F Sofoware o Help Documents

Email Functionality 10R2

Emails within TempWorks Software can be accessed from the Employee, Customer, Documents, or
Contact tabs as well as the Email button in the Workflow Toolbar and the Attachment (paper clip icon)

button in the Reports tab.
Email — Employee Record

When setting up a new employee in the database, entering the email address (if they provide one) will
allow an email to be sent to them.

Update @b Unfiled: 19 | () AsgWarn:2 | ¥ 1stDay:0 | (Z) ZndDay:1 3 Confi22 | % WhyCalls:5 | ¢ 19Now:7 | T2 POWarn:0 | £ Activity: 18

p#| G [ Insctives O Hﬂl"ﬂel-kpil SSN#LkWI I0e# Lkp: I Masters. Joseph (555) 555-6656 SS5N:512-14-6564

[ Visifile T Address T Pay T Azg T M=g T Intview T Report T Search T Switch

Contact Methods i
Car Phone|[555) 555-5555

TxnHist ChkHist DNA Cand OrdiMatch ProfiDH Sched Chg#=

Refresh ResGen Resumes ResCorr Pastlob GetMap SyncExch

Name: |Masters. Joseph Homerea: |Eagan, MN 55121 ResRecq: vl |Friend  |(BEE] EEE-BEEE
OrderType: TF [ Hire Status: [Eligible for Hi|  RateDesired: [$12.00 19 on File:

Email: |mthomson@tempworks.com/” b3 Loc/Memo: [Minnepoliz Active: v 1|
UnemClaim Asgd: =

Clicking the Email (envelope entering mail slot icon) button will open the Tempworks email functionality.

*Note — If there is not an email address listed in the Email field the Tempworks email functionality will
not open. To add the email address to the employee’s record click on the Chg #s button to open the
Contact Methods form.

[yl+ | Temprrks Email EmaiIGroupIDi 177
Recipients:  |Bamnes. Stephen [shames@notrealemail com [To _~ |Emplopee | EE | i S | @l—tlui—:“
Subiect: |G t rtunity! V' send Separate Email ¥ Lse Plain Text

MR ‘ redieRr-eropRe Unl'[}’_ 73 Log az Message M Email Merge
Return Email: !alisha@tempworks.com ==
Text Body IHecipients' Attachmentsl Template' Historyl Account Setup'

Text: Email Note:

| hewve an immediate opening for & Human Resources assistant in your area, Please give Opportunity for Human Resources

me a call if you are interested. assitant, call i interested]

Thanks,

Sugan

Now that a new email message has been opened, click in the Subject field to enter the subject of the
email.
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(continued)

In the Text Body tab enter the text for the email in the Text field. The Texr field is a free form field that

will hold as much information as needed. If there is additional information that should be included in any
messages logged, but that should not be sent with the email, then put that information in the Email Note

free form field.

Recipient Search: Search Results: fot
Email Source  |Emplopee 2 Aident Lazth ame Firzth ame Email Company I Addall | =
5129|Hawkins K atie Add
Lastt-mo R ET30[Healhy Tom il
Firzth ame:
M 5518[Harel Lea £dd
_ Ba74|Hanks Tam niewEnewennplay | Add
Wl ERAalH A Tmith w12
Recipient List: Selact Al I Dezelect Al I Dezelect Missing and Maliormed Addresses Refresh |
Sell Email Recipient Name Lasttame FirstM amie To Sent | Source |
3 =swintbon{@inorealemail. com Swirton, Edyta Swinton Edyta To - Ermplayes
newisinewemployee. com Hankz, Tom Hanks Tam Ta = Employes

In the Recipients tab employee’s and contacts, as well as service reps can be added to receive the
email. From the Email Source drop down menu choose if the recipient is an employee, contact or service
rep. In the fields displayed, enter the criteria for locating the record.

When the “Employee” is selected the fields are: LastName and FirstName.
When the “Contact” is selected the fields are: LastName, FirstName, and CompanyName.
When the “ServiceRep” is selected the fields are: RepFullName, RepName, and BranchName.

Once appropriate information is entered hit the “Enter” key on the keyboard or click on the Binoculars
button to display the names in the Search Results area. Locate the person and click on the Add button to
the right of the Company field. This will add the selected person to the recipients list.

If the person does not have an email address on their record it can be typed in on the Email field to the
left of the Recipient Name. Entering the email address in this field does not update the corresponding
employee or contact record.

If the recipient should not be included in the email then remove the check box in the Sel column to the
left of the Email field. The Select All, Deselect All, and Deselect Missing and Malformed Addresses buttons
allow the user to quickly change the entries that are selected or deselect recipients whose email
addresses are missing or badly formatted.

Text Body I Fiecipients  Attachments ITempIatel Histor_l,Ji Account Setupl

| i Chick to add attachment from docurment form: l Attach from local file
Embed Attach
Selected] Attachment Doc Description Original FileM ame Doc Attach Doc FileFath
» ird ' Mew document i! Arnold.doc I I

In the Attachments tab the user can attach documents from the Tempworks database or from a local
file. To attach documents in the Documents tab of Tempworks click on the Click to add attachment from
document form button. This will navigate into the Documents tab and the user can search documents in
that database and attach them to the email. The Artach from a local file button will open the window
where the shared drive and hard drive can be accessed and documents can be attached to the email
from the chosen location.
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(continued)

i | 2 | Riefresh | Email Template

= TemplateM ame Subject MeszzageT ext RepMame Created Updated Public
» == Pleaze zee attached resume |F'Iease let me know if pou have |mth0mson |11:54:DD AM|1 1:54:00 AM| =]
1 b3 | adfavidete mkramer 5 5:54:00 &AM 85400 AM] B
] = Ermail Merge Sample | Thank [Recipientame] for applyin |Recipient |nformation; nitran 3 9:14:00 PMJE 314:00 P B
] =3 Jeff template Some hat jobs are availablel Igive me a call and I'll set youwp b0 11:52:00 AM[11:52:00 W] I
] &4 |Job Opportunity |J0b Opportunity Available |\N'e currently have an open pos |mth0mson |1 0:12:00 AM|1 1200 AM| =]
] i3 |HNewhpp Mew App [Recipientt ame] jlong 1 3:12:00 PMJ 31200 PM] B
] b3 |Resume Attached Please see Attached rezume mthomzon  [11:52:00 AM[11:52:00 AM] ¥
] i3 |Resume Here |I_:‘Iease see attached b 11:55:00 AM[T1:55:00 AM]
] 53 |Urgent opporturity 0pe|Urgent - call mel |I Just received a great opportuni |mth0mson |11:53:DD .6.M|'I 1:53.00 AM| ]
* =2 | | | | | |

Modify Email Template:

TemplateM ame | Pleaze see resume Attached |

Subiject: [Plzase se= attached resume |

MessageText |Flease let me know if you have any questions.

Clicking on the Template tab will navigate the user to the Email Template form where templates can be
selected for a new email or templates can be created. To select a template for a new email, click on the
Email (envelope entering mail slot icon) button to the left of the selected template. This will open the
template text in the Text field on the Text Body tab.

To create a new template, click on the NSR button in the upper left corner. This will allow the user to
enter the TemplateName, Subject, and MessageText in the appropriate fields. The MessageText field can
also be set up to pull in information from the Tempworks database by using brackets “[ ]” around the
name of field. For instance, if the service rep’s name should be included on the email the template could
read “Sincerely, [RepName]” and the email would be sent with the appropriate name in that field.
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(continued)

Email History

Mum Attachrett:

Search:
Ermnail Address: Sent StartDate: CreationStartDiate:
M Subject: Sent EndDate: CreationE ndD ate:

1D Date Sent Attach Recipient Email Address Subject Creation |
= 1189 0| Candidate Fesumes for Order # 4434 10/05/06
= 1178 0 Candidate Fesumes for Order # 4482 09427 /06
= 1157 0| Candidate Resumes for Order # 4448 03/06/06
Email Detail: Recipient List:
Subject: iEandidate Resumes for Order # 4510 Recipientlame Email Address Type
Candidate Resumes for Order #4510 Srrith, Jan [Contact

|Emplovees Attached:

Clicking on the History tab will navigate the user to the Email History form where the rep can search and
view emails that have been sent. The user can utilize the Email Address, Subject, Num Attachment, Sent
StartDate, Send EndDate, CreationStartDate, and CreationEndDate fields to enter search criteria to locate a
specific email that was sent. Once the criteria has been entered click on the Binoculars button to display
the search results. The user can then click on the line of the email that they wish to view and the
information will be displayed at the bottom in the Email Detail and Recipient List sections.

_ELﬂ

Email Account Setup

Select Account I | Refresh Set as Default
Returndddress At

Feturnt ame ’.-’-'A.Iisha Arnold

Email&ccount Type ILlser Account _d

ErmailProtocal POP 7

Incomingtd ail5 erver [EqQ. company. com)

Outgainghd ailServer

CheckMailFrequency | 5 minutefs)

[Eg. emtp.comparm. com)

Email Signature:

Uszefuthentication o
zerfd ame i alisha
Fazsmord I

- Wiordwirap =
Woardwraplength !_EEI
SpellCheckBeforeSend [T

Clicking on the Account Setup tab will navigate the user to the Email Account Setup form where the rep
can establish an Email Signature and view other email account information.
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(continued)

int) | Temprrks Email EmaiIGroupIDi 177
Recipients:  |Barnes, Stephen |shames@notrealemail com [To = [Employes | GE | i e | = |___§_Z' =

V¥ Send Separate Email M Use Plain Test
v Log as Message M Email Merge

Subject: ‘Grea’r career opportunity!

Return Email !alisha@tempworks.com ==
Text Body IFlecipients' Attachments | Template | Histary | Account Setup |
Text: Email Note:
| hawve an immediate opening for a Human Resources assistant in wour area. Flease give Opporturity for Human Resources A
me a call if you are interested. assitant, call if interested]
Thanks,
Sugan

Once all of the information has been entered for the email the user can utilize the buttons and check
boxes at the top to check and send the email. The Address (open book icon) button will open the
Recipients tab. The Artach documents from documents form (index card and push pin icon) button opens
the Documents tab of Tempworks. The Attach from a local file (paperclip icon) button opens a window
to locate and attach files from a shared drive or hard drive.

The next button is the Spell Check (ABC check mark icon) and will run the email text through a spell check
wizard and notify the user of any grammar errors. The Text Message (telephone icon) button will send the
email as a text message to all recipients set up to receive text messaging (for more information on this
feature see the help document titled “"10R2 Text Messaging”). The last button is the Send Email (moving
envelope icon) button and will allow the user to send the email to the selected recipients.

There are four check boxes that are applied to an email by default. The first is Send Separate Email.
When this is checked the recipients of the email will not see any of the other recipients that the email
was sent to. Below that is Log as Message. This check box ensures that the email will be logged in
recipient’s record with an Action of “Email” and the text from the message will be listed in the Message
field.

On the right is the Use Plain Text. The email functionality defaults to plain text on the email but also
supports HTML format. And the last check box is the Email Merge. This ensures that if a template is
used that any information in brackets pulls the table data mentioned.
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(continued)

Once the email has been sent to the employee the message will log on their record and it can be viewed

as shown below.

Update | i@ Unfiled:19 | () AsgWarn:2 | ¥ istDay:0 | &) indDay:1 | 5 Confi22 | % WhiyCalls:5 | <8 I9Now:7 | [ POWarn:0 | L1 Activity:18 @ WebEvnt:25 =] Email BZ

y# | o | Inactives 3 [Hame Lkp:l SSN#Lkp:I Pt lon
[ o | b | I

2
Visifile T Address T Pay T

FBX

Action: |Ema\|

Diate: |

5/20/2005 3:31:00 P

‘ Tandist | chkdist | DNA | cang | ordl Message

Refresh | ResGen |Resume5‘ ResCorr ‘ pdf |Interview

Name: |Masters, Jozeph | Homed
OrderType: |TF ‘ Hire Status: |E\|g|b\efDrH|r| RateDesll |-

Email: |[mthomsoni@®termpworks.com &3 Locfll [Joseph
UremClaim

Call me after pou get back from the interview

b
m Rannid
]|
0/20 »

Email Iriteryicu

b

5/20/2005(1 ¢t Interview(Jozeph iz schedule for an ink
5/18/2005|&bszent [Sick{Joseph called in sick today.
5/18/2005]|4bsert [Per

b B B B

11/A18/2004)Awailable

Buyer
Food Processor

A

The email functionality can also be accessed from the employee Search tab. When search results are
listed in this tab click on the Email (envelope entering mail slot icon) button to send a group email to the

employee’s in the search results list.

Wisifile Address Pay Ay (] Irteryiewy Fepoart Search Swvitch I
Standard Constructed | Employee Limit to Fevert ta Frint Define | Append to order =
@; zearches zearches groups thiz list previous ligt fir district candidates
WwWhere LastHame Like "be*" and firstname like ™=" And Active=true
hatme Phione Branch | act |asq Wihere | Prf | R | LatPay | Start Enil Lhizg hsot Cther

S|Becker. Matt [992]432-4176 |Memphiz Il 0 12/ 3/06|F armington
|=]|Becket, Sam J 651-111-2222  |Memphis [ |Caontract CL{DE 0f  %2.00 | 08/07/06 01/01/07|Custome| 02/01/07|R osemoun
|=]Bell South, BellSout Memphis | 0 Submittg 10/18/06

} [ I=|Berg. Damian [584) 858-4858 |Memphis [ |Crom Equip|DE 0] $14.00 [ 12/41/08) 01/01/07)Submitte 02/27/07|Eagan 551
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(continued)

Email — Customer Record

To send an email from the customer record the user should navigate to the Address tab/Basic sub tab
and click on the Email (envelope entering mail slot icon) button.

p# | o | Inactives O |Customer Lkp: i | Cust# Lkp: i Crom Equipment 10623 {666) 466-7788x ;I
Departments: | | | | Primary
Wigifile | Address Invnicing T Meszage T Flizc T Search T Switch l
Basic I Sales and Service Information I CRF I
Customer Billing Address (If Different) Copy Main &ddvess I
Parent ID: | | Ml AL | |
Streetl: |33I]l] Enterprise Drive |
Customer |d: | 10623|
Status: |Active ;I AllEale: | |
Customer: |I:n:|m E quipment | A |Forl ierce |
Department: |Primal_1.l | sl |FL ;I Gl |34950 |
Date Created: [T2/06/01 | S| |
Active Date: [TIT/0Z | Phone : [[656) 456-7768 B
Fax : | | Phone
and Email

Main Address E -mail: |da|yce@tempw0rks.com @l
Streetl: |33I]I] Enterprise Drnive

Website: |www.crnmeq.com

Street2:

Default Sales Taxes

City: |F|:|rl Pierce

Sales Tax Goods: 5
State: |FL ;I Zip: |3495“ ales Tax Goods | _I
Sales Tax Serv: | ;I
Country: |
Default Worksite
Worksite [Warehouse =] see I

*Note — If there is not an email address listed in the E-mail field the Tempworks email functionality will
not open. To add the email address to the customer’s record click on the Change Phone and Email button
to open the Contact Methods form.

© 2005, TempWorks Software, Inc. All rights reserved Page 7 of 9



(continued)

Email — Contact Record

To send an email from the Contact record, first look up the contact that should be recipient for the email.
If you know the customer but forgot the name of the contact, look up the customer first and click on the
Binoculars button to navigate to the corresponding contact record.

upaate | ggF unnieaild | Lo ASQUVErnis | i LsWayiu | b= NAuUayil | b LONTILL | G WHIYLENSID | G LYNOWL S | 5] PuWVarmiy | L ACTVITY: IR

p# | o | Inactives: ) |Customer Lkp: ' | Cust# Lkp: ' Alpine Inc 778763 (456) 788-8897x
[ Departments; () | | | | Primary
Yisifile T Address T Invoicing T Message T hizc T Search T Switch
Refresh FlaceOrder Invoices Fayments Farenticct Worksites DHA | Docs | Contract |
T Track Seelrders Sechags SalesHist I astertfiewm Oppoartunity Support | Scheduler |
Status: |P RBal: 812 CredLim: 0 | RSale=12M: 812
AR Bal: 812 | RDue: 0| Sales12M: 812 | RSalesyTD: 812
Past Due: 0| LPay: Sales YTD: 812 | RLifeSales: 812
Branch: [Memphis SE

Date Action Rep Date Due Completed?

B |[5/20/2005 (13t Interview|Shah, Chris Jozeph is schedule for an interview on 5424 with Chiiz. Meed ! |ronnie 5/25/2009) & H
5/18/2005 |Absent [Sick|shah, cris Jozeph called in sick today. Motified Chris regarding this. Told ronnie 51972005 A B
BM7/2008 |Followlp ranmie BA18/20050 A - -
5/17/2005 |Contact Mot ronnie & B
B/B/2005  [Contact activity mkramer 4720060 A B
3/22/2005 |ClearedCusty Cleared CustomerDMNAEmployes harut & B

Record: 4] 4 [ 1 » M [p#]ef1z «| | ]

Department List Customer Contacts

k| Al |r53|‘.| Dept Cust Mame Sup/HireMar Branch i L a ame 8 Phone Dep

i |assembly dept Alpine [no Memphiz SE | P @4 1 amison Jack Supervizc Priran
Y Bl Chriz tanager |[545) 645-6455x Primany
ek | Sroith Barbara [HR Mang([456] 465-4545% Primary

If the contact name is known, go to the contact record and click on the Email (envelope entering mail slot
icon) button from the Visifile tab, to send an email.

File Edit View Insert Format Records Tools Window Help
Update | @D Unfiled: 19 | (5) AsaWarn:2 | &% istDay:0 | (Z) 2ndDay:1 | 7 Confi22 | %, WhiyCalls:5 | <8 19Now:7 | [H] POWarn:0 | L1 Activity

| G [ companyLkp: | [ LastName Lkp: | Jamison, Jack
Inactives: ) | | | | Alpine Inc
Yisifile T Address T Message T Misc T Report T Search T Switchboar
Refrezh ‘ See Customer SyncExch ‘ Chy#s |[Contact Methods
NS
Company: [Alpine Inc | status: [a |
Branch: [Memphis SE |  Date: [sizoe00s |
Email: | | Title: |Super\.fisc|r |

Ms=q Date Action 2 Completed?

The Tempworks email will open.

*Note — If there is not an email address listed in the Email field the Tempworks email functionality will
not open. To add the email address to the contact’s record click on the Chg #s button to open the
Contact Methods form.
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(continued)

Recipients: |Bamas, Steph:

TempWorks Email EmaiGrouplD | 177
En [sbarnes@notrealemail.com [Ta - JEmployes | B | @] e | @lirl_ll < CIICk hel‘e to Send

Subject: |G reat career opportunity!

¥ Send Separate Email ¥ Lze Plain Text
iz Log as Message ¥ Email Iderge

email.

Fieturn Email |a|isha@tempworks.com

=1

Text Body IHeclplantsI Attachmenlsl Templalel H\story! AccountSetup'

Text: Email Note:

| hawe an immediate opening for & Human Resources assistant inyour area. Flease give Opportunity for Human Resources a

me a call if wou are interasted. assitant, call if interested] j . .
This message will be

Thanks,

Susan

logged in Stephen
Barnes’ file.

Here is the logged message found in the contact record, within the Visifile tab. Double clicking will
show both the message and the message note.

Update | @) Unfiled: 19 | () AsgWarn:2 | & 1stDay:0 | (Z) 2ndDay:1 | CrConfiz2 | % WhklyCalls:5 | <8 19Now:7 | [H] POWarn:0 | £L Activity:18 @ webEvnt:25 [SjEmail BE

L]

Company Lkp:
]

Last Mame Lkp: I

By
S T

Address I Messag

Refrezh ] See Customer I@‘ SyncExc

Company: |Alping Inc

Status: E

Branch: [Memphis SE

Email:

5/23/2005|Email

jiamison{aalpine. com

Record: 14| 4[]

1

b e ]r] of 1

=

Jamison, Jack -]
Alpine Inc

& Contact Message |Z| |E| E|

E‘

Action: [Email Date: [ 52372005 1.57.00 PM
Meszage

Resume

|

Mr Jamizon
Here iz James b asters resume.

Ronnie

| €
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