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WebCenter v. 5 Quick Start Guide — Employee Portal

This Quick Start Guide was created to assist those Enterprise users who are (1) enabling Employees to access
the Employee Portal, as well as assisting those users with basic functions such as; (2) changing the
Employee’s user name, password, and (3) access level (role).

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

*Terms listed in ltalics are field names or buttons (ie. Pay Rate or Save).
*Terms listed in Bold ltalics 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.

1) How to enable an Employee to access the WebCenter Employee Portal

Depending on your Security Role, there may be up to three different ways in which you can enable an Employee to
access the WebCenter Employee Portal. First we will cover the process of Inviting users through Enterprise, which will
cover the first two ways (A & B), then we will look at how to add an Employee as a user from WebCenter its self (C).
Note: This third option (C) will only be available to those who have the User Search function.

You can enable the Employee to access the WebCenter Employee Portal directly from the Employee record in Enterprise
two different ways. The first way is inviting them; the second is by manually creating an account. We will cover both of
these.

From the Employee record select the actions button as seen here. [I_]]

Clicking on the actions button will provide you with the menu of options seen below.
Select the option of Invite to WebCenter.
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}’-‘ Create and Export a resume
A Transfer to another branch

Q Find Matching Orders

@ View Map
: " Invite to WebCenter
g New Task
B8 Copy Employee to Contact

Selecting this option will provide you with a pop up box (below) in which you have two options.
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X
Step 1: Assign Rolf | - |
Step 2: @ Invite User to WebCenter Invite

or
w Manually Create User Account

User Name

Password

Create

X Close

A. Invite User to WebCenter: Clicking on this radio button and then selecting /nvite will send an email to the
Employee with a link to WebCenter. Once they have clicked on that link they will have the option to create their own user
name and password.

B. Manually Create User Account: Clicking on this radio button will allow you to manually create a user name and
password for this Employee’s WebCenter login. Once you have entered this information, clicking on create will create the
account. You will then have to provide this information to the employee so they can log in.

Note: Both option A and B require that you select a role from the Assign Role dropdown at the top of the add
webcenter user form. This role specifies what type of access that employee will have. In other words, what areas of the
portal they can see.

C. Enabling an Employee from WebCenter.
Note: This option is only available to those users who have the User Search function in WebCenter.

To enable an Employee as a WebCenter user from WebCenter, after you have logged in, access the User Search function
on the left hand side (circled below in red).

You can then search for the Employee you wish to provide access to by selecting Employee and WC NonUser from the
two drop downs. You can also use the search fields if you have the Employee’s ID or Name.

0/ tem

My Settings | Logout

& Control Fanel Home EQQEEEHHELMHQEQEﬁIu!ﬂz!z

B user
1D: (Aldent / ContactID) Username: Name: Search | @
G Roles
" Roles
® User Config L} Last Hame First Name
® Order Request Config 17027 Aasen Paul Actions
= Timecard Configuration 12323 Beach Justin Actions
" Pay Codes 16632 Blanchard Mason Actions

With the search results displayed, on the right side of the line item, click on Actions. This will provide you with the Actions
Menu where you should select AddUser.

Last Name First Hame
17027 Aasen Paul P oin
Actions Menu \
12323 Beach Justin A
18632 Blanchard Mason A

AddUser
16607 Brell Trick
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Clicking on AddUser will prompt a box on the bottom of the screen, below the search results, as seen below.

Name: QriginID: QriginTypelD:

Password:

Add User

Enter in the desired UserName and Password for the Employee. Once this information has been entered, click on Add
User. This will activate the new users access and provide you with a confirmation on the top of your screen.

2) Changing User Names and Passwords

Employee’s who have access to the WebCenter Employee Portal do have the capability of retrieving forgotten
User Name and Password’s on their own (A). It is also possible to change these through Enterprise (B) and for
those with WebCenter Admin access, directly from WebCenter (C). We will cover all of these items.

A. Employee’s retrieving forgotten information.
please sign in

From the WebCenter login screen there is the option below the User Name and
Password fields to retrieve forgotten information (seen circled in red to the right).

User Name

Password

If the Employee selects User Name, they will be prompted for their first #5810
name, last name, as well as their e-mail address. Once filling in the fields
and selecting Retrieve User Name, their User Name will be automatically e-

mailed to the respective e-mail address.

forgot user name If the Employee selects Password, they will be prompted for their User Name.
First Name | After entering their User Name and clicking on Generate New Password, a
Last Name system generated new password will
E-Mail Address automatically be sent to their email = forgot password

Reweve User Name — Cancel | 3ddress on record in Enterprise. User Name | |

Generate New Password

B. Changing Employee login information within Enterprise

If for some reason the Employee is unable to change their information on their own, or if they have forgotten it and call
you, you can access and/or change the login information (both User Name and Password) directly from Enterprise.

To access the Employee’s WebCenter login information, open the Employee record and click on the actions [I_]]
button.
You will then want to select the option of Manage WebCenter Account from the actions menu.

Joshua G James
4533 Clearwater Avenue ID: 23936
Minneapolis, MN 55419 S5N: 00¢-x¢-7568
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)’-‘ Create and Export a resume
A Transfer to another branch
Q Find Matching Orders
g View Map

Manage WebCenter Account
g New Task

B Copy Employee to Contact

7 S Y
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Selecting this option will provide you with the screen on the right.

From here you can manually type in a new User Name and/or

Password.

Clicking on Save will save the new information.

X
. manage webcenter account

WebCenter Account Info

Is Password Encrypted
Lock out of WebCenter [I']
Role Employee

Last Login Date 12/31/1753 6:00:00 PM

timeclock login info

C. Changing User Names and Passwords from WebCenter.
Note: This option is only available to those who have the User Search and Admin function in WebCenter.

After logging in to WebCenter you will need to locate the Employee in which you wish to change the

information. To do this, select the User Search function on the left hand side of your screen.

B save

e

| My Settings | Logout

(=l Control Panel Home

You will then want to enter in the Employee information in the search fields provided to locate that o e

Employee. Those fields are seen here.

|Employee - |WC User

1D: (Aldent / ContactiD) Username:

Your search results will be displayed below.

(S| ©

B Rolz

® Roles

Identify the employee line item and click on the Actions button on the right hand side of that line item.

1D User Name Last Name
16857 johnadamson Adamson
12382 james Anders
16673 tet Anthonly
12322 Randy Applebee
12326 BORST44 Borstsle
16868 Blyss Brell

17123 bbreystone Breystone
12324 CLADZ24 Classen
16552 rgrandville Grandville

First Name

John
James
Mark
Randy
Patty
Blyss
Barbara
Sandra

Robert

Role Name Last Login

Employee 111872010 7:03:35 PM
Employee 9/30/2008 2:20:55 PM
Employee 111754 12:00:00 AM
Employee 9/29/2008 8:57:39 PM
ReApply 2/3/2009 3:16:01 PM
Employee 1272172010 12:55:58 AN
Employee 111754 12:00:00 AN
Employee 21312009 3:44:14 PM
Employee 111754 12:00:00 AN

Actions Menu X
See Available A

Impersonate
Deactivate User
Edit Role

Change Password
Change User Hame

This will provide you with an Actions menu and from here you can select either Change Password or Change User Name.
Both will provide you with a box on the bottom of your screen where you can enter in a new password or user hame.

nge User Name For: James, Bailey

Current User Name: e

w

New User Name: bailey
Confirm New User Name: bailey

Change User Name

New Password:

Confirm New Password:

Change Password
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3) Changing an Employee’s Role (access level)

If you have separate roles set up for various user levels this can be managed and changed from directly within
WebCenter (A) or from Enterprise (B).

Note: Only those users with role configuration have the ability to create various user roles.

Note: Only those users with Administration access have the ability to change an Employee’s role within WebCenter.

A. Changing an Employee role within WebCenter. C/ temiwuﬂ

Once you have logged in to Web(_:enter, select the User Search function (see_n to the_righ_t) to sgarch Sy Settings | Logout
for the Employee for whom you wish to change the role. Enter the Employee information in the fields
seen below to find the Employee. B;wtm' Fanel Home

" Roles

|Employee v |WC User ~ABCDEFGHIJKLMNOPQRSTUVWXY?Z

1D: (Aldent / ContactlD) Username: MName: L]

Your search results will be displayed. Identify the employee and click on the Actions button on the right side of the
Employee’s line item as seen here.

1D User Hame Last Name First Name Role Name Last Login
16857 johnadamson Adamson John Employee 111872010 7:03:35 PM
12382 james Anders James Employee 9J30/2008 2:20:55 PM Actions
16673 tet Anthanly Mark Employes 1MM754 12:00:00 AM i

Actions Menu X
12322 Randy Applebee Randy Employee 9/29/2008 8:57:39 PM — -

See Available A

12326 BOR5T44 Borstsle Patty ReApply 24342009 3:16:01 PW Impersonate r
16868 Blyss Brel Blyss Employes 12/21/2010 12:56:58 AM Lssctivate User

Edit Role
17123 bbreystone Breystone Barbara Employee 1411754 12:00:00 AM Change Password
12324 CLAD224 Classen Sandra Employes 20342009 3:44:14 PW Change User Name
165852 rgrandville Grandville Robert Employee 1141754 12:00:00 AWM

To change an Employee’s role, from the Actions Menu, select Edit Role.
This will provide you with a box on the bottom of your search results that looks similar to what is seen below.

From this area you can click on the dropdown and select the role in which you

Cancel want the Employee set to. After you have selected your option from the drop
—— - Change Role | down, clicking on Change Role will set their access level to this new role.

B. Changing an Employee role from within Enterprise. =
. manage webcenter account

Enterprise users can change the Employee role from directly within

the employee record in Enterprise. To do this, from the employee b saten pecountino
record, click on the Actions button. [l_]] e —

Password 1234

Is Password Encrypted
This will provide you with the Actions Menu and from here select mwebce"te E]m -
Manage WebCenter Account. Clicking on this will display the mCgnooe | T

screen to the right. timeclock login info + /%

From here, use the Role dropdown to select the Role in which you
wish to have the employee set as. Once selected, click on Save on
the bottom right of this box to change the role.

B save

© 2005, TempWorks Software, Inc. All rights reserved Page 5 of 6



tempworks (continued)

Still Have Questions?

For more information about the WebCenter Employee portal please reference additional training documents on our
website.
For specific questions you may also contact customer support at 651.452.0366 or by sending an email to

support@tempworks.com.

To schedule training on WebCenter, submit suggestions on how to improve this document, or to request documentation

on other Enterprise functionality please contact the training department at trainers@tempworks.com.
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