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Introduction

Welcome to TempWorks! We are excited to be partnering with your company to provide you
with the latest in technology solutions.

TempWorks has been providing software solutions designed for the staffing industry since
1994. We take great care to ensure that our software reflects t he development requests of our
clients, thus allowing our customers to stay ahead of their competition and on top o fthe
chall enges of todayo6s mar ket .

Continuing in this endeavor we bring you TempWor k
using the latest Windows Presentation Foundation (WPF) and .Net version 3.5. Enterprise is a

user-friendly software product th at efficiently places the best temporary employees in optimum

work situations.

Our goal in developing Enterprise was to create an application that is extremely simple for
users. We wanted something that people could quickly jump into and be productive w ith. This
training manual is meant to familiarize you with the Enterprise product.

We at TempWorks realize that none of our clients are exactly alike, so this manual does not
attempt to address your companyds pdylaitoolfoes or pro
learning your TempWorks software solution.

Certain Enterprise product features can be customized by each user so that the software works
best for you. Other functions, like the content of drop down menus, are determined by your
company.

Att he end of this manual there are sever al Afinot eso
notes right along with your manual. Read on to experience the Enterprise revolution!

How to Read this Manual

*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 Rateor Save.

*Terms listed in Bold Italics are sub-sections in a record (ie. Message®r ContactMethod9

*Terms | isted in AQudtoat itchre Mdred dés arre dirmputdoown menus

*Information listedin redar e fibest practicesodo or information about



Getting to Know Temp W orks

Enterprise

Logqing In

To open Enterprise you will first need to locate the TempWorks Enterprise link from your Start menu or
desktop. Double-click on the icon from the desktop or single -click from the Start menu to open the
software.

When first logging into TempWorks you may receive a prompt to download the latest version; go ahead
and click yesto begin downloading. Once downloading has been completed you will be brought to the
Enterprise log in window as shown here:

tempworks
CJ Elltﬂl‘lll'lsﬂ

User Name l

Password

sign in cancel

Enter your User Nameand Password and then click on the Sign Inbutton to open TempW orks Enterprise
and navigate to the Main Screen If you do not wish to log into TempWorks Enterprise software, then
click on the Cancelbutton to exit.

*Note - All information in Enterprise is time and date stamped with your User Nameso it is extremely
important that you are logged in as yourself whenever you do any type of work within the system.



E Menu Functionality

’ E TempWorks Enterprise | _

New

Save

© 3

Refresh

-~

& Cptions

Role: PC

Server: TWSQL2005

=
ﬁ Switch Branch (High Tech Staffing)

The E menu in the upper left allows the user to create new
records, set up Options Role Swich Branchand Serverinformation.

Clicking on the Savebutton within the menu will save any changes

to the open record. You can also use the . icon in the upper
left to save the open record.

The Roledisplays whether the user is logged in as a payclerk (PC)
or service rep (SR).

To open the form to select a different branch or hierarchy level,
click on the SwitchBranchoption. It also displays the current user
Branch

Clicking on the Serverbutton will display the Diagnostic
Information  form.

When the Optionsis selected from the E menu the following screen will display where you can determine
the color scheme of your Enterprise software.

Apguaisine




In the Appearance form click on a color square on the left to select your main background color. To the
right you can use the sliding scale to customize your color. The boxes under the Preview area allow you
to change your highlights and shadows, use a dark text color and display graphic effects. The W allpaper
option at the bottom allows the user to choose a background image in addition to a specific color
scheme. Once the settings have been updated click on the Savebutton in the lower right to change your

screen. Some samples of various background ®lections are shown below:




Saving Changes to Records

When a record is updated in Enterprise the new

— m information needs to be saved. There are two ways that

this can be accomplished.
40;‘ Record has not been saved!

There have been changes since this record was last saved. . .
Would you like to savegyourchanges? l You can click on the . button in the upper left of the
Enterprise Main Screenbefore navigating away from a
< Save and Continue form.
(recommended) l

& Do NotSsve arid Contiiiie The second way is to click to navigate away from your

This will cause any changes to be lost. current form without saving. If information has not
previously been saved the window displayed to the left will
pop up and ask you to save
changed.

< Cancel

Continue working on this record.

To add information to the database you will have to click
on Save and Continue

Enterprise Notification Services

The Notifications  function displays 1-9 alerts, unfilled Orders , online application submissions, and
pending web Orders and the details about these alerts. If there are alerts you will see a line at the
botomof your Enterpri eusbaeen|[ Nbmbeshyal 8rtso.

% You have 202 alerts. ;

Clicking on the button above will display the full screen Notification Manager . You can sort the alerts
based on EventType Nane, and Descriptionby clicking on the column headers.

202 alerts 9

Event Type ~

| Event Type « i Name Description |

& Event Type: Customer Credit Check {3 items)

¥ Customer Credit Check Customer: Telethon Mgmt (Primary) Customer Credit Check: Telethon Management (Primar...
¢ Customer Credit Check Customer: Vendor Test (Primary) Customer Credit Check: Vendor Test (Primary)
¢» Customer Credit Check Customer: Chio Health (Primary) Customer Credit Check: Ohio Health (Primary)
& Event Type: First Day Call (3 items}
¢} First Day Call Assignment: Carpenter, Kelley (Ohio Health, 14140) First Day Call: -
«¥ First Day Call Assignment: Barker, Brian K. (Ohio Health, 82320) First Day Call: -
¥ First Day Call Assignment: Dunn, Jeff (Chio Health, 14140) First Day Call: -

[# Event Type: 19 Needed (18 items)

nt Type: Unfilled Order (57 items)

vent Type: Weely Call (121 items)

To navigate to the corresponding record for an alert you can right -click on the line of the Notification
Then select the record from the drop down that you would like to view. To clear a Notificati on

highlight the line and then click on the @ putton in the upper right of the Notification Manager
screen.



W) View Order If the Notification is for an Application that has been submitted it
@ Close will allow you to navigatetothe Emp | oyeebder d. | f
Order that a Customer has submitted the drop down menu will be
similar to the one pictured to the left.

Click on a selection to navigate to the chosen record.

Enterprise Compare View

The Compare View feature allows you to display several records side by side. You can compare two
Employee records to determine which to place on an Order . You can display an Employee record next
to an Order to determine if the Employee meets the qualifications for the Order . To use this feature,

click on the B button in the upper right corner of the open form.

B > B & BT

ket (: Termrmy Devereous (Employes,) - Past Jobs ead Onty) >
e —
customer | » Y |

Cumtamer |
Department p

Opentions Manager
Customer 1D /5/1998 120000 AM - 7/1/2007 120000 AM
Woarkes Comg
Thewcsom Job details reference check results
Empioyer Begt By Nelintile Coopieraton
Poation Uperations Purctust Sreductnery
Superane T 08 Atendancs Attitude
Phose {995) 893-2343 Babure Comment
Addresn /Uity Apple Valley, MN [
Froem Dote WIA99E 120000 AM Atttude Comment

job info
Reguured
Order Type
st Thie

Sy To Date 7/1/2007 120000 AM

Job Type 4! Full Time __| Past Tume || Temporary Puoctusl/Atsendance

Qress Code Pay

Dusies Qulity of Wark

Sabety Notes

Start Date Inseracson
Durstian Raasce for Leawng

Est End Dute Strengtin
Shift

reference information Areas of Impeoyement
0% to Contact? IYes

Raterprice Sent Moc Comment
Refes=nce Comgieted

Start Tove

As you can see in the view above, several records can be displayed on the screen at once. If you are
working on a dual-monitor system you can view different records on each monitor to increase efficiency.
These records are | isted chmrmfThiemahns@atlyop will rottbe ablb te
make any changes to the record from the Compare View screen. These records will tile at the bottom
of your screen and you can select one to open and view it. To close a record out of Compare View

click on the E button in the upper right corner of the screen.



Enterprise Tasks

The Tasks area displays items that require user follow-up. | n addition to being able to create Tasks

from Messages and IncomingEmail you can also drag and drop records or click on the E button in the
Tasks area to create new Task records.

The Tasks box displayed to the (shown left) is located in the lower

tasks @ W & v

B * Gall Tammy D about in...

left of the Enterprise Main Screen. Clicking on the E button allows
the user to create a new Task. When an Enterprise record is open
B @ Employee: John, Gretzky (Employee , Customer , Order , Contact , etc.) a Task can be

B @ Test John Gretzky on word created for that record by clicking on the avatar area and dragging
and dropping the record in the Tasks box.

Tasks can also be created within the Follow-up area of any
Message record or from an /ncoming Email

When the ﬁ button is clicked the full screen Task Manager will
be displayed as shown in the next picture.

filter criteria <3

Show by Task Type Show tasks created between &l and &
Assigned to
8 results - ]
Drag a column header here to group by that column.
Task ] Description | Due Overdue | Complete ]
\_: [ ] call Tammy D about interview on Friday Created 11/26/2008
Y & [_] Employee: John, Gretzky Created 11/18/2008
4 % [ | Test John Gretzky on word Created 11/18/2008
Y & [ checkin Call Created 9/18/2008
i ‘L1 unfilled Order Created 8/15/2008
g, [] pick up Copies Created 8/7/2008
¥ e [ | Gabby check in call Created 8/5/2008

Tasks can be viewed for the entire branch from this screen and can be filtered by TaskType AssignedTo,

and CreationDate. To create a new Task, click on the ﬁ button in the upper right.
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[ call Tammy D about interview on Friday Created 11/26/2008

Assigned to Alisha Amold
Due Date 11/28/2008

When a Task record is clicked it will expand to display any Task message text. To edit the Task once

itds expande ~/. @d mark ke Bask as tompleted click on the < button with the Task
expanded. You can also click in the box on the Task record itself.

~ @ll Tammy D about interview on Friday

You can also display Tasks for a specific date by clicking on the '| buttons to the right of the Dueand
Overduecolumn headers.

8 results ) o

Drag a column header here to group by that column.

Task | Description Due » 'I| Overdue | Complete |
? & [ ] Employee: John, Gretzky (Clear Filter) Created 11/18/2008
= V] 8/5/2008 11:00 PM

" = [ ] Test John Gretzky on word 7 8/12/2008 Created 11/18/2008
f & [| checkin call V] 92672008 Created 9/18/2008
1 s - [¥] 1171872008
_¢ /L] Pick up Copies ] 14/19/2008 Created 8/7/2008
~ gw (] Gabby checkiin call [ 11/28/2008 Created 8/5/2008

Click in the box to the right of the Due date to display Task records with the selected date. In the
Overduecolumn you can select the True box to display all Tasks that have surpassed their Due date and
are not yet completed.

In the example to the left a new Task is being created for Tammy Devereux

T % 2l Tammoy D sbout in... by selecting her picture in the avatar area and dragging the record down to
= & rmpl Jonn, Gretz) the Tasks box and then dropping it.

- e gn-lqu,h;.Ju;--a, \_-.\_L_v\)

B @ Test John Gretzky on word

11



This opens a Task record that will be linked to Tammy and will be displayed as a Messagen her record.
Add any additional title inf ormation to the Taskfield, enter a Due date and further text can be entered in
the large gray box at the bottom. Then click on the Savebutton to save and close the new Task record

and | i nk i Emplogee Tegamimy 6 s

Enterprise Company Hierarch

To change levels within your company hierarchy click on the E Menu in the upper left of the Main Screen
to display the menu functionality. Then select SwitchBranchas shown here:

I E Switch Branch (High Tech Staffing)

Once this function is clicked the Hierarchy Selector/ Selectform will be di splayed as shown below. Click
on the correct hierarchy level (System, Entity, Branch, etc.) and then double -click on the Branchrecord
that you need. This will update your hierarchy and bring you back to the Enterprise Main Screen.

*Note I New data cannot be entered
at ASystemo | evel
ASystemd has not b
double-clicking on the Branchto
update.

12



Enterprise Diagnost ic Information

To view Diagnostic Information click on the E Menu in the upper left of the Main Screen to display
the menu functionality. Then select Serveras shown here:

|. ——

The information contained in this form shows who is currently logged in to Ente rprise (Rep Namg your
SecRole Namend your Branch.

| Information

Version

User Name

System User Name §

Host Name
Group Name
Server Name
DB Name

Hier Name

Hier TypeID
Hier Type Name
Hosting Seyver

Endpaoint Address

ServiceRep 1D
Rep Name
Full Name
SecRole ID
SecRole
SecRole Name
BranchiD
Branch Name

Hier ID

*Note - All information in Enterprise is time and date stamped with your User Nameso it is extremely
important that you are logged in as yourself whenever you do any type of work within the syst em.



Enterprise Main Screen

Once sign in is complete the Main Screen of TempWorkEnterprise will be displayed. From the Main
Screen you can do aUniversal Search , look at Employee , Customer , and Order information or view
Tasks that have been assigned to you.

E TempWorks Ertarprsn| ) _ox

‘i‘ )
Cootact Pay / Bin Calendar Reports

tasks *+ & < v
B * Gl Tammy D shout in.
I @ Employes: John, Gretzky

B @ et Johe

The different areas of the TempWorks Enterprise Main Screen are as follows:

e ' The E button is located in the upper left of the Enterprise Main
| LS =R Screen; from this button you can create new records for
Employees , Customers , and Contacts , or start a new outgoing
Email .

When the E button is clicked a window opens that displays the different actions that can be completed as
described in the section earlier in this manual on E Menu functionality.

14



To look up any type of record in Enterprise you can use the Universal

I Search... e, I Search in the upper left corner of the screen. When you enter a name
(or first few letters of a name) and hit Enter (on your keyboard) the
Crd a Universal Search will display all of the different types of records that

match the criteria you entered.

In the example above the | eUntiversat SdaClr feld. Toemtlee seamrcht er e d

to match this criteria you can either hit Enteron your keyboard or click on the “ putton on the right of
the Universal Search field. When the search runs it will display the results on the screen as shown
below:

& Customers (9)

r

Drag a ecclumn header here to group by that calumn,

Id | Customner Department Branch City | State | Phane | Active | Status | SalesYTD
775506 123 Nursing Credit Memphis CA  Eagan PN (651) 555-1212x.. Yes A 0.0000
779518 123 Nursing Credit Memphis SE  Eagan MRN Yes A 0.0000
779137 Creative Intentions Inc Human Resources Memphis SE  Eagan MRN Yes A 23040000
775126 Creative Intentions Inc Primary Memphis SE  Eagan MN (651) 452-9786x  Yes A 106525000
779140 Creative Intentions Inc Shipping Memphis SE  Eagan MRN Yes A 1464 0000
779139 Creative Intentions Inc Warehouse IMemphis SE  Eagan MRN Yes A 2088.0000
779445 Creative Solutions Finance Memphis NE Eagan MN (651) 555-1212x . Yes A 0.0000

i) Orders (17)

| -

Drag a cclumn header here to group by that calumn.

Id | Customer |Job Title |T'.rpe | Pay | Eill | Start | Status | Req |k5g | Branch

4934 Creative Intentions Inc/Hu..  Account Ana._. TE 51250 $15.00 11,/5/2007 Unfilled 3 0 Memphis SE
5231 Creative Intentions Inc/Prim... Accountant TE 520.00 $25.00 3/17/2008 Unfilled 2 0 IMemphis SE
5232 Creative Intentions Inc/Prim... Admin. Assist. DH $30,000.. 57,500.00 3/17/2008 Closed 1 0 Memphis SE
5283 Creative Intentions Inc/Prim.. Central Servi... TE $9.00 $13.00 4/7/2008 Unfilled 3 1 Memphis SE
5034 Creative Solutions/Primary Human Reso... TE 530.00 545.00 12/17/2007  Filled 1 2 IMemphis SE
45884 Creative Intentions Inc/War._. Project Man_. TE $13.00 $15.60 3/3/2008 Unfilled 3 0 Memphis SE
5032 Creative Intentions Inc/Ship... Seminar Ass_. TE 510.50 51260 Filled 1 1 Memphis SE

¥ Assignments (4)

You can use the ¥ to expand the list or the & to minimize the list. When the list is expanded you
will be able to see all of the records that matched the criteria you entere d in the Global Search for that
record type. The types of records that matched will be listed first with  Employees , then Customers
Orders , Assignments and finally Contacts . After the type, the number of matches that were found for
that type will be list ed in parentheses. To open a record from the results list, double -click on the line.

15



Mouse Hovering Information

When you hover your mouse over a button or feature in Enterprise the size or color of the icon may
change to bring attention to the function . It might also give you more information about what that
button does. A few examples are shown here:

Go To Task Manager

Navigate Forward 4024

Definition of Record Types

Employee : Information including Application details, Payroll , and Assignment history as well
as Messagesre contained within the Employee record section.

Customer : Information foun d within this section includes Work Sitedetails, Invoicing
information, and Departmentlistings.

Order : This section contains information about Customer job Orders such as Job Title, Start
Date, Pay and Bill Ratesas well as Supervisorand/or Hiring Managerdetails.

Assignment : This section contains data such as Pay and Bill Ratesforan Employ e e 6 s
Assignment , individual Startand End Date and quality control call information .

Contact : Here you will find Contact information including addresses, phone numbers, email
addresses, Messagesnd sales call information.

Pay/ Bill : This function allows payclerk users to access the Time Entry spreadsheet and to
process Employee Payroll and Customer Invoices .

Calendar : This area is where your Appointment Calendarcan be accessed.

Reports:  Clicking on the Reports icon will navigate you to where all the
Reports are stored.

Email : This is where you can view your incoming Email and sent items.

16



Methods of Navigation

Back and Forward : These buttons work exactly like the back and forward buttons in a web
browser . Use them to browse back and forth

Buttons : You can click on a button such as the Employee or Order as displayed at the
top of the screen, which will open that section of Enterprise.

Hot Keys : This navigation technique allows you to use a combination of keyboard keys to open
functions and/or sections of Enterprise without having to utilize your mouse.

Record Type Navigate to Add Newé
Employee Ctrl +1 Alt+1
Customer Ctrl + 2 Alt + 2

Order Ctrl +3 Alt +3

Assignment Ctrl +4 Alt +4

Contact Ctrl +5 Alt +5

Record Actions Bar

New records can be created from the E Menu in the upper left corner of the screen. In addition, when
any record area is opened an ActionsBar appears where you can select to create a new record, Search
records, or view your Favorites

', . 'a The view to the left displays the ActionsBar

that you would receive when you scroll over or
open the Employee record area.

Employee Assignment  Contact

= New Employee Q& Search Actions Favorites

You can click on the NewEmployeébutton to open the Add New Employeeform. The Searchbutton will
display the options from the Search form. The Actionsbutton will display any functions that are unique
to the record type or current open form. You can also view records that you have added to your

Favoritesarea by clicking on the Favoritesbutton. To add a form from any record to your Favoritesarea,

*

listed in your Favoritesar e a, unfilledtihteéns i t 6 s noRavordtessst ed i n your

click on the button in the upper right corner of the form. If the button is grey then the form is

17



Employee Records

Entering a New Employee Record (Manually)

To open the window to add a new Employee record to Enterprise you can go to the E button in the
upper left and click the Newbutton and then select the Employee option from the drop down menu or
select the NewEmployeebutton from the Employee record ActionsBar. You can also use the Hot Key
combination of Alt + 1. The window below will be displayed.

v,
Ir

add new employee

personal information

SS# _'_’__I Street

First Nam Street 2
Last Nam: City

v
Initial State

Phone Zip
Email County
School District
Country United States of America

tax setup/other avatar
Branch Mempbhis SE Upload a custom avatar by dragging it into this box.

Federal Ex
State Ex
Marital Status

Spec Tax

(4] €= = 5]

You can now enter the new E mp | o y mferdation and use the tab key or your mouse to move
between the data entry fields. In the lower right you can select an Avata r by using the Forward and Back
buttons. The Avatar will be displayed in the upper left of the screen when the Employee record is open.
You can also upload and attach a picture by dragging and dropping it into the Avatar area from your
desktop.

*Note - Areas outlined in Red with an Exclamation Point (!) at the front of the field are required and you
will not be able to create the new record without completing the information in those fields.

18



add new employee

personal information
S8% 483-94-8495
First Name Lester

Last Name Feldstone

Initial Ray

Phene (499) 349-3494

Email Ifeldstons@gmail.com

tax setup/other
Branch Memphis SE
Federal Ex 1
State Ex 1

Marital Status S Single

Spec Tax

Street

Street 2

City

State

Zip

County Dakota

School District

Country United States of America

avatar
Upload a custom avatar by dragging it into this box.

Once you have completed the new E mp | o y eeeod slick on the Savebutton to add the Employee to
the database and open their new record to the Details form.

*Note - The Schooland Countydo not need to be selected unless local taxes applytothe Emp | oyee 6s

Paycheck .

19



Employee Avatar Area

The Avatar area displaysthe E mp | o y Avatér &r picture, Nameand Addressas well as indicating if
they are Activeand/or currently on Assignment .

(‘
L Ifthe Employee i s current |-irmtwedower vightocortehvell

4 beGreenn i f they have be(ﬁrdewi’ﬁlﬁbltivate

Tammy Devereaux [SESEEEGGNGTUNNN B | S when vou
4832 Neil Armstrong Blvd ext to the Active Circlels a Image and wnen you nover your mouse

Eagan, MN 55121 over this icon it will display a summary of the E mp | 0 y euadnts
Assignment (s) .

j| Assigned

Active assignments for this employee.

,
>

Creative Solutions  Data Entry Clerk

Under the Assignment image the Employee Avatar area may have am indicator. This image will be
displayed if there is an Assgnment Restrictioror A Do Not ABEngploygen.0Whéndhe image &
scrolled over it will display any restrictions for the Employee similar to this:

DNA Records The DNA (or AssignmentRestriction

Do-Not-Assign (DNA) statuses exist for this employee and the indicates which Customers  that an
customers listed below. Employee should not return to.

Employee -initiated Assignment
Restrictionsare created in the
Employee record. Customer -initiated
AssignmentRestrictionsare created from
Clerical 778114 the Customer record.

AB icononthe Emp | oy eeeofd ;dicates that the payroll information has not yet been set up.
Payroll set up can be finalized from the Pay Setup form.

20



When the BI3 button is clicked in the Employee Avatar area the
information will slide to displaythe Emp | o y DgUngue identifier
for Enterprise) and their SSN(Social Security Number).

L)
Tammy Devereaux
4832 Neil Armstrong Blvd
Eagan, MN 55121

To return to the previous view, click on the m button and the
information will once again slide back to revealingthe Emp |l oy e e 6
Avatar (or picture) and their home address.

ID: 12467
SSN: 369-99-9999

"DEHS

Emplovyee Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Visifile form is found in the Employee , Customer , Contact and Order sections of
Enterprise.

fe','l..}!-t’l

Employes Customer Order Aszgnment Contact Pay / Bl Calenda

. + New Employee & Sesrch Actons Fevores ¥
lammy Devereaux £ e * K

4832 Neil Armstrong Bivd employee snapshot phone/email
Eagan, MN 5511

Neme Deveresux. Tamin & Rerume Recerved g 165118550212 w228 =
. ke £418 On Fe

Email Address amny@aci.com & Ackive Tarrmw @0l com

Desired Location g t Valley Dusnavilie [nver Giove Hevghn 4;:1.'.5:-9"61 J (224) 1389234

Hire Statue Elgible for Hire J (4831 34%-3888

messages

Dae ~ | Acson Neisage R | Comtmet | Do s

11/I8/2008 Miessage [Candidate]/[Deversaon, Tammy|/TLobby Incl misha '

11/30/2008  Mesage (Canddatel/|Devereiun, Tameny|/TLobbyy inc] withe

RRE2002  Message [Kandcutsl/[Deverescn, Tarmmy[/|Aardvark induseries ing) ence

WIG2008 Meviage [Canditute]/TDrvernaun. Termmy |/ [Aaraesrt InGumrie ing) wice

B/7/2008 Nie=zage {Condidate]/[Devereaux, Teemmy]/|Crom Equipment] dwood

DO MY Tu s (1 7Y -

) — '

tasks & W & v

B % Call Temmy D about in...

assignments interest codes

Tive | Custemar Code |Sun |Eng = ) Pay = Code ~ s
B @ inployve: john Gretzky
B @ Test Jobn Gretzky on word Comauier Claaning Tefturige SA) Lty o€ 1/3/2008  L0/34/0068  §0.00 5000 12 hout Nune

Compnes Cleaning Teuride Sk Ly " 4/25/2008 10/30/2008  $10.00 51100 1 Shin

Compurer Clannimg Crom Eautprmen <0 A1A2000 RAG2008 2000 $:1000 Ines NN

Compurer Cleaning Crom Equpmens <o 132008 §10/2008 $20m $1000 Access

TheEmp | oy e e 6 sforid ¢ostains information such as Phone/Email MessagesAssignment
History, and Interest Codes Each of the areas of the Visifile will be broken down and covered in detail.

21



employee snapshot

Name Devereaux, Tammy 4 Resume Received
iy
¥+ 19 On File
Email Address  Tammy@aol.com |
L =2l 5 Active
Desired Location  Eagan, Apple Valley, Burnsville, Inver Grove Heights BAssigned

Hire Status Eligible for Hire

The Employee Shapshot section of the Visifile displays the Name Email AddressDesired[work] Location

and Hire Status The "= shortcut shows up at the end of the Email Addressfield when you scroll over it

and will open a new Email addressed to the Employee . A % in the box in front of the Resume Received

indicates that the Employee has a resumé attached to their record. The 19 On File 4 shows that the

Employee has completed their 1-9 document and provided proof that they are eligible to work in the

United States. The %4in front of Activeindicates thatthe Employee i s currently in fAActive
the Assignectd shows if they have a current open Assignment .

The Phone/Email area displays all of the Contact Mehodsfor
the Employee . Double-clicking on a record will display the
'-7 (651) 555-1212x123 - Details/Contact Methods form.

| Tammy@aol.com

phone/email S

. Click onthe ®' to add a new Contact Methodto the record.
..] (224) 234-3234

,] (483) 345-3445

messages

Date ¥ | Action | Message Rep Contact Due =
11/18/2008 Message [Candidate]/{Devereaux, Tammyl/[Lobby Inc] alisha |
11/18/2008 Message [Candidate]/{Devereaux, Tammy]/[Lobby Inc] alisha

8/26/2008 Message [Candidate]/[Devereaux, Tammy]/[Aardvark Industries Inc] erica

8/26/2008 Message [Candidate]/[Devereaux, Tammy]/[Aardvark Industries Inc] erica

8/7/2008 Message [Candidate]/[Devereaux, Tammy]/[Crom Equipment] dwood

7/29/2008  Message [Candidate)/[Devereaux, Tammy]/[Worthington Industries] paul

The Messages section displays all of the notes that have been logged about calls, emails, or other types
of interaction either with the Employee or on behalf of the Employee . To add a new Messageo the

Employee record from the Visfile , click on the = * image.
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assignments

i B

Title | customer Code |sStart |End ¥ | Bill | Pay
Computer Cleaning Telluride Ski Lifts DE 10/31/2008 10/31/2008 S$0.00 $0.00
Computer Cleaning Telluride Ski Lifts RC 4/25/2008 10/30/2008 $16.00 $§11.00
Computer Cleaning Crom Eguipment (00} 3/13/2008 8/10/2008 $§20.00 $10.00
Computer Cleaning Crom Equipment co 3/13/2008 8/10/2008 $20.00 $10.00
Computer Cleaning Creative Solutions co 1/3/2008 8/10/2008  $45.00 $30.00
Computer Cleaning Thompson Industries EX 5/9/2008 7/31/2008 $26.00 $16.00

In the Assignments area you can view the E mp | o y Assignment History since they started with your
. . . I WL & .

company. When you click on an Assignment line the " ™ Ve buttons are displayed. The -

button will take you to the Assignment Details  form for the selected Assignment . The e button

will open the Order Visifile for this Assignment . When you click on the =+ button it will add a
timecard into Time Entry for the current WE Date (Weekending) for the Assignment .

: . The Interest Codes area displaystheE mp | o y skifls) exlucation,

interest codes W T
languages, etc. Most of the Employee search functionality within

o | Enterprise comes from the Interest Codesntered on an Employee

12 hour Nurse record.

15t Shift

ot iy To add new Interest Codedrom the Employee Visifile , click on the

P “! iconto display the window where codes can be selected.

Accountant

Administrative Assistant
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Employee Details Form

The Details Form displaysthe E mp | o y Baméand Addressnformation, as well as
Washed Statysnd 1-9 information is added here.

Branch affiliation,

4532 Nell Armtrong Bvd personal information address
Eagan, MN 55121 >
Last Name Street
~ . - ‘ Hest Name 1reet
@ £SN 69 77V Slals  MN In $5121
past }(’b;m i ot Contact iD County Rhoal
work experence Azt Date Deact. Case Cauntry  United States of Amenca
work nterests hiring information
direct hwre Ordes Type DH Branch Mermahis SE
Hire States ESgibie for Mire Staffing Specialist alicha
ntespersonal Professan N/A Intervwmnt 5y
{rarsportstion
pay setup Washed Statis famidiar Enterno By
pay history fiesume On Fe &1 Vendoc N
documerts
Messa B On Fle o1 b Title
tasks & ' L3 LAl W Esper Date How Heasd of A
B % Calt Tammy D about in..,  JRUSEIEE How Feard Detai
B ® Empioyee: John, Gretrky Annivessary Date 0&/04/2008
B @ Test John Gretziy oo worc
et Sy ; background information
Canwctong ecunty Cleaance
equal opportunity
Birsh Day Natonakty Dtsabled
Date Entered >enge Veteran
personal information In the Personal Information section you can update the
et | Deverasin Last Name First Name SSN(Social Security Number),
S E— Initial . and view the ID (Unique Enterprise ID for Employee ).
Rickame You can add a Nicknameand view the Act. Date
-00-9G0 . . . .
M S618 0 (Activation Date) and Deact. Date(Deactivation Date).
ID 12457 Contact ID The Activation Date is automatically populated when the
Act. Date Deact, Date Employee is added to the database. When a
fi De act i Messagdasdagged on the Employee
record the Deactivation Date will be populated.
The Address area stores the Street
City, State and Zip Code information
forthe Emp | oy ManbAsldress. address
This is the address where the Street | 4832 Neil Armstrong Bivd
Emplo y e ePayshecks and W2 will <.
be sent. City Z—
The Countyand Schoolfields are pate. | MN CIpR 53121
determined by the Zip Code on the County School
record and refer to local taxes that Country United States of America

should be applied to the Paycheck .
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hiring information

Order Type DH
Hire Status Eligible for Hire
Profession N/A

Washed Status  familiar
Resume On File 4

I3 On File 1

19 Expire Date

Orientation Date

Anniversary Date 08/04/2008

Branch

Staffing Specialist
Interviewed By
Entered By

Vendor

Job Title

How Heard of

How Heard Details

Memphis SE

alisha

N/A

The Hiring Information area is where the E mp | o y ©rded Bype(ie. iTempo, fiTemp to Full timeg,

fiDirect Hireo, etc.) can be selected. The Hire Statusdisplays whether or not the Employee should be
assigned (or hired). The Washed Status used to indicate whether an Employee can be placed on
Assignment . The Anniversary Datds automatically populated from the Start Dateofthe Emp |l oy ee 6 s

first Assignment with your company.

*Note - The 19 On File and 19 Expire Date(used for tracking the expiration date of Visa documents) fields
are very important because they will indicate if an Employee has work eligibility within the United

St at es. An
Date field.

expiration date

on

ot He Snteded intotleer IDEXpiréd i cens e
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Employee Pay Setup Form

Inthe Pay Setup form Service Rep (SR) users can add or updateFederal[Tax] Exemptionsand State
[Tax] Exemptionsas well as local taxes that should be applied to the Emplo y e e Bagcheck . Payclerk
users (PC) have access to direct depo# set up, weekly Adjustments Accruals, and Taxes

+ Piew Emplopes A Sesch Actont Reparty I avnrte | 4

.
Tammy Devereaux

AKIZ Nesl Arrmstrong Bhvd general information temporary address
Eagan, MN SS121 z

Py Setp Camvpiate % Ute Tempatary Adt-en
Erpiceee 1T 134 Srest
“Pb N
rte
[ setf Lrates of Avarca
At required tax information payment options
aconiaks e AL 1 Slecmsc Pag Sewup Complere
MuE Theck vt S0l .

liste Exmryrtarre =

Ppctnck Devwery Code
Addisand Witmading 8000

Cetaunt Pay Bare
SRR) SR . Mawrmore; Decayctam Borzom X
warh Depenoacn ’

PMeme #2 Dapent
Marital Tos Status £ Single

T Sinte A
tasks S W S e barrs LAILS
@it by b o By State
O Tonny
% Pt for Inwoler #5552764  ERENE RIS automatic delivery method change
@ e Task Lol taset arw sutomancaly Setermtens by the errplapes 1 2 tode. Manusl changey e these npdont W Mitenalicsly Chitge shack debarry o the spet Hied sctualivn dale
M (ot be Bectitany
St
> Actratssn Date
Lonsrny T
) New Dabvery Coce
iy T
housl Too Maid 1o Parrrmrem Addires:

In the Required Tax Information section
you can update the Federal Exemptions
StateExemptionsDependentsTax State
and select a State JurifOverride (The
State JuriOverride allows you to select a

required tax information
Federal Exemptions 1
State Exemptions 1

Additional Withholding $0.00

Dependents 0 different state for withholding taxes from
Marital Tax Status S Single anE mp | oy pagchexk).

Tax State LA *Note - If an Employee indicates that

State Juris LALEX they are AExempto fr
Tax By State ] you need to e rederaland ¢

StateExemptiondields.

*Note 1T Tax By Stateshould be selected if the Employee should only be taxed by their home address and
itéds not a fChseocnieer Wamksye t h e
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The Temporary Address area allows you to
enter a different address that the

Emp | oy Paydhexk should be sent to.

This address will override the Main Address
as long as the Use Temporary Addredsox is
checked.

payment options
Electronic Pay Setup Complete g
Mail Check and/or Stub

Paycheck Delivery Code
Default Pay Rate

Maximum Deduction Percent 50
Note to Payroll

temporary address
Use Temporary Address L]
Street

City

Zip

United States of Amenica

In the Payment Options area you can view if
an Employee has Electronic Pay Setup
Complete This box will be checked if a
Direct Deposit account or Paycard has been
set up for the Employee . Mail Check
and/or Stub will be selected if the

Empl oyeebs Paycheck

*Note 1 the amount entered into the Default Pay Ratefield will automatically override the PayRateon any
Assignment for the Employee . This field should be used with caution.

Employee Electronic Pay Form

The Electronic Payform is found within the Employee Pay Setup section. The Electronic Payis where a
direct deposit account or paycard account can be created for the Employee .

4332 Nedl Armistrong Bvd

Esgan, MN 55121 Active &
electronic payment type
“PN
rafile Bank Deposit
detais Routing Number Lis0an i
pay setup T
» elecirone pay Earh Name
Account Numbes | 47394034
Account Type Checking Accoun
Paycard

Pre-note Sent
Pens-nade Approved

Pre-note Daappeoved

Before either of the forms will be available for data entry the Activebox must be checked off. Once that

has been completed, click on the

in front of either the Bank Deposit section or the Paycard section.
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Bank Deposit

Routing Number | 043604024 Pre-note Sent

Bank Name Pre-note Approved

Account Number Pre-note Disapproved

Account Type Checking Account

When the Bank Deposit form is selected you will be entering the bank account information that the
Employee provided. Enter the RoutingNumber Bark Name AccountNumberand AccountType If your
company is utilizing the pre-note functionality then the Pre-note Sentdate will automatically be populated
with the date that the ACH/Pre -note file was created forthe Emp | oy £ B 6 s t Paytheckv &he Pre-
note Approvediate will automatically be populated a specific number of days after the Pre-note Sentlate
(usually 7-14), so that any Paychecks issued to the Employee after the Pre-note Approvedlate will be
pulled into the ACH file and sent via direct deposit.

If the bank indicates that the account does not exist, the Pre-note Disapprovedate should be populated
(manually) and the Active box should be unchecked. This will stop any future Paychecks from being
direct deposited into an invalid account.

*Note 1 If the first Paycheck should be direct deposited for the Employee , manually enter a date in the
Pre-note Senaind Pre-note Approvedcan be same date) fields that is prior to the date that the ACH file
will be created.

Paycard
Card Number 5848458458584858485 Paycard Venfy By  11/26/2008
Expire Date  03/05/2010 Paycard Verify Date 11/26/2008

When the Paycard form is selected enter the Card Numberand the Expire Date The PaycardVerify By
field wildl automati cal | y Paywagdvérity Date will automatidally dopwate s
when the paycard activation is complete and verified.
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Employee A djustments Form

The Adjustmentsform is found within the Employee Pay Setup section. The Adjustmentsis where any
weekly withholding is set up for the Employee .

4332 Ned Armstiong Bivd

w0
Eagan, MN 55121
EING | AZjustmant Type ~ Acowe | Sequence Baance Amt YD Tor Lifetime Tozal MTD Tozal | WTD Toe ‘
| | | |
L N |
0 401 & 4 $0.00 $1110.24 $1.110.24 1074 $1074
wutio
detass 0 Adaer riea L 24 $0.00 $-T1.00 $-71.00 $-71.00 $- 7100
pay setup 0 Checkingl & 5 $0.00 $0.00 30.00 $0.00
electronc pay
» adustments 0 CuiSuptl : oo 5593 §s493 o $0.00
accruaty 0 o &@ 3 $0.00 $53.00 $5300 $2.00 59,00
{3
pay history 0 Lewyd 724 1 $0.00 138923 $355.23 $0.00 0,00

doasnernts
messages
standard searches
search

summaty “ Py Mg Authonity

Category - ChildSuptl

tasks * W & v

Active 0
B % Gl Tammy D about in... Frequency Note /ﬁ ’ él ‘
B ©® tmployes: John, Gretzky Suence 2 ——

Ha et specified deduction amount

B ® Test John Gretzky on word

Max ¥ .

Max Yearly Amount $56.93
ot

Max Lietore - 3 =% 005

st Max % of Net 55.00%

Pericd May $5693

Max Appled per Theck

To create a new weekly Adjustmentfor the Employee , click on the «’ putton in the upper righ t. The
form below will open and you can select the Adjustment

Select the Adjustmentype from the drop down

menu. The form will automatically be checked

adjustments asActlvewhen youbre adding
Adjustment

= =) .
*Note T Each Adjustmenttype should only be

selected once.
Adjustment CHILD SUPPORT 2

Active A The Frequencd e f aul t s t o A We.
Frequency Week s 06 and fiMonthlyo ar

Start Date

You can enter a Start Date and/or End Date for
End Date = the Adjustmentand then click on Saveto save
and close the form or Newto save the
Adjustmentand clear the form so that you can
add another.

*Note i The 048 FWguenkyshould be selected for Adjustmentsthat should not be withheld on the
Paychecks issued during the fifth pay period of the month when paying weekly.
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7] $0.00 $0.00 $0.00

Once the Adjustmenthas been saved, it will be displayed as a line item at the top of the form and the
Main tab will be displayed. In the lower right select how the Adjustmentamount should be calculated
and then fill in the corresponding information.

*Note - Always be sure to verify that the correct Adjustmentline is selected before entering any amount
information.
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summary m Pay/Misc Authority

Category ChildSuptl

Active [x] v ‘
i Note % 0/ } 1 @
6 || &

Sequence < | .
Date Served 11/26/2008 ~ ¥ specified deduction amount

:tar‘t Max Yearly S Amount $67.88

nd = %]
pigeLiehie Max % of Net 55.00%
Period Ma-x $67.88 &
Max Applied per Check

When entering an Adjustmentwith a specified deduction amount, click on the = == icon to select the

correct form (ex: child support) . Then enter the weekly Amountto be withheld and the Max % of Net that
should be calculated for this Adjustment Enter the same amount in the Period Max field so that if

multiple Paychecks are issued to the Employee during the same pay period that the a mount will not be
withheld over the Period Max amount entered.

summary “ Pay/Misc Authority

Category 401k

=~ 1P R % | &

Sequence

Date Served 01/15/2008 ) calculate deduction by %
Start Max Yearly §15,500.00 Gross Percentage [X]
o Max Lifetime Net Percentage [T

Period Max Percentage 6.00%

Max Applied per Check

%
When entering an Adjustmentwith a deduction calculated by percentage, click on the “ icon to
select the correct form (ex: 401K). Put a check mark in either GrossPercentagdgpre-tax calculation) or
Net Percentaggpost-tax calculation) and then enter the Percentage In the 401K example the Max Yearly
amount set by the federal government on this type of pre -tax withholding should be entered. Once the

Adjustmentreaches the Max Yearlyamount for the t ax year it will be deactivated until the first pay period
of the next tax year.
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summary “ Pay/Misc Authority

Category Levyl

ctive [:] '
I:retquency s Note ‘ % H 0/“ ) é

Sequence

Date Served 01/15/2009 = 7 levy all except specified amount
E;a: e Yearly Net Amount After Levy $200.50

Max Lifetime $10,000.00

Period Max

Max Applied per Check

-

When entering an Adjustmentwith a levy all except specified amount, click on the & icon to select
the correct form (ex: government levy). Enter the NetAmountAfter Levyand if there is a maximum
amount to be withheld for the Adjustmententer it into the Max Lifetimefield. Once the Max Lifetime
amount has been reached the Adjustmentwill be deactivated.

summary Main @ Authority

Category Lewyl

Active  [X] partial electronic payment miscellaneous adjustment info
freavency Routing and Transit I Misc 1

Account Number Misc 2
Start Account Type Checking Account Misc 3
End PreNote Sent B v EINC 0

PreNote Approved B Monthly Pay Cycle

PreNote Disapproved 5] Flag Check for Approval []

Banked

In the Pay/Misctab the information for a second and third direct deposit account can be entered. Once
the Adjustmentt y pe of fiChecki ng 1 éctedanterith€ teduction amgubtdnfoimationsire |
the Main tab and then enter the account information in this tab. A check mark in the Bankedbox
indicates that t he Adjustmentis an amount owed and will be deducted until the total banked amount has
been deducted.

*Note 1 If an Employee has four or more Adjustmentsselect Flag Checkfor Approval When the payroll
run is calculated a Paycheck for this Employee will generate an error reminder which will allow the
user to view the check details and edit any of the withholding amounts before printing and posting the
Paycheck .
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summary M Pay/Misc Authority
Category Lewyl g S
Active [x]
Frequency Print Check to Authority Brevard Couinty

Case Number 483459345
Start
End

The Authority tab is used to select the authority that the deduction should be remitted to.  Select the
authority from the Print Checkto Authority drop down menu and then enter the CaseNumberthat should
be referenced with the authority payment.

*Note - Always be sure to verify that the correct Adjustmentline is selected before entering any authority
information.

Employee Accruals Form

The Accruals form is found within the Employee Pay Setup section. The Accrualsis where Employee
vacation, sick leave or PTO accrual amounts can be selected.

" (RN Cuttomer Ovder  Assignment  Contact Pay /B Calender Repons
- 4+ New Imployee A Search Acvons Reports Tasortes ° | 4
dove 7z jones
Ly
Acwe | Accnad Type ENC Par Pay Fer Rate Balance Nax Nax/Pay Max yearly oy | %eany Annle
Patiod Homr Earmes Yearly | Penod | Ay
- VarMey o x 1 v 120

detars

pay sotup
lactronc pay
adyuntmoents

> aconaals
taers

To add a new Accrual for the Employee , click on the

« button in the upper right. The form to the left will
be displayed. Select the Accrual Typefrom the drop

down menu.
accrual type
Ve Plandl Actrve (] The Accrual will automatically default to Activestatus.
details Once the Accrual Typehas been selected the details
Gescnpbon  Annual Vacation Plan Alternate information will be populated.
Salance 0 Max Yearty
Hite Comed N %~ i ot Pay Pario Click on the Savebutton to save and close the form or
B T Y ey click on the Newbutton to save the information and
Dot Hout Yearly Armivessary
R clear the form so that another Accrual can be selected.
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Employee Taxes Form

The Taxesform is found within the Employee Pay Setup section. The Taxesis where additional State
income tax withholding can be entered as well as adding the earned income tax credit (EIC).

4832 Neil Armstiong filvd Employee Taxes - United States of America 9
Eagan, MN 55121

Drag a column header here 32 growp by that column,

Mz - |EINC | Esempe | Acte | N Amoent | ASowances | Anstonal WH Amourt Adcitonal Alowences
o Ca 0 x 0 $0.00 0 $0.00 S0.00
- O 0 [* (¢ 00 0 $206 5000
- o 0 L o sano 0 $0.00 oo
- e o x 0 $000 0 $000 S0.00
- FUA o % 0 $000 0 $000 M
MNENGLE i 0 000 : $0.00 30.00
® WMNSUTA 0 x [ 000 [ K00 $0.00
) 0 i ¢ 000 1 3000 5000
- CHUTA o I 0 000 0 $0.00 5000
s 0 x| 0 $0.00 ! $0.00 0.

Once an Employee has been issued aPaycheck the Taxesform will display all taxes that have been

calculated basedonthe E mp | o y Zigadde and the Customer Worksite Any taxes with a - icon are
not able to be edited. To add a new tax, click onthe %* button in the upper right. To edit a tax, first

highlight the line for that tax and then click onthe = ' button.

Once the tax form is displayed
you can add an amount to the
Additional WH Amountfield or
check off that the Employee is
Exemptfrom the tax.

Juris MNSINGLE After updating this information
EINC 0 AecRint $0.00 click Saveto save and close the
B bt Allowances 1 Torm or Newto save the

: o i information and clear the form
Active Additional Allowances 0 so that another tax can be
Percentage 0.00% Additional WH Amount $2.00 added (ex. Earned income tax

credit).
*Note T TUSSO indicates Feder al single withholding for the

withholding for the U.S.

34



Employee Pay History Form

The Pay History form gives users access to Check RegisterTransactionHistory, AdjustmentHistory, and
ACH History among other Paycheck history information.

4832 Neil Arrestrong Bhvd common tasks
Eagan, MN 55121

Void or Reverse Check

Use thas wizard to search for and vod or reverse 8 paycheck,

Gl
transachion tustory
Eaxes 10 date
Sdjustment hslory
acongl hustory
ach Festory

Employee Check Regqister Form

The Check Registeform is found within the Employee Pay History section. The Check Registedisplays
a list of Paychecks for the Employee .

4832 Neil Armvstrong Bivd Y e R R
Eagan, MN 53121 i
Drag 2 column header heve 1o growp by that columin T g
. - B [Num |[Check. = [States [Emplyes |Geom | Ad) | T Net | Accounts
wisilihe = ¢
detals a37 Devereaux, Tammy L S R
pay sotup m- Dates B/10/2008 . LIS Theck Dates
pay history AP Bank Accourt Net:  S1644.87 Freem 01/01/2008
» check tegrster Ceeal $11000 (1L 200200
check sammary 564  Devereaux, Tammy L £ Yo 1/20/200
o ke y ] DD M Deves 392008 fw $120
tramactan hrtoey ! Serwemy AF Rank Account Nt $81.00
taness 1o date $165.00
W Ny B : bmsiopes
orual hes s : 1108
:;h h'I!:r:m AP Bark Accoum Vet 13168 Check Date
socssms Devereaux, Tammy L woem.  SU
messsges “% Deves 973072008 Yo i , Payroll Kun 10
¥ AP Bara Account Fiet $81.01 Dhack Mam
564 | Devereaux, Tammy L ow (311000 Chwck 10
Ot 2% - 202008 » T4 O
@ Call John to et up wterw W $0.00 Gross
(™) @ Peesoe check 0 Terry “ Devarml. Tammy L _: !::9_. '.,_‘ Net
BRI Uves 1371172008 . §1778
woaen AP Barik Accaunt Nt 48849
§ - s &, Search
111 Deversaux Tammuv L el S1no

The Check Registedisplays the Check NumberCheck 1D Check Date Gross and Net of the check.
Double-click on the check to view the CheckSummaryform for the Paycheck . On the right in the
Search for Checks area you can select search parameters to findspecific Paychecks . Enter the criteria
and then click on the Searchbutton to display matching Paychecks .

Employee Check Summary Form

This form will be covered in more detail in the Pay/Bill section.

Employee Staged Check Summary Form

This form will be covered in more detail in the Pay/Bill section.
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Employee Transaction History Form

The Transaction Historyform is found within the Employee Pay History section. The Transaction
History displays line by line Transactionsfor any Payroll or Invoicing information for the Employee .

AR32 Nesl Arme
Fagan, MN 5

Vs  Stondard View

Crag a codumn haader her 16 Group Sy that calumn

°B N T
= Weekend Sl * | Weekend Date | Cantomer Skl Code Total 8l | Gross | Check @ |
veufile TS ORI TSRy e e TR SRy ——— ——————re
et 127472008 12/13/2008 Dans Cleaning Services Warehouse Perer $1222 $0.00
pay ':““f' 127180008 12/1302008 Dans Geaning Services Wasshouse Persan #1110 3000
Py heslory
check tegstes 1anasoce 127372008 Datm Cheaning Services Warnhouss Peras $11110 soce
:' "“’;»"L:;‘"“"»"" 121142000 1272372008 Dans Cleaning Services Warehouse Person 22000 3000
Axes 10 Gate
adusstment hitory L0 12/33/2008 Dans Cleaning Servikes Warshouse Pessce $-31110 $0.00
’:;’m“"“’“"y 121472008 1273372008 Dans Cleaning Services Warehouse Perer $11L10 $0.00
0 eyl I'y
documents 1243400008 1241402008 123 Narsing Fonié $14053 so00
RESERge 321147008 12/7A/7008 123 Rursing Forttd) 312093 $0.00
standard soarches
soarch 121142000 1373402008 121 Nursing Forkddt 12093 $0.00
127772008 111672008 123 Nursing Forntm $0.00 12000 3878
a7 L2 F O
tasks S W v B LS008 123 Nursing cralét $0.00 $-400.00 L]
127772008 1152008 Telluride Sid Lifts Inc. Computer Cieanng $0.00 440100 ECES)
2777008 127757008 123 Nursing Faraid) §14512 $12000 904

You can view the Customer Skill Code(Job Title), Total Bill, Gross and the Check ID(unique identifier for
the check) number of the Emp | o y Paydaheck . Select AStandard Viewd or
Viewdrop down menu to change the information displayed between rates and hours.

Employee Taxes To Date Form

The Taxesto Date form is found within the Employee Pay History section and will display all taxes that
have been withheld fromthe E mp | o y Paydheck year to date.

.
Tammy Devereaux

4332 Neil Armstrong Bhvd
Eagan, MN 33121

+ New Emplnwe 4 Search Actions *  Reporty ¥

Faveriter * %

Cvag a column beader hare 8o group by that column,

» . - B ¥ ikm Grow Tassble Teoxd Next Yr Groms Next Ve Tax | Newt ¥r Tamable |
JII8 USS $3475.00 S5 A L RE -t 000 000 $Go0
crufile
et TAN? OHSUTA 21500 $715.00 $1831 000 $000 5000
pay setup JITIE OHNA 71330 Baisy 5559 000 600 $0.00
hrslon
Ot mesi TS MNSUTA 1275000 £2760.00 03 sam $000 sa00
tramaction hstory 3718 MNSINGLE 1275000 f2sm00 14273 o $0.00 KW
taes to date
adpstment histoey 2113 FJTA $1475.00 $247300 78 $00 $000 $6.00
sccruad hstory 12 EMec $3475.00 sranmm 15032 000 000 $0.00
ach hustory
SRS I Fre $347520 $347550 §I154% 000 5400 5300
meage 710 CMed 347500 $347500 $5038 000 5000 $0.00
stardord semrches
T e TG Chea $2473.00 §347200 sa1sas $0m $000 $0.00
*Note i AiUSSO indicates Federal single withholding for

withholding for the U.S.
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Employee Adjustment History Form

The Adjustment Historyform is found within the Employee Pay History section and displays all weekly
and one-time adjustments that have been applied tothe E mp | o y Paydhexck .

A83Z Nedl Armstrong v

£agan, MN 55121 Deag o column headler here 20 groop by that cokemn
8§ Check Date * |Emplayee | Adqustmens | Amount | Check 1D |
171772008 Deveresuy, Tammy L [ Zu 500 3538
wisifile
dutails 12/1772008 Devesesox. Tammy L AdvanceBnk $-8L.00 330
pay setup 273773008 Devernags, Tarnmy | 401k $-B400 9
. 2726/2000 Devernu T oo 900 e
heck regrten 272672 eau, Tammy L $e L
trarsacthion hestory 13716/2008 Deveraaus, Tammy | AdvanceBnk 0 L)
Thxes b0 gate
adurtment histary Ao Devereaus Tammy L Al $1200 )
acorua hstory 12/9/2008 Devermays, Tarmmy L Advancelink §-9665 376
ach hstory
dotuments 1272008 Deversaux Tammy | 401 $-1200 3N
measages 122172000 Deyesasax, Tammy A0ty 51200 324
standard searches = 3t
semch 1A L2000 Devernsux Tormmy | 0E0 oo 3320
1173172008 Deveresus Tammy L Advancalink $81.00 =X

Employee Accrual History Form

The Accrual History form is found within the Employee Pay History section and displays the earned
accrual Transactionsand the E mp | o y euadhtdalance of vacation, sick leave, paid time off, etc.

Employee ACH History Form

The ACH History form is found within the Employee Pay History section and displays all direct deposit
(ACH) files that have been generated for the E mp | o y Paydhexk .

123 Mam Sireet

Nthaca, NY 53024 Orag # column hasder here 30 group by that ¢slumm
P - Cngin Routing Amaount Desbnaton Rowtng - | Destnation Account | Account Type | Emmployes Cenemted. ~
6783623235 $117.4¢ pebsiniis HS5467654 Berker Shannon 325/ 2006

wrifile
deads ST 1w Haaun SI6TEM O Sarver Shannon 457006
pay setup s $385.%% o GAH467654 Ok Server Shannon L2000
pary history 5 i

heh, regester OOE0167TM $50.00 mnnn 4535431 Cha Sarker Shannan /337000

Bransachion history 0960167 48529 petispbinl BABL6TEIS O Barcer Snannon 127200)

e 10 date

adjustment Mstory
aconal hustosy
= ach hestory
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Employ ee Messages Form

In the Messages form you can view Messageshat have been logged fromthe Emp | 0 y e sr
linked to the Employee from other records. Messagean be added from the Employee , Customer ,
Order , and Contact areas of Enterprise. This feature is covered in the Front Office Manual.

4832 Neil Armstrong Shd

Filtar &y Action Code V]
Eagan, MN 55121
1/14/2008 11:07:00 AM Entered Byrabsha o
o N [Candidete} [Devereaux Tammy}/{Creative Intentions Inc]
visifile
detads
pay setup
‘:: :"""'f’ 3 Comatrvy Intenbom lz !‘ | Accownt Analyst
Message 1/14/2000 10:47:00 AM Entered 3y alsha
' D5d an escelent would love 1o have them back
Incident Repart 12/16/2008 9:2500 AM Entered 3y aicha
' Filing report
Message 12/16/2008 9:24:00 AM Entered 3y alsha
' Cat! about new orger
Employee Search Form
The Search form displays all of the Employee records that match the criteria entered in the Search
Criteria area. To open and view a record, double-click on the line for that Employee .
4237 Nevl Armstrong Biwd Name barke et A Recoed ReoName . All
Eagan, MN 53121 = : y ‘ Clear Critevia
SN D Status _ Branch an Smerch
“PbN
vidile Cpsomz Uaerziangy! (gcanen | gl lmpume ) (amgizyment ) Linit 1o Lt
defais Your search retumed 5 resulis.  View Loz view =
pay setup
pay history Drag a column header hese to group by that column.
docurments - - - - —— ——— — - -
MEssages 2 v A Lo fraos §Ach i ang i Mo | AMmmer ] M St LT . L R
: 15350 Garker, Belink  Memphisis x| OtoHesss  RAYNOR 35013 0
INIA Bdarket )i L Mempris 32 8511 3851212 1) x Avalstie Fesmengine 50070008 5602 o
11970 Garkee Rcbertn MemprisSE (651 S5542126123 (%] K Message  Unformdes. S/140008 S5 D
pi L] Berber Shanngn Memphis 52 (6311335112 510) * Avatatie  Crom Equipm_ 7202008 55004 0
1208 e Sanae Mamprres S S 7% x| Ay latite AFL2008 S5 ]
Name  barker Assigned All Records RepName All :& |
Clear Criteria
SSN ID Status Branch Al | Search |

In the Search Criteria area you can enter Name SSN(Social Security Number), ID and choose the Status

RepNamend Branch Then click on the Searchbutton to display matching Employee records.
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Customer Records

Entering _a New Customer Record

To open the window to add a new Customer record to Enterprise you can go to the E button in the
upper left and click the Newbutton and then select the Customer option from the drop down menu.
You can also use the Hot Key combination of Alt + 2. The window below will be d isplayed.

lll
/f.lll |||¢l add new customer

Customer Phone

custome‘name other billing
I

Department Primary Email

main address sales information
Attn. To Account Manager alisha Alisha Amold

Address Branch Memphis SE
Address2

Sales Team 1 Default

=ty Active Date 1/20/2009
S L Terms Payment Past Due 20 Days A
Zip Note

Country United States of America

Worker Comp 8810 0.68 Clerical/Tele Phone

Enter in the name of the client in the Customeffield, add the main address, default Worker Compode,
contact information, and choose the Account ManagerBranch and Sales TeamOnce this information has
been entered click on Saveto add the new Customer to Enterprise and navigate to the new Customer
record.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.
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I
.Y

iy g
//, {ii iﬂ{g add new customer

customer name other billing
Customer Wabasha Plastics Inc Phone (223) 423-4323

Department Primary Email

main address sales information
Attn. To Account Manager alisha Alisha Arnoid
Address 4623 2nd St. Branch Memphis SE
Address2 Sales Team 4 greggd
City Active Date 1/20/2009

Terms Payment Past Due 20 Days A

Zip Note Manufactures plastics for
Country United States of America automotive uses,

Worker Comp [ECiLr@ @i Rerins

*Note - If your company uses the same Worker Comp code (ie. 8810) in several different states you will
need to make sure that you select the code with the state abbreviation listed before the actual code, as
in the example for the Tex as salesperson (TX8742) code above.

Customer Avatar Area

The Avatar area displays the Customer 6 #wvatar or logo, Name Department and Addressas well as
indicating if they are Active
. Lol . . .
Ifthe Customer i s current| ifl thecldwer left aorndr \wilebe
Green, if they have beGira:ieWﬂlImae-.t i vatedc
When the I button is clicked in the Customer Avatar area the

Crom Equipment information will slide to display the ir CustomedD (Unique identifier for
Enterprise) and their Parent ID (Unique identifier for the Parent record).

Customer: 10623

To return to the previous view, click on the 21 button and the
information will once again slide back to revealing the Customer 6 s
Avatar (or picture) and their main address.

Primary
123 8th St.
Minneapolis, MN 34950
(651) 555-1212
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Customer Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Customer 6 s Vi ferim tonthires information such as Aging Sales MessagesDepartments
and Contacts . Each of the areas of the Visifile will be broken down and covered in detail.

= New Customer 4 S=arcn Actions ¥ Neports Favontes ¥ ‘

Crom Equipment

Primaty customer snapshot
123 th St "

Cumtomes Kune  Trom Equipmist Contumes 10 10673 [T T p— Stetus  Active
Mirmeapolis, MN 34050
(651) 5551212 Baewrt 1D Rt 1D 10623 Notes
o
financials contacts ‘
Lant Paymest 107142006 Y10 Saies $3.707 21357 Name Titke OMice Fhone fe
o 28 T L Aee S ‘]‘f" A.j
fsanze Due  §552471 Ldeeme Sales $2707 2135 Eiara Sitan Geners Managat 3211 2553424
documents AR Balarce 31505705 Sales Tegdng 270721557
standard searches Dlingy Bartars Owunat W51 3550
e Conctt Lamst 3100.000.00
Hokom®, Jm Owner (RE1 3551212 012D
Hutmgiamurmy, b Marager win I g
arnson, 2arns Pars Marager B SSE-IIT S
-
massages 4]
=1
Date = | Acton | Message | Rep Contact Duoe -
v — & ———te = - — = & - | — .
"“k’ s ' s 12262008 WNescage HCandizace ], Tim|/iCron Exuipoent] weCe sl
B @ Cat John 10 et p intervi 1297/2000  Mensagy Mo interyried - worses thees Hetare wine
B @ Renaue check o Teny 12152008 Wessage NOT MI2resied i WRENCULE JOUNINT Nese wany
1211270008 Mervsage Acowpred|/|Graene, Saney)/iCrom Eoguprment! sinhe
1271273008 Wessage [Condimene{/]Aboatoradd, DebooanATem Equamen) sisng
L313212008 Mgy Casdicene | /l2esaatl 11, 2oveutt L]/ iCmm Eguipment) wale
1/I2/2008 Westage [Casdidece]/TZ20uSE Ginger]/Trom EQuiiment; sinhe
1322/2008  Massage Casdatane|/TWikiun, (aarrence |/10rom Sgupment [YRT
customer snapshot
Customer Name Crom Equipment CustomerID 10623 Branch Memphis SE Status Active

Parent ID Root ID 10623 Notes

The Customer Snapshot section displays theCustomer NameJnique ID numbers, Branch and current
Status(ie. fActived, fProspectd, fHold for Credit Checlo, etc.).

financials
fet ety 10/16/2008 ¥ID Sales :$2,707.213.57 The Financials section displays theBalance
AR Balance  $15,067.05 Sales Trailing  $2,707,213.57

Limit and total Salesinformation for the

Credit Limit  $100,000.00
Customer .
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The Contactssect i on di spl ays al
internal staff with whom you work. To add a new
Contact from the Customer Visifile click on the

= putton in the upper right corner. To open the
full Contact record double-click on the line for that
person. To send Contacts emalil, click on their

contacts @
Name Title | office Phone =
Billiard, Susan General Manager (321) 455-4444
Billings, Barbara Owner (651) 555-1212 x123
Holcomb, Jim Owner {651) 555-1212 x123
Hollingsworth, Jim Manager {651) 555-1212 x123

(651) 555-1212 x123

line and then click on the button. il - g e
messages

Date v | Actien | Message Rep Contact Due
12/26/2008 Message [Candidate]/[, Tim]/[Crom Equipment] webcenteruser

12/17/2008 Message Not interested - worked there before alisha

12/15/2008 Message Not interested in warehouse positions here alisha

12/12/2008 Message [Accepted]/[Greene, Kelsey]/[Crom Equipment] glisha

12/12/2008 Message [Candidate]/[Abootorabi, Deborah]/{Crom Equipment] alisha

12/12/2008 Message [Candidate]/[zztest111, zztest111]/iCrom Equipment] alisha

12/12/2008 Message [Candidate]/[ZZQuill, Ginger]/[Crom Equipment] alisha

12/12/2008 Message [Candidate]/[Wilson, Lawrence]/{Crom Equipment] alisha

amtaninann es fm s wten o ‘e tem e

The Messages section displays all of the notes that have been logged aboutcalls, emails, or other types
of interaction either with the Customer or on behalf of the Customer

Customer record from the Visifile , click on the “ image.

. To add a new Messageo the
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Customer Details Form

The Details form displays the Custome ré6 &lameand Addressinformation, as well as Billing Address
Status and Worksite information.

Primary customer information customer status
73 8thsSu Cisstormes Nome apment Stans A Adtvew
Minneapolis, MN 34930
[651) 55%-1212 Depanmment 4 Actvation Dats C8/07/2008
- Customer ID LO6T Cate Crmwted 127852001 OO MM
Parene [D
,.,,c,ﬁ contact information bifling address
< unents Street £ 123 8:h St Atention 16 Lov Louts
workutes - 3 108
. Syaetl  Sote 108 3 3
ilerest codes o s
sales B senvice Gwy Minnepol Sreetd
sEsgnment restnetices Stete  MN Zip 34950 oy t Parce
e e g 8] . -
mresssages ountry Unned States of Amsenca State i Ze H70
documents Cauntry Unied States of Amesxa
stanclard searches Webals . cromeqcom

Seach

tasks & W & v
B @ Call Joha 1o set up inteni. sales tax

B @ Ressue check to Terry

Sales Tox Goods Porage O Sates Ta

Salet Tas Serwces N/A

detault worksite

Work Site Site #4

thyew Or

Eagan MN 55223

customer information The Customer Information section lists the

Customer Name ' Crom Equipment Customer NameDepartment Customer ID and

Department  Primary Parent[Account] ID, if any.

Customer ID 10623

Parent ID The Contact Information lists the Custome r 6 s
main address with Street 1 Street 2 City, State

contact information Zip code, and Country

Street1 123 8th St

Street2 | Suite 105 At the bottom of this section you can enter the

City Minneapolis Cu st o mdebgits Once the Websiteis

State  MN Zip 34950- v

entered click on the < button on the right to
navigate to the Website

Country United States of America

Website  \ww.cromeq.com | ‘
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In the Customer Status section you can view and/or

update the Cu s t o meurréhtsStatus The Activation

Date displays when the Customer record was
changed to
day that the Customer was added to Enterprise.

*If the Customer Statusi s no't
be able to create new Assignments on Orders for
this Customer .

The Billing Address displays the address where the
Cust omer 0s willbessent. df thase fields are
left blank Enterprise will automatically use the main
address information. To copy the main address into

these fields, click on the
corner of the box.

» button in the upper right

sales tax
Sales Tax Goods  Portage, OH Sales Tax

Sales Tax Services  N/A

default worksite
Work Site  gite £6
3480 Golfview Dr
Eagan, MN 55123

fi A c tDate Ereatedsttha t u

i Ac tlmov e

customer status

Status A Active

Activation Date 08/07/2008

12 /6720071 O-NQ00 AM
12/6/2001 9:09:00 AM

Date Created

bl"lng addres
Attention To b Smith
Street 1 PO Bo
Street 2
ity Fort Pierce
i = Zip 34950-
Country United States of America

If Sales Tax applies to goods or services in the
Cu s t o mstateGsslect the correct location in the
Sales Tax Goodand/or Sales Tax Servicagop
down menus.

The Default Worksite section displays the Work Ste
which will automatically populate in new Orders
created for this Customer .

*Note - The Work Ste is the physical location where Employees are going to work and are very
important because the address information is used in determining Taxesthat should be applied to the

Empl| oy Paydhexk .

Customer Departments Form

The Departmentsform is found within the Customer Details section. The terms Department Child
Customerand Division are interchangeable as they pertain to the Customer Hierarchy. There are a
number of reasons why it would be important to create a Departmentfor a Customer :

¢ The Customer would like I nvoices for a particular Departmentsent to a different location than

the billing addresson the main Customer

O 0 0 00

Department

record.

The Customer requires different Invoicing criteria for different Departments

The Departmenthas a different Worker Compcode default.

The Customer would like specific reporting by Department

There are 2 Branchesor 2 Sales Teamservicing the Custome r.

Customer terminology i a Customer calls to place an order for the Human Resources

There is no limit to the number of levels within a Customer record.
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When dealing with Departmentsthe terms Primary and Parentare interchangeable. The Primary/Parent
record is always at the top of the Customer tree. When creating a Department the Departmentrecord

will inherit all of the properties of the Parentrecord, and they can be modified at each Departmentlevel.
All data entered at the Primary level can be entered or modified at each Departmentlevel.

*Note - If Departmentshave been created for a Customer , it is unlikely that Orders would be created

under the Primary Customer record.

il il Naine. [ Chots ot common tasks
s 1
Minnespolls, MN 34950 Deparimont Neme -Primmry e
(653) 555-1212 - Moicomd, Am 4 Show Al
. Supenvaoe 00 iy 1 Tagole view fram active 1o wl departments
r 0 - .
Srorce Merrpty
K
vrafile Status AW
detuk -
conftact methods (ComEqupment Pimery covel | Add Department
departments CER Company, Conp (Actve) - \! Aded a hew cheparteent urder the cartantly sewrted recond. I ro recand
workates Creem Equipment, Warehouse (Active) = seiected. the new department will e added under the ot customes
tenest codes \ -

sabes B SOVKE “ Crom Emupment Accounting (Active|

sasgnment restrchons
vosony
PESsa0es
documents
standsrd searches + Crom Equpment, Corporste (Actre)
seand

Customer Name | Crom Equipment

Department Name Pnmary

Crom Equoment, New Department {Active)

Crom Equipment. Clencal (Actwve)

Crom Eguipment. Taces (Active)

Supervisor Holcomb, Jim
Branch Memphis SE
Status Active

“ CER Company, Corp (Active)
Crom Equipment, Warehouse (Active)
“ Crom Equipment, Accounting (Active)
Crom Equipment, New Department (Active)
“ Crom Equipment, Clerical (Active)
“ Crom Equipment, Accounts Receivable (Active)
4 Crom Equipment, Corporate (Active)
Crom Equipment, Taxes (Active)
Crom Equipment, Customer Service (Active}
Crom Equipment, Human Resources (Active)
Crom Equipment, North Warehouse {Active)
Crom Equipment, Welding (Active)

* Crom Equpment, Accounty Recwivalie {Active)

The Department Information section displays
the Departmentrecord that you currently have
open for the Customer . It will also list the
Contact who has been listed as the default
Supervisoifor the Customer . This section also
displays the Branchassociated with the record
and the current Status

Below that is a picture of t he Customer tree.
To minimize any part of the tree click on the
button on the left or click on the '+ button to
expand and display more Department
information.
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In the Common Tasks section you can change the common tasks
Customer t ree view so that i

Departmentsor click on Show Allto display all . | Show All

FACti veod a deparﬁnszalthlm thev e o i"'ﬂ Toggle view from active to all departments,

Customer hierarchy. iy 2

*When you click on Show Allthe button will change i~ _ | Add Department

to Show Active Only Click on the button to revert 7= Add a new department under the currently selected record. If no record
the display to only those DepartmentSNith a Status is selected, the new department will be added under the root customer.

of AfActi veo.

To add a new Customer Department click on the Add Degrtmentbutton. The following window will be
displayed:

Adding Department to Crom Equipment

Department name

Add the new Departmentname (ie. iWarehoused, iHuman Resource®,0 Nursingg, etc.) in the Department
field, then click on Saveto add and open the Departmentrecord.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.

46



Customer Worksites Form

The Worksitesform is found within the Customer Detai Is section. Worksitesare the physical locations
where the Employee s will go to work. One Customer may have an unlimited number of Worksite
locations.

123 8th St
Minneapolin, MN 34950 Drag a column header here to group by that column,
frnatase D | Descnpton - :Street City State ip

L':-;T Appieton Branch 400 Mam Swe=t :;.F Feerce i 427
ABET Biling Centar 430 Goltview Tr Engen MM b33 5]
1327 Cerporate Ofice 3300 Exterpiine Dine Fort Perce R 32050
1522 Honda Branch 3300 Emtevpre Dinve Far Peerce 13 34550
1O Goveny Valley Cowpmbaro Aliana (qa] TG
2057 Humen Retources 10116 Watersan Trall Ietlureoedomen Ky 40209

IIWOIING 1S Man Otfice 3300 Emterpoce Drive Upger Afingron Om AN

messages 933 Man Office 7 10116 Waterson Teail Jetfervoracown kY 40203

documents

standid seasches 1720 #axtad Shop 3300 Erterpiaae Drive Fort Perce i 34550

To view the details of a Worksite double-click on the record line to open a window and view or edit t he

Worksiteinformation. To add a new Worksiteto the Customer record click on the ® button to display
the window below:

Worksit

worksite details tax information
State

Attn To Sales Tax Services

Streetl
Street2

Sales Tax Goods

City Local taxes are automatically determined by the zip

code,
et Mt £ ! Exempt

County County Tax [F]
School City Tax =]
Country  United States of America School Tax ]

other information
Directions Dress Code
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Enter the location as the Customer refers to it in the Worksitefield, add the address information and
choose the tax Statefrom the drop down menu. You can also enter Directionsand a Dress Codehat will
automatically default into the Order Details when this location is selected.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required an d
you will not be able to create the new record without completing the information in those fields.

Wy
% /P. 'll nl,;l worksite

worksite details tax information
Worksite Corp Office State FlncTax
Attn To Sales Tax Services  N/A
Streetl 3200 Enterprise Drive Sales TaxGoods | N/A
Street2

City rt Pie Local taxes are automatically determinad by the zip

= - code,
State Zip 343950 Exempt

County County Tax
School City Tax

Country  United States of America School Tax

other information

Directions North to State Line Dress Code profess

0

Once all of the Worksiteinformation has been added click on the Savebutton to add the location to the
Cu st o mecoi@.sTo add another Worksite click on the Newbutton to clear the form and add another
location to Enterprise. Use the K3 and B3 buttons to navigate between Worksiterecords for the
Customer .
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Customer Sales & Service Form

The Sales & Servicdorm is found within the Customer Details sedion. This form contains details

regarding Sales TeamnCompetition Notes and Order default information.

x o+ New Custormer T4 Search Actions Repaets Favarites
Crom Equipment
Primary sales information service information
- ”: m:: st e Actourst Manages  gregoo Ship weeldy calls a1 depariment delautt
neapols, MN 3495 -
{651) 555-1212 Branh Memphe SE S0P 35RgN enaing oy 27 Separtment defaut
- ’
ohes AU
Soles Team stepharee ol Manstactuning
visifile i -
detals biow Heardt OF sy Fap Cal
contact methads Mow Hesrd of Detall (. ¢
departments
worksiles
interest codes
»sabes N seewee
FESIgranenl festnctons
TAang
Messages
documents. Campetion
standord sesrches
search
tasks * W S v
[ @ Call Rchard King 10 uhed.
@ Call Tasmery
job order defaults
PO fourmiey 556767 Check Dmp
Supenor Customer Edtra |
Eorivty Customer Extra J

Sub Entrty/Depe Customes Estrs 3

Locaton

In this form you can update the Account ManagerBranchor Sales Teanfor the Customer
select to Skip weekly calland Skip assignmdingcallsby sel ecting t he
each.

W/ Yes & No

Yes & No

. You can also

ifiYesodo or
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Customer Invoicing Form

The Customer Invoicing form is where you can look up and reprint an Invoice , view Credit and Payroll
information and Invoice Registeras well as setting up the information that will be printed on the
Customer Invoices .

# New Custermer O Sesrch | Acters Reports Favorses ¥ [

Crom Equipment

Primary commaon tasks
122 8th St
Mirnmeapolis, MN 34950
(651) 555-1212

ndard searches *
search

Customer Credit & Payroll Form

The Credit & Payroll form is found within the Customer Invoicing section. This form displays the Credit
Limit and Credit Analyst default Worker Compode, Payroll information for Emp | o y assighed to
Orders for this Customer and Accounts Receivable aging as well as sales.

+ New Cuttomer & Search Actors *  Repors ¥ Favorses * [

Crom Equipment

Primary cradit information finsncial information
123 Sth St,

Credit Limit $100.000.0¢ AR Balance $5.95457
Minnoapolis, MN 34950
(651) 555-1212 redit Anabysr AR Curvent SLose 30
I
Mo Code ANL-30Dsys  $33627
veslfile . - e Y T -z AN 3100 Dy $-20000
wa“ o Fayment Fait Doe X0 Cays After invoaie Date
Invoscing Last Cheches 0473072008 S oes. | %0
* aedit and payvoll AR Over 90 Unys 4000
MIVOIOR TogEstin - .
po setup Cuntsvwr Type Core 550
iling setup Crochit Teote g
mesc Sobes THD $2584.15500
esEages Sales Lect 12 ma  $2.584 11500
documents
Liedere Sales $2584310000

standard weorches
soanch
Vikame Decount $0.00

tasks & W S v
B ® Ca Richand King to sched
B ® Cat Tammy

additional payroll details

T Payprnt Ate
Workes Comp 57 Test J .
Chack Owlvary

Ovartims Flan  PlanSTD
Moy Pevods 2
Week Bade O Sunday

Pay Cyde

Mileage Pate 5055
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Customer Invoice _ Reaqister Form

The Invoice Registerform is found within the Customer Invoicing section. This form displays a

complete record of all Invoices

issued to the Customer from your company out of Enterprise.

Crom [quipmem 4 MNew Comomer O Search Actiont Beports ¥ Faworfes ¥ | 9
Primary Invoices search
123 #th 51 : o lwoee Detes
Mirmeapoiis, MN 34950 Orag a cobamm haacier here (= growp by that column o
(651) 5551212 Imvoice Nv -\ I)ake w Amwtl Pacd | Balance | Customer | Bramch | fo
= C_ro’n Equlpment . il
detasds 3 Dram Date
NONG
credit and payroll $1.27033 T
* invosce mgistor W Phiiseie
PO Sun Wwio
balhry) setup 7213
o : to Amount
ﬂl’_\&)‘f‘.- §$672.52
doamments Balarce
standard searches
b e :
e W S - slee  1/1/2009 $4,024.40 4, Sesech
[ @ Cati Richaed King to sched ' Crom Equipment
WecaT o 3”23“ N Levw'p e Date LUAX0H Amount Wi
o | gy ity Latt Paict ¢
M<
4 Imvowce Oue  12/23/2008 Salasce 5235918
On the right in the Search area you can select search parameters to find specific Invoices . Enter the
criteria and then click on the Searchbutton to display matching Invoices . Double-click on the Invoice
to open the Invoice Detailsform for the Invoice . This form will be covered in more detail in the
Pay/Bill area of this manual.
Customer PO Setup Form
The PO Setupform is found within the Customer Invoicing section. This form allows users to track
Purchase Orders that should be displayed on the Customer Invoice. Use the Filter Options area on the
right to enter criteria, and then click on the Searchbutton to display matching PurchaseOrders
3 New Customer Q| Sewch Aetiors *  Reporty ¥ Fevordes ¥ [ 9

Crom Equipment
Primary
123 8th 5t
Mrnneapoks, MN 34350
651 3351212

po list

Ur.yg a column header hese 1o group By that column.

Sastun r'a ‘Au | Valen | Usedt 5:-1 End
-
- e 1234
\ao Crom Equipment, Prima
et Warn FI’ 'y. ] I0/20K
moiang Warm an alsece  $0.00 v»,m..
cedit and paypoll
INVORCE fEgIster 0 556767
» posetup Crom E?ulpmn( an(anry A
Wamn on 8 Crested 127342007
ey Wem on Refance $6000000 nd Dete  12/51/2008
mesc
';"'"-_N @ 68383458
A Crom ipmes Pri all Geportments
standord searches Wamn .fﬁ‘ . t' N’Y 4
search Wam an Balence %‘ '7
@ 7965433
Crom Equi ment, an )l '-'r'i""‘r"
tasks & W & drigliog, vris 008 Crested 1
Werm on Belance i?’ 50000 #nd Dete 2008

Waen Date | Wam AL

| Customer. | Dept

Amount $0.00
wd S10C836
Balance $0.00

Amount $580.000.00
Balance $380,000.00
Amount $10.000.00
Juwd 000
Balance $10.000.00
Amount $50,000,00

vt 000
Balance $50,000.00

fiiter options

20 Numiber

<, Jesrth
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*Note i The default Warn On Datds ten days prior to the PO End Dateand the Warn on Balanceés 75% of
the total PO Amount

From the PO Setupform click on the ¥ putton
to open the form to the left where a new
Purchase Orderan be added for the Customer .

po setup _
PO Number 58949823 AmountUsed  $0.00 Enter the alphanumeric PO Numbeyr Valug
5

0.0q Warning Amount $0.00 and/or End Date If this Purchase Ordeshould
e D v [Ea e apply to all Departmentswithin the company click

[X] Purchase Order Activated on the check box for Apply to All Child
Departments

Vailue

assign to customer

Customer  Crom Equipment v [E] Apply to All Child Departments i
Click on the Savebutton to add the Purchase

Orderto the Customer record. Or click on the
N B sve + ¥, Newbutton to clear the form and add another

PurchaseOrder.

Customer Billing Setup Form

The Billing Setupform is found within the Customer Invoicing section. This form allows the user to
customize how the Invoice report will look for the Customer . The individual sections of this form are
covered in detail below.

s o+ New Cuatomes (L Search Artors Reporss Favortes
Crom Equipment &
1;’;"8"';“-"1 IMyoicing invoicing schedule separate invoices by..
Minneapols, MN 34950 Styte Imvorce 4 Bl curtomer dedy Degartment X Sup
{641) 555-1212 Court 5 Bl anihh - R
~ frvorce Method ~ Email Ondy B4 O ' b Week Ert are
wnifite Tnves Emad 2105 Gt mipravorics con Cout Caner Woriiks
cetais Castancy JSD PO SMll Code
rreoiang
credit and payrol Invowce Handling  EMAR INVOICE & TIMESHELTS FRONM L Departmen) Addis
ma-mg.-,b Mar Imioce $15.000 0
ot
> f:lu-q‘:hv Comaidate Invace with Paernt
Ll . » o
messages invoice adjustments
documends Type » Days et
standard searches | Outstanang
search —— e —
Frante Ovarge 200% 118

tasks * W S
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The Invoicing section is where you can select the Style

invoicing _ .

: (Invoice report), select the Count(number of Invoices
e ivous ~*  printed), InvoiceMethod( i PIORYt APri nt ¢
Count - or AEmail Onl y odljvgice Emaitaddresst h
Invoice Method | Email Only Select the Currency(defaults to U.S. Dollars i USD),
Invoice Email jaredg@tempworks.com Invoice Handling and the Max Invoiceamount. The Max
c Invoiceamount is the largest amount that can be created
urrency UsD

for a single Invoice number. Any transactionsthat
would put the Invoice over that amount will be placed
onto the next available Invoice number.

Invoice Handling EMAIL INVOICE & TIMESHEETS FROM
Max Invoice $15,000.00

Consolidate Invoice with Parent [ |

The Consolidate Invoice with Parerheck box is automatically checked off for any Departmentsthat are
created for the Customer . This check mark indicates that the Invoices will be rolled up under the
Primary Customer record and tracked in A/R through the Primary. If this is not the case for the
Departmentthis check mark should be deselected on the Departmentrecord.

*Note i The Invoice Methodso f fAiPri nt and Email o and AEmMmail Onl yo
have elected to include the EDDS (Email Document Distribution System) module. Without this module

the only option available wildl be APrint Onlyo.

; - The Invoicing Schedule area allows the user to select the Invoice
Invoicing schedule frequency for the Customer . The Invoice frequency options are daily,
Bill customer daily [I] weekly, and monthly. The default frequency for all Customers is

Bill monthly? 7] weekly. If Invoicing should be done daily (primarily used in conjunction

with daily pay) put a check mark in the Bill customer dailycheck box. For
monthly Invoicing put a check mark in the Bill monthly? check box and
then select the Bill O n &rom the drop down menu.

Bill On... Process during week cycl

*Note i For monthly I nvoicing , if the Invoice should be created the 5" or last week of the month
select Al gnor e Bil Cycledoy downengnuf r om t he

The Separate I nvoices Byé sectio separate invoices by...

Custome r @ngoices should be grouped. The options in this area Beposiment ] Supewisor 5
are: Department Aident(Employee), Weekend (worked), CostCenter ik Bl Sub-entty &
PO (Purchase Order), Division, Supervisor(on the Order), Subentity, Wi tod' B Branct ]
Branch Worksite Skill Code(Job Title), and DepartmentAddress CostCenter [F]  Worksite o
Several separating criteria can be selected on each record. The 0 ] Skill Code ]
separating criterion allows the user to indicate when a new Invoice Pivision  [F|  Dopartiment Addess [F]

number should be used so that only the information that the
Customer wants is included on the Invoice .

*Note 1 If all Transactionsfor the Customer should be included on a single Invoice , then none of the
separating criteria should be selected.

53



invoice adjustments W %)

Type % Days Text
Qutstanding
Finance Charge 200% 10

In the Invoice Adjustments area you can select to add discounts, credit card fees, rebates, or finance
charges to the Invoice . To add Invoice Adjustmentglick on the «! button in the upper right. To delete
Invoice Adjustmets from the Customer record, first highlight the line and then select the %' button.

Customer Misc Form

The Misc form is found within the Customer Invoicing section. In this form the user can select an
Alternate Customer IDDesired GM %select a Week Enday and enter credit card information for the

Customer .

Crom Equipment
Primary
123 ith SL
Minneapolis, MN 32950
651) 555-1212

onedlit and payroll
invoico mgister
PO setup

baling setup

. st

search

o New Customer 4, Seaich Actians *  Reports * Favontes ™

miscellaneous

BT Apt NumbenSert

S Coge 1Bt
Alterngte Custooner 1D

Devwres G N J510%
Week £nd Ouy

Arernate Branch Rame

Dttt Furminert Ocday % 21.51%
3nd Sheft Startz Sunday x

Atz Factor bvoces x

Customer Messages Form

credit card

Lard Number L35554R5103717
Cant Type

Cara Espinatioo

Niwrree 208 Cand 5 Equgeent I

dates
Last Ohack

Last irvoue

Actvanon Cate §

Inthe Messages form you can view Messageghat have been logged fromthe Cu s t o siecod or
linked to the Customer from other records. Messagegan be added from the Empl oyee, Customer
Order , and Contact areas of Enterprise. This feature is covered in the Front Office Manual.

Crom Equipment
Primary
123 Bth 5L
Minneapolis, MN 34950
{651) 555-1212

e

stancrd searches
search

4 Mew Custamer O Searth Actarn *  Faponts ¥ Fauotites
Fler by Action Code

Message 4/14/2008 12:18:00 PM
’ Removedasied 1o not be consoered

Message 4/14/2008 12:15:00 PM
’ MarelnéoSending o desonpon

Refused 4/14/2008 12:14:00 PM
’ Pay 100 low

DNA 4/14/2008 11:50:00 AM

E
v

Entered Sy gregad 8

Erdered By gregad

Erdered By gregyd

Endered By gregyd

' Customer DNA'S by employes « o not get alony with supvsor, persanalty coaflict

Refused 3/27/2008 3:46:00 PM
’ his conficting b

Interview 3/77/2008 11:06:00 AM

' Interven

Ertered By gregyd

Enteredt By mikan
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Customer Search Form

The Search form displays all of the Customer records that match the criteria entered in the Search
Criteria area. To open and view a record, double-click on the line for that Customer .

wioedl A T o it E e 2o R e o D e B e v i e =
~ . 4 New Cantome 4 Semth Metiorw * Reports *  Favanies *
Crom Equipment = b 3 : i &
| ‘ Clesr Crmere
A 34950 ia) Beancn LY * | sesreh
' (saarsh 2pbons) | Lot tm List _ Incluste departments
Your search retumed 3 results.  View Lat ven -
Ovag a colamn header here to groud by that column
0 | Cusnomer ~ |Dept » | Beanch | e | Sanus Prone | Gy | Stane
20823 Oom faupmers imary e SE = A SR SSEAY Mimespoia N
175334 Comltgupment  Pomery Memphs 8t - A WS 5513120128 Mireenpoin Yy
775658 Crom Equpmest Corponns Ofice Menprs S = 4 B51 55522124128 Mumesosls M
s RS - 2l
Clear Criteria
D Branch All v Search
(search options) Limit to List Include departments

In the Search Criteria area you can enter Customey ID, select if you wish to Include departmenighoose
the Status RepNamend the Branch Then click on the Searchbutton to display matching Customer
records.
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Assignment Records

Creating _a New Assignment Record

There are several ways to create a new Assignment record for an Employee . The Hot Key for
creating a new Assignment is Alt + 4. The other ways are explained below:

2 2 4 New Order Q Search Actions ¥ Reports ¥ Favorites ¥
Creative Intentions :

Inc, Primary
SLCOINENY Drag a column header here to group by that column.
£ First Name |LastName =« l Phone Number | Status I Status Date Comments
;Z:::Fs Steve Aardson (651) 555-1212... Candidate  1/30/2009
» candidates Deborah Abootorabi
"sg’d‘ Joe Alaska (651) 55
job posting John Anderson (651) SSfI | Edititem
i Anders Branson (651) 55¢ Change Status ’

documents
standard searches

‘ &) Remove Candidate Del

You can right click from the Order Candidates form and Assign the Employee , or you can highlight

the Employee line by clicking on it and use the * button to create a new Assignment (as described
in the Orders area of the Front Office manual).

¥,
¥

p s Urder Assignmen onta Pay

. : == New Order Q, Search Actions ¥ Reports ¥ Favorites ¥
Creative Intentions . £ '

Accountant & Copy o
a =

& Gross Profit Calculator ‘

4, Find Matching Employees

HrstName |LastName -~ | Pnone Number | Status |Statusvate |

;’:{g:ﬁ Steve Aardson (651) 555-1212... Candidate  1/30/2009
» candidates Deborah Abootorabi (651) 555-1212... Candidate  1/30/2009

With the Order record open click on the Actionsdrop down and select Create New AssignmentWhen the
form opens select the Employeefrom the drop down menu. Then click on Saveto open the new
Assignment record or Save and Clos® add the Assignment but remain in the Order .

*Note - Assignment information is used for creating Time Entry Transactionsfor Payrol | and
Invoicing . If the information is not correct in the Assignment record it will not be correct for the Back
Office processing, so anEmployee may receive a Paycheck with the wrong Pay Rateand a Customer
may receive an Invoice with an incorrect Bill Rate
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Assignment Details Form

The Details form displays the Startand End Dateinformation, Bill and Pay Ratesas well as the Statusof
theEmpl oyeeds AsThe ageagwéthistform are described in greater detail below.

+ MNew Aazgrment T Search Actiom Reports Favontes

Aardson, Steve ]

Craative Intentiors assignment information financial details
Acoouetant Empiojee Aarduwn Sieve Miagne None Overtime Factor
~ Sldnet 5754
Ude 3 oty | $2500 : Py flate  $20.00
Satary §

_ Cuistoeived Crestree Intemtom i

SENdard sesrches Wt $o.00 Una Pay Rate $0.00
Oupanmmain Primary

Oever Agency Fay

Cwer ID adil

Oestme B8l $00X Overtime Pay $000
Adsigrenant I 5683
Smdueiime 8l §0.00 Doubist=e Fay $0.00
femp Prore
Combary HiTech Temps
Statin Upen Upen
EINC
wi =
job information
ayraf Note:
Jab Title Accoontant
tasks & W & v
[l @ Call Richard Xing to sched.
[l @ Call Tamomy
Shift ; other information
tart Time End Time Sales Team  N/A figred J0/2002 30700 P
Sun 71 Mo 71 Toe [F] Wed 5 The 7 F 17 Sat Service Reg  Absha Amcid Entermd By silcha
BoactMume  Memphis 52 Do Nt Acto Clove

The Assignment Information area displays the
name of the Employeetheir unique Enterprise ID
(Aiden), the Customerand DepartmentUnique
Order Number (Order ID) and the AssignmentD
(Unique identifier for the Assignment ).

A Temp Phonean be entered where the
Employee can be reached during work hours.

The Statuswi | | remain at @AOpe
Employee is ending their Assignment .

*Note - The Statusmust be changed when an End Dateis added to the Assignment . The Assignment

Statusdetermines whether or not a Transactionis created for Time Entry . AEmpl oyee Cancel 0,
ACuemer Cancel 0, ADel eted/ Mi stakenly Ent Statesetbdes and fANo
t hat d o nTinte Ertry elansactions
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