tempwyorks Help Documents

16R1 Enterprise Administrator Functions

The Administration form can be accessed by users with the E TempWorks Enterprise| @ [} [« = ¥
“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, click on All Options from the announcements
navigation bar, then select Administration from the menu. T

Please remind your people that t

administration
The Administration form menu is Jier-n
e Siedey] displayed on the left side of the contact groups
- screen (shown left). Select an option oo
from the menu to . e
—— add/edit/deactivate information e e
. . order
company within that table of the TempWorks B onment pay /bill
custom data SQL database. contact reports
als bank account pay / bill ;::rrr:: igrierr
interest code calendar tax management
message reports m;' o
owner -
sales team
service rep
job title
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 Authority drop down. 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.

= Administration

- » tasks calendar email + YO -
authorities riy 38 items available +

ut
branch 12R8 Test Auth Main Authority Info

I EEY 4oLk Authority Name 12R8 Test Auth
custorn data Aaron's Auth 1
Aaron's Auth 2 Authority Other
gls bank account Aaron's Auth 3
interest code Aident Authority Street 48223 New St.
Another Test
message sk City Eagan
multiplier code Brevard Couinty State MN
owner Castle County
Dakota County Child Support Agel

Zip Code 55121
sales team

N Dakota County Issuing Authority Require Case Number [x]
service rep Gavin County

job title Ingham County

Jangle County
worker comp code s
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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

Authority Name MNew Authority

Aufhoritg Qther Click on the *+ button in the upper right to
s add a new Authority. Enter the Authority
<y Name, Street, City, State, and Zip Code.

State n

Zip Code

Require Case Mumber I:l

Main Authority Info

Authority Mame Gavin County

Authority Other

. . . St t 58384 G 5t
If a Case Number is required when this A
Authority is selected, click in the City =
Require Case Number check box. Stats PN
Zip Code 55121

Require Case Num be

L add adjustment wizard

b Create adjustment
Armounts Create an adjustment

Adjustment ChildSuptl
Drescription
Active [==]
Fregusamnoy Wleekiy
Start Date B/21/2011 2]
End Date :::]
Authority 12RE Test Auth
Case Mum n

Cancel Mext =

If the Authority selected from the 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.

authorities Fing @ branch
Cardiff UK.

company Memphis Canada
T S Memphis NE

Memphis NW
gls bank account Memphis SE
interest code Memphis SW
message

multiplier code
owner

sales team

service rep

job title

worker comp code

employee
customer
order
assignment
contact
pay / bill
calendar
reports

all options >

6 items available
Main Branch Info
Active =

Branch Name Memphis SE

Branch Full Name Memphis SE

Branch Parent High Tech Staffing
Branch Letter SE
Branch Address 123 Main St.Eagan, MN 55123

Inveoicing Address | 133 Main Street

Copy from Branch Address

Branch State ™

Tax State N

Hier Memphis SE

Zip 43140-

Country United States of America
Phone 555-555-1212

Fax 321-321-1222

Email tim@tempworks.com

Identifications

EINC
Bank

High Tech Staffing
TCF Bank

AP Bank TCF Bank
Instant Bank TCF Bank
Contractor Bank TCF Bank

Worker Comp Options

Default Worker Comp | Clerical/Tele Phone

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.

7 Items available

Main Branch Info
Active [x]

Branch Name n

Branch Full Mame | Mew Branch

Branch Parent n

Branch Letter

Branch Addressn

Invoicing Address

Copy from Branch Address

Branch State n

Tax State

Hier

Zip

Country United States of America
Phone

-~ O

Email

Identifications
EINC

Bank

AP Bank

Instant Bank
Contractor Bank

Worker Comp Options

Default Worker Co

®

*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 m button at the top
of the screen or Ctrl —-Son
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.

authorities [1 | 333 items available
branch 1099 Test Emplayee company information
2nd Staffing
custom data T Fed Employer ID | 021212212
gls bank account Aaron's Auth 2 Name High Tech Staffing
interest coda Aaron's Auth 3 = =
- Aaron's Test Authority Address High Tech Staffing 701 Main St. Duluth, MN 7013
C ABCAIncTax
multiplier code Acme Fun Inc.
owner Acme Inc
Aident Authority
sales team kdbiaka008 Street 1 701 Main 5t
SErvice rep akdbssfak2008
Street 2
job title AKEEUN -
AKIncTax City Duluth
worker comp code AKSUTA
Alabama State MN
Alaska Authority
AlIncTax ip e —
Alisha s LLC
ALIELI?I:\ CmEai Country United States of America
employee Another Test Contact Name
AP Test
customer AP Test Phone
AP Vendor
order APTest e
APTEst
assignment ARIncTax local address L]
ARSUTA Add 1 7882 Main Street
ress ain Stree
Gontact Atlanta Authority
AZIncTax Address 2
ay / bill AZSUTA
p y BCCAIncTax City Eagan
Bling Pro
calendar Blue Cross Blus Shield state ca
Bob's Vendor Service Zip 55123
reports Bracy Staff Vending, Inc.
q Brevard Couinty Country United States of America
all options > A L

+
Company ID 10
Company Type | Staffing
Pseudo Aldent
miscellaneous options
Small Business D
Minority Owned D
Women Owned P
Supplies Disabled People []
Generate 1093 ]
Payment Terms NA
Notes
remittance address L
Address 1 | 123 Main St
Address 2
City Eagan
State
Zip 55123
Country United States of America

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

button at the top of the screen or Ctrl — S on your keyboard to

edited. Once complete click on the

save the changes.

334 items available
company nformation
Active [m]

Fed Employer I

Mame
Address

Street 1
Street 2
City
Stat= n

Zip - -
Couantry

Contact Name

Phone

Emzi

local address
Address 1

Address 2

City

Stat=

Zip -

Couantry

Company Ilin
Company T\H

Pseudo Aldent

miscellaneous options

small Business |l
Minority Owned [
Women Chwed [l
Supplies Disabled People [
Sererate 1059 |l

Payment Terms
Mobes

remittance address
Address 1

Address 2

City

State

Zip I

Courtry

@ Click on the =
button in the upper
right to add a new
Company. Enter
the Company info
into the required
fields and then click
on the button at
the top of the
screen or Ctrl —Son
your keyboard to
add the new record.

F |
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*Note — For more information on Vendor set up please refer to the 14R2 Enterprise Vendor Management
help document:
http://www.tempworks.com/documents/14R2EnterpriseVMS1099andWebCenterVendorPortal.pdf and for
1099 Consultant set up use the 15R1 Enterprise 1099 Consultants Set up:
http://www.tempworks.com/documents/15R1Enterprise1099ConsultantsSetup.pdf

Custom Data

The Custom Data form is used for adding additional data in the Employee, Customer, Order,
Assignment, or Contact records. This additional data will be available for searching and reporting
purposes.

authorities.

26 items available +
Custom Data

Property Name | Preferred Language

branch

o

gls bank account

interest code

TR News
multiplier code new data 2

owner Previous Software Vendor Date Added | 7/22/2010 455500 PM
Al e Sales Rep

OriginType | Employee
Required

Active =

Entered 8y Eric Rodewald

sales team
senvice rep
job title:

worker comp code H 5

On the left the Ellste gf current Custom Data fields is displayed. Limit the list displayed by entering the name
in the Find a Property field. Click on the property from the left to display the details in the Custom Data
Info Section. Once displayed in the Custom Data Info Section, the Property info can be edited. Once

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

24 items available @

Custom Data
Property Nas

Origin Type Employee
Required =

Active [3]

Entered By stephanie

Date Added 8/18/2011 10:57:12 AM

Click on the "+ button in the upper right to add a new Property. Select the Origin Type or record where

the Property will be available. Choose whether or not the Property should be required. Click on the E
button at the top of the screen or Ctrl —S on your keyboard to add the new Custom Data field.

GLS Bank Account
The GLS Bank Account form is used for adding new Bank Accounts for issuing Payroll and Accounts
Payable checks from the TempWorks Accounts Payable module.

authorities Findl @ bank account 3 items available + |
InzrEn Bank of America GLS Bank Account Info Reports
company TCF Bank Active %] AP Pay Check Report APCheck
custom data Wells Fargo
gls bank account Hier System ACH File Gen Proc
interest code Invoice Number 43176 Pos Pay File Gen Proc
message Bank Name Bank of America Contractor Check Report | payCheck
multiplier code Descrigtion Bank Account
owner
Check Number 207453

sales team

N Bank Address
service rep
job title Bank Routing Number | 678992345
worker comp code Bank Account Number | 333322221112

Bank Transit Number 678992343
E-Pay Check Number 203988

E-Pay Routing Number

employee Destination Routing

customer Default AP Bank ID [x]
EIN Prefix

order

assignment
contact
pay / bill |
calendar L
reports

all options >
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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 mbutton at the top of the screen or Ctrl — S on your keyboard to save

the changes.

4 1tems available

GLS Bank Account Info
Active [==]

Hier

Invoice Mumber

Bank Mame Mew Bank
Description

Check Mumber o

Bank Address

Bank Routing Mumber

Bank Account Number

Bank Transit Mumber

E-Pay Check Number o

E-Pay Routing Mumber

Destination Routing

Default AP Bank ID ]

EIN Prefix

Reports
AP Pay Check Report
ACH File Gen Proc

Pos=s Pavy File Gen Proc

Contractor Check Report

Click on the "+ 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

keyboard to add the new record.

button at the top of the screen or Ctrl — S on your

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

=l payroll - setup

begin processing payroll

Choose the appropriate options below.

Start
» Setup
Existing Runs
Transactions
Verify Transactions

Calculate Check Date 8/16/2011

When the Payroll
=1 Wizard is on the

View Checks
Payroll Summary TCF Bank - AP Bank Account

Payroll — Setup form,

G Szt R Trse d Bank e
507 Bankof America Bank Account
451 TCF Bank AP Bank Account

512 Wells Fargo

the accounts that are
set up in the GLS

Bank Account form
can be selected from
the Bank Account drop
down menu.

Cancel = Back Nesxt =
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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
company
custom data

gls bank account
message
multiplier code
awner
sales team
service rep
job title
worker comp code

employee
customer
order
assignment
contact
pay / bill
calendar
reports

all options >

z

1st Shift

2nd shift

3rd Shift

Account Analyst
Accountant

Accounting Clerk
Accounts Payable
Accounts Receivable
Administrative Assistant
Analyst

Assembler

Auditor

CAD Operator Drafting
Carpenter

Cashier

Clerk

Collection

Computer Assembly
Constructicn

Customer Service Representati
Data Entry

Desktop Publisher
Developer

Dispatcher

Document Analyst
Document Prep Clerk
Dry Wall Hanger

Editor

Electrician

Electronic Assemblers
Engineer

Executive Administrative Assist
Financial Analyst
Forklift

Graphic Artist

Heavy Lifting

Helpdesk Technical Phone
Housekeeper

Huiman Dacnircas

79 items available

Main Interest Code Info

Active E

Code 1st Shift

Categories Iz‘ Employee
Iz‘ Customer
Iz‘ Contact
[%] Order
I:‘ Applicant
[] vendor

SubCategory | Shifts

Hier System

Note

+

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

to save the changes.
80 items available

Main Interest Code Info

Active E

Code New Code

Categories |:| Employee
|:| Customer
|:| Contact
[C] order
|:| Applicant
[[] vendor

SubCategory

Hier n

Mote

button at the top of the screen or Ctrl — S on your keyboard

®
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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 L& 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.
X
EEQ manage interest codes
Category
Show All
Interest Code
available = added x
‘‘‘‘‘ by code ‘ Forklift |‘
e - | —— ‘ When the Manage Interest Codes form is open the new
e I Interest Code will be listed for the current record type.

Account Analyst
Accountant

Accounting Clerk
Accounts Payable
Accounts Receivable
Administrative Assistant
Analyst

Assembler

Auditor

B save

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, Assignment, and Contact records.

authorities Find a message 208 items available +
branch 10-Day Canl Main Message Info Read-Only Defaults
company 1st Interview wy client .
Er=iEm e 15t Recruiting Call fErE I Is Default
2nd Interview w/ dient - B
Quality control call
gls bank account Ard Interview wf dient Drescri iption = Is Default Deact Code
interest code 4th Interview w/ dient Hier System Is Default React Code
Absent (Personal)
messa
Aners (sch) - = P —
multiplier code Acceptea-Full Time
owner Approved Is React =1 Is Default LMTC
AR - 1st Call
e AR - 2nd Call Is Deact (=]
service rep AR - 3rd Call
job title AR - BMgr Call Is Employee Relevant [ ]
AR - Invoice Faxed
worker comp code AR e Is Contact Relevant 3]
AR - Voicemail Is Customer Relevant  [X]
AR Statement
AR- Pay/Bill Adj Is DMNA =l
AR-Payment Status
Arrived Late Is Availability o]
employee Arrived On Time
ASAP Demo Is Campaign Response [ |
stol Assignment Change
= EE Attendance Is Order Confirmation []
order Available
BackSuppartVideo Lo o}
assignment Badge Returned
Billed For Boots
contact Broadcast Response.
Broadcast Sent
= «Call Report
pay j bl" ‘Called out te S5taff Part
calendar Called:Busy
Campaign Response
reports
all options »
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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 B button at the top of the screen or Ctrl — S on your keyboard to
save the changes.

209 items available O)
Main Message Info Read-Only Defaults
Action New Message Is Default

Description n Is Default Deact Code

Hier n Is Default React Code

Active [x] Is Default Email Code

Is React P Is Default LMTC

Is Deact I:l

Is Employee Relevant I:l

Is Contact Relevant F

Is Customer Relevant I:l

Is DMA [l

Is Availability [l

|s Campaign Response I:l

Is Order Confirmation [

Locked ]

Click on the "+ 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.
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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 B button at the top of the screen or Ctrl — S on your keyboard to add
the new Message Action code.

x

Action | Message -
Action Description -
1st Interview w/ client  1st Interview with client
1st Recruiting Call 1st Recruiting Call
2nd Interview w/ client  2nd Interview with client
3rd Interview with client . .
e T When the Message form is open the new Action
Absent (personal] Nt Reporting [Personal Reasors) code will be listed for the current record type.
Absent (Sick) Called In Sick - Not Reporting
Accepted-Full Time Candidate accepted full time position with cust.
detal aporoved Customer has agreed to placement
Date/Ti| Arrived Late Arrived Late -up items for this
Rep Naf Arrived On Time Arrived On Time
| Assignment Change New Job Description
. Attendance Attendance Report intment
Available Reported Available For Work
(s BackSupportVideo EE participated in back safety training
Link A5 g dge Returned Badge Returned
Rillad coc0oas Cicnct Lillad £, Lo,
ﬂ Save

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.

87 ftoms availablc m
ZoznE L Main Multiplier Code Info
company )
e L e o P
gls bank account 1.33 Web Innovations
interest code 1.34 Midwest Wireless Hier High Tech Staffing Default

1.34 PEPSICO INC

message T oase Regular Time Markup 1.0150 Note
multiplier code 1.37 Iverson Technologies Over Time Markup 1.0150

owner 1.38 Ames Construction
g 1a Over Time Markup Multiplier | 1.5000
soes e LT Double Time Markup 1.0150
sernvice rep 145
job title 1.45 Skydiving Double Time Markup Multiplier | 2.0000
1
1.48 Angerson
worker comp code ey .
as calculations
1.5325 Alpine Calc Pay Rate $10.00
1.56 Bracy Temporary Serv
1.58 ABC Inc Calc RT Markup | 1.0150 Calc Bill Rate 510.15
employee S e O Calc OT Markup | 1.0150 x |1.5000 Calc Overtime Bill Rate | 515.23
. 26 Calc DT Markup | 1.0150 x| 2.0000 Calc Doubletime Bill Rate | 520.30
customer e
3.68
order 2E2
3M Inc
assignment 52%
ABC new
contact Acloche Training
Adj Markup
i Alpha Corp
Bl American
calendar American Bank
American Discount
ts Applybill
repo ASCS, Inc.
all options o Barry's Dome Dogs

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 B button at the top of the screen or Ctrl - S on your keyboard to
save the changes.
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40 items available 0
Main Multiplier Code Info

Active E Apply Bill D

Multiplier Code New Multiplier Code ApplyPay E

Hier Default

Regular Time Markup Note

Over Time Markup

o
o
Ower Time Markup Multiplier| 0
Double Time Markup ]

o

Double Time Markup Multigli

calculations

Calc Pay Rate 510.00
Calc RT Markup |1 Calc Bill Rate $0.00
Calc OT Markup |1 ® | 1.5000 Calc Overtime Bill Rate $0.00
Calc DT Markup (1 x | 2.0000 Calc Doubletime Bill Rate | 50.00

Click on the "+ button in the upper right to add a new Multiplier Code. Choose the name of the Multiplier
Code. Select the Hier as well as the various markups. Based on your selections, the calculations will
automatically populate. By selecting either Apply Bill or Apply Pay, the Multiplier Code will automatically be

calculated to populate the pay rate and bill rate in the respective field. Click on the B button at the top
of the screen or Ctrl — S on your keyboard to save the new Multiplier Code.

*Note — For more information on Multiplier Code set up please refer to the 15R1 Enterprise Multiplier
Code Setup help document:
http://www.tempworks.com/documents/15R1EnterpriseMultiplierCodeSetup.pdf

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.

S Find @ sales team 10 items available +
branch Default Main Sales Team Info
company dwood Active [x]

Matts
custom data ereged Hier Memphis SE
gls bank account stephanie
N Branch Memphis NE
interest code =L
m T2 New Team Sales Team Description | Default
es_s‘a. Regicnal
multiplier code wirani
owner _test 2
service rap
job title
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 B button at the top of the screen or Ctrl — S on your keyboard to save the
changes.

11 items available @

Main Sales Team Info

Active |E|

Hier High Tech Staffing
Branch Memphis SE

Sales Team Description |f'-"|Er'rlph'ls SE Sales|
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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 B
button at the top of the screen or Ctrl — S on your keyboard to save the new Sales Team.

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.

119 items available -+
Reps Hierarchy

authorities
branch
i
custom data Hier ID Allowed System
gls bank account

interest code

Mo

multiplier code

T

sales team

job title:

wworker comp code

Hier ID High Tech Staffing
Branch ID Memphis SE

Main Rep Info

SRident 21801
Active =1
Rep Name ARil1
Rep Full Name AHIN
Initials

EING o
Email

employee Phone Number (651)452-0366

customer

Terms

Default

order Web Portal System [
assignment
contact
pray / bill
calendar
reports

all options >

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 B button
at the top of the screen or Ctrl — S on your

iy @  keyboard to save the changes.
rier 10 ancuffl]
viero [l . .
oot [ 1] *Note — Only self-hosted companies will be
o i 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.

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 m
button at the top of the screen or Ctrl — S on your keyboard to save the new user.
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Job Title
The Job Title 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.

&8 Administration

- » tasks calendar email + YO >
authorities ob Title 700 items available +
branch <" Operstor Main Job Title Info
T 11200 Gold Express Description Admin. Assist
custom data 12 hour Nurse

12 hour nurse weekend Division Unused
gls bank account 2 Day Benefit
interest code 635-6855 Job Title A026
8 hour nurse weekend
asraasa Access Operator o System
multiplier code Access Operator Category None
owner Account Analyst
. Account Rep. Il EEO Class Officials & Managers
Accountant
N Career Builder Indust Accounting - Finance
service rep Accounting Clerk 1 v —
job title Accounting Clerk Il Show in WebCenter [3]

Accounting Clerk Il Dl
Accounts Payable

Accounts Receivable Clerk Active [
Acct/book Mach. Oper

Adding Mch. Op_{10 K

Addressgrph/grphotyp

Admin. Assist.

worker comp code

employee Admin.support/receptionist
Administration Charge
customer Administrative Suppert
Administrator Support Il
order Administrator Support Il
Admissions Coordinator
assignment Admitting Clerk
Agent
contact Air Condtg Mech
ALL
i Applicant Response Specialist
Bavigall Archive
calendar A3 400
Assembler
reports Assembler

Asssmbler Heavy

all options > Aeetin

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

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

701 items available @
Main Job Title Info

Description New Skill Code

Division

lob Title

Hier

Category

EEO Class

Career Builder Industry | Accounting - Finance
Show in WebCenter ]

Default

Active [=]

Click on the "+ button in the upper right to add a new Job Title. Enter the Job Title description in the
Description field and the name in the Job Title 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 Job Title is the default that should be applied to Orders and Assignments click

in the Default box. Click on the E button at the top of the screen or Ctrl — S on your keyboard to save the
new Job Title.
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software (continued)
visifile Order Details RV Yelil 01
customer information financial details
po setup
interest codes Customer  Crom Equipment Work Site Accounting Pay Rate 542 68 Multiplier 1015
. 400 Main Street ~ .
required documents Department | Accounting Baltimore, MD 21202 Bill Rate 54332 Pay Periods |52
vendors. -
- Customer ID 778105 Worker Comp | Code Overtime Bill 564.98 GP Percent %
invoice recipients
- Directions Doubletime Bill GP Estimate
» candidates South on 35E to exit 54, turn left on Main Street, continue 5 miles to Branch =30
job posting Overtime Plan  plansTD Desired GM %
messages o .
documents job information contacts Va = =
custom data Required 15 Assigned |11 Name | Description & ‘ Office Phone =
search
Order Type  TE Temp Potter, Kevin Hiring Mr 7724667788
Job Title Loading. - - Potter, Kevin HR Coordinator 7724667788
Description iptis —
g Job Title Description m| | Potter, Kevin Supervisor 7724667788
BO13 "c" Operator
employee FOO1 11200 Gold Express z
customer PressCode | .111 12 hour Nurse other information
Safety Notes z113 12 hour nurse weekend Status Active
Start Date A344 2 Day Benefit TakenBy | greged
assignment Duration FOO2 6356855 SalesTeam Resional
contact Est End Date | z114 B hour nurse weekend
| Branch Memohis SE

Once the Job Title has been added it will be available from the Job Title drop down menu on the
Employee, Order and Assignment Details forms.

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.

S Administration .
» tasks calendar email + v

e

authorities 16 items available +
branch 8017 (TN} Main Worker Comp Info
company :iig EQ"K';” Active ]
oustom data 8822 (WA) Code 8017
gls bank account Code (MN) ) -
interest code GA3681 (GA) DE=cgProny store: Retall
messa L= T e P 't 0.88000000

= 95 Mechanic (MN} ey
multiplier code MNTESE (MN) Hier System
owner OR-8810 [OR) e, e

Software (MN}

SﬂlE-S team T1002 (DC) OT Calc Type | Regular - Excludes Overtime
service rep Tx8742 (TX)
Jclb title Tx8810 (TX)
TxB820 [TX)
e oA
employee
customer
order

assignment
contact

pay / bill

calendar

reports

all options »>

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.
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17 items available @

Main Worker Comp Info
Active [x]

Code n

Description New Comp Code
Percentage 0

Hier System

State n

OT Calc Type | Regular - Excludes Overtime

Click on the "+ 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.
The Percentage should be entered as a decimal. (Ex: 2% should be entered as .02) Select the Hier, State

and OT Calc Type from the drop down menus. Click on the B 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").

Order Details BV ele =10

u customer information financial details
Customer Crom Equipment Worlk Site Accounting Pay Rate 342 68
400 Main Street ~
Department | Accounting Baltimore, MD 21202 BillEe $43.32
Customer g1 [worker comeftosang.. [ oot seese The Worker Comp can now be
irecaons ot
South on 35E to exit 54, turn left on Main Stree ST LET T ETEIETE BEE selected on the
Unknown 8818 11.00000000 MN |p
SR - 8813 Book Binding 1.13000000 AK Customer/anOlClng/CredIt
e [ oo ceral 0 o and Payroll form (defaults
TXEE10 Clerical (Texas) 1.41000000 TX w -
Order T _ into the Order record) or on
ype |TE Temp BR10 Clerical/Tele Phone  0.68000000 MN  fing Mgr N
lob Title Forklift Code Code 5.00000000 MN | coordin the Order Details form. (It
Description | GA3681  GP Test sosooo000  GA L. IS d|splayed on the
8822 Insurance Co's 0.78950000 WA ASSlgnment Detalls fOI'm,
Tx8820 Law Office (Texas) 062000000 TX H
Dress Code | professional _ ) but cannot be edited at the
Mechanic Mechanic 022500000 N PN .
I iy = TxB742  Salesperson (Texas) 128000000 TX ASSIQnment_Ievel)'
dEmiEEi= 3/1/2008 Software  Software 75.00000000 MN
Duration Indef 8017 Store: Retail 0.88000000 TN
Est. End Date
Branch Memphis SE
Shift
Do Mot Auto-Close ]
Start Time 07:00 End Time | 15:00 Motes
Shift Notes

[F] Sun [F] Mon [] Tues [F] Wed [] Thu [I] Fri [] sat

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 our training
department at trainers@tempworks.com.
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