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IIInnntttrrroooddduuuccctttiiiooonnn   
 

At TempWorks we strive to always be the leader of Staffing Technology.  Our services and 
products are in a constant state of evolution.  In your recent Enterprise upgrade you will notice 
some exciting changes which are sure to ease your day to day operations. 
 
We hope you will find the changes in Enterprise to your liking.  If you have any questions, 
suggestions or would like to schedule formal training please contact our training department at:  
trainers@tempworks.com. 
 
Since TempWorks Enterprise is offered in a number of different ways, some of the items in this 
manual will not pertain to your specific “model”. 
 

Microsoft .net 4.0 
When logging into your upgraded version of TempWorks Enterprise for the first time, Internet 
Explorer can detect if you have the proper .Net framework.  You will see a message at the 

bottom of your start screen telling you if you do or do not have the proper .Net 4.0 framework. 

 
 
 
 
 
 

 
 

 
 

 

 
 

If you do not have the proper .Net 4.0 framework click the clinking here link to down load it: 

 

How to Read this Manual 

 Terms listed in BOLD are the names of main records or sections (ie. Employee or Visifile). 

 Terms listed in Italics are field names or buttons (ie. Pay Rate or Save). 

 Terms listed in Bold Italics are sub-sections in a record (ie. Messages or Contact Methods) 

 Terms listed in “Quotation Marks” are inputs for the fields or drop down menus (ie. “Available”). 

 Information listed in red are “best practices” or information about required fields. 

  

mailto:trainers@tempworks.com
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GGGeeennneeerrraaalll   CCChhhaaannngggeeesss   
User Interface Change 

Log into TempWorks Enterprise as usual, using a User Name and Password.  When TempWorks opens it 

will look slightly different. 

 

The  Home button 1 at the top of Enterprise, when clicked at any time, will navigate to the Dashboard 

(home screen) of Enterprise. 

The User Name currently logged in as well as the current Entity of the Hierarchy 2 will be displayed at 

the top of Enterprise.  Clicking on the User Name: Entity button will open the Hierarchy Level and 

Branch Selection area of Enterprise.  

The Task area 3 has moved to the upper right area of Enterprise.   

 All Task functionality remains the same. 

Announcements 4 can be placed on the Home Screen of Enterprise. 

   

   

 

 

Click  to add an Announcement.   

 
Enter the Announcement Title. 

 
Enter the expiration date desired for this 
Announcement in the Show Until Field. 

 
Enter the text of the Announcement using the Font 

changes desired. 
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Frequently used web sites and email addresses can be added as hyperlinks to the Links 5 area of the 

Enterprise Dashboard. 
  

Click  to add a Link. 

  
 
 

Before adding hyperlink, check the current Hierarchy level. 
 

Hyperlinks added at a Branch level are viewable only from within that Branch.  Hyperlinks added at an 

Entity level are viewable only from that Entity. 
 
 
 
 
 
 
 
 
 

Once complete, click Save. 
 

Before adding an announcement, 

check the current Hierarchy level. 
 

Announcements added at a 
Branch level are viewable only 

from within that Branch.  
Announcements added at an 

Entity level are viewable only 

from that Entity. 

Enter the Link Type: 
“Web Site”  http:// 

 “Secure WebSite” https:// 

 “Email”   emailto:// 

 
Enter the Address. 
 
Enter in Display Text how that link should 

appear in Enterprise. 
 
When finished click Save. 



 
 

 
© 2010     All rights reserved                                 Page 5 of 31 

 

The Navigation 6 area has moved from the top of Enterprise to the lower left. 
Desired options are available no matter where in Enterprise you are working.  When clicking 

 all areas (based on role) will be accessible. 
 

 
 

All Options which are available are based on Role and on Ancillary products your company has 

contracted. 
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General Button Changes 
 

There are some general changes in buttons in Enterprise: 

 

 
 

The “E” button in the upper left corner is now:   
 

The Actions button is now:      

 
 

The Reports button within the main areas of Enterprise (Employee, Customer, Order, Assignment, 

Contact) is now:   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The Favorites button can 
be located either in the 

Avatar area or in the 

Navigational tree. 
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Additional Screen Customizations 
  

In Enterprise version 16 additional Screen Customizations can be made. 

 

From the E Button, select Options: 
 

Appearance: 
 

Within Appearance select a Color Scheme and Wall Paper by clicking on the preferred Color and 

Wallpaper: 
 

 
 

User Settings:  

 

Select the preferred Dashboard Layout by clicking the Choose Layout drop down and selecting full 

screen, split top and bottom or split left and right.  This will determine how Announcements and Links 
will appear on the Dashboard. 

 
 
Enterprise saves the order and layout options selected for the Dashboard.  To restore the options to the 
default click Clear within the Dashboard Preferences. 
 
 
All column order, sorting and grouping changes in Datagrids in Enterprise are saved.  To clear these 
settings and return to the default order click Clear within Datagrid Preferences. 
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Navigation: 

 
On the Dashboard in Enterprise there are navigation links for quick and easy access to the different 

areas.  By clicking All Options all options are displayed and available for navigation. 
 

 
 

 
To the right of the Group will be displayed all of the Navigation Options, the options which are checked 

are the options which display on the Dashboard. 

 
By selecting a different Group, different Navigation Options will be checked.  

 
There are default groups such as:  Service Rep, Payroll and Default.   

 

Create custom Navigation Groups by clicking on the  . 

 
Name the Group then click Save:   

 

 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 

The Navigation Options on the Dashboard can be changed for 

each user. 
 

To change these click on the E Button in the upper left corner of 

the Dashboard and select Options. 
 
The Navigation Group currently being used will be highlighted.   

 

 

Once the Group is created, highlight the newly created Group 

and select the Navigation Options desired for this group: 
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Once saved, the Navigation Options appearing on the Dashboard will reflect the Group selected: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

All other Navigation Options will still be available by clicking All 
Options. 
 

Navigation Options are strictly based on the User’s Security 
Role(s).  
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Defer Changes 
 
After changing data on a record, when trying to navigate to another record, Enterprise will prompt to: 

 Save and Continue 
 Discard Changes and Continue 
 Cancel 

There is now an additional option of: 
 Defer Changes 

 

When selection Defer Changes, Enterprise will set that record aside to be “picked up” later. 
 

 
 
 

Enterprise will set aside the record with the exact changes which have been made so far on that record.  

The Deferred Records can be accessed from the Navigation Tree: 
 

 
 
 
 
 

 
 

It is highly recommended that Deferred Records be completed as soon as possible.  If you have Deferred 
Records and the power goes out or you lose your internet, you will lose your Deferred Records.  
Also, you will have to complete your Deferred Records before exiting of Enterprise. 

 

Employee, Customer, Order, Assignment and Contact records can be deferred. 

 
Displayed to the left of each option in the Navigation Tree will be the number of 

records deferred in each area.  To navigate to the Deferred Records click on 
the number.  This will display the Deferred Records.   
 

Click to highlight the record to 
return to then select: 

 View Record 
 Save Changes 
 Discard Changes 
 Cancel 
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User/Hierarchy Display 
 
At the top of the Enterprise screen is a display of the User Name who is logged in and the Entity in which 

they are logged: 

  
 

This is a button which, when clicked, will open the Hierarchy Level and Branch Selection area.  This 

is an alternate way to navigate to the Hierarchy Level and Branch Selection form. 

 
 

Hierarchy Search Field 
 
Instead of scrolling through the list, when viewing the Hierarchy Level and Branch Selection there is 

now a Search field available.   
 

Enter the first few letters of the Branch desired in the Search field then click the magnifying glass to 
navigate to that Branch. 

 

 
 

Based on the User security 
levels, only the appropriate 

System Levels, Entities and 
Branches will be available. 
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Reports Layout 
 
The Reports area has a new layout.  The categories of Reports are along the left side.   

 
The report names are visible as well as a description of what data is contained within that report. 

 
To view a report, click the magnifying glass within that report’s information box. 

To add a report to your Favorites click on the plus button. 
 

 
 
 
*Note - A complete Reports Manual can be downloaded from:  
http://www.tempworks.com/manuals/ReportManual-16r1.3.docx 
 

   
 

   

   
 

   

   
 
 
 
 
 
 
 
 
 
 

http://www.tempworks.com/manuals/ReportManual-16r1.3.docx
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EEEmmmpppllloooyyyeeeeee   CCChhhaaannngggeeesss   
 
 

Avatar Symbol Changes 
 

The Avatar for a Follow-Up Task scheduled for a particular record is symbolized by:   
 

The Avatar for an Employee who is not Payroll Ready is symbolized by:   

 
 

 

 

Employee Equal Opportunity Date Entered Field 
 
The Date Entered field on the Employee Details form displays the Date and Time the Equal Opportunity 

data was entered into Enterprise for this Employee. 

 

 
 
 

 

 
 

Employee Search Result Has Resume 
 
When viewing the Employee Search Results there is now a column to display whether or not that 

Employee has a resume: 

 
 

 
 
 
 
 
 
 
 



 
 

 
© 2010     All rights reserved                                 Page 14 of 31 

Searches 
 
The Alert area has been eliminated from TempWorks Enterprise.  The items which were in the Alerts 
section can be found by running searches.  In particular, the Web Applicants can be found easily by 
running an Employee Search. 
 
 
Within the Enhance Search area click on Status: 

 
 
 
Searches can be conducted on “Web Applicants”, “Unfinished Web Applicants” and “Rejected Applicants” 
all at once or one Status at a time.  By clicking to place an x in Show in Results, an added column will be 
added to display the Status of each Applicant. 
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CCCuuussstttooommmeeerrr   CCChhhaaannngggeeesss   
 

Worksite Sales Tax  
 
Within the Worksite Sales Tax is set up by first clicking the Plus button: 
 

 
 

 

 
 
 

 

 
 

 
The Sales Tax Jurisdictions will then be displayed in the Sales Tax area of the Worksite form. 
 
 
 

 

This will open a box where the applicable Sales Tax 

options will be listed in the Available Sales Tax 
Jurisdictions area.   
 

To apply a Tax Code to this worksite click to highlight the 
Tax Code then click Link Jurisdiction (s).  The Tax Code 

will then appear in the Linked Jurisdictions area: 
 

 
 

If a Jurisdiction is linked to a Worksite but needs to be 
removed highlight the linked Jurisdiction then click Unlink 
Jurisdictions(s). 
 
Once the Jurisdiction(s) have been properly linked or 
unlinked click Close. 
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Show Pending Invoices 

 

In the Customer Invoicing list there is an additional option to Show Pending Invoices: 

 
 

When selected the list of Invoices will include any Pending Invoices for that Customer. 
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OOOrrrdddeeerrr   aaannnddd   AAAssssssiiigggnnnmmmeeennnttt   CCChhhaaannngggeeesss   
 

Order Candidate Right Click Mouse 
 
When working in the Order Candidate List there are 3 additional Right Click Options: 

 
 

Clicking on Send Email will generate an email with that Candidate as the recipient of that email. 

 
Clicking on Send Email to… will allow you to select the email type, either Email or SMS.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Navigate to will allow immediate navigation to the desired form within that Candidate’s record: 

 
 

 Send Email 
 

 Send Email to… 
 

 Navigate to 

If Email is selected, choose which Email 
address(es) to send the email to:  
 

If SMS is selected, the SMS Email will 

automatically be selected as the address to 

use: 

 

 



 
 

 
© 2010     All rights reserved                                 Page 18 of 31 

Order Candidate Has Resume 
 
When viewing the Candidates in the Order Candidate form there is now a column to display whether or 

not that Candidate has a resume: 

 
 
 
Functional Order Candidate Detachable Form 
 

The Order Candidate Detached Form is now functional.   
 

Detach the Candidate form by clicking . 

 
Once the form is detached, double click on a Candidate and that Candidate’s Employee record will open 

in Enterprise.   
 

Right click Navigation also works in the Detached Order Candidate form: 
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Order Details Add Contact 
 
Contacts can now be added to Enterprise from the Order Details form.   

 
 
When Managing Contacts click on the Contact + button.   

 
 

This will open the Contact Add form where a new Contact can be added. 

 

 
 
 
Assignment Original Start Date 
 
The Assignment Details form now has a field which displays the Original Start Date of the Order: 
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Assignment Calls Other History 
 
The Assignment Calls form now has an area to display the Hours, GP and Sales affiliated with this 
assignment: 
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PPPaaayyyrrrooollllll   aaannnddd   BBBiiilllllliiinnnggg   CCChhhaaannngggeeesss   
 
Employee Adjustment Calculation Expansion 
 
The calculation set up has changed when entering an Adjustment.  When adding a new Adjustment 
to an Employee, the Wizard will advance you through the necessary steps: 

 
 

The calculation is entered into the Adjustment – Amounts form of the Wizard.  Click the  to add 
the Amount.  The Adjustment Rule form will open: 
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Deduction Amount: 
 Amount – enter the amount to be deducted.  This can be a percentage amount or a 

dollar amount. 
 Amount Type – select either Percent of or Dollars depending on the type which was 

entered into the Amount field 

 Deduct from Total – If Percent was selected in the Amount Type then in the Deduct 
from total field select Gross Pay, Hourly Rate or Net Pay based on the how this 
adjustment should be calculated.   

 
Set Maximum Deduction: 

Select this if there is a Maximum Amount which should be deducted each time the adjustment is 

applied to this Employee’s pay. 
 

If Set Maximum Deduction is selected enter the appropriate information: 
 Amount – enter the maximum amount which should be deducted from this 

Employee’s pay.  This can be a percentage amount or a dollar amount. 

 Amount Type – select either Percent of or Dollars depending on the type which was 

entered into the Amount field. 

 Deduct from Total - If Percent was selected in the Amount Type then in the Deduct 
from total field select Gross Pay, Hourly Rate or Net Pay based on the how this 
adjustment should be calculated.   

 
Only apply this rule if all of the adjustment can be deducted: 

Click to select this option if the Employee’s adjustment order indicates that if the total amount 

cannot be deducted then do not deduct anything. 
 
When to apply this rule: 

Use this area in the rare occasion the adjustment order indicats differing amounts to be deducted 

based on an Employee’s earnings. 
 

Always apply this rule is the default selection. 

 
Only apply when a condition is met should be used when the adjustment order indicates differing 

amount to be deducted based on an Employee’s earnings. 
 Selection this option opens the Rules section: 

  
Select the Pay Type:   Gross Pay 

   Hourly Rate 

   Net Pay 
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Select the Comparative:  

 
 

 
 

 

 
 

 
Enter the Amount: Enter the amount into this field 

 
The example above indicates only take this adjustment when the Employee’s: 

  

Gross Pay is more than or equal to $250.00 
 

Multiple rules can apply.  If the order indicates one adjustment amount if the employee’s 
pay is below a certain amount and another adjustment amount when the employee’s pay 

is above that certain amount then enter two adjustment amounts. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Less than or equal to 

Equal to 

More than 

Less than 

More than or equal to 
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Bi-Weekly Invoicing 

The Customer Invoicing Billing Setup section allows the Customer to be billed on a Bi-Weekly basis.   
 

 
 
To set a Customer up for Bi-Weekly Invoicing: 

 Select the Billing Frequency of Bi-Weekly 

 Select the Bill On… to reflect the week in which the client should be billed.  Either this 

week or next week 

 

When processing Bi-Weekly Invoicing: 

 On off weeks select “Hold off Monthly” - This will “push” the Invoices to the following week. 

 On processing weeks select “Monthly” - This will “pull” the Bi-Weekly Invoices into a Run. 
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Print Posted Invoices 

 

Enterprise now has the ability to print previously posted invoices.  When processing the invoices they can 

be posted prior to printing then, when ready, the printing can be completed. 

 

When processing Invoices select Post Invoices But Do Not Print: 

 
 

 

 

 

 

You will be prompted to select the Invoices to print: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the Invoices are ready to print, within Invoicing  
select Print Posted Invoices: 
 

 

Select the Invoices to print and 
proceed through the wizard to 
print the Invoices.  
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Weekend Bill Filter for Invoice Email 

 
There is now the option to select the Week Ending when sending Email Invoices: 

 
 

 
 

 

ACH Wizard Checks Dated On Filter 
 
The ACH Wizard now has a Checks Dated On filter: 
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NNNooottteeesss   
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