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Introduction

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.

tempworks tempworks
=) Bntergrise Gnntarnrlsa

TempWorks Enterprise Demo

TempWorks Enterprise Demo

S I can'c call f you've got NET installed, Parhaps you don't have NET

this site using Internet Explorer, which will tefl me more about if your

system has NET on it or not

The proper NET 4,0 version detected ¢ You can download NET 4.0 by clicking hare, ¢

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

5 View Downloads - Windows Internet Explorer =N &
View and track your downloads Search downloads R

Mame Location Actions

dotMetFx40_Ful..exe #68KE Do you want to run or save

this program? Run Save | ¥

download.microsoft.com

How to Read this Manual
e Terms listed in BOLD are the names of main records or sections (ie. Employee or Visifile).

e Terms listed in Italics are field names or buttons (ie. Pay Rate or Save).
e Terms listed in Bold Italics are sub-sections in a record (ie. Messages or Contact Methods)
e Terms listed in “Quotation Marks"” are inputs for the fields or drop down menus (ie. “Available”).

e Information listed in red are “best practices” or information about required fields.
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General Changes

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

will look slightly different.

E TempWorks Fnterprise ﬂ B L CWOOD. High Teth Sla...

I ick up copes.

I Chek o mngke sure Mal i slill there

p lasks calendar email

announcemeants 4 Inks L
Welcome 4 Pated by D;,'{';f,_:ﬂ SEN Verify
Wekume LW TempWor s Enlerprise version 16! Soogle Maos 5

Tempwarks

Gmzil

employee
customer
orcder
assignment
contact 6
pay / bill
calendar
reports

, all options >4

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.

© 2010 tempmowar:ekS" Al rights reserved Page 3 of 31



. announcement

Title Vacations

Show Until | 922011 &[] High Importance

B I U@

Remember that with Summer come Vacations. Please arrange with your coworkers to make sure all of the bases are covered while they or you
are an Vacation. If there are any conflicts in Vacation schedules please see Paul for resolution

Bsave

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.

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.

5 enter hyperlink url

Type Website

Address www Bmpworks com
Display Text | TempWorks Enterprise] |

Link: TempWorks Enterprise

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.

BSave

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.

© 2010 tempm%l:ekS" Al rights reserved
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The Navigation 6 area has moved from the top of Enterprise to the lower left.

Desired oitions are available no matter where in Enterprise you are working. When clicking
all areas (based on role) will be accessible.

all options

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

© 2010 temp\s’!&%r;!fg All rights reserved Page 5 of 31



General Button Changes

There are some general changes in buttons in Enterprise:

) . E TempWorks Enterprise
The "E”button in the upper left corner is now:

The Actions button is now: u

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

Contact) is now:

Barker, Shannon

The Favorites button can L Employee / Visifile
be located either in the L

Avatar area or in the

Navigational tree. L Szl e

Employee [ Visifile

+ & 6 * E!Q ’ ‘ employee <+ Q % favorites

[ sner assignments
order P

Daving, Michael
Employee [ Visifile

© 2010 tempmowar:ekS" Al rights reserved Page 6 of 31



Additional Screen Customizations

In Enterprise version 16 additional Screen Customizations can be made.

From the £ Button, select Options.
Appearance:.

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

C:.' options

Appearance Enlar Scheme
User Settings - - - - -
o .l .l .l .l H .l .l .l
Email A
Social Media
mallpaper Y
., w
C:' options
AT Dashboard Preferences
User Settings Choose layout -
Navigation
— Tempworks Enterprise saves the order and layout options you select for the dashboard. Clearing these settings will restore all dashboard settings back to the application defaults
Datagrid Preferences D:,
Most datagrids in Tempworks Enterprise save your column order, sorting and rouping preferences. Clearing these settings will restore all grid settings back to the application defaults. L= |

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.

Datagrid Preferences

Most datagrids in Tempworks Enterprise save your column erder, serting and grouping preferences. Clearing these settings will restore all grid settings back to the application defaults
Clear

©2010 tempworks' rights reserved Page 7 of 31
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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 A/ Options all options are displayed and available for navigation.

employee The Navigation Options on the Dashboard can be changed for
each user.
customer
To change these click on the £ Button in the upper left corner of
order the Dashboard and select Options.
asmgnment The Navigation Group currently being used will be highlighted.
contact
: select a group:
pay / bill grotp =
Service Rep
calendar Dalyce Group
Default
reports Payroll
all options » Sales

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: Once the Group is created, highlight the newly created Group
and select the Navigation Options desired for this group:

ﬁ enter group name select a group: 4 x Selectwhich forms you want to appear in your primary
navigation list:
Service Rep (%] Order
Group Name | Recruiters Dalyce Group B
Default [X] Assignment
Payroll [%] contact
Sales [7] Dispatcher
Recruiters
B .- [Eray/sill

[F] calendar

[X] Reports

[F] Emait

[ Task Manager
[] Rate Sheet

[T Trak 1

[] Resume Parser

[X] Job Candidates

©2010 tempworks' rights reserved

software

Page 8 of 31



Once saved, the Navigation Options appearing on the Dashboard will reflect the Group selected:
employee

order
All other Navigation Options will still be available by clicking A/

assighnment Options.

contact
Navigation Options are strictly based on the User’s Security
reports Role(s).
job candidates
all options >

©2010 tempworks' rights reserved Page 9 of 31
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Defer Changes

After changing data on a record, when trying to navigate to another record, Enterprise will prompt to:
e Save and Continue
e Discard Changes and Continue
e Cancel
There is now an additional option of:
e Defer Changes

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

Mathew Daniel Marshall ! pick up copies
334 Front Street 1D: 5202
Palm Bay, FL 32908 SSN: x00-xx-2222
e ® HRy = + & & ¥ C2Q 4 ¥ » tasks calendar email
e personal information address
o | [re— R -4 i
I s First Name | Mathew initial | Daniel | Street 2
past jobs Nick TempWarks Enterprise
work experience ickname | Matt _
e )
education SsN 300-31-2222 [0] Record has not been saved.
work interests =
trak 1 D 5202 There have been changes since this record was last saved.
7
diract hire Act.Date | 9/15/2002 12-00.00 AM Would you like to save your changes?
candidacy i . ) )
assignment restrictions hll’lng information = Save and Continue
interpersonal Order Type {recommended)
ln::‘:mdrtigz: Hire Status Eligible and Active 3 Defer Changes
po Profession Industrizl Continue to the next form and save these changes at a later time.
test scores
unemployment Washed Status | ReApply Applicant = Discard Changes and Continue
pay setup Resume On File  [X] This will cause any changes to be lost.
pay history )
19 On Fil
documents nree £ > g:r;:el i thi d
seages 19 Expire Date 12/31/2003 ntinue working on this record.

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:

Eemp"’yee Employee, Customer, Order, Assignment and Contact records can be deferred.
order
assignment Displayed to the left of each option in the Navigation Tree will be the number of
contact 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:

You have made changes to these records that have not been saved. )
o View Record

l Marshall, Mathew =  Order 4596 Tamar... l Barker, Shannon e Save Changes
ID: 5202 ID: 4596 1D: 5049 ;
Form: Details Form: Details Form: Past Jobs . Discard Changes
e Cancel

Q, view Record [P save changes )¢ Discard Changes == Cancel

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.

© 2010 tempmowat:ekS" Al rights reserved Page 10 of 31



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:

E TempWorks Enterprise| 4 7] « = v DWOOD: High Tech Sta..

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.

A wizard - select - select

hierarchy level and branch selection
* Select

Finish Please select the hierarchy level and branch you wish to access.

System

[V, ]

Branch

Search | | [] Show Inactive Hierarchy items

4 23213 - 122 (Entity)
WA 23213 - 136 (Branch}
Aaron's Company - 105 (Entity)

Aaron's Test Record - 99 (Entity)
Bob Vance - 89 [Entity)

4 Clifflumper - 129 (Entity}

Cliff Jumper - 131 (Branch)
Company Name - 80 (Entity]
Custom Labor - 107 {Entity)

“ Eval Staffing - 67 (Entity)

Eval SE - 68 (Branch)

“ High Tech Staffing - 2 (Entity)
CardiffUx - 72 (Branch)
Memphis NW - 108 {8ranch)
Memphis SW - 108 (8ranch)

Memphis SE - 5 (Branch)|

Cancel < Back Next >

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.

System
[ ]

Branch

Search | Memphis [] show Inactive Hierarchy items

“ High Tech Staffing - 2 (Entity)

GarstuK - 72 (eranch) Based on the User security
levels, only the appropriate
s System Levels, Entities and
ez -39 (Eonch) Branches will be available.

Jeff Test Co - 113 (Entity)
jefftest 2 - 118 (Entity)
Jeff Test 3 - 119 (Entity)

4 Laber Hall Entity - 125 (Entity)
Laber Hall 102 - 137 {8ranch)
Labor Hall 101 - 123 {Branch)

Mari's Company - 104 (Entity)
Mega Holdings Inc - 106 {Entity)
“ Mirage Inc - 128 (Entity}

Cancal < Back Next >

© 2010 temp\s’(\)’&owa':eksn Al rights reserved Page 11 of 31



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 p/us button.

My Favorites

Al

Customer
Employee

Exports

Financial

Log Information
Order & Assignment
Productivity

Sales & Invoicing
Tax Administration

Time & Pay

Search..

Account Breakdown
L.

Displays all sccounts with account balances and Genersl Ledger
activity with any notes from the GL activity. You can choose
which account categories you want to view and what typas of
statement accounts you want view as well.

AR Statement Summary

Displays 2 real-time AR Statsmant for the customer.

£} Assignment Register

Displays a list of assignments within the specified date range. Isa
great report to use to get a list of active, in active or current open
assignments. Allows you to filter on many different fislds from
the assignment area.

ACH Verification

Displays a list of checks for a given date range and their
corresponding ACH log information. Can be used to verify if a
check was included in an ACH file or not.

I=: Arrears Register

Displays a list of arrears setup in the system and the employess
that they are assacizted with. Allows you to filter only for arrears
that have a balance left to enable auditing of outstanding arrears.

£} Autherity Check Detail

Shaws a list of employees that were on the authority chack as
well as the amounts withheld from sach employee's check.
Allows you ta filter by the payroll run, check number, name, check
date and weskend bill of the autharity.

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

|=:  Active Empioyees

Displays a list of active employees with their contact info as well
as whather or not they are currently on assignment.

I=: Assignment Calendar

Lays out assignmants by their stan date in 2 calendar view.
Allows you to specify which manth and year you wish ta view.
Can be filterad by employes, customer, department, and branch.

|5} Authority Garnishment

Displays ail adjustments withheld from an employes's check that
are setup to be paid out to an authority. Allows you to view both
historical and current transactians,

© 2010 temp

works
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Employee Changes

Avatar Symbol Changes
. . . ™
The Avatar for a Follow-Up Task scheduled for a particular record is symbolized by: B

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.

background information

Convictions

equal opportunity

Birth Day 3/15/2001 @ |
I Date Entered 7/12/2011 2:14:00 PM ]

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:

Drag a column header here to group by that column.

First Name | Last Name - | Phone Number | Status | Active | Branch Name | Status Date " Has Resume
Susie Abotina (651) 800-0800... Candidate IMemphis SE 7A2/2011

Kelsey Greene {614) 457-9978 Candidate Memphis SE T12/2011

Mathew Marshall {651) 222-9786 Candidate Memphis SE 7/12/2011

William Nolan [651) 540-1540__. Candidate Memphis SE 7f12/2011 |

© 2010 temp\s’(\)’&owa':eksn Al rights reserved Page 13 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:

Enhance Search

Location Q 4
Profile
Personal Is Active Q -
Status Q Washed Status Show in Results [X]
Assignments = Rejected Applicant x
Order Candidate
EramrET: = Unfinished Web Applicant x
Direct Hire = Web Applicant ®
Job History

. + Add \®) Match Any
Testing

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.

©2010 tempworks' rights reserved Page 14 of 31
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Customer Changes

Worksite Sales Tax

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

worksite details
Worksite | Primary

State | NYincTax

tax information

Local taxes are automatically determined by the zip code.

Attn To

Streetl | 313 Main Street Rl o
Street2 City Tax

Gity fthaca School Tax
state |y Zip| 14850 sales fax !
County Tompkins

School

Country | United States of America

X
sales taxes for zip code 14850

linked jurisdictions

l & Link Jurisdiction(s) I X Unlink Jurisdiction(s)

available sales tax jurisdictions

e e

NY-Iithaca City of Ithaca - NY

X Close

Exempt

L]

w0}

This will open a box where the applicable Sales Tax
options will be listed in the Available Sales Tax
Jurisdictions area.

To apply a 7ax 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:

sales taxes for zip code 14850

linked jurisdictions

Tax Code ‘ Type

NY-Ithaca City of Ithaca - NY

& Link lurisdiction(s) ® Unlink Jurisdiction{s)

If @ 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.

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

© 2010 tempmowar:ekS" Al rights reserved
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Show Pending Invoices

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

search

Invoice Dates

Invoices | Detailed View

Drag a celumn header here to group by that calumn.

0.+ | Posted | InvNum ~| Dme | Customer | Department

‘ reodnz  Crom Equipment, Primary

40112 po Number  Invoice Date  4/22/2011 Amount $4,256.96
InVID:5587 | Entity Last Paid 7aid 50.00
OVERDUE
Invoice Due  5/12/2011 Balance $4,256.46
‘ l Pen Fram Equipment, Primary |
PO Number  Invoice Date  12/23/2010 Amount 5206.56
IRVIDSSASS ) £ ppipy Last Paid Paid 50.00
OVERDUE
Invoice Due  1/12/2011 Balance $206.56
‘ reodnz  Crom Equipment, Primary |
43141 po Number  Invoice Date  12/23/2010 Amount $200.35
= Entity Last Paid Faid $100.00
OVERDUE
Invoice Due  1/12/2011 Balance $100.35

From

To

Customer

Due Date

Inv Number

Inv 1D

Inv Amount

Balance

[%] Show pending invoices

oW only Gverdue mvoices

Qsearen

When selected the list of Invoices will include any Pending Invoices for that Customer.

© 2010 tempmowar:ekS" Al rights reserved
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Order and Assignment Changes

Order Candidate Right Click Mouse

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

Drag a column header here to group by that column.

First Name | Last Name ‘l Phone Number ‘ Status | Active | Branch Name | Status Date ‘ Comments
Susie Abotina (651) 800-0800... Candidate Memphis SE 7/12/2011
Kelsey Greene (614) 457-9978 Candidate ME | assien Employee p—— ° Send Email
Mathew Marshall (651) 222-9786 Candidate Me Go To Employee Record Ctri+G
William Nolan (651) 540-1540... Candidate Me Edit Item .
. Change Status r ° Send Ema// to' o
24 Send Email
B Send Email to... ° Navigate to
X Delete Candidate Del

4. Preview Resume

E Create a Follow-up Task
| +

Navigate to 3

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.

If Email is selected, choose which Email If SMS'is selected, the SMS Email will

address(es) to send the email to: automatically be selected as the address to
use:
X
N4 select email type 5

N select email type
select email type

Email (U SMS select email type
&) Email

U Email (&) SMS

select emails select emails
[x] Email [X] sms Email

[%] Email Personal

X cancel o OK

X Cancel o OK

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

Drag a column header here to group by that column.

FirstName | LastName = | Phone Number | Status | Active | BranchMame | StatusDate
Susie Abatina (651) 800-0800... Candidate Memphis 3E T7f12/2011
Kelsey Greene {614) 457-9978 Candidate Memphis SE 7/12/2011
Mathew Marshall {651) 222-9786 Candidate Memphis SE T7f12/2011
William ndidate IMemphis SE 7/12/2011
| B Assign Employee Ctri+H [
| Go To Employee Record Ctri+G
| & Edititem Visifile
| Change Status v Details 3
B Send Email Pay Setup »
B Send Email to.. Pay History t Check Register 3
X Delete Candidate Del Documents Transaction History
Preview Resume Messages Taxes To Date
M Create a Follow-up Task Custom Data Adjustment History
= Navigate to » Search Accrual History
ACH History

© 2010 tempmowar:ekS" Al rights reserved Page 17 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:

Drag a column header here to group by that column.

First Name | Last Name - | Phone Number | Status | Active | Branch Name | Status Date * Has Resume
Susie Abotina (651) 800-0800... Candidate Memphis SE 712/2011
Kelsey Greene {614) 457-9978 Candidate Memphis SE 7122011
Mathew Marshall {651) 222-9786 Candidate Memphis SE 712/2011
William Nalan (851) 540-1540... Candidate Memphis SE 7f12/2011

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:

c:l Crom Equipment, Forklift (Order) - Order 3334 Crom Equipment, Primary

Last Name SEM All Records Rephame | All Reps Documer
First Name ID _ Branch Memphis §
Enhance Search

Your search returned 20 results.

Drag a column header here to group by that column.

| LastName | First Name | Branch | Phone | 1s Act_. | 1s Assi. |
5020 Aboting Susie Memphis SE (651) B00-0800... x x Email
12189 Bailey Brian Mci . Log Message
11571 Barker Roberto el 1+ Make Employee A Candidate Message
5049 Barker Shannon et y | Preview Resume CirlsR Available
12560  Branson Abbe et & Send Email Available
12473 Branson Anders Mel pm send Email to. Available
12700  Coaster Kevin et @ Assign Employee Ctrisa Refused
12534  Cochran Michael Mel B View Employes Ctrl+G Message
12545  Greeng Alexandra Mel = Navigate to 3 Message
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Order Details Add Contact

Contacts can now be added to Enterprise from the Order Details form.
contacts A= mE

| Description ‘l Office Phone

Billiard, Susan Ordered By 3214554444

Hollingsworth, Jim Report To [651) 734-9734x123

When Managing Contacts click on the Contact + button.

BS order contacts

assigned contact roles x

s, = =]
COntaCt rOleS Billiard, Susan Ordered By
- Hellingsworth, Jim Report To
| Hiring Mgr +
|| HR Coordinator =+ ”
| InvoiceEmail Contact =+ ”
| Order Request Creator =+ ”
| Order Request Email Contact =+ ”
| Order Reguest T1 Approver + ”
I 1~ -
B soe

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:
job information

Job Title Access Operator

Busineszs Code

Start Date 10/24/2007 #
Expected End Date | 8/9/2008 @ §Original Start | 10/24/2007 =
Actual Date Ended | 10/24/2007 =
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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:

other history

Hours 12 Menths | 40
GP 12 Months 702.16

Sales 12 Months | 1600.00
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Payroll and Billing Changes

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:

L add adjustment wizard

adjustment

¥ Create
Create an adjustment

Amounts
Adjustment | Garnish1
Description VIN 3E324535345F34
Active [x]
Frequency Weekly
Start Date ]
End Date i

Authority Mel Autharity

Case Number | 10-78977

Cancel MNext =

The calculation is entered into the Adjustment — Amounts form of the Wizard. Click the * toadd
the Amount. The Adjustment Rule form will open:

L adjustment rule

adjustment amount

Enter an amount, an amount type, and from which total to deduct.

Deduction Amount [%] Set Maximum Deduction
Amount Amount Type Amount Amount Type
a0 Percent of 125.00 Dollars
Deduct from total: | Net Pay Deduct from total:

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

when to apply this rule
&) Always apply this rule () Only apply when a condition is met

BSave
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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 Amounit 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 Amounit field.

Deduct from Total - If Percent was selected in the Amount Type then in the Deduct
from totalfield 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 b

e deducted based on an Employee’s earnings.

Selection this option opens the Rules section:
when to apply this rule

o Al

\ways apply this rule (&) Only apply when a condition is met

Pay Type Amount

Gross Pay »= 250.00

Sele

BSBV&
ct the Pay Type:  Gross Pay
Hourly Rate
Net Pay
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Select the Comparative:

o= Less than or equal to

= Equal to

= More than

< Less than

2= More than or equal to
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.
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Bi-Weekly Invoicing

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

billing schedule

Billing Freguency | BiWeekly Bill On... | Process during week cycle 1 {bill next week)

To set a Customer up for Bi-Weekly Invoicing:
e Select the Billing Frequency of Bi-Weekly
e Select the Bill On... to reflect the week in which the client should be billed. Either this
week or next week

invoicing - setup

begin processing invoices

Choose the appropriate options below.

Start
Continue
k Setup
Select records
View Transactions

Calculate Invoice Date | 7/14/2011 :
View Invoices

ENnT Bank Account | TCF Bank - AP Bank Account

Finish

Description

Type
Weekly

Process invoices for proofed, weekly transactions

Monthly

Process invoices for proofed, monthly transactions

Hold off Monthly Marks Monthly transactions as complete for weekly processing

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:

invoicing - print

start ETIET hether to print it this invai
s elect wi er 1o print or pos 15 INVOICE run. - - - - -
Contnue When the Invoices are ready to print, within Invoicing
select records select Print Posted Invoices:
View Transactions
Calculate
View Invoices There is 1 printable invoice
¥ Print 5 M=
Finish % Print this invoice run InVOICIng - Start
I B | Postinvoices butdo notprinll b Start start or continue an invoice run
Continue
Setup
Select records
View Transactions + Create a New Invoice Run
Calculate
View Invoices * Continue an Invoice Run
Print

Finish I @ Print Posted Invoices I

You will be prompted to select the Invoices to print:

invoicing - select records

. soloctacoris Select the Invoices to print and
G Choose the records to include in this run. proceed through the wizard to
Setup . .
» Select records Invoice Filter Options pI’I nt the I NnvolIces.
View Transactions Invoices with Weekend Bill | 5/29/2011 [] include invoices already printed
Calculate
View Invoices
Print Groups Available Invoices + select all
Finish
Branch [F]2 MemphisSE
Customer
InvoiceRun
WeekDaylnvoice
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Weekend Bill Filter for Invoice Email

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

Select and email address to send from

Sender Email Address
__

Email Inveoices for Week Ending on |5/29/2011

Send test email

ACH Wizard Checks Dated On Filter

The ACH Wizard now has a Checks Dated On filter:
. ach management - setup

ctart payment and prenote file settings
F Setup
Finish
file options

Processing date 7/14/2011

Bank account TCF Bank

transaction criteria

Wi il [2041
|Checks dated on EI
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