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Welcome Catheryn Callhoun, Lawnwood Hospital Settings | Logoff|

The TempWorks WebCenter/ Vendor Management application allows a staffing company to address the basic pains
and needs of their customers. How can | reduce my labor costs? How can | manage my external workforce? How
can | reduce my internal HR and A/P head-count? The browser and mobile-based WebCenter allows everyone
involved — customer, staff, temporary employees, job candidates, background agencies, subcontracting staffing
agencies — to work together in accomplishing everything from time entry to requisition management. The result for
the customer is a vastly improved service that reduces costs for everyone and attracts the best talent.
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Logging In

™

WebCenter .NET

Sign Into Your Account

User Identification
msmithi@westcoast.com

Password
TTIITIIIL]

D Remember My Sign-In Accross Browser Restarts

@ Sign In Now
Each employee and customer will have their own unique username and password. The logon information will
determine which profile they are set up to view. They will only be allowed to access the information they have
been set up to view by the administrator.
To logon the employee will enter their user identification and password and click “Sign In Now.”

Initial setup of user identification and password: See section on Administrator profile.

Changing a Username and Passwor d

Welcome Mathew Marshall Settings
Instructions My Account

2 Edit account Username tw@ternpworks.com Change

information. P d Change
UserRole Employee

Click on the
“Change™ Change Username
buttan to
change value,

MNew Username

Login Status ) update

Last Logon:
5/8/2003
Logon Count:
203
Password expires in:
237 days
Email:

An employee or customer can change their own username and password by clicking “Setting” in the upper
right hand corner of the screen. Thiswill display the current account information.

Click “Change” next to the value you would like to update, enter the new password or username and click
“Update.” The username and password can be |etters, numbers or a combination of the two.



Customer Profile

Customer’s Home Page
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Welcome Catheryn Callhoun, Lawnwood Hospital Settings | Logoff
Logon Stats Announcements
Last Logon: This is a test message
/542003 Timesheets are due Thursday

Logon Count:

721
Password exrpires in: Message Center Summary

1424 days

Email: 5
dwood@tempworks.com ) ]
4

Reset Logon Count

Waiting Approval Requests Personal Messages Message Posts
Contact New: 0O New: 0O New: O
Total: 0 Total: 1 Last 30 days: 3
Name:
dwood
Email:

testgreqg@tempworks.com

Branch Name:

Address:
123 Main St. Eagan, MK
55125
Phone:
555-555-1212
Fax:

The customer home page displays detailed logon stats as well as all messages and announcements which pertain
to that individual user.

Announcements. Announcements shown here are general announcements that have been posted by the
administrator for all customers. These announcements are generated from the administrator logon screen. See
the “Administrator Profile” section for more details.

Logon Stats. The logon stats will display the last time this user has logged in, the number of times they have
logged in and when the password expires. The e-mail address pulls this information from the customer’s
contact record in TempWorks.

Contact: The contact information displayed contains the information for the service rep listed on the contacts
record in TempWorks.



M essage Center Summary

; et |
. —
Personal Messages Message Posts
Mew: 0 Mew: O
Total: 1 Last 30 days: 3

Personal Messages: Personal Messages are those that have been logged specificaly for this contact within
TempWorks.

To log a personal message, go to the contact record within TempWorks. From the message screen, log a
message using the action code of “WebMessage.”

It Childit Orderld# Clocldi

Date T ime Action Custarmer FReptame
20403 4:535:00 P WWebMeszsage - |Abbot Hospital
Empidppl: E |#!|Customer appreciation dinner reminder: June 4th at 6:30pm.
1

Cantact: | Callhoun, Cathern C
Due:| iEmp:| | s

Message Posts: Message posts are those messages that have been logged for more than just one specific
contact. For example, messages that have been linked to both the contact and an employee record will appear
as a message post or messages that have been linked to a contact. A customer record will also appear as a

message post.

Candidates
Pending Order Candidates
! Order ID | Company | Dept | S.Date | Status | Title
| 1001920 Lawnwood Hospital 5 2/2003 Unfilled Data Entry
| Total:1 | | | | |

The candidate tab allows your customersto view all candidates for their pending orders.
** This screen will display only those orders which have a status of unfilled and have candidates associated
with them.

From this screen they have the option to sort the entries by any of the headings displayed in red. Click directly
on the heading to display the new sort results. They can also view an individual candidate’s record as well as
change the candidate’ s status.



To View Candidate Listings:

Click on the plus sign on the left hand side of the order listing to expand the view and list al candidates

associated with a particular order.
Pending Order Candidates

i Order ID | Company | Dept S.Date [ Status Title
=l Lonisen Lawnwood Hospital 5/2fz003 Unfilled Data Entry
Il | Mame Status | Rank Comment
abbott, willy Candidate o
~ |abegaze, Vivian Candidate o
T labels, claudia Candidate &
" lAaguayo, Karen Candidate
zztest, zzgreqad Candidate 1]
zztest, zzgreqqd Candidate o]
I Total: 6 |

-

Total: 1

Change Candidate Status
This form gives your customer the ability to change the status of their candidates directly from this screen.
After reviewing the candidates information, they can either choose to request more information, request an
interview, approve the candidate for placement or rgject the candidate altogether. At anytime, the customer can

change the candidate’ s status as the placement process moves forward. The customer may also insert comments
in the comment box regarding each candidate.

Jobs

Tasks Current Open Jobs
= Employee Head Count:
New Urder Request -
h—}J Sl Ss Wednesday Thursday Friday Saturday Sunday Monday Tuesday
QJJDIJ et arch 57/7f2003 582003 57972003 51072003 571172003 5f12f2003 51372003
) il [i] [i] i T 7 Fi
EJ assignment Search
£J Extend Existing Order | pate Filter:
of7 2003 w Refresh Group by Crdars
| Order ID | Company | Dept | 5.Date | Supervisor | Title |
i 1001845 Lawnwood Hospital 1672003 Sanders, Barry 2 hour Nurse
+| 1001224 Lawnwood Haspital 1/29/2003 2 hour Murse
4 1001905 Lawnwood Hospital 21172003 Bland, Barbara Forklift
| 10043887 Lawnwood Hospital 42/ 2003 Callhoun, Catheryn 2 hour Murse
B 10019395 Lawnwood Hospital 5172003 Callhoun, Catheryn 2 hour Murze
| oo19g9e Lawnwood Hospital 5/2f2003 Callhoun, Catheryn 2 hour Nurse
iR 1001397 Lawnwood Hospital 5/2/2003 Callhoun, Catheryn 2 hour Murse
+ 1001214 Lawnwood Hospital : _12.-"4.-"2002 Duncan, Danny _Rgstered Murze Floor
Total: 8 | | | | |
Pending Job Orders
OrderID | Company Dept | Title | Status | S.Date |
1001393 Lawnwaod Hospital Unfilled
1001394 Lawnwaod Hospital Unfilled
1002015 Lawnwood Hospital Mursing Aszsistant Unfilled
1001933 Lawnwood Hospital Forklift Unfilled 2232003
1004380 Lawnwaod Hospital Data Entry Unfillad S5/ 272003
1001998 Lawnwood Hospital 2 hour Nurse uUnfilled Si4/20032
10019399 Lawnwood Hospital 2 hour Nurse Unfilled SfS5f2003
Total: 7 | | | l | |
1of1 Prev Mext
Assignments Ending (14 Days)
! ID | MName | Company | Department Title | Superuisor| S.Date | E.Date |
1293 Marshall, Mathew D Lawnwood Hospital Primmary & hour Nurse Callhoun, S/1/2003 5/9/z003



Employee Head Count: The Employee Head Count will display the number of employees that the customer
has scheduled for each day of the current week. Clicking on the dates within the employee head count grid will
update the date in the Date Filter field, just below it.

Current Open Jobs: Current Open Jobs will display all current orders for this customer as well as the
employees assigned to each order based on the date in the Date Filter field.

Click on the plus sign on the left hand side of the order to display the assigned employees.
Date Filter:

a72003 w |Refresh Group by Orders
| Order ID | Company | Dept | S.Date | Supervisor | Title |
+ 1001345 Lawnwood Hospital 1/6/2003 Sanders, Barry 2 hour Murse
+ 1001884 Lawnwood Hospital i/29/2003 2 hour Murse
+ 1001905 Lawnwood Hospital 2¢11/2003 Bland, Barbara Farklift
= 1001987 Lawnwood Hospital 4/ 3/2003 Callhoun, Catheryn 2 hour Murse
Employee | 5. Time | E.Time | Rate |
Betty, Murse L arF:00 17:00 $51.00
Total: 1 | |

From this display you will be able to view each employee record, the start and end times of that assignment and
the bill rate associated with each.

Date Filter: Click on the calendar arrow button next to the date filter field to display the calendar. Click on the
desired date from the calendar screen.

Use the date filter to display only those orders which start on or prior to the date you have chosen.
4302008 v

- April 2003 ¥ |
Sun hon Tue Wed Thu Fri Sat |

300 3| 1) 2| 3| 4| 5
6] 7| &8 910 11| 12§
13| 14| 15| 16| 17| 15| 19 .
20| 21| 22| 23| 24| 25 26
27| 28| 29300 1] 2| 3Sf
4] 5| 6| T| & 9|10}

View the assignment detail:
To view the assignment detail for a particular employee, click on the employee name.

Assignment Details

Employee Assigned
Employee: Betty, Murse L
Title
Job Title: & hour Nurse
Dates
Start Date: 4/3/2003
End Date:
Original Start Date: 4/3/2003
Expected End Date:
Rates
Bill Rate: $51.00
Overtime Bill Rate: $0.00
Dbl-Overtime Bill Rate: $0.00
Other Information

Assignment Number: 1292



Pending Job Orders. Pending Job Orderswill display all orders which currently have a status of unfilled.

Order Detail: Click on the order number to view the order detail.

Order Detail
Customer Information People
Customer: Lawnwood Hospital Supervisor: Callhoun, Catheryn
Department: Primary Report To: Callhoun, Catheryn
Worksite: Name: Cancer Center Ordered By:
Attn To:  © Other Information
Street: 123 Lawnwood Circle order Number: 1001993
S AR . Order Status:  Unfilled
County: St Lucie
City: Fort Pierce Order Date: 4/16/2003 1:34:00 PM
State, Zip: FL , 34982 PO Number:
Directions: US1 Morth to 25th Street - west to Yirginia Avenue - dkenty Name: dwoad
Mortheast corner - behind hospital Email: testgregg@ternpworks.com
Job Information Branch: Name:
No. Required: il Address: 123 Main St. Eagan, MM
Job Title: s
Job Description: Phone: 555-555-1212
Fax:
Dress Code: Email:
Safety Motes:
Times
Start Date:
Est. End Date:
Work Hours:
Shift: 1
Start Time:
Duration: Indef

Task

Tasks

Q] New Order Reguest
EJ 10b Order Search

EJ Assignment Search

[EJ| Extend Existing Order

New Order Requests: Opens aform that allows the creation of a new order request.
Request for Temporary Personnel

Reguested By:|Catheryn Callhoun
Customer: | Lawnwood Hospital
Department: | latumnity..
Address:| Hospital
Hours: fqqm |Sarm to | 2pm
Phone Number: |B51-454-7874
PO Number: |211124-445
Duration: 2 weeks
Number of personnel required: |
Job Title: | Mursing Assistant

Reason for temporary personnel: Staff ‘Yacations

Job Description:

Subrmit



Job Order Search

Job Order Search

= order Filter

1. Select your filter criteria.

Order Nurnber range: Order Date range:

to e Ed
Department: Job Title:
<All Departtments= <Al Job Titles=

2. Click "Go™ to apply filter settings.
Elco

The Job Order Search alows you to narrow your order results based on a variety of criteria
Enter the order number ranges for the orders you are searching for.
Enter the date ranges for the orders you are searching for.
Choose al orders for a particular department.
Find al ordersthat have a specific job title associated with it.

Or, choose any combination of the above and click “Go” to complete the search.

Assignment Search
Assignment Search

= assignment Filter

1. Select your filter criteria.

Employee: Job Title: Assignment Date Range:

<All Job Titles> o ~]
Department: Company: Order Mumber: PO Mumber:
<Al Departments=> <Al Companies=

2. Click "Go" to apply filter settings.
Elge
The Assignment Search allows you to narrow your order results based on a variety of criteria.
- Search by employee name or assignments with a specific job title.
Search for assignments with start dates between a specific date range.
Search for all assignments within a particular department.
Choose assignments that are associated with a particular company.
Choose assignments associated with a particular order number or PO Number.
Or, choose any combination of the above and click “Go” to complete the search.

Extend Existing Order

E_}J Extend Existing Order

Order Murmber to extend:

1001905

Go

This feature allows the customer to extend the estimated end date of an existing order.

Click “Extend Existing Order”. A field will appear asking for the order number. Enter the order number and
click “Go”.

The Order Details screen for that order will appear. Change the estimated end date to the desired date and click
“Submit”.

Assignments Ending: Displays all assignments that are scheduled to end within the next 14 days.

PO: Displays all PO numbers associated with this customer.



POs

PONMumber CustomertMame DepartmentName DateCreated | POEndDate PO¥alue AmountUsed
4557295 Lawnwood Hospital Prirmary Sraizo0z $100,000,00 $2.623.02
02-2143124 Lawnwood Hospital Prirary 3F8/2002 $100,000,00

Count: 2

Customers can track their purchase order status by dollar amount and/ or expiration date.

Tasks Recent Invoices
@Search for Invoices  =how Invoices for past number of days: 120 Go
Invoice Number | Date | Due Date | PO Number | Amount | Balance
40189 4/5/200% 4/25/2003 $4,706.06 $706,06
A A 40130 4/5/z002 4/25/2003 $1,211,01 $1,211,01

QL’"Ck Find 40191 4/5/z2002 4/25/2003 $1,2332.03 $1.233.03
40192 4/5/2003 4/25/2003 $4,022,02 $4,022,02

Invoice Murnber: | | | |

AR Summary

Current $706,06
1 to 30 $0.00
Over 30 $0.00
Over 60 $0.00
Over 90 $0.00

Balance $706.06

The Invoice Screen gives the customer the ability to view all recent invoices, search and view specific invoices
and view their AR summary.

Search for Invoices
Invoice Search

& Inwoice Filter

1. select your filter criteria.

Invoice Mumber range: Invoice Date range:
ta Eto 3
Invoice Armmount range: PO Murnber: Assignment Nurnber:
to 1002
2. Click "Go" to apply filter settings.
£ Ge

Search for Invoices alows you to narrow your invoice results based on a variety of criteria.
Search for invoices within arange of invoices.
Search based on invoice date ranges.
Search for invoices that fall between a specified amount.
Search for invoices with a particular PO number of associated assignment number.

Or, choose any combination of the above and click “Go” to complete the search.
Quick Find: To search aspecific invoice, enter the invoice number into the “Quick Find” lookup box.

View Invoice Detail: To view the detail of a particular invoice, click on the desired invoice number from the
list. Theinvoice detail will display each transaction associated with that invoice.



History: View past information by entering avariety of specific search criteria.
= History Filter

Employee: Job Tide: Department: Work Site: Supervisor:
=all departments>
Company: Shift: Week End Dates between:
4472003 and 5772003 k| search

D Filter dates by week end billed D View History I supervise

Timecard

Timecard Summary

‘5 Welcome to the Timecard Center.

This page shows timecards that are in two different stages.

« Stage 1. "Waiting for my Approval” - These are timecards submitted by employees for your verification and approval.

s Stage 2, "Ready for Payroll PFrocessing” - These are timecards that have been submitted for payroll processing and cannot be
modfied.

Approval & Rejection Instructions

To approve ar reject waiting timecards, click the "Show List" button below the "\Waiting for my &pproval” column, You will be

presented with a list of waiting timecards, Make your choice and click the respective checkboxes, Once you have completed your
choices, click the "Submit" button to finish,

&

Waiting for my Approval: 2

Ready for Payroll Processing: 0
EJ Show List 3]

The Timecard screen alows the customer to view and approve al of their timecards. The timecards that are
accessible to the customer are determined at the administrator level.

Waiting for my Approval: The number of timecards that are awaiting approval will belisted. Click on “ Show
List” in order to view the list of timecards.

Timecards Waiting for my Approval
ID Week Company Department Last First Dayl|Day2|Day3 Dayd |Days | Daye|Day? Total Approve Reject
ending MName MName Hours

240|03/09/2003 Lawnwood Prirmary Marshall Mathew 9 & & [ u] ] o e Asg|Tirmecard

s  m .
242|03/09/2003 Lawnwood Prirmary Marshall Mathew 9 & & [ u] o a 2T Azg|Tirmecard

i = .
2 Rows (Page 1 of 1)

Prew Nextl

|£J Submit

Approve: Once timecards have been reviewed, they can be checked as approved and submitted for payroll
processing. This process will put the timecards into a TempWorks payroll holding table for fina approval by
the payroll clerk. They can then be automatically moved into payroll for processing.

Regect: If thetimecard is reviewed and rejected, an e-mail will be sent to the employee and it will be put back
into their account for re-submittal.



Sample email:
Your tinecard was

tinmecard to conplete the payroll

rejected by your

assi gnnent
process.

supervi sor.

Ti mecard |1D:

Enpl oyee Nane:
Conpany Nane:
Depart ment Nane:
Assi gnnment Nunber:
Week Endi ng Date:

240

Marshal |, Mat hew
Lawnwood Hospi t al
Primary

1188

3/9/ 2003 12:00: 00 AM

Tot al Hours:

Review and Modify Timecards

Pl ease log-in and review your

View Time Sheet Detail: Click “Timecard” in order to view the full detail of the timecard and/ or make any

necessary modifications to that timecard.
Time Sheet Detail

‘ b Timecard is currently in WIEW mode, you may not modify the values,

% Instuctions

When you are finished modifing your time, you have two options.
e 1, "Calculate & Save" - sllows you to save your timecard and return later to modify again.,

submitted.

Start and End Hours must be entered in 12 or 24 hour format.
& 12 howr examnple: (0845 ar 02:45)
o 24 hour example! (2359 or 23:59)

* 4% If vou are working movre than 12 hours in @ day, yvou must use the 24 hour format. ***

& 2, "Submit for Processing” - Saves the timecard and closes it for payroll processing, The cannot be modified once it has been

Employee: Marshall, Mathew
Company: Lawnwood Hospital
Department: Primary

Monday Tuesday Wednesday Thursday Friday
Mar 03, 2003 Mar 04, 2003 Mar 05, 2003 Mar 06, 2003 Mar 0F, 2003
Start Hour 05:00 09:00 09:00 03:00 00:00
Start Break 00:00 00:00 00:00 00:00 0o:00
End Break 00:00 00:00 00:00 00:00 00:00
End Hour |05:00 0300 03:00 0300 0000
Totals: 9 hours & hours & hours & hours 0 hours

Reports

Week End Date: Mar 09, 2003
Assignment #: 1155
Timecard ID: 240

Saturday Sunday
Mar 08, 2003 Mar 09, 2003
0o:00 Q0:00
0o:00 Q0:00
00:00 0o:00
0000 00:00
0 hours 0 hours




9 Welcome to the Reports Reports
Download Center. Here,

you can hrowse through Report Name: Group: Company: Departrment:

all of our reports for your =4 Report Groups= E =2l Customers= |- =4 Departments= E | g]@

company. : -
Assignment Ended By Department Last Maodified: 5/7/2003

Filter Help: If you'd like to Pie Graph of Assignment ended by reason and broken down by departrient. 4124115 PM

narrow down your reparts Download Now! [ Crystal Report

list, expand the Reports - =

Filter box and select your Assignment Ended by Not Shows Last Modified: 5/7/2003

criteria. List of assignments ended by no shows, 4:24:13 FM
D load N 1 -

. ! : Leninooee [ Crystal Report
N[;a;\,'\,gn?g:g'mgl\l,\flﬁ-tﬁﬁk i Assignment Ended By Reason Last Modified: 5/7/2003
make your rEpDr;t el Graph of assignments ended by reason. 4:24:15 PM

. : )
Download Now! [ Crystal Report
Assignment Ended By Reason - Detail Last Maodified: 5/7/2003
Detail list of assignment ended by reason, 4:24:15 PM
1
Download Now! [ Crystal Report
Assignment History Last Modified: 5/7/2003

Report Sear ch:
Search for specific reports or types of reports by using the dropdown boxes at the top of the page.
Reports

Repaort Name: Group: Campany: Department:
=&l Report Groupss | <Al Customers= | <Al Departments= || QJ@
Assignment Ended By Depar As&gnmem E Last Modified: 5/7/2003
Pie Graph of Assignment ended |, down by departrnent. 4:24:15 PM
Download Mow! i [ Crystal Report
Cirder =
Assignment Ended by Not 5h Spending Last Madified: 5/7/2003
List of assignments ended by no|fimesheet 4124115 PM

Choosing your report: Once the report to be run has been located, click “Download Now” within that report
description. This will bring up a box for entering parameter dates for that report. Enter the date range you

would like to view and click “Run Report.”

Hours by Department - Detail
Report Pararmeters

StartDate:

EndDate:

Contactld:

Fun Report ]




SAMPLE REPORT

Jowrload File ﬂ.S:l | | Crownload I Print Yiew | Show Panel |

1of1 &7 ) 100% "Crystal *ge

t[-Ium‘s - By Parent Company - Detail I Lawnwood Hospital T77982

Weekend Bill Dates Between: 2/1/03 To 5/30/03

DepartmenilName
Employee Name Aldent Start Date Assignment ID Order ID Bill Rate

WeelendBill Regular Owvertime Douhle  Toial Hours  Total Bill

%te m.lﬁ I

[Schnibhe, Phillip | 916735534 L1303 1092 1001881 $30.00 [t
IS 4000 0.00 0.00 4000 $1,23303
[ 40.00 | 0.00] | 0.00] | 40.00) [ $1,233.03
MWilliams, Dalyce | 916735458 L1303 1093 1001881 $30.00
36003 4000 0.00 .00 4000 $1,21101
[ 4000 | 0.00] | 0.00] | 4000 [ $1,211.01

Maternity Sl].lllll ll.llllI l].llllI sn.uul $2,444.l]ﬂ

Downloading Reports:
Once the report has been displayed it may also be downloaded in variety of file formats and saved to another

location.
Click “Download File As” and use the dropdown list to choose your desired format.



Employee Profile

Logon Stats Announcements
Last Logon: Improved Benefits Package
S/B/2003 Mow offering a more cormprehensive benefits package for qualifying employees. Please call for more information.

Logon Count:
200

Password expires in: Message Center Summary
237 days
Email: ar
- _—
s —
Reset Logon Count & ==
..:
Contact Personal Messages Message Posts
New: 0 New: 0
Mame: Total: 0 Last 30 days: 0
dwood

Email:

testoreqg@ternpworks.com TOdElV'S Assignments
Branch Name:

Mddreee Assignment Number Company Name Job Title Start Date | Pay Rate
123 Main St. Eagan, MK 1293 Lawnwood Hospital & hour Nurse 05/01/2003 $2Z2.00 Wiew Assignment Wiew Pay History
55123
1 Row {Page 1 of 1 Prev Next
Phone: (Pag )

555-555-1212
Fax:

Announcements. Announcements shown here are general announcements that have been posted by the
administrator for all employees. These announcements are generated from the administrator logon screen. See
the “Administrator Profile” section for more details.

M essage Center Summary

Personal Messages Message Posts
Mew: 0 Mew: O
Total: 1 Last 30 days: 3

Personal Messages. Personal Messages are those messages that been logged specifically for this employee
within TempWorks.

To log a personal message, go to the employee record within TempWorks. From the message screen, log a
message using the action code “WebMessage.”

Message Posts. Message posts are those messages that have been logged for more than one employee. For
example, messages that have been linked to both the contact and an employee record will appear as a message
post.

Today’s Assignments. Thisisalisting of the assignments the employee is schedule for on the current day.

The employee can drill down to see the complete detail of each assignment by clicking “View Assignment.”
The employee can drill down to see the payroll history related to that particular assignment by clicking on
“View Pay History.”



Logon Stats: The logon stats will display the last time this user was logged in, the number of times they have
logged in and when their password expires. The e-mail address pulls this information from the employee's
record in TempWorks.

Contact: The contact information displayed contains the information for the service rep listed on the
employee' srecord in TempWorks.

Quick Find Assignments Calendar
sl il | Thu.mayos || Frimayos || sat.May 1o || sun.may 11 || mon. may 12z || Tue mMay 13 || wed, may 14
Go Lawnwood Hospital|Lawnwood Hospital|Lawnwood Hospital|Lawnwood Hospital|Lawnwood Hospital|Lawnwood Hospital|Lawnwood Hospital
Assignment Number Company Name Job Title Start Date Pay Rate
1293 Lawnwood Hospital & hour Hurse 05/01/2003 $22.00 ‘iew Aszignment Wiew Pay History
1 Row {Page 1 of 1) Prev Next

Advanced Search

= assignment Filter

1. Select your filter criteria.

Assignment Number: Company: Assignment Date Range:
Y

2. Click "Go" to apply filter settings.
E 6o
Assignment Calendar: The Assignment screen displays the employee’s assignments for the current week by
day.

View Assignmentsfor a specified day: Click on the day of the week to view, the assignment list will populate
below the assignment calendar.

The employee can drill down to see the complete detail of each assignment by clicking “View Assignment.”
The employee can drill down to see the payroll history related to that particular assignment by clicking “View
Pay History.”

Quick Find: To find a specific assignment, enter the assignment number into the quick find field and click
“Go.”



Advanced Search: Employees may search on past assignments or groups of assignments by using the
Advanced Search function.
Employees may select their criteriaand enter it into the appropriate fields and click “ Go.”

For example, an employee may want to search on all assignments that took place between a particular date
range.

The employee can drill down to see the complete detail of each assignment by clicking “View Assignment.”

The employee can drill down to see the payroll history related to that particular assignment by clicking “View
Pay History.”



Payroll

The employee screen allows the employee to view payroll information such as, recent checks and tax
information as well as allowing them to search for specific checks.

Recent Payroll Checks: The employee's recent check history is displayed at the top of the screen. This will
display the last three paychecks this employee has received.

Check history can be sorted by any of the heading labelsin red. Click on the heading for the criteria you would
like to have sorted.

The employee can drill down to see the complete detail of each assignment by clicking “View Assignment.”
The employee can drill down to see the payroll history related to that particular assignment by clicking “View
Pay History.”

YTD (Year To Date): The employee’s year to date tax and payroll accruals are listed in this section.

Quick Find: To find a specific assignment, enter the assignment number into the quick find field and click
“Golﬂ



Advanced Search: Employees may search past checks by using the Advanced Search function.
Employees may select their criteriaand enter it into the appropriate fields and click “ Go.”
For example an employee may want to search for all checks that were issued between a particular date range.

The employee can drill down to see the complete detail of each check by clicking “View Check.”

The employee can aso drill down to see the assignment detail related to that particular check by clicking
“View Assignment.”



Timecards

The Timecard screen allows employees to create a new timecard, or view and edit existing timecards.

Creating Timecards

The screen will take you through the step by step process for creating a new timecard after clicking “Create
Timecard” in the upper left hand corner of the screen.

Step 1.

The screen will display all current assignments for which atimecard can be created.
To view the assignment detail, click “View Assignment.”

Step 2.



Step 3.

Waiting for Approval: Once the timecard has been created, it will automatically be sent to the appropriate
person for verification and approval. The information for this timecard will be moved to the section called
“Waiting for Approval”. The timecard may be viewed from this location, but can no longer be modified.

Ready for Payroll Processing: Once the timecards have been approved, they will be displayed in the section
called “Ready for Payroll Processing.”

Open Timecards: Open timecards represent the timecards that have been created by the employee, but not yet
submitted for approval. They can still be viewed and modified.



Administrator Profile

Announcements

From this screen you can set up customized announcements to be sent to all people within a particular role.

Create a New Announcement: Choose the desired group you would like to post this announcement for from
the Role Name dropdown. Click “New/Add”.

Enter the title you would like to appear for the announcement.

Select adate at which you would no longer like this message to appear and enter it into the Expire Date field.
Enter the detail s to appear for the announcement into the Description field.

Click “Add.”

Your new announcement will now appear on the home page for everyone in the group (customer, employee,
vendor) you have selected.

View and Edit Existing Announcements

To find the announcement you would like to view or edit, select the role it is associated with from the Role
Name dropdown.

A list will appear of all of the announcements associated with the group you have chosen.

To edit, click on thetitle of the announcement you would like to view or edit.

Change the desired information and click “Update.”



Users

Manage, edit, add and view user lists from the User screen.

View Users: To view users within different roles, click on the Role Name dropdown and choose the desired
role (customer, employee, vendor).

Update User Profile

Change Expiration: To change the date that the user’ s logon will expire, click “Change Expiration.” Enter the
date and click “Confirm Expiration.”

ExpireUser: To set auser’spinto expire, click “Expire User.”
A message will appear informing you that the pin has expired.

Delete User: To delete a user from the system, click “Delete User.”

Change Alias: To change the user’s dias (user identification), click “Change Alias’. Enter the new alias and
click “Change Alias’ to update.



Change Pin: To change a user’s pin, click “Change Pin”. Enter the new pin, then once more to confirm the
correct entry. Click “Change Pin” to update.

Add aNew User: To add anew user, click “New User”. A screen will pop-up asking you to choose arole for
your new user. From the dropdown, select the role to be associated with this user.

Search for User: Enter the name of the person you want to find and click “Search.” A list will generate below
which displays everyone from the TempWorks database who matches that criteria. Select the desired person by
clicking directly on the last name from the list.

Once the user is selected, the user detail screen will be displayed. Choose “Change Alias’ to create the user
identification and “Change Pin” to set up the pin. Once the user has logged in, they will be allowed to make
these changes themselves. See the section on Logging In, Changing a Username and Password, for more details.



