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Help Documents

14R2 Enterprise Administrator Functions
The Administration form can be accessed by users with the "SA” (System Administrator) Sec Role in
Enterprise. This form allows authorized users to set up and edit Authorities, Interest Codes, Message Action

codes, etc. To open the Administration form, scroll over the K icon in the upper right corner of the

screen. Then select Administration from the drop down menu.

;‘. Administration When Administration is selected from the drop down (shown left)

the Administration form

Administration

menu is displayed on the
left side of the screen authorities

branch
(shown right). Select an company
option from the menu to employer

] ) gls bank account

add/edit/deactivate interest code
information within that meszage

multiplier code
table of the TempWorks sales team
SQL database. SErvice rep

skill code

worker comp code

Authorities

From the Administration form click on the option for Authorities on the left side of the screen.
Authorities that are set up in this form are available in the Employee/Pay Setup/Adjustments form
within the Print Check to Authority drop down on the Authority tab. When an “AuthCheck” Run Type is
selected in the Payroll Wizard the Authority Name and address that is set up in this form will be printed on
the check. Or if checks are being issued from a separate accounts payable software the Authority info
will pull into the report that is run for tracking recurring Adjustments.

[r— Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All
branch Actions K
company
employer
gls bank account
interest code !(ngtham County
es

message y

s Test Authority
multiplier code Anaother Test Authority Other
St Ry Street 1234 Main Strect
zzTest

38 items available @
Main Authority Info

Authority Name Ingham County

sales team

Sefvice rep
skill code City Mason

2z1Test

277222 State MI
Smith Barn, .
Powrto Rico. EpieELs a4
State of Nevada Require Case Number =]
Dakota County Child Suppt

Solomon, Smith and Bame)

Phoenix

worker comp code
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On the left the list of current Authorities is displayed. Limit the list displayed by entering the name in
the Find an Authority field. Click on an Authority from the left to display the details in the Main Authority
Info section. Once displayed in the Main Authority Info section the Authority info can be edited. Once
complete click on the [& button at the top of the screen or Ctrl — S on your keyboard to save the

changes.

Main Authority Info

R . R Click on the [ button in the
Authority Name MNew Authority

Authaority Other upper right to add a new
SHESS Authority. Enter the

City . .
oot o Authority Name, Street, City,
Zip Code State, and Zip Code.

Require Case Number [7]

Main Authority Info
If a Case Number is required Authornty Mame Wisconsin Department of Social Services

. o Authority Other
when this Authority is

Street 5840 Federal Ave
selected, click in the Require | city Madison
Case Number check box. State WI

Zip Code 53703

Require Case Number ]

Once complete click on the [& button at the top of the screen or Ctrl — S on your keyboard to save the
information and add this Authority to the SQL table.

summary Main Pay/Misc Author
Categery ChildSupt2

I x . . - . o
et Print Check to Authority Wisconsin Department of Social Services

Frequenc}f l'-'llirE'Eklal' e i
Case Number GI !

If the Authority selected from the Print Check to Authority drop down menu has been set up with the
Require Case Number checked the Case Number will be a required field as shown above. The Case Number

will need to be entered before this Adjustment can be saved.
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Branch

New Branches can be added to currently existing Entities by selecting the Branch form in the

Administration menu.

» branch
‘company
-employer
gls bank account

Cardiff UK

Eval SE

Memphis Canada
Memphis NE
Memphis SE
NursesNow
Sales

SameState

TW Tax
VIPMidtown

interest code:
message
multiplier code
sales team

service rep

skill code

worker comp code

tasks @ W ©

[ Unfilled Order

Main Branch Info

Active

Branch Name

Branch Full Name = Memphis SE

Branch Parent
Branch Letter
Branch Address

Invoicing Address | 15 \12in st agan MN 55123

Branch State
Tax State
Hier

Zip

Country
Phane

Fax

Email

Auto Invoice Day

10 items available @

Identifications
EINC
Bank

&3]

Memphis SE

High Tech Staffing
TCF Bank

AP Bank TCF Bank
Instant Bank TCF Bank
Contractor Bank

Worker Comp Options

TCF Bank

123 Main St

Default Worker Comp  Clerical/Tele Phone

Copy from Branch Address
TN
MN
Memphis SE
43140-
United States of America
555-555-1212
32 222

tim@tempworks.com

On the left the list of current Branches is displayed.

Limit the list displayed by entering the name in the

Find a Branch field. Click on a Branch from the left to display the details in the Main Branch Info section.

Once displayed in the Main Branch Info section the Branch info can be edited. Once complete click on

the [&] button at the top of the screen or Ctrl — S on your keyboard to save the changes.

*Note - The Branches that are displayed in the list will be determined by the hierarchy level (System,

Entity, Class, etc.) that the user is currently logged in at.

11 items available

Main Branch Info
[x]
Branch Name o

Branch Full Name  New Branch

Active

Branch Parent
Branch Letter
Branch Address 0

Invoicing Address

Branch State o
Tax State
Hier

Zip
Country
Phone
Fax o
Email

Auto Invoice Day

am Branch Address

Identifications
EINC High Tech Staffing
Bank

AP Bank

Instant Bank

Contractor Bank

Worker Comp Options

Default Worker Comp Lt Industrial

*Note —
Hosted
clients will
need to
contact
TempWorks
to have new
Branches

created.

Click on the [=] button in the upper right to add a new Branch. Enter the Branch info into the required

fields and select the correct Entity from the EINC drop down menu. Once complete click on the &

button at the top of the screen or Ctrl — S on your keyboard to save the new Branch.
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Company
The Company form is used for adding new Vendors for issuing 1099 consultant Employee Paychecks
and subcontractor Vendor payments. If the TempWorks Accounts Payable module is being used the

Vendors that AP checks will be issued to can be entered in this form as well.

Shorlies — e — — N — — - -
branch Actions K
» company
employer 397 items available @
gls bank account N - N . . .
interest code TempWorks Sales Main Company Information Vendor Options
message ey sy Active Is Vendor X
ftipler code Tennessee Dept of Reve: -
AL Tennessee Unemployme | Fed EmployerID | 96983804993 Inv Pay Req [x]
sales team ! Y
service rep test Type Authority Pay Delay (days) 0
: Test
skill code Test Auth Name Top Temps Inc. Payment Beginning EA
worker comp code
P Test Authority Address Pseudo Aldent 16465
Test Authority .
Ty Street 1 4920 Freedom Way Vendoa
Texas Instrument i~ . )
e Streat 2 Suite 205 Miscellaneous Options
TNIncTax City Eagan Small Business =]
TNSUTA .
FTop Temps Inc. State MN Minority Owned [m]
Training Authority Zip 55121 Women Owned ]
True Vendor Inc
P Country Supplies Disabled People [I]
THincTax Contact Name Generat= 1099 ¥
TXSUTA ==
T Phane 453-504-2049 Payment Terms NA
UTSUTA Email Notes
VAlIncTax
T Local Address “y “} Rem Address A
Vendor Example Address 1 Address 1 | 4920 Freedom Way
Vermont Dept of Revent 2
PPN N IR A Voot Unempioymen | Address2 Address 2 | Suite 205
: - Vincent Grier City City Eagan
[ Unfilled Order Ml V1P Placements
) VIP Staffing State State MN
[ Send Resume to Supervi... Virginia Dept of Revenut M| Zip . Zip 55121
Virginia Unemployment
Unfilled Order g Py v
- Voit Offshore 45 Country Country

On the left the list of current Companies is displayed. Limit the list displayed by entering the name in
the Find a Company field. Click on a Company from the left to display the details in the Main Company
Information section. Once displayed in the Main Company Information section the Company info can be

edited. Once complete click on the [& button at the top of the screen or Ctrl - S on your keyboard to

save the changes.

Main Company Information
Active

Fed Employer ID

o Autharity

Type
Name
Address
Street 1
Street 2
City
State
Zip

o

Country

Contact Name
Phone

Email

Local Address
Address 1
Address 2
City

State

Zip
Country

Vendor Options

Is Vendor

Inv Pay Req

= ([

Pay Delay (days)
Payment Beginning

Pseudo Aldent

Miscellaneous Options
[
]
]
Supplies Disabled People [

[
o

Small Business
Minority Owned

Women Owned

Generate 1099
Payment Terms

Notes

“ ¥ Rem Address

Address 1
Address 2
City

State

Zip

Country

d vendor Pa}fmen:

Click on the 2] button in the upper right to add a new Company.

required fields and then click on the [& button at the top of the screen or Ctrl — S on your keyboard to

add the new record.

Enter the Company info into the
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*Note — For more information on Vendor set up please refer to the 12R7 Enterprise Vendor Management
help document:
http://www.tempworks.com/ClientServices/documents/12R7EnterpriseVendorManagement.pdf and for
1099 Consultant set up use the 12R7 Enterprise 1099 Consultants Set up:
http://www.tempworks.com/ClientServices/documents/12R7Enterprise1099ConsultantsSetup. pdf.

Employer
The Employer form displays information on Entities. On the left the list of current Entities is displayed.

Limit the list displayed by entering the name in the Find a Branch field. Click on an Entity from the left to

authorities Cmpioyee  Lustomer Urger  Assignment  Lontct Fay;om  Lalendar | Reports Cmai  Lai-Cm-AR
branch Actions K
company
employer Find @ branch 7 items available
Is bank account .
%mmﬂ code Eval Staffing Company Address Mag Media
message High Tech Staffing Fed Employer D 021212212 PIN 1234
i MursesNow, Inc
multiplier code Si—— Req Employer D [ Resub 0
sales team el
v TempWorks Sales External ID Ala TLCN
skill code ;F;';n;qurks T;K ERig Name High Tech Staffing Contact  Joe
acemen
worker comp code Address High Tech Staffing 123 Main St Eagan, MN 55123 Phone  (651) 555-
Street 701 Main St. ext.
City Duluth Email
State MN ¥ Fax (651) 555-131
Zip 70139~ Method  Cell Phone
Phone (165)1 - Set Defaults
Tax State MN 4 Payroll
Country Code X
Employer Address X
Suite
E—
Address 701 Main St. . [Irlvmce
City Duluth -
State MN
x
_ Zip 12345-
tasks @ W & & Vv . . x
Miscellaneous Options
IR s Bl P e e T o rer srard AT s
B Send Resume to Supervi... Use Cust. EINC X

*Note — New Entities cannot be added from this form nor can the information be edited here. This form

is used for reference purposes only.

GLS Bank Account
The GLS Bank Account form is used for adding new Bank Accounts for issuing Payroll and Accounts

branch Actions -
company

employer 5 items available L
gls bank account

e TCF Bank GLS Bank Account Info Reports

message Bank of America Active 5] AP Pay Check Report

Wells Fargo
Bank 1 Hier
PayrollTestBank

multiplier code
sales team

Service rep

skill code

worker comp code

High Tech Staffing ACH File Gen Proc
Pos Pay File Gen Proc

Contractor Check Report

Invoice Number
Bank Name Wells Fargo
Description

Check Number 11

Bank Address

Bank Routing Number
Bank Account Number
Bank Transit Number
E-Pay Check Number
E-Pay Routing Number
Destination Routing
Default AP Bank ID

EIN Prefix

123123
213123
123123

123123

213123
ol

A
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On the left the list of current Bank Accounts is displayed. Limit the list displayed by entering the name in
the Find a Bank Account field. Click on a Bank Account from the left to display the details in the GLS Bank
Account Info section. Once displayed in the GLS Bank Account Info section the Bank Account info can be
edited. Once complete click on the [& button at the top of the screen or Ctrl — S on your keyboard to

save the changes.

Hier

4 items available o
GLS Bank Account Info Reports
Active 5] AP Pay Check Report

ACH File Gen Proc

Invoice Number Pos Pay File Gen Proc

Bank Name New Bank Contractor Check Report
Description

Check Number 0
Bank Address

Bank Routing Number
Bank Account Number
Bank Transit Number

E-Pay Check Number 0
E-Pay Routing Number
Destination Routing

Default AP Bank ID ]
EIMN Prefix

Click on the [#2] button in the upper right to add a new Bank Account. Select the Entity or Branch from the
Hier drop down menu. Enter the Bank Name, Bank Routing Number, Bank Account Number, and Bank Transit
Number. For Payroll processing enter the starting Check Number and the starting Invoice Number that
should be used for Invoice processing. Click on the [& button at the top of the screen or Ctrl - S on

your keyboard to add the new record.

*Note — If pre-printed check stock is being used for Payroll processing and direct deposit check stubs
should be printed on plain paper, enter in the starting E-Pay Check Number (use a high starting number to

avoid overlap between e-pay and “live” check numbers).

payroll - setup

begin processing payroll

» Setup Choose the appropriate options below.

When the Payroll Wizard is on the

Ve Chacs e HEED 7§ Payroll — Setup form the accounts
Payroll Summary Bank Account TCF Bank ™
that are set up in the GLS Bank

Print Checks Run Type d Bank Description |

491 TCF Bank AP Bank Account
erica Bank Account

Account form can be selected from

the Bank Account drop down menu.
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Interest Code
The Interest Code form is used for adding and editing Interest Codes for the different main record areas

of Enterprise. Interest Codes are available on the Employee, Customer, Order, and Contact records.

branch K
‘company
employer 223 items available L
gls bank account . i
interest code L Main Interest Code Info
message ig Active =]
;;Tf::;fme 12 hour Nurse Code 1
> 13 Categories  [I] Employee
sefvice rep 14 c
skill code = [¥] Customer
worker comp code 1 [x] Contact
st Shift

) ] Order

212 [F] Applicant

222 ] Vendor

2nd Shift SubCategory

3rd Shift
2 Hier High Tech Staffing

i Note

8 hour Nurse
9

Account Analyst
Account Representative

On the left the list of current Interest Codes is displayed. Limit the list displayed by entering the name in
the Find an Interest Code field. Click on an Interest Code from the left to display the details in the Main
Interest Code Info section. Once displayed in the Main Interest Code Info section the Interest Code info
can be edited. Once complete click on the [& button at the top of the screen or Ctrl — S on your

keyboard to save the changes.

224 items available )
Main Interest Code Info
Active ]
Code New Code
Categories [T | Employee

[F] Customer

[] Contact

[[] Order

] Applicant

] Vendor
SubCategory
Hier o
MNote

Click on the =] button in the upper right to add a new Interest Code. Enter the Interest Code name in the

Code field. Put a check in the box next to the records that it should be available in and select the Branch
or Entity that the code applies to from the Hier drop down menu (required field). If a Category applies to
this code enter it into the SubCategory field. Click on the [& button at the top of the screen or Ctrl - S on

your keyboard to add the new Interest Code.

*Note — The check boxes for Applicant and Vendor are used in conjunction with the WebCenter Applicant
Portal and Vendor Portal, respectively. Clicking in one of these boxes makes the Interest Code available
to Employees applying online and Vendor Contacts when adding new sub-contracting Employee

records.
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manage interest codes

Category
Show All

Interest Code

available added

| Fitter by code ’|12 hour Nurse

When the Manage Interest Codes

Created 2/18/2010
Required D
Note

form is open the new Interest Code

Account Analyst

Account Representative

will be listed for the current record

Accounting Clerk | 1st Shift
Created 1/28/2008
Accounts Receivable {

Required [F] type.

Air Conditioning Mechanic Note Only interested in day shifts

A
st [ 2nd shift
Area Cleaner/janitor ' Created 7/14/2008

Required D

Note

Assembler

Auditor

| 3rd shift
Created 2/18/2010
Bank Teller ’ Required (]

Auto Tech

Banquet Waitstaff Note

Message
The Message form is used for adding new Message Action codes or editing current codes. Message

Action codes are available on the Employee, Customer, Order, Assighment, and Contact records.

authorities e T = o s Sy r e e s o pres e

branch Actions K
‘company
employer 190 items available o
gls bank account . .
e 10-Day Call Main Message Info Read-Only Defaults
e 1st Interview w/ client N TR e Dot
T EeEE Lst Recrurting Call ELET it it SIEERLE
sales team v et Quality control call s Default Deact Code
po—— 3rd Interview w/ client
kil codep 4th Interview w/ client Hier High Tech Staffing Is Default React Code
Absent (Personal)
waorker comp code Absent (Sick) Active [x] Is Default Email Code
Accepted
Is React Is Default LMTC
Accepted-Full Time = fese ] S
AR - 1st Call Is Deact |
AR - 2nd Call
AR - 3rd Call Is Employee Relevant  [7]
AR - BMgr Call
AR - Invaice Faxed Is Contact Relevant  [X]
AR - Lawyer Is Customer Relevant  [X]
AR - Voicemail
AR Statement Is DNA |
AR- Pay/Bill Adj P
AR-Payment Status Is Availability |
Arrived Late
Is Campaign Response
Arrived On Time =2 & o
ASAP Demo Is Order Confirmation [I]

Assignment Change

Attendance Locked ]

On the left the list of current Message Action codes is displayed. Limit the list displayed by entering the
name in the Find a Message field. Click on a Message Action from the left to display the details in the Main
Message Info section. Once displayed in the Main Message Info section the Message Action code can be
edited. Once complete click on the [& button at the top of the screen or Ctrl — S on your keyboard to

save the changes.
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191 items available o
Main Message Info Read-Only Defaults

Action 0 New Message Is Default

Description 0 Is Default Deact Code

Hier 0 Is Default React Code

Active Is Default Email Code

Is React Is Default LMTC
Is Deact

Is Employee Relevant
Is Contact Relevant

Is Customer Relevant

Is DNA

(m] [=) =) (=] [=) (=] (=] [s]

Is Availability
Is Campaign Response [[]

Is Order Confirmation [[]

Locked E

Click on the [#2] button in the upper right to add a new Message Action code. Enter the Message Action
code name in the Action field, add a Description, and select the Branch or Entity that the code applies to
from the Hier drop down menu (required fields). Then click in the check boxes that apply for the Action

code as listed below:

Active — Code is visible in the Action code drop down menu when adding a new Message.

Is React — Will “reactivate” an inactive Employee or Contact record when this Action code is selected.
Is Deact — Will “deactivate” an active Employee or Contact record when this Action code is selected.

Is Employee Relevant — Should be available when adding a Message from the Employee record.

Is Contact Relevant — Should be available when adding a Message from the Contact record.

Is Customer Relevant — Should be available when adding a Message from the Customer record.

Is DNA — The Action code that is listed on Messages that are auto-created by adding an Assignment
Restriction to the Employee or Customer record.

Is Availability — When this Action is selected in the Employee record it indicates that the Employee has
indicated that they are “available” for placement.

Is Campaign Response — Will be selected on Messages that are automatically created when a recipient clicks
on a url from an Email that is linked to the tracking website.

Is Order Confirmation — The Action code that is listed on Messages that are auto-created when an Email
confirmation is sent from the Order to confirm that the Order has been filled.

Locked — Applies to Messages that cannot be edited once they have been added to the system.

The Read Only Defaults section will indicate if the selected Message Action code is the system default for
that type of Message. Click on the [& button at the top of the screen or Ctrl — S on your keyboard to add

the new Message Action code.
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Action

Message
Action

1st Interview wy/ client

1st Recruiting Call

2nd Interview w/ client
3rd Interview w/ client

4th Interview w/ client

Description

1st Interview with client

1st Recruiting Cal

2nd Interview with client
3rd Interview with client

4th Interview with client

When the Message form

is open the new Action

code will be listed for the

Abzent (Personal)
Abszent (Sick)

Mot Reporting (Personal Reasons)

Called In Sick - Not Reporting

detail: Accepted Accepted The Assignment current record type'

i items for this
Lozl Accepted-Full Time Candidate accepted full time position with cust. i
Rep Nam

Arrived Late Arrived Late

Link Emg
Link Con

Arrived On Time Arrived On Time

Assignment Change New Job Description
Link Ordi  Attendance

Link Assi  Available

Attendance Report
Reported Available For Work
BackSupportVideo EE participated in back safety training

Badge Returned Badge Returned

Multiplier Code
The Multiplier Code form is used for adding new Multiplier Codes or editing current codes. Multiplier

Codes are used on the Customer, Order, and Assignment records. Multiplier Codes are used to help in

calculating Pay and Bill Rates on the Order and Assignment records.

81 items available o
1.015 < | Main Multiplier Code Info
12 " N
1.20 Markup Active X Apply Bill [X]
1.21 Markup Multiplier Code 1.015 ApplyPay [O]
1.33 Web Innovations 5 " .
Hier High Tech Staffing Default

1.34 Midwest Wireless

1.34 PEPSICO INC Regular Time Markup 1.0150 Note

13456 Over Time Markup 1.0150

1.37 Iverson Technologie X - -

I e e Owver Time Markup Multiplier 1.5000

14 Double Time Markup 1.0150

1j§ Lost Double Time Markup Multiplier  2.0000

145 Skydiving

148 Andersan calculations

}'23 Zion Calc Pay Rate $10.00
1:5325 Alpine Cale RT Markup | 1.0150 Calc Bill Rate $10.15
1.56 Bracy Temporary Se Cale OT Markup  1.0150 x | 1.5000 Calc Overtime Bill Rate $15.23
LaseLclin Calc DT Markup | 1.0150 x | 2.0000 Calc Doubletime Bill Rate ~ $20.30

1.58 Iverson Technologie

On the left the list of current Multiplier Codes is displayed. Limit the list displayed by entering the name in
the Find a Code field. Click on a Multiplier Code from the left to display the details in the Main Multiplier
Code Info section. Once displayed in the Main Multiplier Code Info section the Multiplier Code can be
edited. Once complete click on the [& button at the top of the screen or Ctrl — S on your keyboard to

save the changes.

*Note — For more information on Multiplier Code set up please refer to the 12R7 Enterprise Multiplier

Code Setup help document:
http://www.tempworks.com/ClientServices/documents/12R7EnterpriseMultiplierCodeSetup.pdf
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Sales Team

The Sales Team form is used for adding new Sales Teams or editing current teams. The Sales Team is
listed in the Customer, Order, and Assignment records. The Sales Team field allows for diverse
tracking for sales and commission reporting.

Administration ) " . ;a ;_' Q h !r .

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

authorities
branch
company
employer

gls bank account .
interest code L fest Main Sales Team Info

9 items available @

message Ee“f Tealm Active =
multiplier code egiona )
virani Hier
sales team o
service rep cfault Branch Memphis NE

<ill code dwood

Sales Team Description  _test_

worker comp code

On the left the list of current Sales Teams is displayed. Limit the list displayed by entering the name in the
Find a Sales Team field. Click on a Sales Team from the left to display the details in the Main Sales Team

Info section. Once displayed in the Main Sales Team Info section the Sales Team can be edited. Once

complete click on the [& button at the top of the screen or Ctrl — S on your keyboard to save the

changes.
10 items available <
Main Sales Team Info
Active [X]
Hier High Tech Staffing
Branch Memphis SE

Sales Team Description @ Memphis SE Saled

Click on the [¥] button in the upper right to add a new Sales Team code. Enter the Sales Team name in the

Sales Team Description field; select the Hier and the Branch from the drop down menus. Click on the &

button at the top of the screen or Ctrl — S on your keyboard to save the new Sales Team.
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Service Rep

The Service Rep form is used for adding new Enterprise users or editing information for current users.
This user set up will determine who has access to your Enterprise database and their level of access as
well as setting up their Email address and default information.

Administration ' !’ ' ;ﬁ _‘ .; B 5.' . m

AT Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All
branch Actions K
company |
employer Find g service rep 141 items available L
gls bank account _ N .
e New Service Rep Reps Hierarchy
message New Service Rep
P Itest 4 Hier ID Allowed
multiplier code pau =
Peak PCO1
iﬁi::‘::; Peter Rettinger 4 HierID Root | Eval Staffing
. Phi Ngo
skill code Phi Ngo HierD | High Tech Staffing
worker comp code Ralph Julius
el BranchID | Memphis SE I
ryane . I
Samar Basnet Main Rep Info
Sandeep Acharya SRIdent 21841 |
Sarah Zinser Active x]
Schonda W Ren N
Sharon S ep Name test_sr
Shawndel Thomson Rep Full Name Test SR
Shelley B Initials dd
sostwl
sostw2 EINC °
sostw3 Ernail
QW © & v s Phane Number (651)452-0366
. - sostw5
[ Order Check Stock g ctephanie Urifr = Temp
SRl Sales Team ID Default
Schedule an interview for... Sunil
[l Set iter SYSTEM Web Portal System [
Set un an interview

On the left the list of current users is displayed. Limit the list displayed by entering the name in the Find
a Service Rep field. Click on a user from the left to display the details in the Reps Hierarchy and Main Rep
Info sections. Once displayed the user’s information can be edited. Once complete click on the &
button at the top of the screen or Ctrl — S on your keyboard to save the changes.

*Note — Only self-hosted companies will be able to use this functionality to add a new user. If your
company is hosted by Tempworks, you will need to contact our customer support group to set up a new

user for your database.
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| Find a service rep | 142 items available @
= | Reps Hierarchy
tom
tony “ Hier ID Allowed
TW QA
TW QA “ HierID Root | High Tech Staffing
TW QA
twl HierID | High Tech Staffing
w23
TWGuest BranchID | Memphis SE
TWtrainingl X
TWtraining10 Main Rep Info
TWtraining1l SRIdent 0
TWtraining12 Active ]
TWtraining13 Rep N 0
TWtrainingl4 €p Mame
TWitrainingl3 Rep Full Name New Service Rep
TWtrainingl6 Tfils
TWtraining17
TWHtraining2 EINC 0
TWtraining3 Email
TWtraining4
TWiraining5 Phone Number
TwWhtrainingd Order Type Temp
mﬁ:::::g; Sales Team ID Default
TWtraining3 . Web Portal System  [[]

Click on the [ button in the upper right to add a new user. Enter the name of the user in the Rep Name
field (required). Add in the Rep Full Name, select the EINC, Email, Phone Number, default Order Type, and
Sales Team ID. In the Reps Hierarchy section select the correct option from the drop down menus for
Hier ID Allowed, Hier ID Root, Hier ID, and Branch ID. Click on the [& button at the top of the screen or

Ctrl - S on your keyboard to save the new user.

Skill Code
The Skill Code form is used for adding new Job Titles or editing current titles. The Job Title is listed in

the Employee, Order, and Assignment records. The Job Title is also printed on the Customer’s

Invoice.

Administration " L " . ;a L' Q ! ul’ .

autharities Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

branch Actions K
company
employer 689 items available S
gls bank account . . . .
interest code <" Operator 0 Main Skill Code Info
message 15%?0 Gilld B Description Accounting Clerk 1
multiplier code ourfirse
e 12 hour nurse weekend Division Office
- 2 Day Benefit = -
service rep Skill Code AD08

4 Hour Minimum

- Sk"r'kc 635-6855 Hier
WOrker comp code
dizimlie=z Category Accounting
& hour nurse weekend
Access Operator EEQ Class Officials & Managers

Access Operator
Account Analyst
Account Rep. I Show in WebCenter  [X]
Accountant Default
Accounting Clerk 1 -

Act
Accounting Clerk I e ]

Career Builder Industry = Accounting - Finance

On the left the list of current Skill Codes is displayed. Limit the list displayed by entering the name in the
Find a Skill Code field. Click on a Skill Code from the left to display the details in the Main Skill Code Info
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section. Once displayed in the Main Skill Code Info section the Skill Code can be edited. Once complete

click on the [& button at the top of the screen or Ctrl — S on your keyboard to save the changes.

Actions

| Find a skill code

| 690 items available

Unit Clerk

Unix Operator
Unknown
Unsatisfactory Work
Unsatisfactory Work
Utility Worker
Vacation Pay

Vacation Pay
Wagemaster
Warehouse Person
Warehouse Supervisor
Water Tester

Welder

Word Perfect Windows
Word Proc. Op./basic
Word Proc. Op./intmd

Main Skill Code Info

Description New Skill Code
Division 0

Skill Code (1]

Hier 0

Categery 0

EEO Class

Career Builder Industry = Accounting - Finance
Show in WebCenter  [T]

Default

Active 5]

Click on the 22| button in the upper right to add a new Skill Code. Enter the Skill Code description in the
Description field and the name in the Skill Code field, select the Division, Hier and Category from the drop
down menu (required fields). Click in the Show in WebCenter check box if this is a Job Title that should be
displayed online. If this Skill Code is the default that should be applied to Orders and Assignments
click in the Default box. Click on the [® button at the top of the screen or Ctrl - S on your keyboard to
save the new Skill Code.

w tmpioyee  Lustomer S/CIam Assignment  Lontact Fay/ bl  Lalendar Keports Email Call-Em-All
. - = New Order Q Search Actions Reports Favorites
Creative Solutio...
ce Web Options
customer information financial details
Customer  Creative Solutions Work Site Corporate Office Pay Rate $15.00 Multiplier None
123 Main St : Sen :
visifile Department Primary Eagan, MN 55121 Bill Rate $25.00 Pay Periods 52
> det:(l)lssetup CustomerID 778501 Worker Comp 8810 Overtime Bill GP Percent
e e eI Doubletime Bill GP Estimate
required documents Overtime Plan  PlanSTD Desired GM %
vendors
"(;‘_’g'a‘:e EERELE job information contacts *
candidates p .
job posting Required = Assigned 1 Name l Description - | Office Phone
s Order Type  TE Temp Justin, Hamilton  Supervisor
documents -
search Job Title G A
Description | skill Code Description =
Al189 Banking Clerk
Orece Coge | A206  Benefits Audit Clerk %
tasks @ W © @& ety Notes | 1102 Bilable xpenses other information
[ N Fill
Order Check Stock S B102 Billable Expenses Status illed
A ing M Taken B mthomson
Schedule an interview for... Duration o3 Billing Machine Opee ¥
= A242 Billing Specialist Sales Team Regional
Set up an interview Est. End Date
P | Al68 Bindery Clerk Branch Memphis SE
Weeldy Call Shift pn2o QoMb i

Once the Skill Code has been added it will be available from the Job Title drop down menu on the

Employee, Order and Assighment Details forms.
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Worker Comp Code

The Worker Comp Code form is used for adding new Worker Comp codes or editing current codes. The
Worker Comp is listed in the Customer, Order, and Assignment records. It is used to determine
payments owed to your worker compensation insurance provider and is used in calculating gross profit.

Administration y :‘:5-‘ " . ;a ’ Q h !r .

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

authorities

branch Actions K
company
employer Find a code 17 items available o
gls bank account .
i y—— 1099 (AK) Main Worker Comp Info
3017 (I
message EUTALLLY Active ]
multiplier code DALY
8813 (AK) Code 1095
sales team
service rep 8820 (AL) Description 1099 Code for Calculation
. 8822 (MO)
skill code Percentage 0
- K oga Code (MN)
e ST GA3581 (GA) Hier High Tech Staffing
Jeffs Test (DC)
Mechanic (MN) e ak
MNT856 (MN) OT Calc Type | Regular - Excludes Overtime
OR-8810 (OR)

On the left the list of current Worker Comp codes is displayed. Limit the list displayed by entering the
name in the Find a Code field. Click on a Worker Comp code from the left to display the details in the Main
Worker Comp Info section. Once displayed in the Main Worker Comp Info section the Worker Comp code
can be edited. Once complete click on the [& button at the top of the screen or Ctrl — S on your

keyboard to save the changes.

Actions K
[ Find a code | 18 items available s
‘%Qa . Main Worker Comp Info
3017 (MN) Active 3]
8810 (MN) Code
2813 (AK) Description New Comp Code
8820 (AL p 0
8822 (MQ) ercentage
Caode (MN) Hier
GA3681 (GA) Stat
Jeffs Test (DC) A=
Mechanic (MM) OT Calc Type  Regular - Excludes Overtime
MN7856 (MN)

Click on the 2] button in the upper right to add a new Worker Comp code. Enter the name of the code in
the Code field. Then enter in the Worker Comp description in the Description field and add the Percentage.
Select the Hier, State and OT Calc Type from the drop down menus. Click on the [& button at the top of

the screen or Ctrl — S on your keyboard to save the new Worker Comp code.

*Note — If your company is doing business in more than one state, make sure to enter the state
abbreviation as the first two digits of the Code field (ie. "MN8810").
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~ -
Ceate S olho 4 NewOrder Q Search | Actions Reports Favorites ¥ v K
c# ___ Order Details Web Options
customer information financial details
Customer  Creative Solutions Work Site Corporate Office Pay Rate $15.00 Multiplier None
123 Main St g X
visifile Department Primary Eagan, MN 55121 Bill Rate $25.00 Pay Periods 52
» details 5 :
po setup CustomerID 778501 Worker Comp 8810 . Overtime Bill GP Percent
interest codes Directions Code l Description Percentage l State [ BREstimate
'eq”"?g documests 1099 1099 Code for Calculation 0 A pelEdadE
il i D . . . known MN = .
MOl Teapients job information g (nown 8815 » N
candidates : ; : 8813 Book Binding 113 Al A
job posting Required 1 Assigned a | Office Phone
OR-8810 Clerical 0 OR
SRS Order Type TE Temp
documents 3 Tx8810 Clerical (Texas) 141 X
search Job Title ce ,
= s 8810 Clerical/Tele Phone 0.68 MN
Description | General warehouse, speak and read eng
able to work pallet jack, and fork lift wa Code Code 5 MN
GA3681  GP Test 5.98 GA >
Dress Code 8822 Insurance Co's 0.7895 MO
= sWoes Safety Notes 8820 Law Office 0.7895 AL
EEHEEE L StartDate  7/19/2004 TxB820  Law Office (Texas) 062 B
[l Schedule an interview for... Duration Indef 3017 Lt. Industrial 1045 MN
Set up an interview Est. End Date 11/19/2005 Mechanic - Mechanic 0225 MN
[ Weekiy Call Shift Tx8742 Salesperson (Texas) 128 TX

The Worker Comp can now be selected on the Customer/Invoicing/Credit and Payroll form (defaults
into the Order record) or on the Order Details form. (It is displayed on the Assignment Details

form, but cannot be edited at the Assignment-level).

Still Have Questions?

For more information about administrator functionality contact our customer support group at 877-452-

0327 or by sending an email to support@tempworks.com.

To schedule training on utilizing the administrator functions, submit suggestions on how to improve this
document, or to request documentation on other Enterprise functionality please contact Alisha Arnold

(Corporate Trainer) at 651-287-8370 or by sending an email to Alisha@tempworks.com.
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