3140 Neil Armstrong Blvd 6/15/2009

Eagan, MN 55121 USA
www.tempworks.com
1-651-452-0366

WebCenter v. 5 Customer Portal

The following document will give you an overview of how the different functions work within the WebCenter v. 5
Customer Portal. You can also refer to the in-page help if you click on the Help link in the upper left corner on any page.

Below is a picture of the Home page. This is the first page that you will see once you have logged into WebCenter.
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Orders Employees Timecards Invoices Reports

stafﬂng Gompany Loga Hew Messages Archived Messages
Branding Opportunity

Alisha Arnold : 4/2/2008 11:59 AM E)cpuabun Date: Epl\{
The He}p link in the upper left of the = screen allows you to access mfnrmatlon on the features and - furmtmnalrfv of the page you have open. On
the HOME page you can view help documents for each area of the WebCenter.

Alisha Arnold : 4/2/2008 11:53 AM Expiration Date: Reply
Last Logon: 3/3/2008 Welcome to WebCenter - approve employee time in the TASKS form.

| WebCenter Login Stats

“Contact Information

Memphis SE

123 Main St. Eagan, MN 55123
Phone: 555-555-1212

Fax: 321-321-1222

admin@tempworks.com

The Home page contains messages that have been added for you to view and you can open an email and reply to these
messages by clicking on the Reply link on the right. You will also be able to see the last time you logged into WebCenter
and the name and contact information for your vendor account representative on the left of the screen.

& v % B F O

Home Orders Employees Timecards Invoices Reports

»

Staffing Company Logo Find Orders &
Branding Opportunity

Worksite StartDste Est.EndDate SfartTime EndTime Req Asg Bill Rate

Search Filters -l .| 4672 Exscutive Administrative Assistant Site #5 22007 800 AM 2 3 5000

Only show orders with status: Emphyeeﬂgm Start Date Endillate- Start Time.
| C?:;)S:d \J Abotisa, Sisie i sm ar
[ FF’Ie:l:Iing s, Alabama, Morgan 52008 2:00 AM
Unfilled | Adskon, MastersF 3/1B/2008 —

1 show Al Department Orders

il & Forkiift Site #6 37112007 800 A 11 52000 E
Search lobs il 4724 Forkiift Site #5 3142007 300 & 1 8 52000
_ ol 5019 Admin, Assist. Site #6 1201302007 41412008 13 52000
P - Forkiift Site: #5 31/2007 .00 AM 10 52000
Create Order Request | 5264 Forkift Corporate  1/1/2008 12/30/2008 2:00 AM 5:00 M a0 51800

Copy Existing Order

Find Employees

Employee Search
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(continued)

The Orders page allows you to view order history for your department. You can expand on individual orders to see the
employees who have been assigned by using the button in front of the order number. Click on the *= icon to view

the details of the order. If you expanded to see the employees assigned you can use the “= button to view the
assignment details for that employee.

To submit a new job opening to your vendor select the link on the left called Create Order Request. If you would just like

to copy an existing order click on the Copy Existing Order link.

Create Order Request

Create New Order Request

Requested By: Haolcomb, Jim

Phone Number: | * . .

Start Date: le Once you have clicked on the link the page
—— aa to the left will be displayed. Fill out all fields
Site Code: Primary - marked with an = as these fields are
Duration: - required. Once the fields have been
LR & populated, click on the Submit Request button
Pay Rate: = (as circled in red below).

Job Description:

End Date: 3

Job Title: "c” Operator v

Shift: Day ~

S ———

_Sebmit Reguest_D
Copy Existing Order

Once you have clicked on the link the following page will be displayed. Select the job title of the previously submitted
order that you would like to copy from the drop down menu at the top of the page. Fill out any fields in the form that are
different than what was on the original order submission then click on the Copy Order button.

Copy Existing Order

Please select the order you would like to copy: aszembler Test ™
Please select the start date: E

Please enter a start time if it is different: ilil

Please enter a end time if it is different: ilil

Please select a worksite if it is different: -

([

om0 | >
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(continued)

The Employees page allows you to view the assignment information for any vendor employee that will be working for
you in the near future, as well as currently working and previous employees. Click on the button to expand and

display the assignment summary for that employee. When their line is expanded, click on the sl icon to view the

assignment details.

h v Hh R &

Orders Employees Timecards Invoices

a2
Staffing Company Logo | Find Employees
Branding Opportunity
e =
Only show status: |+]  Abootorabi Deborah
| | Past Employee e o
| current Employee § =
"} Future Employes Al Aot Davis
+| Alabama Morgan
n Show All Department
Employees + Brel Anders
Search Emplovees +| Bristoc Barry
\+| Brody Gavin
“Find Orders + Devereaux Tammy —
Order Search |+ Devon Deitrich
+| Evenson Doug

Entering Time for Employees — Timecards

To enter time for your employees, click on Timecards at the top of the page. This will display something similar to the

page below:
Staffing Company Logo Find/Create Timecards i
Branding Opportunity
4@ Create Timecards for Selected Employees
Choose Week
Start Dale Est, End Date Req A=q Bill Rate
Select the week vou want to view = : = e =
orders for: +| SelectAll .. 4672  Primary Filled 211212007 2 3 s000 &”—-—m’&"s
P B > +| SelectAll ./ 4717  Primary Filed Forklift 312007 11 52000
- LR S T e T Ve +| SelectAll . 4724  Primary Filed Farkiift 3112007 1 8 52000
Deselect J = y - =
Mol leienlndis oA w5018 primary Filed Admin. Assist, 121132007 41142009 1 3 S20.00
s & 4 B B . F B B ‘Employee Name Start Date  End Date
+| [V] Greene, Stephanie k 1/3/2008
s 10 11 12 13 14 15 16
4| [¥] Anderson, John  1/3/2008
85 Ol ¥ oo il T
+| [/] Acosta, Davis A  2/27/2008
» 24 25 26 27 28 29 30
»
- Timecard Functions
Cost Code Manager -
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(continued)

On the left choose the week that the employee(s) worked by clicking on the * button to the left of the week. If you

would like to see the employees you will be entering time for prior to creating the timecards click on the button for
the order line. Clicking on that same button in front of the employee name will display information about timecards that
have been created for that employee. You can select an employee individually by placing a |¥ in front of their name or
for the entire group by clicking on the Select All link. Once the employee(s) have been selected, click the Create Timecards
for Selected Employees button.

When timecards have been created successfully the following view will be displayed:

i) Created 3 new timecard(s).

Find/Create Timecards

@ reate Timecards for Selected Employees

Order ID Department Name Status Job Title Start Date Est. End Date Req A=sqg Bill Rate

Select I . ] Executive Administrative View Timecards
+| Al S, 4672 Primary Filed Assistant 2M212007 2 3 s000 —3.I'|]'
Select I . . )
+| Al e ATIT Primary Filed Forklift 2007 1 1 20,00
+] iﬁm i 4724  Primary Filed  Forkift 3142007 1 8 520,00
1l iﬁ'w il 5019 Primary Filed Admin. Assist 12/13/2007 4142008 1 3 52000 V—W

Then click on the View Timecards link to enter time for the employee(s) as shown below.

Timecard

@ bmit Selected Timecards 9 Delete Timecard

gl '6 Acosta, Davis; Admin. Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Assist.- REI_:I 2/28/2008 2f20 /2008 3/1/2008 2f2/2008 3/3/2008 3/4/2008 3/5/2008
Day Total 5.0 8.0 0.0 0.0 g.0 g.0 8.0
Weekly Totals: Regular Hours: D.00 Overtime: 0.00 Double: 0.00 Total: 0.00
Pay Code Reg 61
Cost Code Test =4
Notes:

Your timecard view may include fields like TimeIn, Time Out, Lunch In, Lunch Out, Break 1, etc. The timecard format above

allows for entry of a Day Total. Just enter the total number of hours for each day. If you're tracking start and end time,
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(continued)

lunches, and/or breaks you will enter the appropriate times into those fields. Any time you would like to save the

selected employee timecards click on the Calculate and Save button. When all selected timecards are ready for

submission, click on the button for Submit Selected Timecards. You can also delete timecards that are not needed by

placing a |¥ on the appropriate timecard and clicking on the Delete Timecard button. Once timecards have been

submitted your staffing vendor can process employee payroll and invoices for your company.

The Invoices page allows you to view, print and export vendor invoices that have been issued to your department.

Invoices

A

s &

Orders

=)

Employees Timecards Invoices

Staffing Company Logo

Branding Opportunity

EE—
Invoice Number Range 5551553
5551545
Invoice Date Range 5551527
v

5551528

=
5551529
Invoice Amount Range B
5551514
5551515

PC Number

Assignment Number

272008

H2ZTIZ008

212002008

212002008
21812008
2Ie2008

ZMEIZ008

4/18/2008

41812008

4152008

312008

JHZ008

312008

372008

3Tro0e

30712008

BE6767

S56767

54112224 $41,12224
59.80 59.80
$1,067.50 §1,067.50.
§13,993.26 513,993.26
$68.60 $58.60
$220,720.50 §220,720.50
512.288.83 512,288.83
§548.80 §548.80
'5126,126.00 5126,126.00

You can use the search functionality on the left side of the screen to locate specific invoices. To open and view an

invoice, click on the link for the Invoice Number. Once an invoice has been selected a view similar to the one below will be

displayed.

Invoice Details

Invoice Details

Invoice Number
Invoice Date
Due Date

PO Number

Crom Equipment, Primary
Attn: Bob Smith

3300 Enterprise Drive
Fort Pierce, 34951

Invoice Amount

5551527
2/20/2008
3/11/2008
556767

$13,993.26

=4

You can view the assignment details for the

employee by clicking their name link.

If the time was submitted via the WebCenter

the right side of the page would have a View

Timecard link.
Employee Description  Dept Date Shift Quantity PayCode Rate Total
Anderson, John Primary 3/2/2008 1 30 Reg $29.00 $870.00
Brell, And P 3/2/2008 Bob 10 R $43.50 $435.00 . . . .
= e e ° - To print a copy of the invoice, click on the
Brell, Anders Primary 3/2/2008 Bob 40 Reg $20.00 31,160.00
Coaster, Kevin Primary 3/2/2008 1 10 Reg $60.00 3$600.00 '_l . . . . . .
Coaster, Kevin Primary 3/2/2008 1 40 Reg $40.00 3%1,600.00 icon. once the Invoice prlnt preVIeW IS
Greene, Stephanie k Primary 3/2/2008 1 10 Reg $40.50 $405.00 .
Greene, Stephanie k Primary 3/2/2008 1 40 Reg $20.00 $1,160.00 dlSpIayed click on the "'" button to prlnt or
Helgren, Richard P 3/2/2008 Bob 10 R $43.50 $435.00
=S e ° - you can select the export format from the
Helgren, Richard Primary 3/2/2008 Bob 40 Reg $29.00 3%1,160.00
drop down menu. Then click on the link for
Export.
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(continued)

In the Reports page you can view, print and export your own reports with real-time data so you can be proactive about

your business needs and cost-tracking.

S

Timecards Invoices

Stafﬁng Company Logo Report Search Reset Search
Branding Opportunity Report Group: Al () Report name fragment search: Search
Reports

. Approved Timecards Assignments

e 11/5/07

i Assignment History by Department Assignments

e 9/25/07

1 Average Assignment Length Assignments

e 0/25/07

i, Current Assignments by Department Assignments

52 9/25/07

1 Ended Assignments by Department Assignments

= a/25/07

i Ended Assignments by Reason Assignments

e 9/25/07

1, Hours by Department Hours

ol 9/25/07

i, Invoice Payment Breakdown Invoice

52 9/25/07

|

Select a report by clicking on the “£ icon in front of the report name. When the report opens enter any report

parameters required (ie. date range, department name, etc.) and then click on the button to View Report. You can also

select to export the report. Choose the format that the report should be exported into and then click on the Export link.

Eeport: Assignment History by Department

Start Date  2/1/2007 i EndDate 4/2/2008 i

4 4 |1 of1 [ [¥l 100% - Find | Next Select a format - Export & A
=

Assignment History by Department

Employee CrderiD Job Title Start Date End Date Bill Rate

Department: Primary

Abootorabi, Debbie 4470 Cata Entry B/15/2007 20.00

Abron, Jill 4470 Diata Entry 6/15/2007 g0.00

Arncid, Alisha 4452 Admin. Assist. S/a2007 TiZTizonT 254.00

Barker, Shannon 4443 Cata Entry Clerk Srrzo07 £34.00

Gannon, Sugie 4448 Data Entry Clerk SIF2007 534.00

Wood, Ali 4443 Crata Entry Clerk 4/1/2007 240.00

page 1 of1 report generated 4/2/2008 2:17:50 PM
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