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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 of the
chall enges of todayo6s mar ket .

Continuing in this endeavor we bring you TempWorksbEnterprise software solution, written
using the latest Windows Presentation Foundation (WPF) and .Net version 3.5. Enterprise is a
user-friendly software product that 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 with. 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 poylaitoolfoes 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.

At the end of this manual there are several Afnot e
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 AQuotation Mar kso ar eAvalabpu)t.s for t he

*Information listedin redar e fibes® pradcnifoesnati on about required fi



Gettingto K now 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 TempW orks 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

- enterprise

lzer Mame I

Password

sign in cancel

Version 3.5.8302.1510

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 TempW orks 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

‘ | 3 TempWorks Enterprise

(‘\t Options
B8R Role: PC

|
l E Switch Branch (High Tech 5taffing)

l ﬁ Server; TWSOL2005

-

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

Clicking on the Savebutton within the menu will save any chan ges

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.

C;' options

Appearance

Email

Wallpaper

) Ink Splash
U Floral
) Sunlight

& None

Advanced

[%] Form status animation

[] Disable High quality animations

[F] Disable High quality gradients

Preview

Sample Text

[] Use Dark Text Colar
[%] Show Background Highlights

[%] Show Background Shadows
[%] Show Background Graphic Effect

B Save X Cancel



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 Wallpaper
option at the bottom allows the user to choose a background image in addition to a specifi ¢ 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 selections are shown below:




Saving Changes to Records

. ) Record has not been saved! I

There have been changes since this record was last saved.
Would you like to save your changes? I

< Save and Continue
(recommended)

= Do Not Save and Continue
This will cause any changes to be lost,

< Cancel

Continue working on this record,

|

Enterprise Notification S ___ervices

When a record is updated in Enterprise the new
information needs to be saved. There are two ways that
this can be accomplished.

You can click on the . button in the upper left of the
Enterprise Main Screenbefore navigating away from a
form.

The second way is to click to navigate away from your
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.

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

The Notifications  function displays pending web Orders , online application submissions, and job board
interest and the details about these alerts. If there are alerts you will see a line at the bottom of your
Enterprise screen[Nombeshysl @&¥bsodohave

When logging in the alerts will appear in a small box in the lower right corner of your screen and will
remain there until the box is minimized. During your session, new alerts will appear in that same location ,
the alerts will be listed and the alert type displayed will change every 10 secondsif multiple alerts are

present.

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

202 alerts

Event Type <

]

| Event Type « Name

Description |

B 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: Ohio Health (Primary) Customer Credit Check: Ohio Health (Primary)
El Event Type: First Day Call (3 items)
" First Day Call Assignment: Carpenter, Kelley (Chio Health, 14140) First Day Call: -
" First Day Call Assignment: Barker, Brian K. (Chio Health, 82320) First Day Call: -
" First Day Call Assignment: Dunn, Jeff (Chio Health, 14140) First Day Call: -

Event Type: I9 Needed (18 items)

Event Type: Unfilled Order (57 items)

Event 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 Notification

highlight the line and then c lick on the @ putton in the upper right of the Notification Manager
screen

i W) View Order If the Notification is for an Application that has been submitted it

& Close will allow you to navigatetothe Emp |l oyeebéer 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.

—_ —
Order Details > Tammy Devereaux (Employee) - Past Jobs (Read Only) > 1LY
3 . = —
customer i
Customer Z
Department § Best B Urban Outfitters
Operations Manager Salesperson
CustomerD 1 | 9/5/1998 12:00:00 AM - 7/1/2007 12:00:00 AM 10/15/1995 - 6/15/1998
! )
Worker Comp §
pirections | Job details reference check results
Employer Best Buy Reliable Cooperation
S s Position Operations Manager Punctual Producti ‘
job mformiil ! e =
. Supervisor td konng Attendance Attitude |
Required 3 ” =
o T Phone (995) 693-2343 Rehire Comment
reeriype Ul Address/City Apple Valley, MN |
fobIite Il FromDate 9/5/1998 12:00:00 AM Attitude Comment
escrption To Date 7/1/2007 12:00:00 AM
Job Type €A Full Time [] Part Time [_] Temporary B taltedat e
e Cade ) Q10 0 20 Quality of Work
e O aGRd GBrHIicHE
Start Date ! Interaction
Duration |j Reasonforleaving  Tired of working every weekend
Est. End Date 14} Strengths
Shift = =
reference information Areas of Improvement
Start Time
Ok to Contact? [1Yes[INo
Reference Sent B Misc Comment
Reference Completed
———
m—

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 as fARead Onl yo |leotbhetbleéo t op of
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 Messagesind Incoming Email you can also drag and drop records or click on the E button in the
Tasks area to create new Task records.

tasks @ W ¢ & Vv
[Call back Tammy at Crom
[ * Set up interview for Jesse

filter criteria

Show by Task Type Incomplete

Assigned to

0 results

Drag a column header here to group by that column.

The Tasks box (shown left) is located in the lower 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
(Employee , Customer , Order, Contact , etc.) a Task can be
created for that record by cli cking 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 Incoming Email. When the ﬂ button is clicked
the full screen Task Manager will be displayed as shown in the next
picture.

Click theﬂ button to refresh the Tasks area.

LX)
Show tasks due between 06/15/2009 B and 06/22/2009 B

4 Find Tasks

Ld 1

Task

Description Due Overdue | Complete |

"5 Call back Tammy at Crom

alisha@ TEMPWORKS (Due: 6/15/2009)

% | Set up interview for Jesse
" Set up interview

o ABC2

% | ABC Calling List
E Generate ABC Calling list

& ===

alisha@TEMPWORKS (Due: 6/16/2009)
Alisha Arnold (Due: 6/15/2009)
'w Message & Sanders, Rachel

matts

matts

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 E button in the upper right.
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u Set up interview

Alisha Arnold {Due: 6/15/2009)

| ‘s Message | &Sanders, Rachel

Edit a Task by clicking on the ' button. To mark the Task as completed, click on the 9 button.
You can alsoright-click in the box on the Task record itself and choose Mark as completed Change who
the Task is assigned to by clickng onthe A's s i g optioh ané select the RepNamdrom the drop down

menu.
wy  Mew Task Ctrl=M
|
[ ot | Open Task Space
&  Mark as completed Del
Assign to... ]

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

Overduecolumn headers.

0 results

Drag a column header here to group by that column.

w0 o

-

Task Description Due

| ?.| Overdug

| Complete |

E Call back Tammy at Crom
u Set up interview
E Interview for Tammy

are not yet completed.

tasks W ¢ & Vv

(Clear Filter)

RKS (Due: 6/15/2009)

5/8/2009

£/11/2009
£/13/2009
£/15/2009
[C] 6/16/2009

old (Due: 6/15/2009)

& Sanders, Rachel

Alisha Arnold {Due: 6/13/2009)

| ‘= Message | | ‘Devereaux, Tammy

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

[iCall back Tammy at Crom In the example to the left a new Task is being created for

[B % Set up interview for Jesse

Tammy Devereux by selecting her picture in the avatar area
and dragging the record down to the Tasks box and then
dropping it.

11



task details

Task Employee: Deyereaux, Tammy
Due 5] Complete []

This task will be linked to Devereaux, Tammy.

This opens a Task record that will be linked to Tammy and will be displayed as a Messagen her record.
Add any additional title information to the Taskfield, enter a Due date and further text can be entered in

the large white 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 Hie _rarch

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:

@ Switch Branch (High Tech Staffing)

Once this function is clicked the Hierarchy Selector/” Selectform will be displayed as shown below. Click
on the correct hierarchy level (SystemEntity, 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.

s hierarchy level and branch selection
Finish Please select the hierarchy level and branch you wish to access.
. .
- Note i New data canr]ot be entered
at ASystemo | evel
Branch ~ N
ASystemd has not b
“ System (System) =

fen ks iy double-clicking on the Branchto

Eval SE (Branch)
“ High Tech .S(ah‘lng (Entity) update.

Memphis NE (Branch)

MemphisCA (Branch)
“ NursesNow, Inc (Entity)

NursesNow (Branch)
“ PayrollTest (Entity)

SameState (Branch)
“ TempWorks Sales (Entity)

Sales (Branch)
“ VIP Placements, Inc (Entity)

( Cancel J ack ( Next > ]

12



Enterpri_se Diagnostic 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 Enterprise (Rep Namg your
SecRole Namend your Branch.

ll,mmu:l!n
eral Information

Version

User Name
System User Name
Host Name
Group Name
Server Mame

DB Mame

Hier Name

Hier Type ID
Hier Type Name
Hosting Server

Endpoint Address

ServiceRep Information

SeniceRep ID
Rep Mame
Full Mame
SecRole ID
SecRole
SecRole Name
BranchID
Branch Mame

Hier Il

*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 with in the system.



Enterprise Main Screen

Once sign inis complete the Main scr een of TempWorksd Enter prMane wi
screen you can do a Universal Search , look at Employee , Customer , and Order information or view
Tasks that have been assigned to you.

[E TempWorks Enterprise a - - v Search...

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

tasks & BF & v

M * Call Tammy D about in...
@ Employee: John, Gretzky
® Test John Gretzky on word

4 You have 202 alerts. -
The different areas of the TempWorks Enterprise Main Screen are as follows:
T The E button is located in the upper left of the Enterprise Main
| UGS =TT screen; from this button you ¢ an 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.
To look up any type of record in Enterprise you can use the Universal

I Search... o, I Search in the upper right corner of the screen. When you enter a
name (or first few letters of a name) and hit Enter (on your keyboard)
crd Q the Universal Search will display all of the different types of rec ords

that match the criteria you entered.

14



I n the example above the | eUtiversat SdaCl feld. Toemtlee seamrcht er e d

to match this criteria you can either hit Enteron your keyboard or click on the “ button 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 column header here to group by that calumn.

Id | Customer Department Branch City | State | Phone | Active | Status | SalesYTD
775506 123 Nursing Credit Memphis CA  Eagan MN (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 2304.0000
779126 Creative Intentions Inc Primary Memphis SE = Eagan MN (651) 452-9786x  Yes A 10652.5000
779140 Creative Intentions Inc Shipping Memphis SE  Eagan MRN Yes A 1464 0000
779139 Creative Intentions Inc Warehouss Memphis SE = Eagan MRN Yes A 2085.0000
779445 Creative Solutions Finance Memphis NE Eagan MN (651) 555-1212x . Yes A 0.0000

i#) Orders (17)

| -

Drag a column 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
4884 Creative Intentions Inc/War._. Project Mam_. TE $13.00 $15.60 3/3/2008 Unfilled 3 ¥ Memphis S5E
5032 Creative Intentions Inc/Ship... Seminar Ass_. TE 51050 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 y ou entered in the Universal 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 listed 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:

B Mavigate Forward <+ .-' o

Definition of Record Types

Go To Task Manager

4034

Employee : Information including Application details, Payroll , and Assignment history as well
- .. asMessagesre 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 Payand Bill Ratesforan Emp | oy ee 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, Messagesand sales call information.

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

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

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

gﬂ"

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

Butt ons: 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

The view to the left displays the ActionsBar
that you would receive when you scroll over or
open the Employee record area.

Order Assignment  Contact

< MewEmployee O 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 (Manu ally)

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 Employeeoption 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.

add new employee

personal information
SS# __-_;_I Street

First Nam Street 2
Last Nam City

w
Initial State

Phone Zip
Email County
School District
Country United States of America

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

Federal Ex
State Ex
Marital Status

Spec Tax

(<] €= 1 =) )]

You can now enter the new E mp | o y mferdnation and use the Tab key or your mouse to move
between the data entry fields. In the lower right you can select an Avatar 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 save the new record without completing the information in those fields.

18



add new employee

personal information
483-94-9495 Street
First Name Lester Street 2
Last Name Feldstone City
Initial Ray State
Phone {499) 349-34%4 Zip
Email Icfeldstone@gmail.com 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 1
State Ex 1
Marital Status S Single

Spec Tax

(&L €= 1 =) 1)

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

*Note - The SchoolDistrict and Countydo not need to be selected unless local taxes apply to the
Emp | oy Paydneck .

19



Entering a New Employee  Record ( Resume Parse )

In the Resume Parser form you can create new Employee records from harvested résumés and

incoming Emails. To open this form, click on the in the upper right area of the screen (right below

the Universal Search) ) )
Then click on the option for Resume Parsdrom the drop down menu

Ps. . . that displays. It will open the Resume Parser form where you can
" esuime Farser . Z z
create new Employee records from electronic résumé documents.

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email
Actions K
unproofed resumes 9w 3 e

Drag a column header here to group by that column.

Last Name 4 | First Name < | Email | Phone Address | City | State |Zip | Dup |
Bridgman CHRONOLOGICAL Alfrad Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 08743 [x]
Bridgman CHROMNOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 08743 [x]
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 08743 =]
Brown Marcy stillnschool@vetme... 123 Anywhere Street Pullman wa 99163 [
Cooper B bwcooper@hotmail... r 1807 MP Cutoff Rd Plaucheville LA 71362 (]
Davis Maggie (404) 444-4444  AB4E Long Ave Atlanta GA 30337 (]
Edwards Aaron 1444 Brittany Road Hastings MN 55033 [x]

The Resume Parser form displays all résumés that have been processed through the parsing function
and are waiting for proofing. If the résumé is recognized as a possible duplicate Employee then there

w

L
will be a check mark in the box in the Dup column. The 3 “ puttons allow the user to

take specific actions with any parsed résumé. The *! putton opens the form to parse a new résumé.
The ® icon is used to delete résumés, while the * button allows the user to proof the selected

résumé. The & icon posts or creates the new Employee record for the highlighted line. When the @
button is clicked all résumés that are flagged as duplicates (check mark in the box in the Dup column) will

be deleted. To parse a new resume, click on the " button in the upper right. The following form  will
be displayed:

‘ . Select how the resumes should be parsed by selectingFile
. resume parsin
) parsing (Word doc or PDF), Folder, or Text Then select the

Parse Resume by: © File U Folder U Text location of the document or folder by clicking on the
button and once selected, click on Parse File

Select A File To Parse

If the Textoption is selected, copy and paste the
information into the form provided and then click on Parse
File.

X Close

20



4

Jose V. Rodriguez

48858 Toronado Path

Bloomington, MN 55118

858-455-3454 (cell) or 488-594-5949 (home)

Objective:To find a rewarding career in Human Resources with a strong company
that will allow me to expand my knowledge and experience within my chosen field while adding increased value to the business.

Work Staff Manager — Compact Solutions — Bloomington,

Experience: MN Feb. 05

to Sept. 03

Job Duties: Leading the staffing team of 3 employees, regulating Visa status, writing offer and declination letters, writing and
posting new positions, mentoring and training my team, working with GE employees to verify application status, phone screens,
in-nerson interviewme  annnal reviews reviewing comnenzsation and henefits nroosrams communicating with hirine manacers -

=1 [E=l
» ENEIE +
m First Name Jose Initial Address 48858 Toronado Path

Empl. t (0

mployment (0) Last Mame Rodriguez Address 2

Education (0) Phone Number  (488) 594-5949 City Bloomington

Skills (3) Secondary Phone  (858) 435-3454 State MN
Fax Mumber Zip 55118-

Cen=il

Verify information was parsed from the résumé into the correct fields. If information needs to be edited
you can highlight the information on the résumé side and then drag and drop it into the appropriate field
at the bottom . You can also copy and paste or manually type information in. Once you have proofed the

3

record from this résumé. Click on the ® button to delete the parsed résumé.

General Employment Education, and Skills tabs for accuracy, click on the to create a new Employee

*Note 1 If the Employee record already exists in Enterprise the Resume Parser should not be used for
a new incoming résumé from this Employee as it will create duplicate records with different EmployeeD
numbers. To upload a new résumé for an existing Employee , open their record and navigate to the
Documents form. This function is described in the Documents area of this manual.
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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 .

~
Ifthe Employee i s current I-irﬁlmedoiwér vightocormehoé
the section will be Green, ifthey hav e been 0 DeGiclewilhba t

L

.. Next to the Active Circleis arD image and when you hover your
Tammy Devereaux mouse over this icon it will display a summary ofthe Emp | oy eugdnts
4832 Neil Armstrong Blivd Assignment (S) .

Eagan, MN 55121

§ Assigned

Active assignments for this employee.

.

4
-

Creative Solutions  Data Entry Clerk

Under the Assignment image the Employee Avatar area may have aE indicator. This image will be
displayed if there is an Assignment Restrictiomr A Do Not ABmploygen.0Whéndhe imtade és
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

ABC Incorporated 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. Thisﬂ symbol will only display in the
avatar area if the Employee should not receive a form W2 at the end of the year (ie. subcontractor or
1099 Employee record). When a document attached in the Required Docsarea is missing or expired, a

symbol similar to this nwill display on the record. Whenan Employee has an @l mMaskh mpl et e o

linked to their record a symbol will be displayed.
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When the Bl button is clicked in the Employee Avatar area the
information will slide to display the Emp | o y BDdUnsue identifier
for Enterprise) and their SSN(Social Security Number).

L]
Tammy Devereaux

4832 Meil Armstrong Bivd
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 | oy ee 6
Avatar (or picture).

I 12467
55M: 369-99-9999

"hbES

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.

2 K a R & B 7 m
paeg " "
A = 4 '
Employee [EVE ST Order Assignment  Contact Pay / Bill Calendar Reports Email

Tammy Devereaux + NewEmployee Q Search Actions ¥  Reports ‘Favorites ‘| ':‘u' K

4832 Neil Armstrong Bivd employee snapshot phone/email
Eagan, MN 55121

Name Devereaux, Tammy [%] Resume Received q (651) 555-1212 123 -
- T . [%] 19 On File
Email Address  Tammy@aol.com B [ Tammy@sol.com
Desired Location Eagan, Apple Valley, Bumsville, Inver Grove Heights [%] Assigned g (224) 234-3234
Hire Status Placed Full Time Rate Desired $15.00 g (483) 345-3445
pay setup -
pay history
documents messages
messages
search Date v |Action Message Rep Contact ‘Due |;
6/12/2008  Interview alisha 6/12/2009 I
6/12/2009  Interview alisha 6/13/2009
6/10/2008  Interview alisha 6/10/2009
6/8/2009 PerformanceEval Great job. alisha
4/27/2009  Order Candidate Candidate — Devereaux, Tammy OrderlD: 3724 - Creative Solutions alisha
4/20/2008  Order Candidate Candidate — Devereaux, Tammy OrderiD: 4365 - Crom Equipment erica o
tasks ® W © & Vv 7 . ierest cod
assignments - Interest coaes
[HCall back Tammy at Crom = 9 _ = S = : 2
&k Set up interview for J Title Customer | coge | start |ena v | B | Pey [3f ' code - |2
c# Creative Solutions co 7/19/2004  6/1/2009 $2200 $1317 l 12 hour Nurse l
Computer Cleaning Telluride Ski Lifts DE 10/31/2008 10/31/2008 $0.00 $0.00 1st Shift
Computer Cleaning Telluride Ski Lifts RC 4/25/2008 10/30/2008  $13.57 $11.00 2nd Shift
Computer Cleaning Creative Solutions co 1/3/2008 8/10/2008 $4500 $30.00 Accountant
Computer Cleaning Crom Equipment co 3/13/2008  8/10/2008 $20.00 $10.00 Administrative Assistant
Computer Cleaning Crom Equipment co 3/13/2008 8/10/2008 $20.00 $10.00 Bilingual-Mandarin

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.

employee snapshot

Name Devereaux, Tammy L
Email Addrezz alisha@tempworks.com —
x

Desired Location Eagan, Apple Valley, Burnsville, Inver Grove Heights

Hire Status Eligible and Active Rate Desired $15.00
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The Employee Snapshot 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, when clicked, will open a new Email addressed to the Employee . A " in the box in front of the

Resume Receivautlicates that the Employee has a resumé attached to their record. The 19 On File —
shows that the Employee has completed their -9 document and provided proof that they are eligible to

work in the United States. The " in front of Activeindicates thatthe Employee i s current |y
status and the Assignec~ shows if they have a current open Assignmen t.

*Note - These indicators display automatically due to actions taken within the Emp | o y eexdrds

The Phone/Email area displays all of the Contact Methodgor
3 the Employee . Double-clicking on a record will display the
4 (651) 555-1212 x123 a Details/ Contact Methoddorm.

Tammy@aol.com

phone/email

J o Click onthe ®' to add a new Contact Methodto the record.

J [483) 345-3445

L bl 1§

messages 4]
Date * |Actic>n | Message Rep Contact Dus |‘.
11/18/2008 Message [Candidate]/[Devereaux, Tammy]/[Lobby Inc] alisha |
11/18/2008 Message [Candidate]/[Devereaux, Tammy]/[Lobby Inc] alisha

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

B/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 Visifile , click on the = * image.

assignments

Title Customer |code |stan |ena = | B | eay |"-

c# Creative Solutions co 7f13f2004  6/1/2009 $£22.00 $13.17 l
Computer Cleaning Telluride Ski Lifts DE 10/31/2008 10/31/2008 £0.00 £0.00
Computer Cleaning Telluride Ski Lifts RC 4252008  10/30/2008  $13.57 §11.00
Computer Cleaning Creative Solutions co 1/3/2008 8/10/2008 $45.00  §30.00
Computer Cleaning Crom Equipment co 3/13/2008  B/10/2008 $20.00 §10.00

Computer Cleaning Crom Equipment co 3/13/2008  B/10/2008 $20.00 §10.00

In the Assignments area you can view the E mp | o y Assignment history since they started with your

company. When you click on an Assignment linethe = = % * buttons are displayed. The =

button will take you to the Assignment Details  form for the selected Assignment . The = button
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'T.lll
will open the Order Visifile for this Assignment . When you click on the = button it will add a

timecard into Time Htry for the current WE Date (Weekending) for the Assignment . Clicking on the ™

button will open a Messageform that will be linked to the Assignment

The Interest Codes area displays theE mp | o y skifls) eslucation,
languages, etc. Most of the Employee search functionality within
Enterprise comes from the Interest Codesntered on an Employee record.

interest codes <

Code ~ |‘-

12 hour Nurse

1st Shift

B ST To add new Interest Codedgrom the Employee Visifile , click on the T
A icon to display the window where codes can be selected.

Accountant

*Note i Interest Codesan also be added from the Work Interestsform
under the Details section.

Administrative Assistant

-

Employee Details Form

The Details Form displaystheE mp | o y Baméahd Addressas well as Branchaffiliation, Washed
Status and |-9 information is added here.

personal information address

Last Name Devereaux Street | 4832 Neil Armstrong Bivd

First Name Tammy Initial L Street 2

Nickname City Eagan

SSN 369-99-9999 State MN Zip 55121-
IO D 12467 Contact ID ﬂ, County School

work experience Act. Date Deact. Date Country United States of America

education ST .

TR hiring information

direct hire Order Type DH Branch Memphis SE
candidacy

assignment restrictions
interpersonal Profession N/A Interviewed By
required docs

Hire Status Placed Full Time Staffing Specialist alisha

Washed Status  familiar Entered By alisha

transportation
test scores Resume On File [X] Vendor N/A

19 On File [x] Job Title
19 Expire Date 5] How Heard of N/A

) There are no tasks to display. el ISR T NsEtS ] How Heard Details
~ You can adjust your filter
settings to customize this Anniversary Date 08/04/2008
view.

background information

Convictions Security Clearance
equal opportunity
Birth Day 09/18/1971 £ ¥ | Nationality Ichoose not to disclose [F] Disabled

Date Entered 12/8/2008 10:49:00 AM Gender F [F] veteran

In the Personal Information section you can update the
personal information Last Name First Name SSN(Social Security Number), and
view the ID (Unique Enterprise ID for Employee ).

Last Name Devereaux

First Name Tammy Initial L . . . .
b You can add a Nicknameand view the Act. Date(Activation
ICKname
b g pre— Dat.e) gnd Deac.t. Date(Der?xctlvatlon Date). The
e, Activation Date is automatically populated when the
ID 12467 Contact ID .
Employee is added to the database. When a
Act. Date Deact. Date

i De act i Messagasdagged on the Employee record

the Deactivation Date will be populated.
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The Address area stores the Street
City, State and Zip code information
forthe Emp | oy manbaddress.
This is the address where the

Emp | oy Paydhecks and W2 will

address

Street 4832 Neil Armstrong Bivd

be sent.
Street 2

The Countyand Schoolfields are City  Eagan
determined by the Zip code on the State ~ MN Zip  35121-
record and refer to local taxes that County School
should be applied to the Paycheck . Country United States of America

hiring information

Order Type TF Branch Memphis SE

Hire Status Eligible and Active Staffing Specialist alisha

Profession N/A Interviewed By

Washed Status  familiar Entered By alisha

Resume On File [X] Vendor Acme Inc

19 On File 3] Job Title

19 ExpireDate  _/_/ £ v  How Heard of N/A

Orientation Date 06/05/2009 B How Heard Details

Anniversary Date 08/04/2008 Numeric Rating 0
The Hiring Information area is wherethe Emp | oy ©rded Bype( i e . ATempo, ATemp to Ful

ADi rect Hireo, et c HiyeSwatasdisplays wheteel og ot tre Employe€ hslkeould be
assigned (or hired). The Washed Status used to indicate whether an Employee can be placed on
Assignment which is based on how the record was added to the database and whether or not their on -
boarding process has been completed The Anniversary Datés automatically populated from the Start
Dateofthe Emp | oy firg Assignment with your company.

*Note - The 19 On Fileand |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 ates. An expiration date on gothe8ntecedintwteerHExpiréd i cense o
Datefield. Please refer to the reverse side of an 19 if in doubt of using an 19 expiration date.

The Vendorfield is only used when the Employee is a 1099 consultant or if they are working for a sub -
contracting vendor. When a Vendoris tied to the Employee the social security number and main
address do not need to be on the Employee record. The pay remittance is handled through the
remittance address on the Vendors form.

*Note T TheEmp | oy Washed Statumu st be set t o AAssgmienti cambecrdaied or e an
for them.
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Employee Contact Methods Form

The Contact Methoddorm is found with in the Employee Details section. The Contact Methodssection
stores the Main Phone, Email Address(es), Cell Phone, and Emergency Contact information for the
Employee .

4832 Neil Armstrong Bivd
Eagan, MN 55121

RO HEHPRL Cell Phone \

visifile g

details (651) 555-1212 x123

» contact methods -
past jobs
work experience | Phone {
education

work interests
direct hire &&F 055120

candidacy

To view or edit a Contact Methoddouble-click on the record. To add a new Contact Mehod click on the
“ icon to bring up the window where the Typecan be selected and the information can be added.

Choose the Contact Typdrom the
drop down menu then enter the

- Contact Information The Active
wi || aut omati cal
inactivate the ContactMethod,
Contact Type Emergency . . ~
click in the @ANo

Contact Information 224-234-3234

Add any Notesthat apply to this
information and then click on the
Savebutton to add the
informationtothe Emp | oy e ¢
record.

Active

MNotes

contact record, and then click on the o button to
remove this Contact Methodfromthe Emp | oy e
information.

To delete a Contact Method first click on the record ‘ Cell Phone
that you wish to delete. This will select the
g (651) 5553-1212 x123
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Employee Past Jobs Form

The Past Jobdorm is found within the Employee Details section. The Past Jobsorm holds details
aboutthe E mp | o y warkbistory prior to starting with your company.

4832 Neil Armstrong Blvd S 9
Eagan, MN 55121
Best Bu Urban Qutfitters
oD E s . Best Buy ;
perations Manager Salesperson
visifile = 9/5/1998 12:00:00 AM - 7/1/2007 12:00:00 AM  10/15/1995 - 6/15/1998
details
contact methods job details reference check results
» pastjobs o elyer Best Buy Reliable Cooperation
work experience 2 P
education Position Operations Manager Punctual Productivty
work interests . S
Siociiae Supervisor Ed Loring Attendance Attitude
candidacy Phone (895) 693-2343 Rehire Comment
assignment restrictions Address/City Apple Valley, MN
AEREEET From Date 9/5/1998 12:00:00 AM Attitude Comment
required docs
transportation To Date 7/1/2007 12:00:00 AM
test scores Job Type [X] Full Time [] Part Time [I] Temporary Punctual/Attendance
unemployment >
 c——— ]2 2250
tasks @ " e % Vv Duties Managed operations Quality of Work
d\ There are no tasks to display. )
~ You can adjust your filter . Interaction
settings to customize this Reason for Leaving Tired of working every weekend
View: Strengths
reference information Areas of Improvement
Ok to Contact? []
Reference Sent (] Misc Comment

Reference Completed B

To view or edit a Past Jobclick on the record displayed at the top. In the Job Details section fill out the
Employer Position Supervisorand From and To Dates If you complete refere nce checks select the
Reference Semind Reference Completathtes by using the Calendarfrom the drop down on the right.
Values for performance characteristics and other comments can be entered in the Reference Check

Results area. To add a new Past Jobrecord, click on the o button; to delete a record, click on the o

button. If you need to view more records use the “ and ~ buttons to scroll through all previous work
history for the Employee .
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Employee Work Experience Form

The Work Experienceform is found within the Employee Details section. The Work Experienceform is
where you can enter notes from Employee interviews. All of the fields in this section are free form so
you can type as much as you want.

4832 Neil Armstrong Blvd Special Skills Jobs
Eagan, MN 55121 Liked/Why

obH
visifile
details Jobs
contact methods Disliked/Why
past jobs
work experience
education
work interests

direct hire Favorite (or least Skills to

favorite) boss/why Learn/Improve

candidacy

assignment restrictions
interpersonal

required docs

transportation Special Languages
test scores Accomodations
unemployment -

¢ STy .

tasks @ W & & Vv

¢} There are no tasks to display. e Contact Other
" You can adjust your filter Work Training
settings to customize this
view.
Supervisory Situations
Experience to Avoid

Employee Education Form

The Educationform is found within the Employee Details section. Inthe Educationform you will be
able to view the education background for an Employee .

4832 Neil Armstrong Blvd @ 9
Eagan, MN 55121
Drag a column header here to group by that column.
~
. . Institution ‘ Attended = | Degree | GPA | Other |

VIl University of Minnesota - Twin Cities 9/1904 5/1908 320

details

contact methods Apple Valley High School High School Diploma 370 Advanced Placement Certificate

past jobs
work experience
» education

work interests
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To add education history to an
education Employee record, first click on the

i «* putton in the upper right corner
of the Educationsection. Next,
enter the Institution DatesAttended
Degree AwardedGPA (Grade Point
Dates Attended Average) and Additional Information
Degree Awarded High School Diploma about the education. When finished,
GPA 37 click on the Savebutton, to add this
recordtothe Emp | oy edecat®n
history.

Institution Apple Valley High School

Additional Advanced Placement Certificate

Information

To delete an education history record click on the line of the Educationrecord (as shown below), then

click on the ® button. You will receive a prompt to verify that you would like to delete the Education
fromthe Emp |l oy eeo@lsChoose fiYesO to pr oc &adudatioonnecordabisd t o | eave

Apple Valley High School High School Diploma 3.70 Advanced Placement Certificate
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Employee Work Interests Form

The Work Interestsform is found within the Employee Details section. In the Work Interestsform you
can enter information about the Location Preferrecby the Employee for work Assignments , their
Desired Payas well as being able to view and add Interest Codes

4832 Neil Armstrong Bivd work interests / preferences goals
Eagan, MN 55121 5
gan. Location Prefered Eagan, Apple Valley, Burnsville, Inver Grove Heigh|  Why Temp Work
Desired P
~ . esacc tay $15.00
22 Pay Comment
visifile
details Other Temp Services
contact methods Kind of Work
ast jobs
\‘:vo rkJ e Business
education Size/Environment (=] Supplement Income [] Between Jobs
work interests [F] Gain Experience [7] Flexible Schedule
D : Pace Preferred [7] Laid OFf =] Looking for FT
direct hire i s s
candidacy Task Preferred =l \;\‘/Uriasoe‘ff s £ Bl Hident
assignment restrictions 2 D renk e
2 Supervision Level
interpersonal
required docs
transportation interest codes . @
test scores =
unemployment B Drag a column header here to group by that column.
PR S s ——— .
= Interest Code \ Validated \ Years | Note
tasks @ W © & Vv
) There are no tasks to display. Data Entry (x] 5
& 2z
You can adjust your filter Administrative Assistant [x] 5
settings to customize this
view. Concrete Work =] 7 Union member
1st Shift =] Only interested in day shifts
Bilingual-Russian = 4
Accountant D 6
General Office =
12 hour Nurse =

In the | nterest Codes section you can viewthe E mp | o y skils) mevious job titles, languages spoken,
shifts that theydére willing to work, and numerous ot he

To add an InterestCode click on the ' button in the upper right corner of the section. This will give

you a drop down menu that you can select the InterestCodefrom. Once it 6s Bnedoeyoured, hit
keyboard to add.
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