and navigation bars
that you use most frequently.

ENTERPRISE

When Enterprise is opened the
log in prompt to the left will be
displayed. Enter your User Name
and Password.

Password

Version 151 10167.235

Once the User Name and Password
have been entered click on the ENTERPRISE
button or hit the Enter key on
your keyboard to log in. To
cancel log in, click on the E2
button in the upper right. username

Version 15.1 10167.235
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temp‘s’(‘,’f%';ks (continued)

Enterprise will open to the Home screen as shown below. The main record tabs have been moved to the left
side of the screen and Tasks now display in the upper right, just below the Universal Search.

E TempWorks Enterprise| 4y [F] [« = v

1 Order check stock Prepare Cookies and Beverages

p tasks calendar email

announcements + links +
Today is Employee Appreciation Day! == m";;:’z";l': Gmail

All branches will be open an extra hour to offer beverages and cockies to employees that stop Tempworks

in. Google Maps

employee
customer
order
assignment
contact
pay / bill
calendar
reports

email

all options >

The Home screen integrates a Dashboard where Announcements and Links can be added. The users’ company
hierarchy will determine which other users will be able to view Announcements that they post. For instance, a
Branch-level user would only be able to post an Announcement that would be visible to other users in that same
Branch, whereas an Entity-level user would be able to post Announcements to all users in the same Entity.

To add a new Link, click on the [*] button in
the Links area. In the form to the left

5 enter hyperlink url

select the Type ("Website”, “Secure
ene Website Website”, or "Email”) then enter in the
website Address.
Address hiep:/ w553 gov/emplover/ssnyspamphlet.him
Display Text | 55 Verify In the Display Text field indicate the name
you want to display in the Links area for the
Link: SSI Verit hyperlink. Then click Save to add and close
the form.
B Save
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temp‘s’(‘,’f%';ks (continued)

. announcement

Title Don't forget about the company potluck on Friday.

Show Until | 5/18/2010

To add a new BIUé&

& | [] High Importance

H If you don't know what type of item you're supposed to bring, please see me by the end of the day today.
Announcement, click on o W T B o D

the [*] button in the
Announcements section.
In the form to the right
enter the Title and select
the date that it should
Show Until.

In the text field at the
bottom enter any
additional information
about the Announcement.
Then click Save to add
and close the form.

B save

Announcements and Links can be edited or removed by selecting the items and then clicking on the ¥ | button to
edit or the (%] button to delete. A user can return to the Home screen at any time by clicking on the B3 button

next to the E menu.

announcements + /X
Today is Employee Appreciation Day! o ml;:;?;;;

All branches will be open an extra hour to offer beverages and cockies to employees that stop
in.

. Posted by Alisha Armald
Don't forget about the company potluck on Friday. 6/15/2010

If you don't know what type of item you're supposed to bring, please see me by the end of the
day today.

links
SSM Verify
Grmail

Tempwaorks
Google Maps
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temp‘s’(‘ff%';ks (continued)

Additional Screen Customization Options

When the Options form is selected from the E menu the Appearance screen will display with new Color Schemes
and Wallpaper selections. Select a Color Scheme (the default is Blue) and a Wallpaper (the default is none) and
click Save in the lower right to update your background.

C:.' options
Appearance Color Scheme
Dashboard
ElEE = s
Social Media
Wallpaper
Advanced
|:| Disable High guality animations
|:| Disable High guality gradients

Some samples of various background selections are shown below:

E oot Entopre. fy [ e v

BIHIT

3
i
e
i
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tempworks

software

(continued)

The Options Navigation form allows the user to select the record tabs that they want to display in their main
navigation bar. However, the record options they can select will still be determined by their Sec Role(s).

C:.' options

Appearance select a group: + Select which forms you want to appearin
Dashboard i your primary navigation list:
o Service Rep | Employee
Navigation Default
Email Payroll ¥| Customer
Social Media Sales ¥| Order

*| Aszsignment
¥| Contact
X| Pay / Bill
%| Calendar
¥| Reports

X | Email

Tazk Manager
Rate Sheet
Resume Parser
Evaluations

Job Candidates
Contact Messages
Contact Groups
Vendors
Administration
Tax Management
Twitter Search

Call-Em-All

B Save x Cancel

To use a current main navigation bar setting highlight a line in the Select a Group section. The available records
will be displayed to the right. Click in the check box in front of an item to add it to your main navigation bar,
then click Save at the bottom of the form to update your screen.

To add a new group, click on the [*] button
next to Select a Group. When the form to the
right appears enter the new Group Name and
click Save to add the group and close the
form.

Then select the check boxes in front of the
records that should display in the main
navigation bar for that group.

ﬂ enter group name

Group NamE|CL.sts-:n‘|
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tempworks

software

(continued)

Navigation Changes/Hover Menu

employee + Q %

The left side of the screen now contains all of the main
navigation options (customizing the navigation bar was

customer covered in the previous section of this document).
order , , ,
_ Click on a record type to navigate to that record area (ie.
assignment Employee or Assignment). This record selection will stay
Bold to indicate which record type you have open.
contact typey P
/ bill The main record areas (Employee, Customer, Order,
pay / bi . \
Assigment, and Contact) will also have new hover menu
calendar options that you can select to increase efficiency. Options to
add a new record (E), open the Search form (E¥) or select a
reports record from your Favorites (E) will be available when your
email mouse moves over that navigation bar (as shown for the
Employee option to the left).
all options >
administration
assignment
calendar
call-em-all
contact
contact groups
employee contact messages
. - . . customer
When cllcked,_ the All Opthns navigation bar at P omer d—
the bottom will expand to display all of the 4 s
records (in alphabetical order) that the user has i evaluations
access to. assignment job candidates
contact °me:bm
Click on the record name to navigate to that pay / bill f;‘; <hoat
record. calendar reports
resume parser
reports task manager
email tax management
twitter search
all options > vendors

visifile
> details

¥ pay setup

» pay history
documents
messages
custom data
search

employee
customer

When the record area is open the forms
that are available for that record will be

displayed above the main navigation bar
on the left (shown left).

Any form with an "® indicator in front of
it has an expansion menu. Clicking on
that menu item will open that form and
expand the list to display additional
forms in this section (as shown for the
Employee Details form to the right).

visifile

contact methods

past jobs

work experience
education

work interests

direct hire

candidacy

assignment restrictions
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temp\!c\)’ftowa':eks (continued)

New Task Layout
The Tasks are now located in the upper right of the screen directly below the Universal Search.

O x Tasks are listed in order by their Due

= date and time, with the oldest
! Order check stock Prepare Cookies and Beverages }‘ir;tcompbte" Tasks displaying on the
ert.

T T R Overdue Tasks (based on both the Due
| date and time) will have an l icon in
» tasks calendar email + YO front of them.

Scroll over a Task to display the check box that you'll click in to mark it as “completed”.

To add a new Task from the Tasks area click on
the . To open the Task Filters form (displayed

Y task filters left) click on the &4 button.
ceart Date & The Task Filters form will allow you to select which
: Tasks you want to display in the Tasks area. You
[ - can select filters for Start Date, End Date, Category,
Category Task Type, and Priority. To display Tasks assigned
Personal [¥] to you specifically, click in the Personal check box.
S Then click Save to update the Tasks displayed.
Priority Use the k2 button to manually refresh your Task
list. Clicking on the kd button in the Tasks area
B save will open the Task Manager.

The Task Manager can also be opened by selecting it from the All Options expansion menu on the left side of
the screen.

Integrated Header for Avatar and Actions Bar

The Avatar area is located in the upper left half of the screen, directly below the E menu and Home screen
button.

TempWorks Enterprise | & -V The Avatar no longer
— = o (1 B needs to be expanded in

order to view the

» : TEITE”CE JDHES Whlte additional details (like 1D
' 435 Main 5t. ID: 12866 number and last 4 digits

’ Eagan, MN 55121 S5N: oo0c-0340 of the SSN for the
{ ‘ Employee).

© B +Q &€& %2

The Actions Bar is also contained in the Avatar area. To open the Add New Employee form click on the led button.
The E button opens the Search form for the selected record area. Select the B3 button to view Record and
Form Actions for this screen (ie: Create and Export a Resume (Employee), View Assignments (Customer), Gross
Profit Calculator (Order), etc.).

The £ button will expand to display the Reports that can be run for this record. Click on a Report from the drop
down menu to run and view it. The k3 button displays records in your Favorites. When the Favorites list is
expanded, click on the &4 button to add the current record to the list. Clicking on =4 will add this form to the
Compare View (creates a separate “read only” window for this form).
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software

(continued)

Record Save Deferral (Form Shelving)

A new record save option has been added to the save prompt that appears when the user navigates away from
the current form without saving changes made to the form first.

TempWarks Enterprise

=

Record has not been saved!

There have been changes since this record was last saved.
Would you like to save your changes?

Save and Continue
{recommended)

The Defer Changes option allows
you to do a temporary save to
this form without actually
updating the database.

Defer Changes

Continue to the next form and save these changes at a later time.

This way you can start adding
or changing information while

Discard Changes and Continue
This will cause any changes to be lost.

Cancel
Continue working on this record.

you're waiting on confirmation
that the change should be
made.

*Note — Not all record areas will allow for deferred changes. An example where deferred changes aren't allowed
is in Time Entry. The Time Entry form must be saved before navigating away from it.

The navigation bar will display the number of records for that record area

where changes have been deferred (pictured right).

Click on the number box to the left of the record name in the navigation menu to display the form below:

You have made changes to these records that have not been saved.

White, Terrence
1D: 12866
Form: Past Jobs

5 3

b 3

1D: 12467
Form: Pay Setup

Devereaux, Tammy

=c === Cancel

Select a record from the list and then choose View Record to open, Save Changes to add the changes to the
database or Discard Changes to leave the selected record unchanged. To leave this form click Cancel.

*Note - All records with deferred changes should be updated or the changes should be discarded before logging

out of the system.

Employee Marital Tax Status Change

Marital Tax Status Single
Details
Tax State Married
State Juris Married - Filing Single

Tax By State Single

Single - Head of houszehold

The Employee’s Marital Tax Status field (Pay
Setup) or Marital Status field (Add New
Employee form) has been updated to include
“Married — Filing Single” and “Single — Head
of Household".

© 2010, TempWorks Software, Inc. All rights reserved
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temp‘s’(‘,’f%';ks (continued)

Custom Data Form

Each of the main record areas (Employee, Customer, Order, Assigment, and Contact) has a new form for
Custom Data. This form can be easily configured by a system administrator to store additional data for the
record. This additional data will be available for search and reporting purposes.

Creatlve Intentlons II"]C’I Prlmary 1 Order check stock 1 Submit ACH file to bank
Travel OR Tech Customer ID: 779126 1 Process Invoices ! Prepare Cookies and Beverages
2 of 3 positions filled Order ID: 5236
O A + Q & € % 7| p tasks calendar email 1 -»>
visifile custom data e
b i -
detaj!s Drag a column header here to group by that column.
» candidates
g

messages Event ID

custom data I

employee

customer

assignment

Once the record is open, select the Custom Data form from the menu on the left. The Custom Data form will
display any additional data fields that can be tracked for this record. In the example above, the field of Event ID
has been added to the Order.

‘. .
/ e'dlt VE.IUE To open the Edit Value form

(shown left), double-click on
the line item or select the field
Property Name | Event ID and click on the [#] button in
the upper right.

Property Value |CREG28354)

Enter the Property Value
(alphanumeric entry allowed)
and click Save to update and
close the form.

A save

System Administrator (SA) users can add fields to the Custom Data form from the Custom Data option in the
Administration form. Click the [ button in the upper right then choose the Property Name (required), Origin
Type (record type), and dlick in the check box to make it Required if needed. Then click on the [& button at the
top of the screen to add the new field to the selected record type.
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tempmow!:ks (continued)

Expanded Rules for Employee Recurring Adjustments

Let's face it; our government has some pretty complicated rules when it comes to garnishments and the amounts
to withhold based on the Employee’s gross and/or net pay. The changes that have been made to the
Employee [Recurring] Adjustments set up will greatly reduce, if not eliminate, the need for manual changes to
withholding amounts calculated during Payroll processing. The Adjustments form is found in the Pay Setup
expansion menu of the Employee record.

visifile
» details
4 pay setup
electronic pay
adjustments

arears

EINC | Adjustment | Active | sequence | ¥TDTotal Lifetime Total MIDTotal | WD Total

0 ChildSuptl X 1 50.00 $0.00

accruals
taxes
» pay history
documents
messages
custom data
search

2 |employee

customer :
adjustment amounts + 7/ x [ Vi

\_J Deduct Greater (&) Deduct Lesser Adjustment | ChildSuptl Note

1
contact $87.44 Frequency | Weekly Date Served | 6/16/2010 ®

order

pay / bill Start Date B | Max Monthly

End Date B | Max Yearly
calendar
Authority Ingham County Max Lifetime

reports Case Number |594847455 Period Max

email Min After Calc |$87.44

all options > -

Any current Adjustments for the Employee will be displayed at the top of the form. To add a new Adjustment,
click on the [ button in the upper right.

The Add Adjustment Wizard will

be opened. Select the type of — adjustment
Adjustment and the Frequency Amounts SR AT
from the corresponding drop adiustmdfl]
down menus. Adive X
Freuuenn
If a Start Date and/or End Date Start Date =
applies for the Adjustment enter End Date &
the dates into the appropriate
fields.

Cancel Next =

If all required () fields have been completed the Next button will be available. Click Next to continue completion
of the Add Adjustment Wizard or click Cancel to exit the wizard.
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(continued)

L adjustment - create

adjustment
Create an adjustment

* Create
Amounts

Adjustment | Garnishl

Active [x]

Frequency |weskly

Start Date :]
End Date ;]
Authoritn

Cancel

Next =

Once all required fields have been
completed, click Next.

Adjustment types can be
configured to require an Authority.
If one of these Adjustment types is
selected the Authority will be
added to the form as a required
field.

If the Authority selected requires a
Case Number, it will be added as a
required field as well.

L adjustment - create

3

Create
Amounts

Adjustment

Active [x]

Frequency Weekly

Start Date [:1
End Date &
Authority Ingham County

Case Number | 69583334

adjustment
Create an adjustment

Garnishl

Cancel Next =

L adjustment - amounts

add one or more adjustment amounts

Create
* Amounts

< Back

Finish

In the Add One or More
Adjustment Amounts section click
on the [#] button to open the
Adjustment Rule form.

© 2010, TempWorks Software, Inc. All rights reserved
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temp‘s’(‘,’f%';ks (continued)

In the Deduction Amount section
enter the actual Amount ($ or %) .

then select the Amount Type to L adjustment rule
determine how the Adjustment
amount will be calculated
("Dollars”, “Dollars per Hr”, or

adjustment amount

Enter an amount, an ameount type, and from which total to deduct.

N - Deduction Amount [%] Set Maximum Deduction
Percent Of . Amount Amount Type Amount Amount Type

) . 300 Dollars 50 Percent of

If there is @ maximum amount that R P e N
. . - . eCuCt Trom total: et Fa -

can be withheld for this Adjustment Y

click in the check box for Set I|:| Only apply this rule if all of the adjustment can be deducted I

Maximum Deduction. Then enter the

Amount and Amount Type. when to apply this rule

\#) Always apply this rule () Only apply when a condition is met
Click in the check box (outlined in
red to the right) if this Adjustment
should not be withheld unless the
full amount can be paid. If the box
is unchecked a partial amount can
be withheld. B save

*Note — If an Amount Type of “Percent of” is selected for either the Deduction Amount or Maximum Deduction
sections, the Deduct from Total drop down will need to be populated with the Paycheck amount that will be

/BN

referenced for the deduction (“Gross Pay”, “Hourly Rate”, or “Net Pay”).

By default the Adjustment will be set to Always Apply this Rule and to deduct even if only a portion of the total
Adjustment Amount can be withheld.

when to apply thj If this Adjustment
) Always apply this ruldl (®) Only apply when a condition is met I Amount doesn’t a|wayS

Pay Type Amount apply, click on the radio
Net Pay w= 1000.00 button for Only Apply
When a Condition is Met
in the When to Apply
this Rule section.

Select the Pay Type and comparison value from the drop down menus, and then enter the Amount. Once the
Adjustment Rule form is completed click Save in the lower right corner.

© 2010, TempWorks Software, Inc. All rights reserved Page 13 of 24



tempmowar:ks (continued)

L adjustment - amounts

add one or more adjustment amounts

Create

If additional Adjustment calculation o + 7/ x
rules apply, click on the B button to o R
continue adding. Once the 5300

Adjustment set up is completed click
Finish to close the Add Adjustment
Wizard.

< Back Finish

adjustment amounts + o~ x [N ov/visc
) Deduct Greater (#) Deduct Lesser Adjustment | Garnishl MNote
5300 Frequency Weekly Date Served 6/16,/2010 ]
Start Date B | Manx Monthly
End Date B Max Yearly
Authority Ingham County Max Lifetime
Case Number |69583834 Period Max
Min After Calc | 50.00

At the bottom of the Adjustments form the details for the selected Adjustment will be displayed. The Adjustment
Amounts section will display the rules that have been applied for this Adjustment. If more than one rule may
apply to this Adjustment select the radio button for Deduct Greater or Deduct Lesser.

For instance: a secondary direct deposit account is set up for “Savings”. Two calculation rules have been added;
one for 20% of the net and a second for $300 of the net. If the Employee wants the larger of the two amounts
to be applied, then the Deduct Greater radio button will be selected. If the Net Amount of the Paycheck is less
than or equal to $1500 then $300 will be deducted. If it’s greater than $1500 then 20% of the net would be the
larger amount so the first rule would apply.

To edit information in the Adjustment Amounts section click on the [£] button; to remove a rule click on the ]
button. Need to add another rule, click on the [+].

In the Main tab information can be added to the Note, Sequence, Max Monthly, Max Yearly, Max Lifetime, Period
Max, and Min After Calc fields.

*Note — Always verify that the correct Adjustment is selected before making any changes to the amounts or rules.
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software (continued)

Men | PayfMisee
partial electronic payment misc info The Pay/Misc tab no longer has
Routing/Transit l:ﬂ + | Miscl a Flag Check for Approval check
Aeroiet Nixnbes Mise 3 box as the new Agjgstment rule

set up virtually eliminates the

Account Type | Checking Account RS need for manual calculation of
PreNote Sent @ | EINC 0 complicated Employee
.Approved ® | Monthly Cycle Adjustments.
_..Disapproved i

Tracking Adjustments in Arrears

In the past all Banked Employee [Recurring] Adjustments had the owed amounts tracked in the “"AdvanceBnk”
Adjustment in the Adjustments form. Now the “AdvanceBnk” Adjustment will only contain owed amounts from
Paycheck reversals. All other “banked” Adjustments will be tracked by the individual Adjustment type in the
Arrears form. Amounts held in Arrears will be deducted from the next Paycheck for the Employee.

payroll and invoicing Paulini, Jacob A 1 X
time entry Jacob A Paulini Tax Marital Status Single  Weekend Bill 6/20/2010
incomplete transactions 4837 New St., Tax Exemptions Check Date  6/18/2010
. Eagan, MN 55121 MNSINGLE 1
4 check register = = , TCFBank
check summary AP Bank Account
e Earnings rate units this period
— - ary Reg: Regular Hours $15.50 30.00 $465.00 333322221111
¥ invoice register
saty Gross Pay 5465.00 .
po ol E Id Other Benefits this period
pay oles Deductions this period
Employee Taxes Employer Paid Taxes Amount
EFica $28.83 CFica $28.83
EMed $6.74 ChMed $6.74
MNSINGLE 519.01 FUTA $3.72
Las 537.56 MNSUTA $5.12
employee Total Employer Taxes $44.41
t Other
customer Account for secondary deposit A+ [s37286
order -
Total Deductions 465.00
assignment Net Pay $0.00
contact
1 =l

When the Employee’s Paycheck is calculated (shown above) any “banked” Adjustments will automatically have
their amounts updated so a negative Net Pay isn't created. Any amounts that weren’t withheld from the
Paycheck for “banked” Adjustments will automatically be added to Arrears. Once the Transaction has been posted
through Payroll the owed Adjustment amount(s) will display in the Arrears form (below).

wvisifile Drag a column header here to group by that column.
b details
4 pay setup
electronic pay 5427.14 $0.00 Checkingl 6/18/2010
adjustments

accruals

Amount in Arrears | Amount Paid | Adjustment Name | Case Number | Check Date

taxes

*Note - Adjustment types can now be configured by an administrator to “bank” unpaid amounts so that they are
tracked in the Arrears form. When that Adjustment type is selected for the Employee the user won't have to
indicate anywhere on the record that unpaid amounts should be “banked”.
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(continued)

Changes for Customer Sales Tax

On the Customer Details form the Sales Tax section has been updated to apply any Taxes for goods and/or
services based on the Jurisdiction selected.

BT customer information customer status
4 details Customer Name | Sales Tax Test Status P Prospect
contact methods Department | primary Activation Date | 6/17/2010 &
departments
T Customer ID 780255 Date Created | 5/17/2010 £:13:00 AM
sales & service Parent ID
interest codes . . -
assignment restrictions contact information billing address M
vendor management Street 1 | 5847 1st 5t Attention To
» invoicing
Street 2
de I Street 1
messages City Columbus Street 2
documents State | OH Zip 43210-___ City
custom data Country | United States of America State Zip
search =
Country United States of America
emPIOYee Website
sales tax Ve
contact roles s o §
order
y ‘OH-Franklin County of Franklin - OH
assignment
contact
ay / bill .
pay default worksite
calendar Work Site |3 jes5847 15t 5
5847 1st St.
reports Columbus, OH 43210
email
all options >

sales tax jurisdictions

linked jurisdictions
Tax Code | Type

OH-Franklin County of Franklin - OH

& Link AK-Adak % Unlink OH-Franklin

available sales tax jurisdictions
Tax Code | Type ™

3

AK-Adak City of Adak - AK
AK-Alakanuk City of Alakanuk - AK
AK-Aleknagik City of Aleknagik - AK
AK-Aniak City of Aniak - AK

AK-Bethel City of Bethel - AK

AK-Brevig Mission  City of Brevig Mission - AK -

Click on the |#] button to open the form
to the left. Any Jurisdictions that are
currently linked will be displayed at the
top of the form in the Linked
Jurisdictions section. To remove this
Jurisdiction from the Customer record
select the line and click the ] Unlink
[Jurisdiction Name Here] button in the
middle.

To add a Jurisdiction, select a line from
the list of Available Sales Tax
Jurisdictions at the bottom of the form.
Then click on the [€] Link [Jurisdiction
Name Here] button. Once all
appropriate Jurisdictions have been
linked for this Customer, click on the
Save button to update the database and
close the form.
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software

(continued)

The same Sales Tax set up
option is available from the
Customer Worksite form
(outlined in red).

Bi-weekly Invoice Frequency Added

worksite
BEiR

worksite details

Active

£

‘Woaorksite | Corporate Office

Atin To
Streetl
Street2
City
State
County
schoal

Country

5847 1st St

Columbus

OH

United States of America

other information
Directions

Zip 43210-

tax information

State | OHIncTax

Local taxes are automatically determined by the zip code.

County Tax
City Tax

School Tax

Exempt

|

sales tax

‘OH-Franklin County of Franklin - OH

Jurisdicion | Details -

L]
]
/

Dress Code

B Save + New

In the Billing Schedule section of the Customer Invoicing/Billing Setup form an option for “BiWeekly” Billing
Frequency has been added. Once “BiWeekly” has been selected as the Billing Frequency, the Bill On drop down
menu becomes required. Select either “Process During Week Cycle 1" or “Process During Week Cycle 2" to
complete the Customer set up for bi-weekly billing. The “Hold Off Monthly” and “Monthly” Run Types will still be
used for bi-weekly Invoice processing.

ST billing schedule
b details Billing Frequency | Biweskly
4 invoicing . A
T El Invoicing
credit and payroll Style
adjustments ) -
Invoice Method | Print Only
payments
po setup Email Template | Invoice to
misc Currency UsD
defaults Invoice Handling
messages
documents Max Invoice

Contact

Bill On... | Process during week cycle 1 (bill this week)

Q

Create Separate Invoices For Each

[] pepartment [ Branch

[C] order [] worksite
I:‘ Assignment I:‘ Supervisor
[ Employee 1d ] Job Title
[ weekEnd [ ] sub-entity
I:‘ Cost Center I:‘ Division

Oro

[[] pepartment Address

*Note — The “BiWeekly” Billing Frequency will only be selected when the Employee’s assigned to this Customer
are not being paid bi-weekly. If the Invoice and Payroll frequencies are the same, then the Billing Frequency

should be “"Weekly”.

Invoice Notes Included

Invoice Notes

item for orientation r'mel

All first time employees will have a separate line

In the lower right corner of the Customer Invoicing/Billing Setup

form a field has been added for Invoice Notes. This is a free text

field for adding notes that will be displayed on the Invoice.

*Note — When adding an Invoice Note, be sure that the selected
Invoice Style is designed (formatted) to display the information

from Invoice Notes.
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Time Entry Updated

In the Pay/Bill Time Entry form the filters for timecard image linking and Show Only Unused Timecards have
been combined into the Toggle Filters drop down menu (outlined in red). A Week drop down menu has also been
added so that Transaction data posted during previous Weekend Bill dates can be viewed.

payroll and invoicing 52 timecards
Eneientry Filter | Employee Name Starts With Filter Text

+ @ lm x &
= e

incomplete transactions
» check register Drag a column header here to group by that column.
» invoice register Department | Pay. M | Snift | RTHs @) OTHs B Bl @ | Pay | W H«
po setup
payroll holds 1099 Test 12, Jeffl  American Chopp... Primary Reg 0.00 0 52500 $1866 6/2/2010
Ind Staffing, 2nd... Jimmy's Pizza HR Reg 0 0 $2470  $13.00 6/6/2010
2nd Staffing, 2nd... zzcassy zzDepartment Reg 0 0 50.00 5100 6/6/2010
+ Aardson, Steve 123 Nursing Credit Reg 20 0 $0.00  $10.00 5/23/2010
Aardson, Steve 123 Nursing Credit Reg 0 0 50.00 $0.00 6/8/2010
Aardson, Steve ABC Primary Reg 0 0 $300 $15.00 6/6/2010
h' Aardson, Steve Ames Constructi... Construction Reg 40 10 50.00 50.00 6/6/2010
Aardson, Steve Crom Equipment Accounting Reg o o 520.00 $15.00 6/2/2010
employee i@ Aardson, Steve Crom Equipment  Primary Reg Evening 20 0 50.00 $7.50 6/6/2010
customer +/ Aardson, Steve Crom Equipment  Primary Reg -20 0 $0.00 $7.50 6/6/2010
order Aardsan, Steve Siddiai Corp Primary Reg ] 0 $1500 $2200 6/6/2010
assignment h Aardson, Steve Tamarack Holdin... Primary Dept Reg 325 o 515.00 $11.00 6/6/2010
8 Aardson, Steve Tamarack Holdin._. Primary Dept Reg 15.5 0 $1500 $11.00 6/6/2010
contact
Aardson, Steve ZZFavorites Primary Reg 1] 0 51452 $12.00 6/6/2010
pay / bill : )
Aaskon, Masters F ZZ Holding comp... Primary Reg 4] 4] 520.00 $10.00 6/6/2010
calendar Abootorabi, Debo... Crom Equipment  Accounting Reg 0 0 $2850 S10.80 6/2/2010
reports ‘ Alabama, Nick A Worthington Ind... Office Reg 0 0 50.00 $0.00 5/16/2010
email . Ll Alahama Mirk & \Wnrthinotan Ind  Nffira Darr AN n &N nn SN NN Rm!’)mn’ -
all thions » ¥ Detailed Timecard

When Toggle Filters is expanded you can select to include or
exclude Transactions in Time Entry by clicking on a line item to
add or remove a check mark. A check mark in front of the line
item means that only Transactions that meet the selected criteria
will be displayed in the Time Entry screen. Update the Toggle
Filters to change the Transactions displayed.

Toggle Filters

¥ Show Linked
u v
¥ Show Invoiced

Show Billable Only

Week | 6/6/201

Show Unlinked
Hide Zero Hours

Show Only Unuzed Timecards

¥ Show Invoice Delivery Ready
v Show Invoice Delivery NOT Ready

payroll and invoicing 32 timecards
e Filter | Employee Name Starts With Fifter Text

incomplete transactions
» check register
» invoice register

Drag a column header here to group by that column.

B i -

week |5/23/2010 R

Toggle Filters «

w.| 5_| Name | customer | Department 4| Pay. M| Shit @ | RTHs @ OTHs @] Bl M| Py M| wW. ma<

;P;;zltr:t)lds n 1089 Test 12, leffl American Chopp... Primary Reg 20 1] $25.00 50.00 5/19/2010
n 2nd Staffing, 2nd... Jimmy's Pizza HR Reg 20 0 52470 $0.00 5/23/2010

n 2nd Staffing, 2nd... zzcasey zzDepartment Reg 0 0 50.00 50.00 4/12/2009

n Aardson, Steve 123 Nursing Credit Reg 20 1] 515.00 $10.00 5/23/2010

n Aardson, Steve ABC Primary Reg 15 1] $30.00 50.00 5/23/2010

fal Stoys Amss Conctoncti — Conctouction Do A 0 00n nnn 5309010

When the Week drop down menu is selected to display Transactions from a previous Weekend Bill date the Time
Entry screen will update with sted Transaction data. Timecard images can be viewed and/or added for these
&

Transactions by clicking on the

button or by selecting Link Timecard Images from the Form Actions in the Actions

drop down menu. The B Status icon indicates that this is an archived record that is “read only”.

*Note — Timecard image linking will only be available to companies that have opted to add this module.
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Weekend Bill Selection for ACH

‘ ach management - setup

cart payment and prenote file settings

¥ setup On the Ach Management — Setup

e file options page of the ACH Management
N 17/ 2010 = Wizard, a field has been added
e | for Weekend Bill Date so that

ACH files for previous weeks
can be recreated.

I Weekend bill date | 5/05/2010

Checks dated on ]

Cancel < Back Mext =

Printing Posted Invoices
Enterprise now offers the ability to print an Invoice run that has already been posted to accounts receivable.

invoicing - start

start or continue an invoice run
¥ Start

Continue

In the Payroll and Invoicing L

form of the Pay/Bill tab select e T d  Crenten New Involce Run

the |nvoicing option_ i =P Continue an Invoice Run
Finish @ Print Posted Invoices

Then choose Start or Continue
an Invoice Run. With the
Invoicing Wizard open select
Print Posted Invoices from the
Invoicing - Start page.

Cancel < Back Next =
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invoicing - select records

Start
Continue
Setup

» Select records
View Transactions

select records

Choose the records to include in this run.

Invoice Filter Options

Invaices with Weekend Bill | 6/20/2010

[%] Include invoices already printed

In the Invoicing — Select Records page
choose the correct week from the
Invoices with Weekend Bill drop down
menu.

Calculate
View Invoices
Print Groups Available Invoices
Finish
Branch [®] 1 Memphis SE
Customer
InvoiceRun

WeekDaylnvoice

Cancel

< Back

Mext =

Put a check in the box to Include
Invoices Already Printed and select an
option from the list under Groups.

Put a check in the box in front of the
Invoices that should be included
and click Next.

invoicing - view invoices

T view invoices
e Please review the invoices before printing Inveice Run Date:  Run;
Setup
Select records El Sgi x
- . - - \éi:lx;rarta:sactions Num | customer | Amount .
The Invoicing — View Invoices page Viewmvoloes P —— e
will display the Invoices that are =
included in this run.
Verify that the correct Invoices are
included and click Next.
Total: 1 ~
Cancel < Back Next >
— X
invoicing - print
T print
e Select whether to print or post this invoice run. Invoice Run Date:  Run:
Setup
Select records
View Transactions
C'EIWIatE' ere is 1 printable invoice . . - -
St There s prinas In the Invoicing — Print screen click
Finish Print this invoice run
< on the button to open your
B Postinvoicesiut sonatrine printer selector. Print out the
Invoices and post in the Invoicing -
Finish screen.
Cancel < Back Next =
|
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Weekend Bill Filter for Invoice Email

LAA invoicing - start

sender email options

Select and email address to send from

¥ Start
Select Invaices

T On the Invoicing - Start page of the
Fiish e .| Invoice Email Wizard, a drop down menu
Emal Invoices for Wieek Ending on | 6/20/2010 }| has been added for Email Invoices for
Week Ending On so that you will only see
B [endtest email Invoices that need to be Emailed for

the Weekend Bill date selected.

Cancel Next =

*Note — The Invoice Email functionality is only available to those clients that have added the EDDS module
(Email Document Distribution System) to their core Enterprise software solution. For more information on
Invoice Emailing, contact a TempWorks' representatative.
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Payroll Hold Functionality
The Payroll Holds form in Pay/Bill allows users to put the Payroll process for a Branch or Customer on hold.

payroll and invoicing

time enti
) v . Drag a column header here to group by that column.
incomplete transactions
» check register Type | b | Description | Date Added | Added By
» invoice register Customer 778241 Alma Center 4/26/20107:44AM  matts
po setup .
Customer 780255 Sales Tax Test 6/17/2010 3:27 PM alisha

payroll holds

To add a new Payroll Hold click on the [#]
button in the upper right to open the Add Payroll
Hold form (left).

. add payroll hold

Pay Hold Type | Customer Select “Branch” or “Customer” from the Pay Hold
SearchText | pr Type drop down menu. Then enter in the first
few letters of the Branch or Customer name in
Q search the Search Text field.
Choase the record you want to add a payroll hold to.
Prestige Staffing, Primary [775688) - : : :
A e e Click Search to dlsplay_records in the box at the
bottom. Click on the line for the record to select.
Professional Employment Group Inc, Primary (780171) Click Save at the bottom to add the Payroll Hold
Professional Staffing Group, Primary (780172} to th lected d dd th f
Profiles, Primary {780173) o the selected record and close the form.
Protech, Primary {780174)
Staffing Pfiﬂrfﬁez F’f"?hﬂw{mﬁgﬂi } *Note — If an individual Employee’s Paycheck
TSE Promotions & Staffing, Primary (779708 - . .
S should be on hold, the code will still be adqed in
Uline Products Inc., Uline - Janet {779477) the Pay Hold drop down menu of the Overrides
Kavier Products, Primary (779510 tab in Time Entry. The Pay Hold must be added
for each Transaction the Employee has.
B Save

Once a Payroll Hold has been established for a Customer or Branch any Payroll Transactions that are pulled
into a Payroll run will automatically be removed from the original run and stored in a separate “pay hold”
Payroll run until the Payroll Hold has been removed. To remove a Payroll Hold select the line of the record
and click on the %] button. Once the hold is removed open the “pay hold” Payroll run where the Transactions
have been stored and continue processing (any Transactions in the run that are still “on hold” will automatically be

moved into a different run).

*Note — All Payroll Holds will need to be removed and their Payroll Transactions must be posted before the
week can be closed. If this hasn’t been completed prior to closing the week there will be an open Payroll run
containing the “on hold” Transactions that will impede the close week process.
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New Reports Layout

When Reports is selected from the navigation menu the form below will be displayed. The My Favorites
category displays first by default and shows all of the Reports that you've listed as Favorites. Click on the All
category to view all Reports in Enterprise. Or use the other category selectors to view Reports specific to the
category.

My Favorites Search.
All
- Q X
Legizaran = Assignment Register =: Cash Flow
Employse
Displays a register of assignments starting within the specified Displays cash flow information for funding.
Financial

date range. Grouped by branch, customer, and department. Can

Tt be filt=red by customer name.

Order & Assignment

Sales B ;
Check Register Employee List

Time & Pay

Displays 2 list of paychecks within a specified date range. Youcan  Displays an employee list based on a variety of filtering options

choose to restrict the results by either the check date or the

weekend bill date.

Gross Profit Summary
employee
Displays a list of gross profit information by branch and customer
Cuslomer within a s=lected dste range. The results ars restricted by the
weekenddate of the transactions, and are grouped by the branch.

order
assignment
contact
pay / bill
calendar
email
all options >
Q X When you hov_e_r your mouse over a Report
Assignment Register in the list, additional buttons will be
displayed. Click on the [*: button to run the
Displays a register of assignments startng within the specified Report. If the Report is in your My
date range. Grouped by branch, customer, and department. Can Favorites list dick the |2/ button to remove
be filtered by customer name. this Report from your Favorites.
If a Report is not listed as one of your = Active Employees ar
Favorites, clicking on the || button will add
it to the list. Active Employess
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Tax Management Functionality Added

pay / bill
calendar
reports
email

all options -

The Tax Management form is
available for System Administrators
for updating Sales Taxes to be
charged for goods and services.

To open this form, select Tax
Management from the navigation
menu expansion list.

» employer search
sales tax setup

employee
customer
order
assignment
contact
pay / bill
calendar
reports
email

all options >

pay 7 bt
rate sheet
reports
resume parser
task manager
tax management
twitter search
vendors
sales tax jurisdictions + /7 X

Jurisdiction | Details o

AK-Adak City of Adak - AK

AK-Alzkanuk  City of Alakanuk - AK

AK-Aleknagik  City of Aleknagik - AK

AK-Aniak City of Aniak - AK

AK-Bethel City of Bethel - AK

AK-Brevig Mi... City of Brevig Mission - AK

AK-Buckland  City of Buckland - AK

AK-Chefornak  City of Chefornak - AK

AK-Cordova City of Cordova - AK

AK-Craig City of Craig - AK

AK-Deering City of Deering - AK

AK-Dillingham City of Dillingham - AK

AK-Eek City of Eek - AK

AK-Elim City of Elim - AK

AK-Emmonak  City of Emmonak - AK

AK-False Pass  City of False Pass - AK

AK-Fort Yukon City of Fort Yukon - AK

AK-Galena City of Galena - AK

AK-Gambell City of Gambell - AK

AK-Gustavus  City of Gustavus - AK

AK-Haines City of Haines - AK

AK-Hnmer Citu nf Hamer - 8K M

linked codes Vd
Tax Code | Type | Category | Gross | %% | Start Date -
City of Cordova -... Services  State 6.0000% 1/1/1900
City of Cordova -... Goods State 6.0000% 1/1/1900

& Link Tax Code ® Unlink Tax Code

available sales tax codes + /%X

Tax Code | Type | Category | Gross | %% | Start Date ;

Auburn RTA-W._. Services  State 9.5000% 1/1/1900

Auburn RTA-W... Goods State 9.5000% 1/1/1900

Bellevue RTA-...  Services  State 9.5000% 1/1/1900

Bellevue RTA-... Goods State 9.5000% 1/1/1900

Bonney Lake RT.. Services  State 9.3000% 1/1/1900

Bonney Lake RT.. Goods State 9.3000% 1,/1/1900

City of Abbeville.. Services  State 2.0000% 1/1/1900

City of Abbeville.. Goeds State 8.0000%

1/1/1900

The Sales Tax Setup form allows administrators to make changes to current sales tax rates, add new sales tax
Jurisdictions and view which Customers each Jurisdiction is linked to.

Want to Learn More?

To learn more about TempWorks Enterprise version 15R1 contact us at 651-452-0366 to schedule a demo.
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