Help Documents

Customer Contract 10R2

Each new customer added to Tempworks has a “Basic” contract attached by default. To create a new

contract, go to the contract section from the Visifile by clicking on the Contract button (as circled below).

p# | G | Inactives: O [Customer Lkp: j [ Cust#Lip: | Crom Equipment 10623 ({666) 466-7788x v
¥4 Departments: | | | | Primary
Yisifile T Address T Ivaoicing T Message T iz T Search T Switch l
Refrezh Placelrdar Irvoices Payments Parenttect Wwiorkzites DA, | Docs (Eontract )
T Track Seelrders Seebzge SalezHist b asterisw Opportunity Support |
Shatus: |§ RBal: 13,999 CredLim: 25,000 | R=ales] 20: u]
AR Bal: 1,604 | RDue: 5,734 | Salest 2 0 |RSalesy TO: a
Fazt Due: 0| LPay: Sales YT 0 | FLife=ales: 1]
Branch: [Memphis SE
Date Action Contact Message Date Due Completed? [
p|[11/15/2008| DNABYE mpl Customer DMA'D by employes dwood Y Hl
111542008 CustomerD M) CustomeDNAE mployes dwood A W
11115/2008 CustomerD M| CustamerlDMNAE mplayes dwood s ol
1115/2008 CustamerD M| CustamerDNAE mplayes dwood & W
114 5!2001DNAByEmpI Cugtomer DMNA'D by employes dwood s ol
11142008 Email Haolcamb, Jim docurnent mkramer Y i v
Record: [E] 1 [ ] of 84 £ ¥
Department List Customer Contacts
k| Al |:53E. Dept Cust Mame Sup/HireMar Branch  Stobs b Last Name
@4 |Aecounting Crom Equipn|Fisher, Brenda | Memphis SE | & P | d |Combs Alice Morth 2
@ |Clerical Crom Equipn|Sylvester, Bonni| Memphis SE | & i |Fisher Brenda [vp [BE1) 345-3463« 4 |Primary
itk |Main W arehouse  |Crom Equipriwiliams, Leonar) Memphiz SE | P itk |Helcomb im [BE1] 466-7788x Primary
@4 |Morth Warehouze  (Crom Equipr|Fisher, Brenda | Memphis SE | H B |Marshall Mathew |Cre Lead|(234] 234-2344% Prirnary
@4 |Southwarehouse  [Crom Equipr|'illiams, Leonar| Memphis SE | P 3 i |Mazon Jozeph  |Director o[ ] 23-4234x2342  |Primary B
— = — s
Record: [14]] | 1 [ ] of 5 | Record: (14 | 1 [ 1] of 7

Or by navigating to the Invoicing tab/Invoicing sub tab and clicking on the See button (as circled).

|' Wisifile T Address T Invoicing I Message T Mizc T Search T Siwitch ]

I Refresh I il

Invoicing I Credit and Payroll | Misc |
[Invoicing: Separate invoices by Invoicing schedule: WI
: i = Bill cust daily
alile Dept: r Supervigor: r I e
i = = Bill customer non-weekhy?
LAl Aldent: T~ SubEntity: I s i
Column Type: . :
T Week-End: [ Branch: Bill [Zycle:[_;[
B Cost Center: ¥  Worksite: [
In¥ Email Address: |:| Contract
PO: [ Skill Code: ™
LkpContract: & Seel
Currency: [USD = Division: I Bepbadi - Contract: |American Bark ‘H’

In¥ Handling:

|

Maz Inv Amount:

Global Unigue I1D: |\3-405374E0090E2Y

Collate: [
Add "Time Card Attached” to Inv [

Conszolidate invoice w/ parent r

Ivoice Adjustments

1|
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(continued)

*Note - The Basic contract will not allow any changes, and will give the user an error if this is attempted.

Contract Effective Date: |

: EE | ContractD Lkp: : | 11 basic it
- -
X Contract # Lkp: e | basic
~
Yizifile D efault: T JobSetup T Requirelocs T Other T Directan T Switchboard ]
Contractident: | il | Contract |Default Contract
ContractiD: [ Description:
ContractStatus: |4 - Reporting
Start Date: |EndDate: | Requirements:

Contract Type: |custom

=1}

- I Conversion

Government Contract: (] Prevailing Wage: [] Order Flag: []

Agreement
Details:

LiveDate: |

Time Card To Use: |

&

Rate Review Date: |

Contract Version: |1 .0

Special Benefits:

General Note:

Insurance
Requirements:

Indemnification:

IsPeo: [

To create a new customer contract, click on the NSR button in the upper left corner of the contract

screen. The following window will appear.

BE Contract New

ContractStatus

Contractident:

Start Date:
Contract Effective Date:
Contract Type:

Contract Add Quick

ContractlD: |.-'1'-.meri|:an Barksz

:|.-’-'-.

|

EndDate:
| 1212/ 2EIEIE|
Btandard v|
Ok Cancel ‘

In this screen input the
Contract ID (Name) and
the ContractStatus (Active
or Inactive). The user can
choose a Start and End
Date for the Contract as
well as a Contract Effective
Date. Finally choose from
the Contract Type drop
down menu. Then click on
the OK button to create
the new contract.
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(continued)

ContractD Lkp: . 169 American Banks
ﬂEI Contract # Lkp: M ‘

Vizifile T Drefaults T JobSetup T FequireDiocs T Other T Directony T Switchboard ]
Contractident: | 189| Contract [3eneral contract - negotiated rates
ContractiD: |.-’-\merican Banks | Description:
ContractStatus: |4 - Reporting [customer needs breakdown of money spent in all

Start Date: 124 2;20|3—5| EndDate: | 12/18/2005) Fequirements: |departments oh & monthly basis

Contract Effective Date: 12/12/2007]
Contract Type: |standa[d [ | Conwversion |no fee after 120 da_ys. Fe_,es pro-rated prior bo 120 days

Gowernment Contract: [ Prevailing Wage: [] Order Flag: Agre;en:;::: b Sdonlelnentldiecthicles
LiveDate: | |
Time Card To Use: [standard v
Rate Review Date: | 12/01/2008]

Contract Version: [1.0 |

Special Benefits:  [custorer offers full benefit package upon
hire

General Mote:

Insurance |all associates handling cash must be
Requirements: |bondable

Indemnification:
IsPeo: []

Once the new contract is created the user can fill in the appropriate information. Most of the remaining
fields on the contract Visifile tab are free form. The IsPeo check box indicates that this contract is for a
Professional Employee Organization client and that fees will be charged against paychecks issued for
employee’s assigned to this customer.

The customer contract Defaults tab allows the user to attach multipliers (mark up) and shifts as well as
any accruals that may be applicable to the customer.

ContractiD Lkp: . 169 American Banks
-
s EL Contract # Lkp: sl ‘
Wigifile Defaults T JobSetup T RequireDocs T Other T Directany T Switchboard l
Default Multiplier Codes M Lo

Multiplier code Default code

14 v I
1.45 b B
158 w |
American Bank v r
» ||Happy v v
* w [
Record: EEH 5 E]@ of § 4>

Default Shifts Contract Accruals

ShiftName StartTime EndTime # Hours BEEICES
Day w 200 1700 g
|F|0wer w | ?:DD| 15:DD| 8
[Evvening | 15:00] ool 7
|Swing W | 1E:DD| 4:DD| 12

P [Graverad | 2200 E00C &

v “

Record: (14 4] 5 [ [Pk of 5 <> Record: (14 ]| 3 [ )] of 3

The user can attach multipliers from the Multiplier code drop down menu. If the multiplier does not
currently exist click on the See Multiplier Code button to create a new multiplier or edit a current code.
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(continued)

To attach shifts to a contract select the shift from the ShifiName drop down menu or type in the
ShiftName, StartTime, and EndTime for the new shift.

*Note — All shift times need to be entered in military time (ie. 4 pm = 16:00).

To track accruals for the contract select the accrual type from the AccruallD drop down menu.

*Note — Only users with administrator access are able to create new accrual types.

The Job Setup tab in the customer contract allows the user to specify job titles and the corresponding
shifts, as well as pay and bill rates associated with them. When an order is created with the job title and

shift listed the other information will automatically default into the order.

*Note — Only shifts and multipliers that have been set up in the Defaults tab will be visible in the Job Setup
tab.

ContractiD Lkp: ) 167 American Bank
ﬂEI Confract # Lkp: Wiew all ‘

Wigifile T Defaults T JobSetup T RequireDocs T Other T Diirectary T Switchboard l
Shift DefaultMultiplier TitleCode Payrate Billiate DOBillrate DBillrate Job Description
N Data Entry w B Shift ~|1.45 w |&500 $45.00 | $E65.25 $97.88 | $130.50 |Enters Data
%* v v v

*Note — pay rates and bill rates established in the Job Setup tab on the customer contract cannot be
changed on the order. This information can only be changed at the assignment level when this feature is
used.

The RequireDocs tab allows the user to set up documents that the employee will need before being
placed on an assignment. This information will default automatically to any orders created for this
customer. If there is a list of documents that correspond to a job title the Caregory lkup look up field can
be used. To add all documents attached to the job title, click Add All Req Documents. If the customer
requires documents that are not related to a specific job title they can be selected individually by
choosing the Scope and Document Name.

ContractlD Lkp: ) 169 American Banks
ﬂE‘ Contract # Lkp: M ‘

Wizifile T Defaults T JobSetup T RequireDocs T Other T Directary T Switchboard I

Required Document Add ~
Scope Dochame
- Health Information FEDERAL  Dwivers License
Cat Lk Health Inf tion M t
Sl [Health Information Management v [ 50 bl cone i Drug Test
Add All Req Documents Health Information FEDERAL  HIPAA

Reguired Contract Documents

Health Information FEDERAL | CSHA
Health Information FEDERAL | Physical Exam
Healkh Information FEDERAL

Document Name Authority | Required | StateDep | DateDep Job Title

3 (SN~ |Certificate v AL v O 00  [Health Information Man | |
[FEDERAL -+ Drug Test v AL v O 0  [Health Information Man +] |
[FEDERAL  ~PPD v AL v O O  [Health Information Man « | |

* M | | v v] I | |

*Note — In this section the information can be sorted in ascending or descending order by clicking on the
column headers.

© 2005, TempWorks Software, Inc. All rights reserved Page 4 of 8



(continued)

The Other Tab contains various forms that relate to the Customer Contract.
Contract Miscellaneous Button - allows the user to enter information that relates to the Contract that may

not be covered by another area in contract record. This area is free form so that all miscellaneous
information can be entered as needed.

ContractiD Lkp: , 169 American Banks i
-+
ﬂﬂ Contract # Lkp: M ‘

Yizifile T Defaults T JobSetup T Fequirelocs T Other T Directom T Switchboard I

Contract Mizcellaneous See Multiplier Codes FEQ Eiling and Employes Holiday Contract Test

Dther Congiderations Document Link

Enter any conbract information not covered in other sections here] ~

See Multiplier Codes — allows the user to look at the details associated with specific Multiplier Codes or
create a new multiplier code to add to the contract. This area was mentioned in the Defaults tab area
and can be navigated to from the button in that area as well. When the user clicks on the button a
window is displayed with the multiplier code information.

B Marldip

3 Multiplier Look-up:
N—
Multiplier Code: [1.45 | Swing Ditf Pay: | $0.00 |
RT Markup: Swing Diff Bill: | $0.00 |
0T Markup=: | 145 % | 15 Grave Diff Pay: | $0.00 |
DT Markup=: | 1.4§| R | 2| Grave Diff Bill: | $0.00 |

Apply Bill: r [Calculate the overtime bill rates bazed on the regular hill rates]

Apply Pay: g [Calculate the bill rates based on the pay rates]

Mote:

* 0TRate and DTHate Markup Calculations: -
BilRate = [PayRate] = [RTHarkup] Sample Calculations:

OTEilRate =[ [[FayRate] or [BillR ate]] = [OTkultiplier] | = [OT tarkup] PayRate: £10.00
DTBillFate =[ [[PayF ate] or [BillR ate]] = [DTHuliplier] ] = [DTMarkup]

BillR ate: $14.50

Ex. - 5

PayFate = $1000  Calculated Yalues: DBlIIRate.
FTMarkup=1.4  BilRate=31000%14 = $14.00 DBillRate]  $2300|
OTMarkup=1.3  OTBEiRate=($1000%1.5%1.3=$1950
OTMuliplier=1.5  DTEiIRate = ($10.00% 20) 2 1.2 = $24.00 iCalculate
DTMarkup=1.2

DT kultiplier = 2.0

To create a new multiplier code the user clicks on the NSR button as circled. The name of the code
should be entered in the Multiplier Code field. Now enter the RT Markup (regular time), OT Markup
(overtime) and DT Markup (double time) in the corresponding fields.
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(continued)

Next select how the mark up should be calculated by clicking in either the Apply Bill or Apply Pay check
box.

*Note — 98% of the time bill rates are marked up off the pay rate so the Apply Pay check box will usually
be checked.

PEO Billing and Employee — This section is for PEO (Professional Employment Organization) customers.
This section allows for billing information to be input for the different types of administration fees.

Visifile | Defaults | JobSetup | RequireDocs | Other | Diirectony | Switchboard I

Corntract Mizcelaneous See Multiplier Codes FEQ Biling and Employes Huoliday

Add all fee types |

PeaFee InvaiceT ext Active  FesRate  lsémount 1R atio MaxPer
Typeld Employee
|Benefit expenze * Benefit expenze v | a0 I v $250.00
|
[Per check fee ~ Per check fee ¥ | T l £1.00
|
T £ [
b | vl |

Select the fee from the PeoFee TypelD drop down menu, enter the FeeRate and select how the fee will be
calculated by clicking in the IsAmount (flat rate fee) or IsRatio (percentage fee) check box. Finally enter
the maximum fee to be charged in the MaxPer Employee field.

*Note — Once information has been entered into this form it cannot be deleted. To stop the fee from
being billed click in the Acrive check box by the appropriate fee and it will remove the check mark and
deactivate that fee. Also, in order for Tempworks to look for this information the IsPeo check box on the
contract Visifile must be checked (as mentioned earlier in this document).

Holiday Button — This section is for reference purposes only and will not affect transaction processing or
pay and bill rates. Choose the Holiday/Code from the drop down menu, select the Calc Method as listed in
white text at the top of the form and then enter the Bill and Pay rates, the paycode and the Priority for
the code.

izifile T [efaults T JobSetup T Reguirsliocs T Other T Diirectonye T Switchboard ]

Contract Mizcellaneous See Multiplier Codes PED Biling and Employes Haliday Contract Text

This screen if for reference purposes only. It does not impact transaction processing or pay or

bill
In Calc Method use P for Premiums (fixed dollar)
M for Multipliers [percentage increase - 1.5 is time and half)

Holiday/Code Calc Method Bill Pay paycode: Priority

Christrnas ~|F v 20 11|Hal v 1
7 |Labor Day e |[bd Lv 28) 1§'Fringe Ben w 3
* B B v
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(continued)

Contract Text — This form allows the user to create a contract document.

Wigifile T T Regurelocs: T T Swntchboand l

Caontract Miscellaneous See Multiplier Codes PED Eiling and Employee Haoliday Contract Text

m@ Detailed Contract Text
N

Defaults T JobSetup Other T Directary

Tille |American Banks | Specific contract information from legal documents zhould be A
entered in thiz area)
Included
Category . L¥
SubCategory |4 R
Section 1 v
Order
RepMame Thomas
Created 12/18/2005
Approved |
ApprovedD ate 12/18/2008
ApprovedBy  |Alizon
v

The user can create a new contract document by clicking on the NSR button in the upper left corner of
this form. Enter the Title for the document and use the Category, SubCategory, and Section drop down
menus to outline the areas of the document.

Once the contract has been completed the user can click on the Preview icon as circled above to see a
print preview of the document and then print it to the user’s default printer.

The Directory tab in the customer contract allows the user to see all of the contracts that are currently
in the system. This is also where the View all button will navigate to from any area of the contract.

ContractiD Lkp: , 169 American Banks |
b EL‘I Contract # Lkp: Vil ‘ ’—
Wizifile T Defaults T JobSetup T FeguireDocs T Other T Directory Switchboard l
-
ContractiD Contract Desc Yergion | Status | StartDate | EndDate | Created | RepMame h b

1234 1.0 & 12401204 Inichall: T e buttons
Emerican 0 & o1 721 708 prt listed under

By My Repa the Filter
American Bark 10 B 0512705 mkiamer € riiter

Ey Repliame [American Barks general cortract -ne |10 2, 122008 12/16/06]  12/20/05]aisha heading

[Bmerican Choppers [general coniact -nern [10 |A DE/30/04] 05/30/05] 08/ 30/04]mihomson allow the

By ContrartHame [&nerican Cantract | [1.0 & 1212/04] 12/12/08]  12/23/04]peter user to

— basic Detault Contract 1.0 & 04,07 /04| ntran narrow
ye ame g .
- Builders Supply 1.0 4 1040/04f 09430405 10411/04]{dwood down the ||St
Carol's Boutigue 1.0 k) 08416/04)  08/24/06(  08/26/04|mthomzan to ﬁnd
: |Company b | |1 A |A 12/ £D4| [N D| D4J23£D§|dwood ifi

|cantract 1 | [1.0 & | | 1119/04]Inichalls Speciric
Crane 0 A 05709704 rtharnson contracts.
Crom EQJ 1.0 & 03,0704 dwoad
David's Contract 1.0 k) 11/24/04|davidd
forklift forklifters 1.0 4 02£28a’ﬁ| 02/01/06|  02/28/05{sunny

To select a contract, double click on the ContractID (contract name) and Tempworks will open the
contract selected.

*Note - In this section the information can be sorted in ascending or descending order by clicking on the
column headers.
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(continued)

Once the user is done entering the contract information, click on the Close door button in the upper left
corner of the screen. When this button is clicked Tempworks will give the following prompt:

If the contract should be added

Do you wank b update the contract of the current customer record to this contract? | O the open customer record

T

click on the Yes button and the
contract will be attached to the
customer record.

Once the contract has been attached the Contract field in the Invoicing tab/Invoicing sub tab will list
the ContractID (contract name) of the attached contract.

p# | G | Inactives: O3 [Customer Likp: | | CustéLkp: |

ABC Inc 778570 (651) 487-6123x

I

Departments; () | | | | Primary
isifile T Address T Invoicing Meszage T Misc T Search T Switch ]
Refresh | |II
Irv¢aicing I Credit and Payroll | Misc |
Invoicing: Separate invoices ne Invoicing schedule: i
¢ i 5 Bill cust daily [ —I
hle Dept: r Supervisor: r e
Invoice Count: ) Bill customer non-weekhy?
ol . = Aldent: T SubE ntity: r ~ Yes & Mo
vsice Method: Foes Week-End: [ Branch: [ Bill Eycle:m
o el - Cost Center: ¥ Worksite: [
In¥ Email Address: I:I Contract
PO: [~ Skill Code: [
LkpContract: vI See
Currency: [USD = Division: [ Dept Addr: [~ Contract: |.t’-‘n.merican Bank /l/

In¥ Handling:

Max In¥ Amount:

Global Unique I1D: |9-4D374E0D 3062

I

Collate: |

Add "Time Card Attached” to Inv |

Conzolidate invoice w/ parent r

Inwoice ddiugtments |

b

Entity

Select fields to add to the invoice line item detail:

Invoice Line Item Field Input Mazk

[»

*

-

If a different contract should be attached to the customer record the user will use the LkpContract look up
field in the Contract area by entering the first few letters of the ContractID and selecting the contract to
be attached from the drop down list.
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