
 6/15/2009 
 
 
 
 
 
 

 
© 2005, TempWorks Software, Inc.  All rights reserved                             Page 1 of 8 

3140 Neil Armstrong Blvd 

Eagan, MN 55121 USA 

www.tempworks.com 

1-651-452-0366 

WebCenter v. 5 Employee Portal 
 

The following document will give you an overview of how the different functions work within the WebCenter v. 5 

Employee 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. 

 

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 staffing representative on the left of the screen. 

 



                                         
(continued) 
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The Assignments page allows you to view your recent past, future and current assignment details.  To display the 

assignment details for any order click on the View Details link for that assignment.  A view similar to the one below will be 

displayed: 

 

 

 

 

 

 

 

The Assignment Details will list out the 

company that you’re working for, their 

address, driving directions, and contact 

information.   

You can also view the job title, 

description, and the person to check in 

with on your first day. 

The bottom box displays your start and 

end dates for the assignment and your 

shift and/or start and end times. 

To return to the previous screen, click 

on the Back to Assignments button. 
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The Payroll page allows you to view the details from paychecks that have been issued to you.  You can print out a check 

stub or a W-2 for the previous year.  You can search for specific paychecks on the left of the screen.  You can also view 

your year to date payroll information and accrual summary for accrued vacation, sick leave, PTO, etc. on the left side. 

 

To print a W-2 click on the link for the Year of the W-2 form that you would like to print.  You will need Adobe Acrobat on 

your computer because the W-2 will be displayed in PDF format.  To open a specific check, click on the View Detail link for 

that paycheck.  A page view similar to the one below will be displayed: 
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If you click on the View Printable Check Stub link on the left you will open the print preview version of the paycheck. 

 
 
In the Timecards page you can create timecard entry forms and enter the hours you’ve worked.  These timecards can 

then be submitted to your assignment supervisor or hiring manager for approval. 

 
 
 

 

To print your check 

stub, click on the 

 icon at the top 

of the page. 
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To enter time, click on the Create Timecards link on the row for the assignment where the hours were completed.  If you 

would like to view timecards that you have already created click on the View Timecards link.  When the Create Timecards 

link is selected it will display the calendar where you will select the week that the hours were worked as shown below: 

 

On the left choose the week that the hours were worked by clicking on the  button to the left of the week.  Once the 

week has been selected, click on the Create Timecard button.  This will open a new timecard where you can enter hours 

as shown below: 



                                         
(continued) 
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Your timecard view may include fields like Day Total, Time In, Time Out, Lunch In, Lunch Out, Break 1, etc.  If your timecard 

has a start and end time, lunches, and/or breaks you need to enter the appropriate times into those fields.  If your 

timecard only asks for a Day Total you can just enter the total number of hours worked for the day.   

To add adjustments (ie. mileage, meals, per diem, etc.) click on the tab for Adjustment.  A view similar to the one below 

will be displayed: 

 

To enter an adjustment, click on the link to Add Adjustment.  Select the Adjustment Type from the drop down menu and 

then add the Amount.  After these fields have been populated click on the Add Adjustment link as circled below. 

 



                                         
(continued) 
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Anytime you would like to save the selected timecards click on the Calculate & 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.   

When a timecard has been saved the following view will be displayed: 

 

When a timecard has been submitted you will see the following information: 

 

If your supervisor or hiring manager rejects your timecard you will see a “Rejected” timecard in your Timecards page. 

 

 



                                         
(continued) 

 
 

 
© 2005, TempWorks Software, Inc.  All rights reserved                             Page 8 of 8 

Click on the View Timecard link for the rejected timecard to view the reason that it was rejected. 

 

Fix whatever information was wrong and then click on the Submit Selected Timecards button to resubmit to your supervisor. 

 


