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Enterprise Version 12R7 Changes 
 
Improved Task Management 

 
The Tasks area displays items that require user follow-up.  In addition to being able to create Tasks from Messages and 

Incoming Email you can also drag and drop records or click on the  button in the Tasks area to create new Task 

records. 

 
 

 

 
 
Tasks can be viewed for the entire branch from this screen and can be filtered by Task Type, Assigned To, and Due Date.  

To create a new Task, click on the  button in the upper right. 

The Tasks box displayed to the left is located in the lower left of the Enterprise screen.  

Clicking on the   button allows the user to create a new Task.  When an Enterprise 
record is open (Employee, Customer, Order, Contact, etc.) a Task can be created 

for that record by clicking on the avatar area and dragging and dropping the record in 

the Tasks box.  Click on the  button to Refresh your Task list. 

 
Tasks can also be created within the Follow-up area of any Message record or from an 
Incoming Email. 

 

When the  button is clicked the full screen Task Manager will be displayed as shown 
in the next picture. 
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To edit the Task either double-click on the Task line or click on the  button.  To mark the Task as completed click on 

the  button with the Task selected or right-click and choose Mark as completed.  Some Tasks are created by actions 

taken in the system; these auto-generated Tasks will have a Claim Task button on the left of the Task line.  Clicking on 

this button will add your User Name to the Task and the Claim Task button will disappear. 

 

 
 

You can also display Tasks for a specific date by clicking on the  buttons to the right of the Due and Overdue column 

headers. 
 

 
 
Click in the box to the right of the Due date to display Task records with the selected date.  In the Overdue column you 

can select the True box to display all Tasks that have passed their Due date and are not yet completed. 

 

    

 

This opens a Task record that will be linked to Tammy.  Add any additional title information to the Task field, enter a Due 

date and further text can be entered in the large white box at the bottom.  Then click on the Save button to save and 

close the new Task record and link it to Tammy’s Employee record. 

In the example to 
the left a new Task 

is being created for 
Tammy Devereux 

by selecting her 

picture in the 
avatar area and 

dragging the record 
down to the Tasks 

box and then 

dropping it. 
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Employee Actions 
 
When an Employee record is open the Actions button in the Actions Bar will display options for creating a resume, 

transferring the Employee to another Branch, submitting the Employee for a Trak-1 Background Check and locating 

“Unfilled” Orders that match Interest Codes from the Employee’s record. 

 

 

Employee WebCenter Management 
 

 
 
Option two is selected by clicking on the radio button in front of Manually Create User Account and then the User Name and 

Password are entered manually.  Clicking the Create button adds the Employee as a WebCenter Employee Portal user.  

This information can then be communicated to the Employee via email, phone, etc. 

 
Once the information has been added, click on the Close button in the lower right. 

*Note – Additional Actions may be available in 

each record, depending on what other record 

types you currently have open. 
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Employee (and other record) Location Mapping 
 
Location mapping is available from the Actions drop down menu in both the Employee and Customer Worksites or on 

any Search page where the  button is found.  To use the location mapping in the Search form on any record, first 

select the line or lines and click on the  button in the upper right.  When the mapping function is accessed it will pull in 

the address(es) of the selected record or line(s) and open to Microsoft’s Virtual Earth (as shown). 

 

 
 

 
 

 

When Invite to WebCenter is selected from the 

Actions drop down menu and the Employee is 

already set up as a WebCenter user, the form 

to the right is displayed.  You can update the 
User Name and Password, select if the 

password is encrypted, lock the Employee out 
of WebCenter and update the user Role (the 

role determines what features in the 
WebCenter that this Employee has access 

to).  Once this information has been added or 
changed, click on the Save button in the lower 

right. 

 
*Note – The WebCenter Employee Portal is an 

ancillary product, please contact a TempWorks’ 
representative for more information about this 

web solution. 

*Note – Although this functionality is 
available to all users on Enterprise 

version 12R7, the location mapping 

requires a special license agreement 
with Microsoft.  Therefore the Microsoft 

licensing must be acquired before 
Virtual Earth mapping will be activated 

in your system. 

 
Please contact a TempWorks’ 

representative for more information 
about location mapping and its licensing 

requirements. 
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Employee Reports 
Display a wage statement or transaction history report for the Employee or view information entered from the 

TempWorks WebCenter online application portal. 

 

 

Employee Avatar Updates 

  

Employee Required Docs Form 

In this form documents can be attached to the Employee’s record and can be linked to specific Job Titles.  Date 

information for Received, Issued, Expires, and Requested can be tracked.  When the expiration date is exceeded an icon will 

be displayed in the Employee’s avatar area. 

 

In the Employee avatar area three symbols have been added:  

  

This  symbol will only display in the avatar area if the Employee should not 

receive a form W2 at the end of the year (ie. subcontractor or 1099 Employee 
record). 

When a document attached in the Required Docs area is missing or expired, a 

symbol similar to this  will display on the record.  When an Employee has an 

“Incomplete” Task linked to their record a  symbol will be displayed. 
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A required document can be attached to a document in the Employee Documents area.  Select the required doc and then 

in the lower left click on the  button to attach a document from a local or network drive. If the document is already 

attached to the Employee record you’ll be able to select it from the Existing Documents drop down menu.  Choose one 

and click on it to select and link.  If a required doc has a linked document in the Documents area, click on the  button 

to open the document. 

 

 

 

The Document Category drop down 

menu allows the user to select which 
types of documents should be 

displayed in the available documents 

area. 
 

On the left side select the document(s) 
to be tracked on the Employee’s 
record (hold down the keyboard’s Ctrl 

button to select multiple records at 

once).  Then click on the green arrow 

pointing to the right. 
 

Once you’ve selected documents, click 
on the Save button at the bottom to 

attach the documents to the record. 



                                         
(continued) 

 
 

 
© 2005, TempWorks Software, Inc.  All rights reserved                             Page 7 of 31 

Employee Test Scores 

The Test Scores form allows the user to track internal testing that has been given to the Employee.  Click on the  

button in the upper right. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the Test from the drop down menu and add 

any additional information that applies.  Then click 
on the Save button at the bottom. 
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Employee Unemployment Tracking 

The Unemployment form is used for tracking any unemployment claims that the Employee has submitted.  Click on the 

 button in the middle of the screen and then choose the Status and last Assignment from the drop down menus. 

 
 

Customer Vendor Management 
 

A staffing company vendor can be selected for the Customer from the Vendor Management form under Details. 

 

 
 

To add a staffing company vendor to this Customer click on the  button in the upper right.  The form below will be 

displayed: 
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Customer Invoicing/Invoice Detail 

 
The Invoicing form displays all of the Invoice history for the Customer.  To view the Invoice Details, double-click on 

the Invoice.  This will navigate the user to the Invoice Register in the Pay/Bill section. 

 

 
 
The Invoice Details form has been completely reformatted.  Print and Print Preview, New Message and Edit have been 

added to the Actions Bar in the Form Actions.  

 

*Note – The Invoice Edit 

functionality will be covered 
later in this document. 

Select the Vendor Company from the drop 

down menu.  If this staffing company is used 
specifically for one Job Title select it from the 

Skill Code Prefix drop down menu.   

 
Enter the Order Delay (Hours) and the Max 

Candidates Per Req that can be submitted by 

the vendor. 

 
Then click Save to add the staffing company 

vendor to the Customer.  This information 

will now automatically populate into Order 
records for this Customer. 
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Select the  button at the bottom of the screen to display Transactions, Email Recipients, Messages and more. 

 
 

Customer Defaults 
 

The Defaults form allows the user to set up Accruals, Shifts, Multiplier Codes, and Required Documents that apply to the 

Customer’s Orders.  To add Shifts, Multiplier Codes, or Required Documents click on the  button in the appropriate 

area.  Fill out or select the information from the Add forms and then click Save at the bottom of the form. 

 

*Note – Only information set up on the Defaults form will be available in the Order records created for the Customer. 
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Order Gross Profit Calculator 

The Gross Profit Calculator can be accessed when you are in the Order (or Customer) record area.  The Gross Profit 

Calculator is opened from the Actions drop down menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The form to the left will be opened and you 
can populate the Pay Rate and Bill Rate fields 

to change the percentage in the GP % field 

on the left.   

 
*Note - When the GP % field is calculating 

the field will turn green. 

 
Once the rates are determined, update the 

Order Details form by entering the rates in 
the Pay Rate and Bill Rate fields. 
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Order Web Options 
 
The Web Options tab allows the user to change the Job Description that will be visible on the TempWorks’ WebCenter Job 

Board.  Just enter the information into the open text form at the bottom.  If the Order should not be posted to the job 
board, click in the box for Do Not Post to Web check box. 

 

 
 
Order Required Documents 

Similar to the Required Documents form in the Employee record, required certifications, documents, etc. can be attached 

to indicate Order-specific requirements in this form.  Click on the  button in the upper right to add a document to the 

form. 
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Order Vendors 
 

The Vendors form is used when a vendor management agreement exists between your staffing company and the 

Customer.  This form is used to select the other staffing company vendors that the Order should be distributed to.  

Orders are then distributed to the vendors, notification is sent via email, and Order Details can be view by vendor 
Contacts from the TempWorks’ WebCenter Vendor Portal. 

 

*Note – The WebCenter Vendor Portal is an ancillary product, please contact a TempWorks’ representative for more 
information about this web solution. 

 
 

 
 

*Note – Vendor records can be edited from the Vendors form in the  menu in the upper right.  Vendor records 

can be added to the system from the Administration form in that same menu. 
 

To select a vendor, click on the  button in the upper right.  This will open the form below: 

 

 
 

 
 

 

 

 

 

 

 

 

Select the Vendor Company and the Status from 

the drop down menus.   

 
Select the When Visible date from the calendar 

and enter the Max Candidates Per Req that the 

vendor can submit to the Order. 

 
Then click on Save to add the vendor 

information. 
 

*Note – if the WebCenter Vendor Portal is being 
utilized the Status will automatically update when 

the vendor takes action on the Order. 
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Assignment Messages 
 

Messages can now be logged at the Assignment level from the Messages form and will automatically link to the 

Employee’s record, and the associated Customer and Order records.  Click on the  button in the upper right to 

add a new Message. 

 

Contact Actions 
 
When a Contact record is open the Actions button in the Actions Bar will allow you to open the corresponding Customer 

record, export the Contact record to Microsoft Outlook or invite the Contact to the Customer portal of WebCenter. 

 

Contact WebCenter Management 

 

 

 
Option two is selected by clicking on the radio button in front of Manually Create User Account and then the User Name and 

Password are entered manually.  Clicking the Create button adds the Contact as a WebCenter Customer Portal user.  This 

information can then be communicated to the Contact via email, phone, etc. 

 
Once the information has been added, click on the Close button in the lower right. 

When Invite to WebCenter is selected from the 

Actions drop down menu and the Contact has not 

been previously added as a WebCenter user, the 

form to the left is displayed.   
 

The first step to set up a new Contact WebCenter 
log in requires that the user completes the Assign 

Role field by selecting from the drop down menu 

for available roles (the role determines what 

features in the WebCenter that this Contact has 

access to).   Step 2 determines how the Contact 
gets notified of the log in information.  

 
For option one the Contact has an “Email” address 

on their record and will be sent a system-generated 
email that directs them to the WebCenter log in 
page where they can select their own User Name 

and Password. 
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Enhanced Search Functionality 

We have added additional search functionality to some of the major records that can be selected from that record’s 

Search form.  From the Advanced Search button new searches can be created and run.  These searches can then be 

saved and accessed from the Saved Searches button. 

 

To create a new search, click on the Advanced Search button.  Then select the category from the information on the left 

and enter in the details in the appropriate fields. 

When Invite to WebCenter is selected from the 

Actions drop down menu and the Contact is 

already set up as a WebCenter user, the form 

to the right is displayed.  You can update the 
User Name and Password, select if the password 

is encrypted, lock the Contact out of 
WebCenter and update the user Role (the role 

determines what features in the WebCenter 

that this Contact has access to).  Once this 
information has been added or changed, click 
on the Save button in the lower right. 

 

*Note – The WebCenter Customer Portal is an 
ancillary product, please contact a TempWorks’ 

representative for more information about this 

web solution. 
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To add this search to the Saved Searches area click on the  button at the top of the screen. 

 

 
 

The  icon will be 

displayed next to any 

search option that has 
information entered. 

 
Once all of the details 

have been added, 
click on the Search 

button at the top of 

the form. 

Once the  button has been clicked 
the form to the left will be displayed.  
Enter in the Name and Description.  If 

you would like to share your search with 

other users in your branch, click in the 
Share Search box. 

 
At the bottom of the form you can 

select if the search should prompt for 
any of the inputs. 

 

In the example to the left the 
Employees returned will be “Active”, 
“Unassigned”, have an Order Type of 

“TE” and then it will prompt for the 

Interest Code to be added. 

 

Once all of the information has been 
entered click on the Save button to add 

it to the Saved Searches form. 
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From the Saved Searches form select the search from the list on the left, enter any information that the search prompts for 

and then click Run Search. 

 

Vendor Records 

In the upper right section of the Enterprise Main Screen the  button contains additional functionality that can be 
used.  The Vendors form can be accessed by selecting it from the drop down menu.   
 

*Note - Vendor records can be added to the system from the Administration form in that same menu under the 

Company form.  Only those with the required user permissions will be able to add new vendor records. 
 

 
 
The Vendor List above will be displayed when the Vendors form is selected from the drop down menu.  Double-click on 

the line or click on the  button in the upper right to view the vendor Details form. 
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The Details form will list out all of the vendor company address and payment remittance information.  The Contacts 

form will list all Contact records that are associated with this vendor company.  To add a new vendor Contact, click on 
the New Contact button in the Actions menu from the Contact record and select the vendor name from the Company drop 

down menu.  Distribution of Orders to vendor companies is covered earlier in this document. 
 

*Note – A vendor management help document will soon be available that will cover this functionality and the vendor 

payroll process in more detail. 
 

Rate Sheet Entry 

In the upper right section of the Enterprise Main Screen the  button contains additional functionality that can be 

used.  The Rate Sheet can be accessed by selecting it from the drop down menu.   
 

 
 
Current Rates will be displayed in the form below: 
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To add a new Rate to the form click on the  button in the upper right.  This will open the Rate Details form as shown 

below: 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

Enter information into the Customer, 

Work Site, Vendor, Job Title, Shift, 

Branch, Worker Comp Code, Pay Rate, 

Overtime Pay Rate, Multiplier Code 

(required), Bill Rate, Overtime Bill 

Rate, and Double Time Bill Rate. 

 

*Note – the more information that is 

added into these fields the more 
specific the Rate will be. 

 
Once all of the information for the 
Rate has been added click on the 

Save button at the bottom of the 

form.  Whenever the information 
contained in the criteria area for this 
Rate is selected in the Order, the 

information in the rates part of the 

form will automatically populate into 
the Order Details form. 
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Updated Resume Parser 

When the Resume Parser is selected from the drop down menu the following form will appear: 

 

To parse a new resume, click on the  button in the upper right.  The following form will be displayed: 

 

Select how the resumes should 
be parsed by selecting File 

(Word doc or PDF), Folder, or 

Text.  Then select the location of 

the document or folder by 

clicking on the  button and 
once selected, click on Parse 

File. 

 
If the Text option is selected, 

copy and paste the information 

into the form provided and then 
click on Parse File. 
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Once the parsing is complete the information will be displayed in the form as shown.  Verify that the information is 

correct in each of the tabs: General, Employment (Past Jobs), Education, and Skills (Interest Codes).  To create the new 

Employee record from the parsed information, click on the  button in the upper right of the form. 
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Time Entry Weekly Adjustment Overrides 
 
When a one-time change needs to be made to a weekly Adjustment that has been set up on the Employee’s record you 

can access this from the Time Entry form.  Expand on the Detailed Timesheet and then go to the Adjustments tab. 

 

 
 

Click on the  button in the upper right corner of this section to open the following form: 
 

 

 

 
 

 

 
 

Select the Adjustment from the drop down 

menu and then enter the Adjustment Amount 

that should be calculated for this override.  
Next, click Save to update the Transaction 

record. 
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WebCenter Time Entry functionality 
 

When a timecard is completed online either through the WebCenter online time entry available from the Employee and 

Customer Portals or via the TempWorks’ Time Clock solution, these Transactions will display with a  to the left of the 

record.  There are several different Statuses for WebCenter time entry as shown below: 

 

 
 

 
 
*Note – Use of the Force Approval function is outside of the normal constraints for WebCenter time entry and will 

generate an error during the Proofing process. 

 

After an Employee creates a timecard in the 
WebCenter Employee Portal the time entry 
Transaction will be visible in Enterprise.  The 

first Status of a timecard that is Employee-

entered is “Not Submitted”.  A user can open 

the Detailed Timecard view and click on the  

button to view the Log of the Statuses that the 

Transaction has been in.  Click on the  

button to view the Consultant Timecard 
Verification Report about the Transaction or 

click on the  button to Override the 

WebCenter time entry that the Employee has 
done so far. 

Once an Employee finalizes a timecard in 
the WebCenter Employee Portal and submits 
it (online) to their Supervisor the Status of the 

Transaction is “Submitted”.  A “Submitted” 

timecard will not pull into a Proofing session 
until it has been “Approved”.  If a Supervisor 

or other Customer Contact is not able to 
approve the time from the WebCenter 

Customer Portal, the Enterprise user can click 

on the  button to Force Approval.  The 

database will track the user who clicked the 

 button and will display this information in 
the Log and the Consultant Timecard 
Verification Report. 
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*Note – If the WebCenter timecard is Reset, the Enterprise user will need to notify the Employee or Supervisor as there 

aren’t any automatic WebCenter email notifications associated with this process. 

 

The user can override the WebCenter timecard 

Transaction by clicking on the  button.  

Once the Override button has been clicked, 

enter in the number of Reg Hrs, OT Hrs, and 

DT Hrs, or enter the Totals by day.  Then use 

the  button to Force Approval. 

 

*Note – Use of the Override and Force 

Approval buttons is outside of the normal 
constraints for WebCenter time entry.  It will 

create an error during the Proofing process 
and should ONLY be used as a last resort. 

Once the Supervisor (or Timecard Alternate) 

approves a timecard from the WebCenter 

Customer Portal or enters the Employee’s time 
(online) and submits it, the Transaction Status in 

Enterprise will be updated to “Approved”.  

  
Once a WebCenter timecard has a Status of 

“Approved”, it can be pulled into a Proofing 
session. 

 
*Note – If the Employee or Supervisor submits or 

approves the WebCenter timecard in error, 

clicking on the  button will Reset the timecard 

and it will show the Status of “Not Submitted”.  

After this has been done the Employee (or 
Supervisor, if time is entered in the WebCenter 

Customer Portal) can resubmit their timecard to 
their Supervisor for approval. 

 

If the WebCenter timecard that the 

Employee submitted is not correct the 
Supervisor will choose to “Reject” the 

Transaction.  The Status of the timecard will 

automatically be updated to “Rejected” in 

Enterprise.  The timecard is sent back to the 
Employee to be revised and then 
resubmitted to their Supervisor. 

This entire process can be tracked by 

clicking on the  button to view the Log of 

the Statuses that the Transaction has been in.  

Or choose the   button to view the 

Consultant Timecard Verification Report for 

this WebCenter timecard Transaction. 
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Once WebCenter timecards have been approved (or submitted if Supervisor-entered) these Transactions are assigned to a 

user and pulled into a session from the Time Entry Actions drop down menu.  Select Create WebCenter Proofing Session to 

continue processing WebCenter Transactions. 

 

 
 

 
 
*Note - The WebCenter timecard Proofing session will only pull in Transactions with a Status of “Approved” where the 

current WE Bill (Weekend Bill) date is greater than or equal to the WE Date (Weekending Worked).   For example, if the 

current WE Bill date is 06/07/2009 and there is an approved WebCenter timecard for WE Date 06/14/2009, this 

Transaction will not be pulled into a Proofing session until the following week. 

 

The number of timecards that have been pulled into the Proofing session will be listed at the bottom of the screen.  
Next navigate to Payroll and Invoicing and select the Proofing box.  Then click on Proof Transactions.  The WebCenter 

timecard Transactions will be listed as belonging to the user that created the Proofing session.  Continue to process 

through Proofing as explained in the 12R6 Enterprise Back Office Training Manual. 

 

*Note – The WebCenter Employee and Customer Portals are ancillary products, please contact a TempWorks’ 
representative for more information about WebCenter timekeeping. 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

Click Yes to pull “Approved” WebCenter timecards into a 

Proofing session.  Click Cancel to exit this process. 
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Steps for Fixing Invoices 
 

1) Select the Invoice. 

In the Invoice Register form click on the Invoice that needs to be fixed and then choose Edit Invoice from the Actions drop 

down menu. 

 

 
 
 

2) Fix Job Title or select Edit button. 

If the Job Title is incorrect, it can be updated by highlighting the current information and then typing the correction.  If 

the rates or hours need to be updated, click on the  button (as circled). 
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3) Edit Transactions. 

Highlight the field that needs to be corrected.  Reg Hours, Overtime Hours, Units, Salary, Reg Bill, Overtime Bill, and Unit 

Bill can all be changed. 

 

 

Once the information has been updated (as shown below) the update can be saved by clicking on the  button at the 

top of the screen. 
 

 
 
If any other Transactions on the Invoice need to be updated follow the steps outlined above and then Save when all 

changes have been made. 

 
*Note – By saving the corrected Transactions a correcting Invoice (credit or debit memo) is created that is tied to the 

original (ex: original Invoice #100323, correcting Invoice #100323-1). 
 

4) Reprint corrected Invoice. 

After saving the update(s) click on the Actions drop down menu and select Print or Print Preview to print out the corrected 

Invoice. 
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Close Week Procedure Dialogue 

The first step to take in order to close the week is to open the E menu, select Switch Branch and change your user 

hierarchy level to “System”.  Then open the Pay/Bill tab and click on the Actions drop down menu and select Close Week. 

 

 

  

 

*Note - If any of these remain open you will not be able to close the week.  Any open Proofing sessions, Payroll runs, 
Invoice runs or AR posting batches must be finalized before the week can be closed successfully. 

 

 

 

 

If you don’t change your hierarchy level prior to 
selecting Close Week the prompt to the left will be 

displayed.  Select Change Hierarchy and Continue to 

update your hierarchy level to “System” and 
continue with the close week process.  

  
Click Cancel to end the close week process at this 

point. 

The close week wizard will 

now list out any time entry 
Proofing sessions, Payroll 

runs, Invoice runs, or AR 
posting batches that remain 
incomplete. 
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By clicking on the line of any 
sessions, runs or batches that 

remain open it will display a 
form similar to the one 

pictured on the left. 
 

Take note of the unique ID 

number and open that section 
of Pay/Bill to complete the 

associated process. 
 

*Note – You will have to 

change your hierarchy out of 
“System” level to be able to 

complete these functions. 

Once all of the Proofing 
sessions, Payroll runs, Invoice 

runs, and AR batches have “0” 
items listed click Next. 

Click on the  button to 
close the week. 
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Accessibility to basic Administrative Functionality   

In the upper right section of the Enterprise Main Screen the  button contains additional functionality that can be 
used.  The Administration form can be accessed by selecting it from the drop down menu.   

 

*Note – Only users with appropriate permissions will be able to access this feature. 
 

 

On the left side of the screen an Administration menu will be displayed. 

 

Select the database table that needs to be updated. 

Once the close week procedure has 

completed successfully the wizard 
will display the screen to the left.  
Click on Finish to close out the 

wizard. 

 
Timecards can now be pulled in for 
the next week. 
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*Note – The Message table is where the Message Action Codes are stored.  Skill Code table stores Job Titles that are 

available in the Employee and Order records.  The Company table is where staffing company vendor and Accounts 

Payable vendor records are stored. 

Once a selection is made the matching Administration form will be displayed.  To add a new record, click on the  

button in the upper right.  Fill out the information on the form and then Save the record.  This will add the information to 

the database. 

 
 

 

 


