Y S etware Help Documents

Text Messaging 10R2

The Text Messaging option within Tempworks is accessed through the Email functionality. First,
an employee, customer, or contact needs to be set up to receive Text Messages to their cellular phone
and then the Email functionality can be utilized to send them messages.

To set up an employee to receive Text Messages navigate to their associate record within
Tempworks. From the Employee Visifile, click on the “"Chg #s” button as circled below.

p% | & | Inactives: ) [Hame Lkp: J[ S8H# Lkps [ 10#Lkp: |

[Swinton, Edyta (584) 993-9463 SSN:586-39-3298
1d:5800

EN | ime | | | |
{ Visifile I Address T Pay T Ay T Msg T Irtervies T Report T Search T Syvitch I
—

Tatist | chitist | oma | cand [ oraMsteh | ProtmH | sched chg#s J[Contact Methads

Refrest | Resten | Resumes | Restor | Pastinn | Geman | svncoutinoi up‘ Phore  [[584) 9939483

Maime: |Swinton, Edpta | Homearea: [Eagan, MN 55121 ResRec's: [#
OrderType: |TE Hire Status: |Eligible for Hil ReteDesived: [$14.00 18 on File: [

Email =) LocMeme: (Eagan, Apple Valley, St Active:; [
UnemClaim Paul. MN Sy v

Action Mes=age

Ready to work, especially Exec admin positions

Contact Customer

01/27 /064w silable

(™ |nterest Codes B

Administrative Assistant

&ir Conditioning Mechanic
DataEriy
Ewcel

[Evecutive Administrative ¢
Forklift

High School Diploma =

Record: 14| ] 1T 0 e re] of 1

When the “Chg #s" button is clicked the user is navigated to the Contact Methods form where
phone numbers and email addresses can be set up.

ﬂ-‘ Swinton s Edy[a (584) 993-9483 SSN:HEE8-39- Select an Input MaskValug to Help Enter Numbers and Addresses
Maskyalue [ MaskDescription
3298 Mo mask.
” 999" "0004-0000;0; 4 UsfCanada no extension
1d:5800 190" "0000 0000 k#4480, _ UsfCanada w) extension
Active Type Numbers / Addresses Notes Cell Provider
i~ Fhone .| |BE4] 933-3423 -
FAnrd Cel Phone T [483] 453-3343 [ T
*| W = ProviderH ame — | EmailS uifix
— Cingular @cingularme.com
Werizon @Evtext com
ATET @mmode. com
Use universal text meszaging address | @teleflip.com
SprntPCS (@messaging. S printPCS. com
Trobile Etmomail..net

In the Type column select Cel/ Phone from the drop down menu and enter the employee’s cell
phone number in the Numbers/ Addresses field. The last step for setting up the employee to receive
Text Messages is to select their cellular phone provider from the Cell Provider drop down menu.

*Note — If the cellular phone provider is not known the user should select the Use universal text
messaging address selection.
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(continued)

To set up a customer to receive Text Messages navigate to their customer record within
Tempworks. From the Customer Address/Basic Sub Tab, click on the “Change Phone and Email” button
as circled below.

Date Created: [12/05/01

p# | 6 | Inactives: O [Customer Lkp: | [ Cust#Lkp: | Crom Equipment 1 [!523 (666) 466-7788x =
Depaitments: () | | | ‘ Primary
[ Wisifile T Addiess I Inraicing T Message T Misc I Search T Switch l
Basic | Sales and Service Informatian | CRF |
Customer Billing Address (If Different) Copy Main Address
Parent ID: | |ﬂ ATTH: | |
Customer Id: ‘ 1DBZ3| Streetl: ‘3300 Enterprise Drive |
Status: ‘Aclive ;I Street2: ‘ |
Customer: [Crom Equipment | City: [Fort Pierce |
Department: ‘Plimaly | State: ‘H- _j Zip: |3435[l |
| Country: ‘ |
|

Active Date: [T3/01702 L [ Change
Fax: Phone
and Email
Main Address E-mail: |dalyce@tempworks.com =]
Stieetl: [3300 Enterprise Drive ‘ A AR oo o com |®
Street2: | |
Default Sales Taxes
City: ‘Furl Pierce ‘
Sales Tax Goods: -
State: ‘FL ;| Zip: ‘34950 ‘ | -J
Sales Tax Serv: | |
Country: ‘ ‘
Default WorkSite
Worksite [\Warshouse - I See I

When the “Change Phone and Email” button is clicked the user is navigated to the Contact
Methods form where phone numbers and email addresses can be set up for the customer as shown
above for the employee. Follow the same steps to enter the cellular phone number and choose the
provider.

To set up a contact to receive Text Messages navigate to their contact record within Tempworks.
From the Contact Visifile click on the “Chg #s" button as circled below.

ilﬂ [ Company Lke: | [ Last Mame Lkp: | Fisher. Brenda| =
| Crom Equipment (561) 345-346 Jx4|
nactives: (1 | | | |

[ Visifile T Address T Message I Mizc: T Feport T Search T Switchboard l
Refresh | See Customer |@|Synch0uﬂook| WiehSetup I ContaclHelhods =

Difice Phi(561) 345-3463x4 |

‘Company: |Crom Equipment Status: |4 test Erail  |BrendaF @Crom com |
Branch: [Memphis SE Date: (0604102
Email: |BrendsF@Crom.com Title: [V B
Msq Date Action Message Rep DateDue Completed? u
07/21/06|Submitted |resume sent alisha Al
0441 2/0B(Interview  |9:00am interview with Jim Holcomb dwood 019/13/05] il r
04/12/0B[Rejected [Motenough experience cwood il L]
04/412/06|Email Candidate Resumes for Order # 4379 dwood il i |
04412/06|Submitted |Submit Resume dwood il r
04712/0B[Submitted |Submiting Resume dwood A I I =
Recard: 14 ¢ ] U v [mifes] of 23

[&d Interest Code

Forklift

PersonalCallDate Summary

gacard 1ol o 1T v vl

When the “Chg #s" button is clicked the user is navigated to the Contact Methods form where
phone numbers and email addresses can be set up for the contact as shown above for the employee.
Follow the same steps to enter the cellular phone number and choose the provider.
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(continued)

Now that the records have been set up to receive Text Messages the user can navigate to the
Tempworks emailer via the associate record, customer record, document management, or contact record

by clicking on the “Emailer icon” (the envelope inserted into a mail slot).

p# | & | Inaclives O [Hame Lip:| [ SSu#Lkp: [ I0#Lkp: | Swinton, Edyta (584) 993-9483 SSN588-39-3298 =] .
10:5800 The employee email

ex [ o u [
[ Visifile I Address T Pay T Asg T Msgy T Interieyy I Report T Search M |C0n IS On the VISIfIle

EorntaeT Hthods r and is also available

Txnbist | cnkiist | owa | cand | oramstch | ProtoH | Sched
Retresh | Resen | Resumes | ResCarr | Pastlab Gethan | Svnc Cell Phony[453] 4553343 / from the
Mame: |Swinton, Edyta [ Homeares: [E - 2 ResRec'd: Phone  ([684) 993-3483
OrderType: [TE | Hire Status: [Eligible for Hif aieeTed 31400 19 on Fiie: [#[Email  |eswinton@norealemail.gonr Add ress/other Sub
Email: [eswinton@norealemall.com LocMemo: [Eagan, Apple Yalley, St Active: 1= B
Snentoain =) o o = Tab as pictured below.

b4 | G | Inactives: O3 [Hame LkD:I SSN#LKEI 103 Lkp: I Swinton, Edyt; 4) 993-9483 SS5SN:588-39-3298 =l
el ’—”—"—| Id:5600

[ Wisifile: T Address I Pay T Asg T/M{ T Irteriesy T Report T Search T Switch I

0 | Paprall I UserDefined I

Status

SCrEEnings EED |

Transportation

Other Application/Contact Information

Details:

DL Mumber:

State: - I DL Class:

Email |sswmlun@nuraalemall com

Eitbcky | Nl Furiratice Mk Cherk:

yel| o | Inactives: ) [Customer Lkp: | [ CustiLkp: | Crom Equipment 10623 (666) 466-7788x B
Departments: (1 | | | Primary

[ Wisifile: T Address I Irsraicing T Message T isc T Search T Switch l

Basic | Sales and Service Information | CRF | The CUStomer

e Billing Address (If Different] Copy Main Address emall Icon Is On
Parent ID: | 84 HALE] the Address/Basic
Streetl: |33l]l] Enterprise Drive SUb Tab

Customer |d: ‘ 10523‘

Status: ‘Aclive ;I
\
\
\
|

Street2: |

\

\

\
City: |Fnll Pierce ‘
State: [FL | Zi: [s4950

Country: | /I‘

Active Date: 0301702 Rhoe s ORERE e
Phone
nid Ermail

Main Address E-mail: |dalwce@temprorks.cam '

Customer: ‘EIDITI Equipment

Department: ‘Plimam

Date Created: ‘1 270601

Fax : |
Streetl: |33l][l Enterprise Drive | ‘Wehsite: |www CAOMED. COM ‘QI

Documents Refresh Show Al

Documents inserted

|

The document

Search Documents it .
Document Body 0y Dwner Surion. Ecyto (554] management email
Full-text search Dwner Type -] |Woq3-9483 55N 56839 . .
Owner Name o icon is to the far
Date Range Document Info BranchName H
Doc freshness [days) Doc Type - File Info rlght On the screen
Start Date Doc Name File Name
End Date Description File Type E a nd attaChes the
Search Clear Correspo nd I ng
S - document to the
Doc Hame Doc Type Driginal File Mame Description Type | Ver Date E I
maill.
N E dyta resume + |Marsha Gomez resume.doc [MNew document doc 1 09/28/06 =
2 = e i ] O e L |
* - ~
54 | 7 Il L t=E0 =
p_aelil [ Company Lkp: [ Last Mame Lip: j Fisher. Brendal -
Crom Equipment (561) 345-3463x4 .
lie<ths @ | | The contact email

{ Visifile I Address T Message T Mise W T Switchboard l icon is on the Visifile.
Refresh I See Cuﬁumera@m Chy #3 | Contact Methods ]
N— Dffice Ph{(661) 345-3463x4 |

Compamy: |Crom Equipment Status: |A et Email ‘BrendaF@Emm com |
Branch: Memphis SE Date: |06/04/02
Email: |BrendaF@Ciom.com Title: |vp =
Message Rep DateDue Completed? !

Msq Date Action
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(continued)

When the “Email icon” button is clicked from any of the above areas the Tempworks Email

functionality will be opened. Enter the subject and text in the appropriate fields. The Email Note that is
added will not be sent with the Text Message, but it will be included in the message that is logged on the
recipients’ record(s).

i+ TempWorks Email EmailGrouplD 181
Recipients: ISwinton,Edyta \eswinton@norea\ema\l.com \To ;lEmpIDyee| | & ﬂ\'}l@ ==__|:='.|

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

Subject: |Emp|0yee Appreciation Day!

Fieturn Email !a\isha@tempwolks com ;I &
Text Body |Heclpwenls| Attachmsntsl Temulalel Hlsluryl Account Selupl

Text: Email Note:
e will be hawing beverages and snacks between 2pm and 3pm an Thursday, October Irwvitation to employes appreciation. |«
Sth. Please come in and chat with the staff and see the new training room that we hawve set day

up.
Look forward to seeing yaou there!

Sincerely,
Alisha Amold

To add additional recipients to the Text Message, click on the Recipients Tab. The user will see

the view below and can select employees, contacts, and co-workers as recipients of the Text Message.

Text Body  Recipients |Atlachmenls| TEmpIate' Histuryl AccuunlSetup'

Recipient Search: Search Results: o
Email Source gident | LastName | Firsthame Emal Company | Add &l | =
| 5129Hawkins F.atie Add
LEFED [ SiEFeaty  JTom aad
T —
M E518|Hatel = C add
. ” BE74[Hanks Tom T newempl | aAdd
Wl || - T S rith powR hd
Recipient List: | Select All I Deselect All | Deselect Missing and Malformed Addresses | Refresh I |
SEII Ermai I Recipient Mame: I Lasth ame | Firsttd arne: | To Sent I Source I
L ealemail.zom [Swinton, Edpta [Gwinton [Eduta [To - [Employee]
‘Hanks, Tom |Hanks |Tum |TD - ‘Emulwae‘

To look up and add recipients select the Email Source (ie. employee, contact, or servicrep).

Enter the search criteria (ie. name, customer, etc.) and click on the “binoculars icon” button as circled

The search results will be displayed to the right of the “binoculars icon” button and can be sorted

in ascending or descending order by clicking on the column headers. To add a recipient from this list,
click on the “"Add” button to the right of the intended recipient.

The recipient will then be added to the recipient list at the bottom of the screen.

Recipient List: | Select All | Deselect Al | Deselect Missing and Malformed Addiesses | Refiesh I |

Sell Email | Recipient Name | Lasth ame | FirstN ame | To Sent I Source I

|new@nawemplnyee.com |Hanks, Tom |Hanks |Tnm |TD - |Employer:|

|eswmton@norea|email.cnm |Swinton, Edyta |Swintnn |Ed}lla |TD - |Emplo}lee|
T
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(continued)

To remove the recipient from the list, click the cursor on the gray square to the far left of the

recipient’s line. Then click on the “delete” key on the keyboard. A warning window will be displayed to
verify that the recipient should be removed from the list.

TempWorks Software E
If the recipient should be removed
You are about to delete 1 record(s). click on the “Yes” button, if not
4 /A
! 5 If wou click, ¥es, you won't be able ko undo this Delete operation, click on the “No"” button.
Are you sure you want to delete these records?

Yes Mo |

Recipients can also be removed from the final list by removing the check mark from the Select

(Sel) box to the right of their name.

Once the recipients have been selected the user needs to click the “Phone icon” in the upper

right corner to send the Text Message.

i+ TempWorks Email EmailGrouplD 181
Recipients:  [Swinton, Edyta [eswintor@norealemal com [To = JEmployee | e | & g |w =_=.='|

Subiect: [E ] A iati Day! ¥ Send Separate Email 17 Use Plain Test
HDI8C | MpiOyee:Appraciation Hay: I LogasMessage ™ Ermail Merge

Fetum Email [alishai@termpwarks. com I

Text Body |Hecip\ents| Attachments | Template | History | Account Setup |
Text: Email Note:

wv'e will be hawving bewerages and snacks hetween Zpm and 3pm on Thursday, Octoher Invitation o employee appreciation .«
bth. Flease come in and chat with the staff and see the new training room that we hawve set dav j
up.

Look forward to seeing you therel

Sincerely,
Alisha Armold

If the Text Message was successful the following window will appear letting the user know how

many messages were sent.

23 TempWorks Email EmaiIGmupIDI 1181
Recipients: ISWlnlUn,Edyla \5515323‘\ﬂ@messagmg.SDHanES com |Tu _'_IEmpIDyee \ | 'b W I & 1.“'5-"'
Sulif t'IE | A iation Dayl I Send Separate Email ¥ Use Plain Test

Sl | mployee Appreciation Lay’ W Logashessape W Email Merge
Retum Emall: !ahsha@lempwurks.cum ;IEI
Text Body i Recipients | Attachments | Template | History | Account Setup |

Text: Email Note:
e will be having beverages and snacks between 2pm and 3pm on Thursday, October Invitation to emplayes appreciation
bth. Flease come in and chat with the staff and see the new training room that we hawve set day.
up
Look forward to seeing you there! Microsoft Access
Sincerely, 1 of 1 recipient(s set to use kext messaging address,
Alisha Amald
T

Once the Text Message has been sent an email can be sent as well by clicking on the “Letter

icon” button. If not sending the email click on the “Close Door” to exit the Tempworks Email
functionality.
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