
 
 
 
 
 
 
 

 
 
 
 
 
 

WebCenter Management 

Web Center- User Documentation 

 
 

The TempWorks WebCenter/ Vendor Management application allows a staffing company to address the basic pains 
and needs of their customers.  How can I reduce my labor costs?  How can I manage my external workforce?  How 
can I 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. 

 



Logging In 

 
 

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 Password 

 
An employee or customer can change their own username and password by clicking  “Setting”  in the upper 
right hand corner of the screen.  This will 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  letters, numbers or a combination of the two. 



Customer Profile 
 
 

Customer ’s Home Page 

         
 

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. 
 
 
 
 
 
 
 



Message Center  Summary 

 
 
 
 
Personal Messages: Personal Messages are those that have been logged specifically 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.”  

 
 
 
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 

 
The candidate tab allows your customers to 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 L istings: 
Click on the plus sign on the left hand side of the order listing to expand the view and list all candidates 
associated with a particular order. 

 
 
 
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 reject 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

 



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. 

 
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. 

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

 
 
 
 
 



 
Pending Job Orders:  Pending Job Orders will display all orders which currently have a status of unfilled. 
 
Order  Detail: Click on the order number to view the order detail. 

 
 
 
Task 

 
 
New Order  Requests:  Opens a form that allows the creation of a new order request. 

 
 
 



 
Job Order  Search 

 
The Job Order Search allows 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 all orders for a particular department. 
·  Find all orders that have a specific job title associated with it. 

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

 
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 

 
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. 



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

 
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 

 
Search for Invoices allows you to narrow your invoice results based on a variety of criteria. 

·  Search for invoices within a range 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 a specific 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.  The invoice detail will display each transaction associated with that invoice. 
 
 



History: View past information by entering a variety of specific search criteria. 

 
 
 
Timecard 

 
The Timecard screen allows the customer to view and approve all 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 be listed.  Click on “Show 
List”  in order to view the list of timecards. 

 
 
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 final approval by 
the payroll clerk.  They can then be automatically moved into payroll for processing. 
 
 
 
 
 
 
 
Reject:  If the timecard 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  t i mecar d was r ej ect ed by your  ass i gnment  super vi sor .  Pl ease l og- i n and r evi ew your  
t i mecar d t o compl et e t he payr ol l  pr ocess.  
 
======================================================================= 
 Ti mecar d I D:    240 
 Empl oyee Name:    Mar shal l ,  Mat hew 
 Company Name:    Lawnwood Hospi t al  
 Depar t ment  Name:    Pr i mar y 
 Assi gnment  Number :   1188 
 Week Endi ng Dat e:   3/ 9/ 2003 12: 00: 00 AM 
 
 Tot al  Hour s:    27 
======================================================================== 
 
 
 
Review and Modify Timecards 
 
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. 

 
 
 
 
 
 
Repor ts  



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

 
 
 
 
Choosing your  repor t: 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.”  

 
 
 
  
 
 
 
 
  
 

 
 



SAMPLE REPORT 

 
  
  
 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 

 
 
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. 
 
Message Center  Summary 

 
 
 
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:  This is a listing 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’s record in TempWorks. 

 
  
 Assignments 

  
Assignment Calendar: The Assignment screen displays the employee’s assignments for the current week by 
day.   
 
View Assignments for  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 criteria and 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 labels in 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 
“Go.”  
 
 
 



 
Advanced Search:  Employees may search  past checks by using the Advanced Search function. 
Employees may select their criteria and 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 also 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 a timecard 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 a date at which you would no longer like this message to appear and enter it into the Expire Date field. 
Enter the details 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 the title 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.”  

 
 
Expire User: To set a user’s pin to 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 alias (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 a New User:  To add a new user, click  “New User” .  A screen will pop-up asking you to choose a role 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. 

  
 


