TempWorks Sales Basic Training

There are many features and functions of TempWorks that can be useful tools in the sales process. These
tools include (but are not limited to) managing sales documents, logging sales calls, sharing your sales
information with others, managing opportunities, tracking your schedule, etc. The following is meant to be a
supplement to the Basic Training Manual.

Some fields and forms may look different in your version of TempWorks since TempWorks is customizable
to your company’s needs.

Contents of individual drop down fields are customized for each company.
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Customer Tab

Customer Hierarchy

[ | G | Inactives: ) [ Customer Lkp: | [ Cust#Lkp: | Crom Equipment 10623 (666) 466-7788x |
Diepartments: () | | | | Primary
VYigifile Address T Imvoicing T Meszage T Mizc T Search T Switch ]
Refresh Placelrder Invoices Payments Parenttcct Woorksites DhA I Docs I Contract |
TwTrack Seelrders Seafiegs SalesHist I asterdiew Opportunity Support I
Status: ;ﬂ RBal: 3,042,816 CredLim: 25,000 | RSales1 20 3142 256
AR Bal: 16,697 | RDue: 3022019 | Sales!2h: 2941 |RSales'TC: 3,142 255
Pzt Due: 2,360 | LPay: 10052007 Sales vTO: 294 | RlLifeSales: 3,142 256
Branch: [Wemphis SE

Date Action Contact Message Date Due Completed?

p |10/ 200 CustarnerDM CustomerDMNAE mployes bl A I
5AE/2007 \message  |Fisher, Brenda twd BABS2007 A -
5162007 (10-Daw Call [ al T
5A0/2007 |AR - 1st Call Late payrent - promise to pay by 601 /07 alizha BA142007 A -
541042007 |Cold Call-1s[wialer, wiliarm  [Mew client - setting up meeting alizha 5A0/2007) A -
502007 [Bhzent [Sick{wilson, Henmy Has the flu - won't be in to work today. alizha A r _|;|

Record: 14| < I 1 v [nir#] | [ 5

Department List Customer Contacts

Ll s | Y Dept  CustMame Sup/MireMgr  Branch St Ed] Last Mame  First Title

@ &P Crom Equipr|Fisher, Brenda | Memphiz SE | H D | ik |Fisher Brenda  [Wp [BE1) 345-3463% 4 |Primary

@k &R Crom Equipr|Fizher, Brenda | Memphiz SE | H ek |Masan Joseph  (Director ¢|[ ] 23-4234:2342  |Primary

i |Accounting Crom Equipr|Figher, Brenda | Memphiz SE | & ek |Fugeat Faul Supervisc|[493) 435-4545 PFrimary

ik [Human Resourcas J|Crom Equipnfiliams, Leonar| Memphis SE | H — gtk |Richter Jenny  |Office kz(123] 456-7483 PFrimary

@ [MorthwWarehouse  [Crom Equipr|Fisher. Brenda | Memphis SE [ A = ek |+ alker Albert [P of Sal|(561] 338-7786 Primary .
Recard: 14 < [[T 1 e |mlp#|af 5 [Record: aal [ 1 o [milps

ABC Incorporated

ABC Realty
o,

Accounting Maintenance

Plastics

ABC Plastics .
Company

PVC Heaven
Company
‘ Worksites ‘
Tikes Toys
Company
‘ Contacts ‘

i Safety Committee

Clerical

Customer Hierarchy

Refer to the flow chart to determine how the Customer should be set up when adding them into TempWorks.
Keep in mind that anything that can be setup at the Corporate level can also be set up within each level
below it (Invoicing styles, Invoicing setups, Contacts, Worksites, etc.). As Worksites and Contacts are
entered into a Customer, make sure they are entered at the proper level.



Customer Address

Corporate and Billing Address
Within the Address Tab, enter the main address and, if necessary, the billing address of the Customer.

The Billing Address only needs to be entered if it is different than the Main Address.

Wisifile | Address I |rvicing T Meszage T Mizc: T Search T Switch ]

Basic I Sales and Service Infarmation |
Customer Billing Address (If I]iffer-ent[ Copy Main 4ddress I
Parent ID: | | Ml ATTN: |Bnh Smith
Customer Id: | 10523| Streetl: |33l]l] Enterprize Drive

City: |le Pierce

Customer: |Cmm E quipment

|
|
Street2: |Suile 3 |
|
|
|

Status: |Aclive ;I
Department: |Plimal_l,| | itz |CA ;I s |34951
Date Created: [T2/&/2001 | Country: |
Active Date: [1/30/2007 | Pl - |[EEE] ST |
Fax : |[333] 4552837 | PETUE“E ’
and Emai
Main Address E-mail: |da|yce@tempwolks.cum = |

Streetl: |33I]I] Enterprize Drive Website: |www_cromeq_com

Street2: |

Default Sales Taxes

City: |Fmt Pierce

Sales Tax Goods: |Paort -
State: |FL ;| Zip: |34ssu dies fax 2a0ds | e —l
Sales Tax Serv: | ;I
Country: |
Default WorkSite
Worksite [Site #6 -] see I

Other billing location information is also housed within this form such as the phone numbers, E-mail,
Website addresses as well as the Status of this Customer (Active, Prospect, etc.).

Worksite Addresses

At the bottom of the Address/Basic sub tab there is a “See” button which will allow the user to view worksites
associated with this customer. The worksite is the physical location that the employee is going to work. The
State drop down menu is very important because it is used in determining tax reciprocity for an employee’s
paycheck.

B3 CustomerAddress =] B3

ﬂ_" p#| Copy MainAddiess | Copy Biling dddress Gethdap |

Customerld: |—1EI523| Directions
AddiD: [ 1884] [35E to Piat Knob '/ to Main Strest N < State: " i
Worksite: |m EBJnE-:‘ -
AttnTo: | City: E
School: E

Street1: |498 M ain Street

sweo| L E—
Default Dress Code :
CoNbE |Dak0ta Steel toed thoes, jgans, t-zhirt i oo 1L
City: |Eagan City [

State: [mr v| Zip:[55121 Cnty [~
School: | ;I SalesTxSery: E
Country: | | SalesTxGood: E

Record: H| 4 || 1k |H |H%| of 1 (Filkered)




There is no limit to the number of Worksites that can be setup within a Customer record.
If you are working in a state which taxes by municipality, county, city, etc. by keying in the zip code you will
be prompted to choose the proper taxing code for that particular worksite.

By entering the Directions and Default Dress Code into the Worksite, the information will automatically
appear on any Order created using this Worksite.

Opportunity Tracking
From the Customer/Visifile form, navigate to the Opportunity area by clicking Opportunity.
Yisifile Address T Ireveaicing T Meszage T Misc T Search T Switch ]
Refrezh Place0rder Invoices Papments Parenttcct Work sites Dihla, | Docs I Contract |
TwTrack Seelrders Seafiegs SalesHist Masteriew Opportunity Support I
In the upper left click on the New Record Button to create an opportunity record for the customer.
El_ﬁl H@l‘ e | Inactives; |
.
Desc T Search Switchboard
Searches |
Cusgtomer Dese | Amaunt %gf: P:/;b ‘ MextStep Competitor Ulailsatte Stage Branch '?f;t

Tempworks will prompt the user to indicate if they wish to create a new opportunity record:

Microsoft Access Ed

Creating opportunity record For customer zzcustomer

Click “OK”; this will open the Opportunity Form.

[I_tlnel Gl

Inactives: )

I 44 Opportunity

Search T

Desc Switchboard

See change log |
Customer @@ 'I See I

Opportunityld | 44]

v| Active

Description |Oppodunity

Amount | |

CloseDate | |

Stageld | 1=

Probability | D.DD%|

HextStep

Competitors

BidDate



Fill in the Opportunity Form throughout the Sales process. This information will include the potential
business from this Prospect, amount of revenue expected to be generated, stage of closing and the
probability of closing the sale.

By clicking on the Search tab you can find the “Searches” button. Click on it to run searches for Opportunity
records.

fle|p| &

Inactives: (3

‘ 44 Opportunity

Desc T Search T Swiitchboard
Searches
Customer ‘ Desc ‘ Ammaunt ‘ %lif: F'roob MexstStep Competitor ‘ Utads‘:te ‘ Stage Branch AMC;t ‘

e

Select an
opportunity search:

Click on the “All” button to view all customer opportunity
records in Tempworks.

All
Click on the "By Account Manager” button to enter the

username of the account manager and view only his or
her opportunity records.

By Account Manager

Click on the "By Branch” button to view opportunity
records for an individual branch.

B Branch

Click on the "By Customer Name” button to search for an
individual opportunity record for a customer.

B Customer Hame

Searches will be displayed in the Search tab, double-click on a record to open it.

Desc T Search T Switchboard ]
-
Searches -
Close % . Last Acct
Customer Desc Date Prob MestStep Competitar Update Stage Branch Mar
» Alizha's CD Oppartunity $1350,000 34502007 G0.00% keet for Rancstac; 212007 Sales Metmphi - alizha
Wiarehouse lurch; Adecco; 2:39:54 PM proces s SE
Target Cold Call 1 §1:30,000  2/25/2006  2:5.00% hail out Rancdstac; 10/ 52006 Lead Memphi  robhar
mkt mat'l Kelly 111321 am s 5E ker
Liverpool Manufactures $100 000 6172003 99.00% Contract All Gi2852004 Letter Metmphi - dvwood
Muzic Compact Signing eliminated 7:41:20 AM of s SE
Harmony Manutacturer §100000  A12431/200 0.00% G/25/2004 Letter Memphi  TestGr
Incorporsted  of Medical 2 7:44:20 &AM of s SE ey
Crom Rents 100,000 6172003 99.00% Deliver Eliminztecd Gi28/2004 Letter Metmphi - chvwoodd
Erilliniment r-alfaldine Cortract melline T44-20 Ahd Af E
SumOfAmourt; $550,000 -
Record: 14 | | 1 |N | | of 23 4 | 4

Once the record is open you can view and make changes as needed.



Invoicing Tab

Use the Invoicing Tab within the Customer to set up specific Invoicing requirements.

’*l G | Inactives: ) [Customer Lkp:. Custi¥ Lkp: I zzcustomer 779024 -
Departments: () Primary

Wiifile T Address T Invoicing Mezzage T Misc T Search T Switch l
| Refresh | _
Invaicing | Credit and Payroll I Misc |
Invoicing: Separate invoices v Invoicing schedule: m?l
. i = Bill cust daily [
Style: Dept: r Supervisor: r [ ERERIE T
Invoice Count: ) Bill customer non-weekhy?
o . - Aldent: T SubEntity: r ~ ves & Mo
| e Mothod: P Week-End: Branch: | Bill I:_l.lcle:l_;[
rraice Methac Cost Center: | Worksite: [
In¥ Email Address: I:I Contract
PO: [T Skill Code: [
LkpContract: -I Sea |
Curency: [150 - Division: | Dept Addr: r Conbract |basic |

lngllandlpos Select fields to add to the invoice line item detail:

Max Invy Amount:

I

Invoice Line Item Field Input Mask

Global Unique ID: [33-CC3003443163) » =
Collate: T
Add “Time Card Attached"” to Inv |

Consolidate invoice w/ parent [

Invoice Adjustments |

Since anything set up at the Customer level can also be set up at each level within the Customer,
each individual department can have its own Invoicing criteria.

Your company may offer several different styles of Invoices. Each Customer (Department) may have its own
Invoice style. Select the Invoice Style by using the drop down field to select the desired Style. By selecting
different Invoice Styles the look and feel of the Invoices will be different.

If your Customer wants more than one copy of their Invoice, select the number of Invoices they wish to
receive by choosing the proper Invoice Count within the Invoice Count field.

Separate Invoices By: As Customers are becoming more demanding in how they receive their Invoices, it
is important to select the proper Separate Bys. Your choices include; Department, Aident (Unique
Tempworks ID for employee), Weekending, Cost Center, Purchase Order number, Division (type of worker:
Clerical, Industrial, Hospitality, Technical, etc.), Supervisor, SubEntity, Branch of your company which
serviced them, Worksite, Skill Code (Job title), or Department Address. Click any which apply to how the
Customer wants to separate their Invoices. By selecting different separations, there will be a different
Invoice number for each selection within the Separate Invoices By.

Consolidate Invoice w/ Parent: Use this box to indicate where the Invoice should be sent. If you are
working within a Department and that Department wants to receive their Invoice, leave this box unchecked.
If the Department does not care to see the Invoice but wants it sent “up the line”, click this box and the
Invoice will be sent to the next level up within the Customer Hierarchy.



Adding Departments

Keep in mind that Department/Division/Child are all interchangeable terms for the purpose of setting up a
Customer file.

Departments are added via the Customer/Visifile form.

Department List

L&d EUFEY Dept  CustName Sup/HireMar Branch  Sta
ik |2F Crom E guipn|Figher, Brenda | Memphiz SE | H
iy |&/R Crom Equipn|Fisher, Brenda | Memphiz SE | H
i |2 coounting Crom Equipn|Fizher, Brenda | Memphizs SE | A
iy |Human Resources J|Cram Equipriliams, Leonar| Memphiz SE | H
iy |Morth \Warehouze  |Crom EquipnFisher, Brenda | Memphiz SE | A -

Record: 14 4 | I—l RS

Add a new level by clicking on the New Record Button. A prompt will appear asking for the new Department
name.

This will add the new Department.

All information set up within the Customer will be inherited by all new Departments created. That information
can be changed to fit what each specific Department requires. To view and edit information for any
Department, click on the binoculars to the left of the Department you wish to view.

Contacts

Contacts are those people who are internal staff of your Customer. Contacts can also be any other person
with whom you have contact such as members of organizations to which you belong.

Contacts can be added several ways within TempWorks, including through the Customer Visifile.

Adding a Contact via the Customer

From the Visifile Form within the Customer there is a section that lists all of the Contacts affiliated with that
Customer. To add a new Contact, click on the “Pencil Exclamation Point” within the Contact Section.

Customer Contacts

) Last Hame First Title

k| Fizher Brenda |¥p [B61] 345-3463% 4 |Frimary

ik |t azon Jozeph  |Director of[ ] 23-4234x2342  [Primany

(i |Pugeat Paul Supervizc|[433] 433-4343 Primary

ik |Richter Jenny  |Office M2|[123) 456-7489 Prirmary

ok | alker Albert WP aof Sal|[561]933-7736 Primary .

e ———————
Record: H| 1 II 1k |H|He|



Tempworks will navigate the user to the following page where the Last Name, First Name, Title, Main
Contact Number, and Email can be entered. To go to the full contact record click on the “See Contact”
button to the left .

Last Hame i i Invoice
Email

Navigate to the Misc/Misc Setup/Roles form to assign Roles to the Contacts. These Roles are in relation to
how the Contact interacts with your company.

izifile T Addrezs T Imvoicing T Meszage T Misc Search T Switch

Mizc Setup | Reports I Interview |

Interest Codes | Vendor Mgmt | Asgﬂ«diustmentsl

Setup default contactz/roles for thiz customer

Hirirg kar Fisher. Brenda (567) 345-3463x4
HR Coordinatar tason, Joseph 2342342342
Ordered By Pugeot, Paul (433) 433-4343
Feport Ta Aszsign Role Richter, Jenny [123) 456-7433
YWendor Acct Mar wialker, Albert [561) 338-7736
EI W alter, William [5E1] 336-5566

Lookup ContactName

endor Acct Mar Fisher, Brenda [5E1] 345-3463=4
Feport Ta - Halcormb, Jim [(561) 466-7758x -
Ordered By - Huolcomb, Jim [561) 466-7788= -
HR Coorditiatar - Halcormb, Jim (561) 466-7708x -
Supervizor - Williams, Leonard [961] 345-3463x4 -
* - = =

1 ™
The roles can streamline the process of placing orders since the Ordered by, Supervisor and Report to
Contacts will automatically populate on each Order for this Customer/Department.

To assign a role to a Contact - click to highlight the role on the left side of the form, click to highlight the
Contact name on the right side of the form, click the Assign role button in the middle. The Contact Type and
Name will appear at the bottom of the form.

Financial Information

Financial Information can be accessed in many different areas within TempWorks. One way is within the
Customer record. From the Customer/Visifile tab there are several shortcut buttons to view financial
information.

Riefresh Placelrder Irwvaices Payrngnts Farentioot Wark zites DRl I Docs | Cantract |
TwiTrack Seelrders Seafzgr SalezHist [GEECE Opportunity Support |

Status: |4 RBal: 3,042,516 CredLim: 25000 | RSales1 20 3,142 256

AR Bal: 16,837 [ ROue: 302208 | Salesi2h: 2941 |RZalesyTD: 3,142 256
Past Due: 2,360 | LPay: [10/5/2007 Sales YT 2941 | RLifeSales: 3,142 256

Branch: [Memphis SE

Displayed on the Visifile of the Customer are the Credit limit and Accounts Receivable information for the
Customer.



The Invoices button will automatically navigate you to a list of Invoices for this Customer.

fjl¢| Over 90: $307.51 | Ower 30: $307.51 | Total: $30751 | | wod rotes | N — | vt | <]
InvAmt In¥Date DueDate BalAmt CustName Branch
P | e [[T0O0023 $1.440000 | B/23S2007 BM2/2007 $0.00 |Crorm Equiprent  (Memphiz SE
I [ |
Gee (|100024 | $1.440.00 | 5#23.1’200?| E£12H2EIEI?| $1.440.00 |I:r-:m Equiprent |Mern|:-his SE |
I |
Gee (100015 | $720.00 | 5/18/2007)  BSFA2007 [$720.00) |I:r-:m Equiprent |Mern|:-his SE |
I |
See (100016 | $720.00 | 5/18/2007)  B/FA2007 [$720.00) |I:rom Equipment |Mem|:-his SE |
v |
See (|100017 | $1.450.00 | 541 8£2DD?| 5.-"?.-"200?| $0.00 |Erom Equipment |Memphis SE |
I |
See ||100006 | $426.00 | 541 5£2DD?| B£4H2DD?| [$426.00) |Erom Equipment |Memphis SE |
I |
Sea (44670 | 358761 | 4#28£2DD?| 5#18H2DD?| $0.00 |Crom Equipment |Memphis SE |
I |
Ces ||44E5E | $EE7.97 | 4#2?IEDD?| 5!1?H2DD?| $EE7.97 |Erom Equipment |Memphis SE |
I |
Cee |[44657 | $274.40 | 4#2?IEDD?| 5!1?HEDD?| $274.40 |Erorn Equiprient |Mern|:uhis SE |
% |
Gea ||44546-1 | [$140.88) | 4£2DIEDD?| 541 DH2EIEI?| $140.88 |I:r-:m Equiprent |Mern|:-his SE |
I | |

The Payments button will list all payments made by this Customer.

E Fitter kay &ction: |
Cust ‘ Ireett ‘ [I;'ay s ‘ Action ‘ Check#t ‘ Pawtmount
ate Date

P | Seelnvoice 100006 10572007 5/ 5752007 Paymernt Check # F426.00
Seelnvaice 10623 100015 100572007 5/ 8752007 Paymernt Check # F72000
Seelnvaoice 10623 100016 100572007 5M 872007 Payment Check # F72000
Seelnvaoice 10623 100017 100572007 5M 872007 Payment Check # F1,450.00
Seelnvaoice 10623 100023 100572007 502372007 Paymernt Check # F1,440.00
Seelnvaoice 10623 100015 100572007 5M 872007 Payment Check # F72000
Seelnvaoice 10623 100006 100572007 5M 572007 Payment Check # F426.00
Seelnvaoice 10623 100016 100572007 5M 872007 Payment Check # F72000
Seelnvoice 10623 44540 4/28/2007 21172007 Paymert Check # $465.70
Seelnvoice TTE105 445461 4/28/2007  4720/2007 Paymert Check # (140.58)
Seelnvoice TTE105 44670 4/28/2007  4428/2007 Paymert Check # F5587 61
Seelnvoice 10623 44542 42502007 21 1/2007 Paymert Check # F465.70
Seelnvoice TTE105 44545 42502007 21 1/2007 Paymert Check # F5587 61




Sales History will list the history of sales (Very similar to the Employee’s Pay History.).

E|_¢| — | Crom Equipment 10623 (B6E) 465-7768x

Start Date: EREeReiil  End Date: QBN Total Bill: cRiceke=RTl Total Hours:

WEDate WEBill Last Name Pay AdiMet BilAd] Bhrs Ohrs Dhrs Grosz PayCost  Bill TBil

1/14/2007(1/14/2007 Dobbing, Donnie | $0.00 $12.00 $0.00 40
1/14/2007( 1./14/2007 Blabarna, Mick & [3,000.00 $12.00 $0.00 40
1/14/2007(1/14/2007 Blabarna, Mick & $11.75 $12.00 $0.00 40
1/14/2007] 1142007 Blabarna, Nick & $13.00 $0.00 $0.00 40

$0.00 $12.00 [ $0.00 $0.00 A500
20,000.00 71,457,958 [.850.00 [E.536.12 4302
$470.00 | $435.51 | $17.04 | $667.97 BO15)
$520.00 | $530.96 | $18.85 | $738.92 BO15)

B | 5/13/2007) 5/13/2007Naolan, Rurnple | $50.00 $0.00 $0.00 20 0 0[F1.000.00 [$1.125.80 | $72.50 [1.450.00 A500
4/22/2007] 4722/ 2007 Hinkl], Matthew L| $20.00 $0.00 $0.00 = 0 0| $160.00 | $178.93 | $35.00 | $274.40 A043
4/22/2007| 4/22/2007Bailey, BrianJoke] $15.00 | ($30.00) $0.00 0 0 O $148.48 | $136.05 [ $22.50 $0.00 BO15)
4/22/2007] 4/22/2007 Reimb, Tool $10.00 $0.00 $0.00 40 0 O $400.00 | $438.40 | $14.93 | $587 61 A500
4/22/2007] 4/22/2007 Blabarna, Nick & $11.75 $0.00 $0.00 25| 0 O $293.75 | $31214 | $17.04 | $426.00 BO15)
4/15/2007] 4/22/2007 Blabarna, Nick & $11.75 $0.00 $0.00 40| 0 O $470.00 | $493.41 | $17.04 | $667.97 BO15)
341142007 34112007 G armish, Joe $9.00 $0.00 $0.00 0 0 0 $0.00 $0.00 | $11.88 | $15.30 BO53
341142007 3/11/2007Hirnk], Matthew L| $20.00 $0.00 $0.00 39 0 0| $780.00 | $872.27 | $35.00 [1.392.30 4043
1414420071 3/11/2007 B arker, Shannon| $13.00 | [$12.00) $0.00 | -40 0 0| [$520.00]| ($590.21)( $0.00 $0.00 BO15)
1/14/2007] 3/25/2007 Blabarna, Mick 4| - $0.00 $0.00 $0.00 | -40 0 0 $0.00 $0.00 | $18.85 |[$769.09) BO15
1/14/2007] 3/25/2007 Blabarna, Mick & - $0.00 $0.00 $0.00 Kl 0 0 $0.00 $0.00 | $18.85 | $576.81 BO15)
1/14/2007] 3/25/2007 Barker, Shannon|  $0.00 $0.00 $0.00 | -40 0 0 $0.00 $0.00 | $20.00 |[$816.00) BO15)
1/14/2007] 3/25/2007 B arker, Shannon|  $0.00 $0.00 $0.00 35| 0 0 $0.00 $0.00 | $18.75 | $669.38 BO15)
1/14/2007(1./14/20072bbott, sam J $14.00 $12.00 $0.00 40 0 0| $560.00 | $634.92 | $20.30 | $795.76 HO04
1/14/2007{1/14/2007Becket, Sam J $9.00 $12.00 $0.00 40| 0 0| $360.00 | $415.50 | $11.88 | $256.13 BO53)
141442007 1/14/2007 G amnish, Joe $9.00 $12.00 $0.00 40| 0 0| $360.00 | $413.43 | $11.88 | $256.13 BO53
1/14/2007] 1142007 Bbron, Jil $9.00 $12.00 $0.00 A0 0 0| $360.00 | $417.56 | $11.88 | $256.13 BOS3

0 0
0 0
0 0
0 0

Contacts Tab

Adding a new Contact

From the main Contact Tab on the Switchboard, click the New Record button.
LI

This will open the Contact Quick Add form.

b | e e Contact Quick Add

» Cust Lookup:[[ -]
Click here to add a new customer ‘ Lkp Addr: - Phore:
Campany: Strest]: E -mail:
Department: | City: [State]mn -
First Mame: |N ickname:l Zip: | CUU”“}'1|
Last Mame: | Mn’Ms:| Status: - | Type: - Go to full contact record
Title:

Enter all necessary information. If the Contact is affiliated with a current Customer, use the Cust Lookup to
attach this Contact to the Customer record. A Contact does not require a Customer affiliation.

Once all information is entered, click Go to full contact record button. This will open the record for this
Contact within the Contact area of TempWorks.

Contact Interest Codes

Interest Codes can be added to Contact records. The Interest Codes would include any skill that a particular
Contact may look for in an Employee. This enables Service Reps to proactively sell the Applicants and
Employees who may call in available.

Interest Codes can be added or viewed from the Contact Visifile screen.

10



Hel a | [ company Lk | [ Last Mame Lk | - EMﬂ_Sl:ln, J?gggggqgng =
| | | | Tom Cquipmen

Inactives: (3
Visifile Address T Message T hisc T Report T Search T Switchboard l
Refresh | See Customer | @l SynchOutiook | WehSetup | Chy #s “Eonlact Lhetiks =]
—— |(Office Ph( 2342342342
Company: [Crom Equipmernt Status: |4 Fax 2242242344
Branch: [Memphis SE Date: |Si5/2005 Email alizhat@itempywork.s. com
Email: |alisha@tempworks.com | Title: M T
Msq Date Action Message DateDue Completed?
10/13/2006(1 st Intersiey10:00am robharker | 10431200680 4 | W
10/18/2006|Message  [Personal call summary: robharker | 1042072006 il ~
422006\ Email Candidate Besumes for Order # 4379 dwood il r

———
Record: 14 4 || 1T e |ei]rs] of 3
\’ &3] | Interest Code [l PersonalCallDate Summanry

JAET! 10/18/2006 917 &7
CAD Operator Draftir

e——
+| | Record: 14 4[] 1k e ]rs] of 1

Click on the New Record button to navigate to the Interest Code add form as shown below:

E|_¢. Yiew codez of type: Select code

3 ACT! -
CAD Operator Drafling -
* =

Add Interest Codes by using the Look up field or by viewing codes by type and then clicking on a
code in the box to the right to select it and add it to the list.

Personal Sales Call
Personal Sales Calls are usually considered any Sales Call which is face-to-face with a Contact.

Personal Sales Calls are logged in the Contact/Misc/Personal Call tab.

)*l e | Compary Lkp: I Last Mame Lkp: I Mason, Joseph J
Inactives: 3 —‘ Crom Equipment 2342342342

Wisifile T Addrezs T Meszage T Mizc Feport T Search T Swtchboand l

P ——

-
Orders | Groups I Diocument |’ Perzonal Call ] \} Job References
'~ -z

~N_——-
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B3 ContactPersonalCall E

El Contact Personal Call |

Date of Call: ﬁm | DepartmentM ame: |F'rirnary |
Service Representative: |mobharker Pozition:
CompanyMame: |Crom Equipment Address: 3300 Enterprize Drive
LastM ame: |Fisher | City: |Folt Fierce |
FirstName: |Erenda | Dffice Phone: [[561) 345-3463x4 |

Specific Call Objective:

Call Summary: |zt up lunch

Anticipated Future Needs: |assemblels inJanuary |

Commitment Received:

Suggested FollowUp:

Other Relevant Call Data
[Collateral Left, Etc):

IRecc-rd: N|i|| 1 b|>||He| of 1

Fill out all necessary information pertaining to the Personal Call and it will log a message on the contact’s
record as well as being displayed in the Contact Visifile Personal Call area.

Personal Calls can be printed out by date range from the Contact/Reports Tab.
Contact Groups

Any group of Contacts can be included in a Contact Group. The Contact Group can be used to manage
Target accounts, sales campaigns, letter campaigns, etc.

To set up a Contact Group, run a search for the Contact you would like to include in the Group. From the
Search Result screen, click Setup a Contact Group.

Wizifile T Addrass T Message T Fizc T Fieport T Search Switchboard
"Setup a Contact Group \\ Run a search Limit to Resvert bo previous list Print |
Mame Company Dept Title |5 | Lasthdzg | #Msgs Other OfficePhone Branch Custit
B |Fisher, Brenda Crom Equipment|Primary [\Vp & |BA1ES2007 48 Fort Fierce 34350 [BE1] 345-3463ud Memphiz SE 10623
Mazon, Jozeph Crom Equipment|Primary [Director of& (104192003 Denver 32424 [£34] 234-2342 Memphiz SE 10623
Pugeot, Paul Crom Equipment|Primary |Supervisc|d Fort Pierce 34350 [493] 439-4343 Memphiz SE 10623
Richter, Jenny Crom Equipment|Primary [Office b ald Fort Pierce 34350 [123] 456-7483 Memphiz SE 10623
W alker, Albert Crom E quipment|Primary VP of Sahja Fort Fierce 34350 [BE1] 998-7786 temphiz SE 10623
' alter, William Crom Equipment|Primary |Mail Roor|s |5./10/20031 Fort Fience 34350 [5E1) B36-55E6 temphis SE 10623




This will open the Contact Group Form.

b # E|_¢ Groupld # Lkp: Wiew b3 New( roup
GroupDesc: active

Desc | M embers | Letters | Mischzg | Directory Switchbaard
]
Active; ¥
Groupld: 53 Message:
GroupD escription:[West Grour] Create follow-up tasks of this action
D ateStarted:| 11/20/2007 10:07:31 AM type for group members.

Return to Contacts Screen

Flag group members as hawving this

Delete this group and its members. fallow-up task completed

2 | -
To create a new Group, click on the New Record button. In the Group Description field name your Group.

To add Members click on the Members Tab.

Desc Members ‘ Letters | Mizchd zg | Directory | Switchboard |

i

Add current contact to group | Add all contacts in contact directory screen to group | =

Mame | Compaty | Phonhe | E mail | Date |Hemoved

W 3LCisher. Brendd [Crom Equipment_|[567) 34534634 [BrendaF@Cromeom | 11720/2007]] Gee contact
Mason, Joseph |Elom E quipment |2342342342 |alisha@tempwolks.com | 1 HZD;’2DD?| [ See contact
Pugeot, Paul |Cram Equipment [[433) 4934349 [ppeugeat@madeupemail. o 11/20/2007]] S EETEER
Richter, Jenny |Crom Equipment [123) 4567483 [iichter@yoohon. com [ 11720720071 T
[wialker, Albert [Crom Equipment [(561) 9387786 | [ 11/20/2007]1 S ek
[ alter, william |Elom E quipment |[581] 896-5566 | | 11H2DH2DD?| [ See contact
* | | | | | JE Ses contact

To add the Contacts within your Search Results form, click on the button labeled Add all contacts in contact
directory screen to group.

Members can also be added individually by looking up the Contact you would like to add and then navigating

to the Group in which you would like to add them to. Within the Members form click on the button labeled
Add current contact to group.
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Once the Contact Group is set up, Activities can be logged and completed for the entire Group with one
action. From the Desc form, Enter the Message you would like to add to the Activity, select the Action for the
Activity and then click Create follow-up tasks of this action for group members. TempWorks will prompt you
for the Date on which you would like the Activities scheduled.

Desc Members Letters Mizchdzg | Directory Switchboard
Betive:
Groupld: 53 | Message:
GroupDescription: ['west Group Create follow-up tasks of this action
DateStarted:(11/20/2007 10:07:31 AM type for group mermkbers.

o =l

Return to Contacts Screen

Flag group members as hawing this
follow-up task completed.

=3 | =l

This will create an Activity for each Member of your Group.

Delete this group and its members.

Once the Activity has been completed, choose an Action code for the completed Activities and click Flag
group members as having this follow-up task completed.

Flag group memhbers as hawving this
follow-up task completed.

Letenit Sz -]

This will indicate any Activity with the chosen Action code as complete.

Messages

Messaging is what TempWorks considers the “Glue that holds it all together.” Good communication is the
key.

Where applicable, Messages may be entered in and/or linked to the Employee, Contact, Customer, Order,
Paycheck, and Invoice. There is no limit to the number of different areas you can link your message to.
When logging sales related messages, you will most likely be working closely with Contacts.

If a Message is linked to an Order or a Contact, that message will automatically be linked to
the affiliated Customer.
If the Message is to be linked to an Order, it is easiest to begin the Message within the Order.

The steps in logging Messages are as follows:

Step 1:
Determine what entities are involved for the message you would like to log— Order, Employee, Customer,
Contact, Invoice and/or Check. For instance:

e If having lunch with a prospect — the message should be logged within the Contact.

e If noting a performance issue — the message should be logged within the Contact, Employee and
the Order.

e If a Contact is disputing an Invoice — the message should be logged within the Contact and Invoice.

Step 2:
Look up the Employee, Order, Customer, Contact, Invoice or Check associated with the message.

14



Click on the Message tab.
Wigifile T Addrezs T Meszsage Mize T Feport T Search T Switchboard l

L’Hﬁl\l Refresh | E dit | Link to Order | Link to Emplo_l,leel Filter Out Low Priority | FilterBpAction: 'I |ﬂ

N
Link to Employee: | | ;I To create a message, click on the new record icon.
Optionally zelect the related emplopee/contact.

Date/Time Action Customer e nvil Chkld#t Orderldi Docldit
"y [5AR/2007 12:00:00 Fhd|| message _= | Crom Equipment || bt
Emplayee: |Barker, Shannon | E |#K!
Contact: |Figher, Brenda [
Due; | 5/16/2007] Crop: | a [T
57| Ordeid] dident | 5049
T [5/10/2007 2:42:00 PM [[4F: - Laviper _~ | Crom Equipment || lisha Il Il Il Il |
Employes: E |#K1||we've lumgd thiz over to a lawyer - pleaze contact Winston Hardaway
Contact: |Figher, Brenda c|&! for further issues.
Ciue: | Cope | a |
57| Orderd] dident |
Step 3:

Click the New Record button from within the Message tab.

Step 4:
Associate the message with an action. Use the drop down arrow and scroll the list until you find the action
that best suits the message. The Action categorizes the Message.

Step 5:
If appropriate, enter additional information pertaining to the message into the text box.

Step 6:

Also, if appropriate, link this message to the appropriate areas where you would like the message to be
visible.

Activity Planner

The TempWorks Activity Planner is closely linked to Messages in that any Message can be turned into an
Activity. The Activity Planner can assist everyone from the Sales Person to a Staffing Coordinator to the CEO
of your company.

Where applicable, Activities can optionally be linked to Employees, Customers, Contacts, Orders, Invoices and

Paychecks. But Activities do not have to be linked to anything at all, such as personal appointments, Chamber
of Commerce meetings, etc.

15



Adding Activities

The easiest way to log an Activity is to simply enter a due date directly into any Message. Double-click in this

field to bring up the calendar and select the date.

Wizifile T Address T Message Mizc T Report T Search T Switchboard l

‘HEI Refrezh | Edit | Link to Order |LinktoEmpIo_l,lee| Filter Out Low Pricrity | FilterBpfction: '| |j

Link to Employee: | | ;I To create a message. click on the new record icon.
Optionally zelect the related employee/contact.

Date/Time Action Customer BepMame Invit Chkid# Orderld Docld#f

"W [5/16/2007 12:00:00 P meszage _~ | Crom Equipment || bt | | I
Employee: |Earker, Shannon E |1 w1
Contact: |Fisher, Brenda _ C |&! Lt

2 Due:| B/AB/2007] Cmp [, & | %1

@ Ordertdf — — - — == Fident| 5049 =]
T | 541042007 24200 PM [[4F - Lavier _~ | Crom Equipment |[ alisha Il Il Il Il |
Employee: | E |#1|/we've turned this over to a lawyer - please contact Winston Hardaway >
Contact: |Fisher, Brenda Co|#e for further issues. >

Due: | Conpe | a|C Lt

@ Orderld| dident | [

This will automatically add the Message to your Activity Planner on the date specified.

Another way to add an Activity is to access the Activity Add Anything form.
Use this method to add an Activity which will not be linked to anything else within TempWorks-
Stand Alone Activities

There are two ways to access the Activity Add Anything form:

1. On your keyboard press F12.
2. Click on the Activity button from the Workflow Toolbar.

Once the Activity planner is open, click on the Add Activity button.

From: 1142072007 T ~
+ = L : -
EL Until: 1112012007 11:59:51 PM :'3| Ll:l;l _ Add activity :I’ \Requery I Branch Yiew I L zer View I
] -
Aictivity iy Emp/dppl Contact Customer | Date Due \/| Phonet | Comment
Responzible
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ﬂ!l (25 | Fefresh

Lirk to Ermp: 2ot FES - 1D |dent:
Link to Contact; - Employes:
Cugtomer d:

Activity Meszzage ;I Action: MEssage
Employee:
Contact:
DateDue 102002007 Creste Cutiook tem
Complete FE Link to Srder Mow Open
DateComplete

Copy message
FartyResponzible  alishs j
Customer Mame: Dan't creste this activity
Cipclerlo: Open activity planner
Priarit

_ ! Done

TimeAllatted
Message

To link the activity to an Employee or Contact, look up the name on the left columns (first few letters of the
Employee’s last name) and choose the name from the drop down list.

To link the activity to an order, select ‘Link to Order Now Open.’
Using this feature will link the Activity to the Order now open within TempWorks.

TempWorks will automatically populate the activity information in the Employee, Contact and/or Order
Number areas as applicable. The Customer Name will automatically populate when linking to Contact and/or
Orders.

17



EL*" b # | Refrezh |

Link to Emp: et | € | -1 o 277 ldent:
Link. to Contact; | - Employee: B050
Cuztomerld: 10660
(FeEEmEmEmEmmmmmmmmm_———————————— .

Activity iFallowy U - | | Action: Fallow Up

Employees: Barnes, Stephen

Contact: Reed, Judy

e Y

Datelue L Mizozo07, Creste Outiook ftem

Complete r Link to Order Mow Open

DateComplete

. e Copy message

PartyResponzible  alisha j

Customer Mame: Once Thought Lost Don't creste this activity

Orclefld: e e e e o J Open activity planner

Priorit ] 11 = = ~<

. Y < ) < Daone )

Time Allotted | 0.25) " —- -

Message ,Follow up on interview | CoTTT T N
I
! I
: I
: i
- i
: I
. I
: I
- i
\\ /,

Select the appropriate Activity type from the activity drop down list.
Edit or Enter the Date Due (Double-click to bring up the calendar and select the date).

Select the Party Responsible for the activity.
The user login will default.

If desired, enter a Priority.
The list of Activities can be sorted by priority.

If desired, enter a Time Alloted.

Finally, enter the Activity Message.

Once complete, click Done to add this Activity to your Activity Planner.
The information added as an Activity will show in the messaging area of all linked records;
employee, contact, order, etc.

Copying and Editing Activities/Changing the Party Responsible

Within the Activity Planner, Activities can be edited or copied as needed.

From: 1112012007
0 = . - )
EL Until: 1112012007 11:59:51 PM :,I = || Audd activity I Reguerny I Branch Yiew | Uger Wiew |
[ |
Activity | He;:;ysible J| Phonett

» . |'_%{| (E=) |FD||DW Up dalisha Barnes, Stephe Reed, Judy Cnce Though 1172002007 | (954) 654-4125 Follows up oninterviews.  SynchOutlook |

Empstppl Contact Customer | Date Due Comment |

There are two buttons to the left of the Activities.

Use the Edit button:
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To change any information on an existing Activity, click the edit button. The Activity Add Quick form
will open. Make any necessary changes then click the Done button.

Use the Copy button:
2]
To copy an existing Activity, click the copy button. The Activity Add Quick form will open to display

the new copy. Make any necessary changes then click the Done button. Your new copy has been
made leaving the old Activity in the original format.

Navigating using the Activity Planner
Navigation is easy within the Activity Planner.

- Party
Activity Fizspanslit Ermp/oppl Contact Cuztomer | Date Due J| Phonett Cormrnent
|FD||C|W Up dalisha Barnes, Stephe Reed, Judy Once Though 11522002007 J (954 634-4125 Followy up on intervies:,

If an Activity is linked to an Employee, or Contact you can navigate to either of those records by double
clicking directly on the name of that record.

Completing an Activity
Once an Activity has been completed, indicate that on the Activity by clicking so a check mark shows in the
Check Box.

—
- Party
Activity Responsible Empstppl Contact Cuztomer | Date Due J] Phonett Commernt
|FD||CIW Up dalisha Barnes, Stephe Reed, Judy Once Thougk 11!20.&00[.'_ ‘|(954) B54-4125 Followy up on irteryies.

If the Activity is not completed on the day it is scheduled, that Activity will show each day on your Activity
Planner until you complete it.

Workflow Toolbar Activities

Always keep an eye on your Workflow Toolbar. The Activity button will indicate how many Activities are
scheduled for today.

E Update | eUnFiIIed:2 | @ Asgiwarn:0 | & 1stDayi0 | ©2ndDay:D | @CDnF:D | %2, WhlyCalls:0 | 285 I9Mow: D | H POWarn:Dﬂ I ackivity:1 _j

Orders Tab

Accessing Orders
Within the Orders tab from the Switchboard all Orders can be monitored.

Orders for a specific Customer can be looked up by the Customer Name in the CustName Lkp field.
| Custhame Lkp: ' | Orcerd Lkp: '

Other searches can be conducted from the Orders/Directory Tab.

[ isifile T Cirder Details T POutlisc T Az T Candidate T Meszage T Directory I Swvitchboard I

FY
l Unfilled Orders I Pending Confirmations | All Recent Orders Other Order Searches ] |nguiries I ‘H
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Clicking on Other Order Searches will display several template searches including a brief explanation of the
search.

Select a Search: Return to search result screen |
Busline | Ishows all orders with busling in their directions fisld

Closed Orders with shiows all orders with the status of Closed which have emplovess still aszigned
Open Assignments

Custname/Deptiame, | [Customer name/department name/order status search
Statuz

Customers Searnches the customermumber

Description search Searches the order descriptions for any wildcard pattern

Master orders Iﬁnd master orders for customer name

Staffing Coordinators are instructed to flag any call where a Prospect/Customer is calling for pricing as an
Inquiry. Look up the Inquiries by clicking on the Inquiries button.

[ Yizifile T Crder Details T POMisc T Asg T Candidate T hessage T Directory I Swvitchboard I

l Unfilled Orders I Pending Confirmations | All Recent Orders I Other Order Searches r . _IrTqL;lie_s T —I| ‘H

Documents

Documents can be stored within TempWorks. These documents can include, but are not limited to,
marketing materials, resumes, contracts, employee evaluations, employee handbooks, TempWorks
manuals, etc. There is no limit to the number of documents which can be stored.

There are four areas in which to store documents (where a document is stored is dependant upon the type
of document): Associate, Customer, Contact and the General Documents tab. Once the document is housed
within any of these areas, steps in working with the documents are the same.

Adding Documents

Documents can be loaded from different areas depending on the nature of the Document:
Associate/Visifile
Customer/Visifile
Contact/Misc/Document
General Documents tab

From any of these areas open the documents form.

Rezume = |arzhal rtf Creating Mew Document  |rtf 041205
Glnbal T 1: HDal=
Steve_Smock. doc|Rezume - |Steve_Smock.doc Stewe Smock Resume doc 1 0207 /08 = :
Global T |+ n O ;1 =
Global Wi = 1 HDjel=

Manage the documents by (1) opening the file to preview, (2) uploading the file to the server, (3) saving
the file to a disk, (4) creating a new file, (5) View Document Owner(s) and (6) attach this file to e-mail.

The Documents form is not limited to resumes or employee records. Other documents can also be stored
here, such as employee evaluations, certifications, etc. Documents can also be stored in the Customer,
Contact or General Documents areas of TempWorks.
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The Upload Files Up Arrow button will open the documents on the hard drive. Choose one for attaching to
the employee record.

Upe
Look in | I.D My Documents j I‘j‘ '
orow:7 | [H] POWarn:0 | £\ Activity:18 | &
- |2 cyberlink [£] TEMP
((£) | Dvigtd Wave Player [ trash Retresh | Show &l |
- |C=aMy eBocks trash2
My Recent iij'ﬁl\‘hf Music Wnrks Compensation Cheat Sheet Documents |n§erlad
Documents My Pictures here become linked to
(=Y : jowner Modre, Kevin (534)
P 1%  [DMyPsPaFies -] l23+-2353 S5h.03a-g8-
| |[C3)My Received Files B435
= |y videos 15532
s Q@Chrlsmpher Bond
@Dif‘f\erences
3 MDA MOWRY
| @ Karenne Bank
My Documents i@RFjT
-t 21472005 =
g‘g File name: | LJ Open | L + || D|zl|=
4412/2005 o
My Computer  Files of type: [ ~| Cancel | P + EH|D =
"y
o ™ Open as read-only PR =|t| D El =

To send an email from the Contact tab, first look up the contact you want to send the email to. If you know
the customer but forgot the name of the contact, look up the customer first and click on the Binoculars button
to get to the contact record the email should go to.

UPOate | §EF UNTIIEO: 1Y | |~/ ASQWAEN:L | §F 1STUAYIU | Lo NOUAYIL | Lo LONTIZL | O WKIYLANS!D | <85 19MNOW:/ | Jj] PUWEMMIU | LA ACTVITY: 1t

p# | G | Inactives: O [Customer Lkp: . Cust# Lkp: I Alpine Inc 778763 (456) 760-0897x
ef Departments: () ,—| Primary

Yisifile T Address T Invoicing T Meszage T Mizc T Search T Switch
Refrezh Place0rder Invoices Payments Parentdcct Worksites DHA | Docs ‘ Contract ‘
T'wTrack Seelrders Seedsgs SalesHist I asterfiew Opporturity Support | Scheduler |
Status: |P RBal 812 CredLim: 0 | RSales12M: 812
AR Bal: 812 | RDue: 0] Sales12M: 812 | RSalesYTD: 812
Past Due: 0| LPay. Sales YTD: 812 | RLifeSales: 812
Branch: [Memphis SE

Date Action Contact Message Rep Date Due Completed?

B [|5/20/2008 |15t Interview| Shah, Chiiz Jozeph is schedule for an interviews on 5/24 with Chris. Meed | onnie B425/2008) A | |
5/18/2005 [Absent [Sick|shah, cris LJoseph called in sick today. Motified Chris regarding this. Tald ronnie BA18/2005) A |—
5/17/2005 |Followlp Tannie 548/20080 A | [ i
5/17/2005 [Contact Nat ronnie A |—
5/6/2005 |Contact activity mkramer 5:’?.-"2003{ A W

||2/22/2005 |ClearedCust| Cleared CustomerD NAE mplayes hart | a r

Record: 14| 4 | 1 b | Mrt]of 12 | | o[

Department List Customer Contacts

s

Cust Name Sup/HireMqi  Branch g — Mame  First Title

ik |3ssembly dept Alpine Inc Memphiz SE Jack Supervisc| Frimary
Chiris t anager |[545] B45-6455x Frimary
& |Smith Barbara [HR Manz|[456] 465-4545: Frimary

If the contact name is known, go to the Contact tab and click on the email icon from the Visifile, to send an
email.
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Ele Edit Wew [Insert Format Records Tools Window Help

Update 9 Unfilled: 15 @ AsgWarn:2 & 1stDay:0 @ ZndDay:1 | =3Conf:22 | % WklyCalls:5 | <% 19Now:7 | [E] POWarn:0 | [ Activity
| o Company Lkp: . Last Mame Lkp: . Jamison, Jack

Inactives: ) ,—| ’—| Zlpineine

[ Gsimg) T Address T tMessage T iz T Report T Search T Switchboar

Refresh | See Customer SyncExch ‘ Chg#z [ Contact Methods
Company: [Alping Inc Status: (A

Branch: (Memphis SE Date: |5/20/2005

Email: Title: |Supervizor
Msq Date Action Message

Rep DateDue Completed?

The Tempworks email will open.

Rl | TempWorks Email EmaiIGrDupIDI 1177
= c = o B . .

Fecipients:  [Eames, Stephen [sbarnes@notrealemail.com [Ta - JEmployes | B | @] e | @l | <4— CI|Ck here to Send emalL
Subiect:[G n rTunityl ¥ Send Separate Email ¥ Usz Plain Text

ubjec | reat career oppo unlty_ IV Log as Message ¥ Email terge
Retum Email Ialisha@tempworks.com ;IEI

Text Body IHeclplantsI Attachmenlsl Templalel H\story! AccountSetup'

Text: Email Note:

| hawe an immediate opening for & Human Resources assistant inyour area. Flease give Opportunity for Human Resources & This message will be

me & call if you are interasted. assitart, oallf interested | logged in Stephen
Thanks, Barnes’ file.

Sugan

Here is the logged message from in the Contact tab, in the Visifile tab. Double clicking will show both the
message and the message note.

Update | € Unfiled:19 | () AsgWam:2 | & 1stDay:0 | () 2ndDay:1 | G Conf:22 | % WkiyCalls:5 | <8 ISNow:7 | IH[ POWarn:0 | £ Activity:18 | & WebEvnt:25 [SEmail BE _

ﬂﬂ | Company Lkp . | Last Name Lkp: . Jamison. Jack J

Inactives: () Alpine Inc

B Contact Message ITIIEIF?I
Visilile Address
|
Refresh | See Customer |'@| SyneExdl pction: [Email Date: [ 5/23/2005 1:57:00 PM
Company: |Alpine Inc Status: E Message
Branch: [Memphis 5€ Date: RIEEmE =
Email: [jamizon@alpine. com Title: [sh |MrJamison wanted to see resume before setting up appointment.
Mr Jamison
2isiellonal el Here is James Masters resume.
Ronnie
Record: 4 | || 1 [ w1 [rt] of 1
(33
v.

If this email is to be sent to other recipients, click the Recipients button and look up the recipient's name.
Here, we needed to find a John Smith to send the email to. Look up the last name by putting the letters

“smi” in the last name box to get all contacts with a last name that stars with those letters. We can then
choose the recipient we want to send an email to.
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g | TempWorks Email EmailGraupiD i

Fecipients: IBames,Slephen \sbames@nulrealemail.cum |TU ;]Empluyea \j ﬁ @] "‘B/C' | &
[Alabarna, Nick [ [Ta = {Emplayes | ~|
. . — M Send Separate Email ¥ Use Plain Text Th .. ” h
Subject: |Great career opportunity! e v e e reCIPIQnt will see the
Fretuin Emsi-TT T oeamie com 1= email as if it was sent only to
TextBo Fiecipients achmentsl Templatel Hlstoryl AccnuntSetupI them They will not see the
Recipient Search: Search Results: \ = Other reCIDIentS the emall
e
Email Sourc ) Aident Lasttame Firsth ame Email Campany IAdd AP was sent to.
P— 508801 Emmanuel o Add
= E 5331 [Allen Donna Add N The Send Separate Email
M 5100|E verest Susie Susie{®@sue.com Add bOX iS Checked as a default
. E112|Franklin Suszie Suzie{@ue. com | Add ']
O Inactives e - so that the recipients see
— ! only their email address and
Recipient List: ‘ Select Al I Deselect Al | Deselect Mizsing and Malformed Addresses Refresh I ‘ not the OtherS
ﬁ] Email Recipient Hams Lasth ame Firsth ame Ta Sent | Source I
» Barnes, Stephen Bames Stephen To = Employee|
Alabama, Mick Alabama Mick To = Employes
mikramer@temprorks. com Barker, Shannon Barker Shannon To = Employee|
Bende, Susie Bende Susie To = Employes
D avis. Suzie Daviz Susie To = Employee|
Susie@sus.com Franklin, Susie Franklin Susie To = Employes
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