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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 a nd on top of the
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 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 p roductive 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 c¢ompanyualss meaylaitoolfoes 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 i narfieQuionputi onf dhartklsed fi el ds or drop down

*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 Eﬂtﬂl'ﬂl'lsﬂ

lzer Mame I

Password

sigh 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 a ny type of work within the system.



E Menu Functionality

‘ | 3 TempWorks Enterprise

(\7::. Options
B8R Role: PC

|
| 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 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.

C;' options

Appearance

Social Media

Wallpaper

Advanced

[%] Form status animation
[F] Disable High quality animations
[] Disable High quality gradients

| '
Email C

Preview

Sample Text

[F] Use Dark Text Color
[%] Background Highlights
[%] Background Shadows

[%] Background Graphic Effect

B Save M 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 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 selections are shown below:

*Note 1 For those companies that are accessing Enterprise via a remote desktop connection (RDP), we
recommend that all of the options under the Advanced section be deselected to improve system response

rates.



Saving Changes to Records

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

| "‘j. Record has not been saved! I
There have been changes since this record was last saved. You can click on the @ button in the upper left of the
Would like t h 7 . . .
ouic you ket savEyour changes | Enterprise Main screen or Ctrl i Son your keyboard before

3 Save and Continue navigating away from a form.

(recommended)
I The third way is to click to navigate away from your
? Do Not Save and Continue current form without saving. If information has not
This will cause any changes to be lost, . . . )
previously been saved the window displayed to the left will
“ Cancel pop up and ask you to save
Continue working on this record, Changed.

|

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

Enterprise Notification Services

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 scYownhavet|[ Nuanybse ri] Al ert so.

* You have 202 alerts.

Clicking 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.

2 alerts o
Alert Type ~
Alert Date w | Alert Type “

= Alert Type: Miscellaneous (2 items)

Credit check needed (Crom Equipment) 11/6/2009 11:14 AM Miscellaneous

New order request {Crom Equipment) 10/30/2009 3:10 PM Miscellaneous

To navigate to the corresponding record for an alert you can right -click on the line of the Natification
Then select the record from the drop down that you would like to view. To clear a Notification
highlight the line and then click on the = button in the upper right of the Notification Manager
screen.

If the Notification is for an Application that has been submitted it
View Order will allow you to navigatetothe Emp| oyeebéer d. | f
& Cloze 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 ™ button in the upper right corner of the open form.

LR
B> B & B = "
d Onlv

=
e2d Only) S

[E TempWorks Enterprise | &YV

fammy L Devereaux “

4832 Neil Arm(§
Eagan, MI'|8

Tammy Devereaux&mpl ee)
il Sty
W K

X

ID: 12467
SSN: x0-xx-99

Urban Outfitters
Salesperson
2/10/2008 -

Best Buy
Operations Manager
2/10/2002 - 5/8/2005

oP

— job details reference check results

details Employer Best Buy Reliable Yes Cooperation
contgct met Position Operations Manager Punctial Productivty

» past jobs 5 Bl
work experi Eirvean +eUng Attendance 5 Attitude
education Phone 9956 Rehire Comment
LCLSLE S Address/City Apple Valley, MN
direct hire — Abtitude G
candidacy From Date 2/10/2002 ttitude Comment {
assignment To Date 5/8/2005
i Punctual/Attendance
mterperson Sort Seq l
required do
transportati Job Type [X] Full Time [] Part Time [T] Temporary Quality of Work {
test scores o 2950
unemployr 2. R : )

nov catun Duties Managed operations nteraction {

4 2
Reason for Leaving Tired of working every weekend
tasks @ W = d Strengths

Order lunch fc
[ Set up intervie
Order more ct
[ Candidate Fo
Candidate Fo

Supervisor Fo

reference information
Ok to Contact? [x]

Reference Sent

Reference Completed

Areas of Improvement

Misc Comment

[l Supervisor Follow-up

As you can see in the view above, several records can ke 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 Onlyo at the top
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 B8 button in the upper right corner of the sc reen.



Enterprise Tasks

The Tasks area displays items that require user follow-up. | n addition to being able to create Tasks
from Messagesnd Incoming Email you can also drag and drop records or click on the B button in the
Tasks area to create new Task records.

tasks @ W © & Vv

% Unfilled Order: Legi- Inc

[@Set up interview for Loretta L...

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

Enterprise Main screen. Clicking on the | 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 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 Incoming Email. When the K button is clicked
the full screen Task Manager will be displayed as shown in the next
picture.

Click them button to refresh the Tasks area. When a Task is
completed click in the check box in front of it.

Status Open Tasks Priority Due between 1 il
Category Task Type Completed between 2} A
Assigned To Branch Security Role
Show Unassigned [X] * Find Tasks
71 results  Detailed View y
Drag a column header here to group by that column. ;
Task | Due | Assigned To Complete Pricrity Category | Task Type |

Assigned Ta: Alisha Armold

Order lunch for the branch

Due: 47272010 12:00 AM
Priority: MNormal
Send Resume to Supervisor Eocctyjiomnal
Send new candidate resume for Shanta8 58 to supervisor.
| Candidate: S8, Shi | | || Order 6211 Crom | |  § S8, Shanta8 e Rt

Candidate Follow-up Priority: Normal

Follow up with candidate Ivan Folger. Supervisor: Hannah Isling
Claim Task |

| Candidate: Folger, | ¥4 Isling, Hannah (Jo | ! | Order 6225 John's a Folger, Ivan

Tasks can be viewed for the entire branch from this screen and can be filtered by Status Category
AssignedTo, Show UnassignedPriority, Task TypeBranch Due BetweenCompleted Betweesind Security

Role To create a new Task, click on the E button in the upper right.

10



Order more check stock Assigned To:  Alisha Amold
Meed to call Nelco Due: 5/12/2010 12:00 AM

Priority: Norma

Created 3/11/2010 9:06 AM

A Task that is red is due or overdue and will have the Duedate in red as well. A Task with a grey
indicator bar is due in the future and one with a green bar is complete.

Edit a Task by clicking on the - button. To mark the Task as completed, click on the “# button. You
can also right-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 option ané select the RepNamdrom the drop dow n
menu.

W MNew Task Ctrl+N
Cpen Task Space
| %" Mark as completed Deel
. Assign to... ]

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

3 results Detailed View 3

Drag a column header here to group by that column.

Task | Dus |?| Azzigned To | Complete Priority |Categc-n,r |Task Type |
Mathew Interview (ClezrBleeg Assigned To: Dalyce Brell
27942010 12:00:00 A - Due: 2/11/2010 11:00 PM
241072010 12:00:00 AM Priority: Narma
| a Marshall, Mathew 2/11/2010 11:00:00 PM
[T 24172010 11:00:00 PM

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.

tasks @ W ¢ & Vv

[Call back Tammy at Crom In the example to the | eft a new Task is being created for
Tammy Devereux by selecting her picture in the Avatar area
and dragging the record down to the Tasks box and then
dropping it.

[B % Set up interview for Jesse

11



Due

Reminder

Assigned To | Alisha Arnold
Category

Priority Normal

Complete [T

messages task links

Add o message ] & Devereaux, Tammy

task distribution

This opens a Task record that will be linked to Tammy and will be displayed as a n U icon in the Avatar
area of her record. The Subjectis a required field, so it must be entered before the Task can be Saved
Add any additional information to the text field, enter a Due or Reminderdate/time, select the Assigned Tp
Category and Priority. Then click on the Savebutton to save and close the new Task record and link it to

T a mm\Em@oyee record.

*Note 1T For more information on Tasks refer to the 14R2 Enterprise Task Managementhelp document:

http://www.tempworks.com/ClientServices/documents/14R2EnterpriseTaskManagement. pdf.

12
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Enterprise Company Hierarchy

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:

| E 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.

hierarchy level and branch selection
Please select the hierarchy level and branch you wish to access

*Note i New data cannot be entered
Brancn at fiSystemo | evel
i e i ASystemd has not b
A o B double-clicking on the Branchto
update.

Memphis NE (Branch)
MemphisCA (Branch)

“ NursesNow, Inc (Entity)

“ TempWorks Sal

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

[ concel ]‘ Back | Next> | I

Users that c¢an Branchessilsneed to ase thiSfunatibrfaliy to transition between the

iStaff o aBrahchéstd prongs®Payroll for internal Employees versus temporary Employees .

*Note 1 For more information on processing Payroll for internal Employees refer to the 14R2

Enterprise Internal Staff Payroll help document:
http://www.tempworks.com/ClientServices/documents/14R2EnterpriselnternalStaffPayroll.pdf .

13
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Enterprise 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:

|‘ ﬁ Server: TWSQL2005

The information contained in this form s hows who is currently logged into Enterprise (Rep Namg your
SecRole Nameand your Branch

General Information

Version 14210132156
User Name dbo

S QRIS d YT T TEMPWORKS \alisha
Host Mame alisha

Group Name controller

Server Name TWSQL2005

DB Name QA_twldr2

Hier Name High Tech Staffing
Hier Type ID 2

Hier Type Mame Entity

Hosting Server TWDATAPORTALDO
(LTI L ST hitps:/fenterpriseqa.tempworks.com/DataPortal/FXDataPortal.svc

ServiceRep Information

ServiceRep ID 21733

Rep Mame alisha

Full Mame Alisha Arnold

SecRole ID a45%cada-b40b-49d5-afllc-do1fob4169ec

SecRole PA, PC, SR, 5A

SecRole Mame Payroll Administrator, Payroll Clerk, Staffing Specialist, System Administrat
BranchID 1504

Branch Mame Memphis SE

Hier ID 2

———————————————————————

*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.




Enterprise Main Screen

Once sign in is complete the Main screen of TempWorksdEnterprise will be displayed. From the Main
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 | [7] 4= = v —ax

>N Bk o B e Bl o

Employee  Customer Order  Assignment  Contact Pay / Bill Calendar Reports Email

Actions ¥

announcements : links

tasks * W &€ & Vv

[l Set up interview for Marsh

[ Order more check stock

[@ Candidate Follow-up b

[ Unfilled Order P 2 new alert(s)

Credit check needed (Crom Equipment)

* You have 2alerts. |

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
E TempWorks Enterpﬁge screen; from this button you can creat e new records for Employees
L 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... a 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 records

that match the criteria you entered.

15



I n the example above the | eUtiversal SdaClr feld. To rmtee searcht 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 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 |A5g | 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 Memphis 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 entered in the Universal Search for that
record type. The types of records that matched will be listed f irst 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.

Mouse Hove ring 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

16



Definition of Record Types

p Employee : Information including Application details, Payroll , and Assignment history as well
- .. | asMessagesre contained within the Employee record section.

Customer : Informati on found 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
Assign ment , 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 authorized users to access the Time Entry spreadsheet and to
process Employee Payroll and Customer Invoices .

Calendar : This area is where your appointment Calendar can 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.

Email

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

;a 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.

17



Hot Keys : This navigation technique allows you to use a combination of keyboard keys to open
functions and/or sections of Enterprise without hav ing 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, run Reportsor view your Favorites

The view to the left displays the Actions
Bar that you would receive when you
scroll over or open the Employee

-|- MNew Employee CL, Search Actions Reports Favorites record area.

Order Assignment  Contact Pay / Bill

You can click on the NewEmployeéebutton 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 curr ent open form. The Reportsdrop down will display Reports that can be run for
this record. 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, click on the * button in the
upper right corner of the form. If the button is grey then the form is listed in your  Favoritesa r e a ,

unfiledt hen it és noFRavoritessst ed i n your

18
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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 menu 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.

personal information

SSN | & =~ | Street
First Nano Street 2
Last Nami)) City
Initial State MN
Phone O Zip vem
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.

-

£ 23 3
' b
%

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 Avatar by using the scroll bar. 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.

Spec Tax

*Note 1 Fields with an @ icon 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.

19



add new employee

)
Ir

personal information
SSN 720-94-9388 Street
First Name Gary Strest 2
Last Name Devonson City
Initial Isaac State
Phone (393} 282-3958 Zip
Email gidevonson@gmail.com County
School District
Country United States of America

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

Federal Ex 1 a s -
State Ex 1 - 2%
=5 I ' —

Marital Status S Single '
>
287

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.

Spec Tax

*Note - The SchoolDistrict and Countydo not need to be selected unless local taxes apply to the
Emp | oy Paydheck . Also, Enterprise does not allow duplicate SSNent ri es, so i f you don
SSNwhen adding the Employee to the database, leave the field blank for now and add it in later.

20



Employee Avatar Area

The Avatar area displays the 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 IatﬁhA bottomwofeh settibre
willbe Greenn i f they have b eGirclewibedllct i ve

4

Next to the Active Circleis arD image and when you hover your mouse
over this icon it will display a summary ofthe E mp | 0 y euadnts
Assignment (s) .

Tammy Devereaux

4832 Meil Armstrong Blvd
Eagan, MN 55121

§ Assigned

Active assignments for this employee.

Creative Solutions  Data Entry Clerk

Next to the Assignment image the Employee Avatar area may have an indicator. This image will be
displayed if there is an Assignment Restrictiom r A Do Not ABEnploygen.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
artomier heted 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 eeeodd indicates that the Payroll information has not yet been set up.
Payroll set up can be finalized from the Pay Setup form. This [ symbol will only display in the Avatar
area if the Employe e 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 1 win display on the record. When an Employee has anoo mplTask e 0
linked to their record a ki symbol will be displayed.

21



L]
Tammy Devereaux
4832 Meil Armstrong Bivd
Eagan, MN 55121

When the Bl button is clicked in the Employee Avatar area the
information will slide to display the E mp | o y Bdlngue identifier
for Enterprise) and their SSN(Social Security Number).

ID: 12467 . . .
SSN: 269-99-0999 To return to the previous view, click on the B button and the

information will once again slide back to revealingthe Emp | oy ee 6

Avatar (or picture).

"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 , Custome r, Contact and Order sections of
Enterprise.

e, y L
XY ; 8
', BB R & R
EahIGE  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email
=+ New Employee Q Search Actions Reports Favorites ¥
Tammy L Devereaux ? * K
4832 Neil Armstrong Bivd employee snapshot phone/email
Eagan, MN 55121 [
Name Devereaux, Tammy x g (651) 555-1212 x123 =
- . ! n Email Address alisha@tempworks.com X ; alisha@tempworks.com I
x
Desired Location Eagan, Apple Valley, Burnsville, Inver Grove Heights x| A o (224)234-3234

aysemp Hire Status Placed Full Time Rate Desired $15.00 LZY (453) 245-6421 L
pay history e ettt
doaiments messages .
messages — -
search Date | Action | Message Rep Contact I Due [‘
3/22/2010  Absent (Sick) Has the flu. alisha Finke, Dan 3/22/2010 l
3/22/2010 Absent {Personal) Has a doc appt. glisha Hampton, Irv 3/22/2010
3/8/2010 Message alisha 3/9/2010
2/24/2010  Order Candidate Candidate - Devereaux, Tammy OrderiD: 6141 - Crom Eq... laurab Fisher, Brenda
2/18/2010 Message Not a team player twiraining6
2/18/2010  Absent (Sick) Has the flu. twtrainingl7
-
tasks @ W 6 & V assignments » interest codes
b P S Title | customer | code |start | End | Bt | Pay |Dept all § code - [“
Order moee check stck Unknown Wildcreek Golf C.. Open  2/18/2010 $000  $0.00 Primary l 1st Shift l
[H Candidate Follow-up Warehouse Person Dans Cleaning Se.. Open  12/8/2008 $13.79 $9.00 Primary 2nd Shift
Unfilled Order Forkiift 123 Nursing co 10/1/2008 $1234  $10.00 assembly 3rd Shift
Account Analyst Creative Intentions Open  11/5/2007 $15.00 $12.50 Human Resourc... Accountant
c# Creative Solutions Open  7/159/2004 $25.00 $15.00 Primary Administrative Assistant
Word Procg Adm... Bloomers Flowers Open  6/1/1998 $9.00 $7.00 Primary Archive

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.
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employee snapshot

Name Devereaux, Tammy L
. x

Email Address alisha@tempworks.com
x

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

Hire Status Eligible and Active Rate Desired $15.00

The Employee Snhapshot 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 resume attached to their record. The 19 On File® shows that the
Employee has completed their 1-9 document and provided proof that they are eligible to work in the

United States. The ®in front of Activeindicates thatthe Employee i s currently in AActi vec
the Assignec™® shows if they have a current open Assignment .
phone/email , ,
_ ~— The Phone/Email area displays all of the Contact Methodgor
o (6515551212123 a the Employee . Double-clicking on a record will display the
| alisha@tempworks.com Details/ Contact Methodsform.
o (2241234325 Click onthe =¥ to add a new Contact Methodto the record.
L35y (453) 245-6421
messages
Date | Action | Message Rep Contact | Due |.‘.
3/22/2010  Absent (Sick) Has the flu. alisha Finke, Dan 3/22/2010
3/22/2010  Absent [Personal) Has a doc appt. alisha Hampton, Irv 3/22/2010
3/8/2010 Message alizha 3/9/2010
2/24/2010  Order Candidate Candidate — Deversaux, Tammy OrderlD: 6141 - Crom Eqg... laurab Fisher, Brenda
2/18/2010 Message Mot a team player twirainingb
2/18/2010  Absent (Sick) Has the flu. twirainingl7

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 o 7/18f2004  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 o 1/3/2008  &/10/2008 £45.00  $30.00
Computer Cleaning Crom Equipment o 3/13/2008  &/10/2008 £20.00 $10.00
Computer Cleaning Crom Equipment co 3/13/2008  §/10/2008 £20.00 $10.00
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In the Assignments area you can view the E mp | o y Assidnment history since they started with your

company. When you click on an Assignment line the = = ' ® puttons are displayed. The =

button will take you to the Assignment Details

form for the selected Assignment . The = button will

open the Order Visifile forthis Assignment . When you click on the 4 button it will add a timecard

into Time Entry for the current WE Date (Weekending) for the Assignment . Clicking on the ™ button
will open a Messageform that will be linked to the Assignment

interest codes

The Interest Codes area displays theE mp | o y skilsheslucation,

Code

-
.

1st Shift

2nd Shift

3rd Shift

Accountant

Administrative Assistant

Archive

record.

To add new Interest Codedrom the Employee Visifile

languages, etc. Most of the Employee search functionality within
| Enterprise comes from the Interest Codesntered on an Employee

, click on the

icon to display the window where codes can be selected.

*Note | Interest Codesan also be added from the Work Interestsform

= under the Details section.

Employee Details Form

The Details Form displays the Emp | o y eNandeand Addressas well as Branchaffiliation, Washed
Status and |-9 information is added here.

4832 Neil Armstrong Blvd
Eagan, MN 55121

-

Ct methods
past jobs

work interests
direct hire
candidacy
assignment restrictions |
interpersonal
required docs
transportation
test scores
unemployment
nowv cotiin o
« G -
tasks @ W € & Vv
Set up interview for Marsh
Order more check stock
Candidate Follow-up

Unfilled Order

personal information

Last Name Devereaux

First Name Tammy Initial L
Nickname

SSN 369-99-9999

D 12467 Contact ID
Act. Date Deact. Date

hiring information
Order Type DH
Hire Status Placed Full Time
Profession N/A

Washed Status  familiar
Resume On File [X]

19 On File 3]

19 Expire Date

Orientation Date 6/5/2009
Anniversary Date 8/4/2008

background information

Convictions

equal opportunity
Birth Day 9/18/1971

Date Entered 12/8/2008 10:49:00 AM

{#5) Nationality I choose not to disclose

address
Street | 4832 Neil Armstrong Bivd
Street 2
City Eagan
State MN Zip 55121-_
County School
Country United States of America
Branch Memphis SE
Staffing Specialist alisha
Interviewed By ola
Entered By alisha
Vendor N/A
Job Title
%5 How Heard of N/A

2| How Heard Details

5| Numeric Rating 0

Security Clearance

[] Disabled

Gender F [F] Veteran
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personal information

Last Name Devereaux

First Name Tammy Initial L
Nickname

SSN 369-99-9999

ID 12467 Contact ID
Act. Date Deact. Date

The Address area stores the Street
City, State and Zip code information
forthe Emp | oy ma@niaddress.

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

You can add a Nicknameand view the Act. Date
(Activation Date) and Deact. Date(Deactivation
Date). The Activation Date is automatically
populated when the Employee is added to the
database. When a 0 Dessagdsi v
logged on the Employee record the
Deactivation Date will be populated.

This is the address where the address
Emp I o y Ba/cﬁna:ks and W2 will Street 4832 Neil Armstrong Blvd
be sent. Street 2
. City Eagan

The Countyand Schoolfields are s v e
determined by the Zip code on the o Zp ‘
record and refer to local Taxesthat ety SETE

Country United States of America

should be applied to the Paycheck .

hiring information
Order Type DH
Hire Status Placed Full Time
Profession MNF&

Washed Status  familiar
Resume On File E
I9 On File [x]

19 Expire Date
Orientation Date  6/5/2009
Anniversary Date  8/4/2008

Branch Memphis SE
Staffing Specialist alisha

Interviewed By

Entered By alisha
Vendor NAA
lob Title

How Heard of NAA

How Heard Details

Numeric Rating 0

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

fiDirect Hireg, 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 | 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 th e United

St ates. An
Date field.

*Note i TheE mp | oy Wasbesd Statuniu s t
for them.

expiration

date on

be set t o
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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 When a sub-contractor (Employee with a vendor company) is assigned to an Order the
Companyfield will be updated with the name of the vendor they work for and the W2 check box will be

unchecked on the Assignment

Details screen.

Employee Pay Setup Form

Inthe Pay Setup form Service Rep (SR) users can add or updateFederal[Tax] Exemptionsaand State
[Tax] Exemptionsas well as local Taxesthat should be applied to the E mp | o y Pagdhexk . Payclerk
users (PC) have access to direct depo# set up, weekly Adjustments Accruals, and Taxes

4832 Neil Armstrong Blvd
Eagan, MN 55121

obHER

visifile
detal

adjustments
accruals
taxes
pay history
documents
messages
search

tasks @ W & & Vv

[l Set up interview for Marsh

Order more check stock
Candidate Follow-up
Unfilled Order

general information
Pay Setup Complete [X]

12467

Employee ID

required tax information
Federal Exemptions 1
State Exemptions 1

Federal Add. Withholding $0.00

Dependents 0

Marital Tax Status S Single
Tax State MN

State Juris MNSINGLE
Tax By State [=]

Qualifies for HREAct  []

local taxes
Local taxes are automatically determined by the employee’s zip code.
Manual changes should not be necessary.

Exempt
County Tax ]
City Tax =
School Tax |

temporary address
Use Temporary Address [

Street

City

State )
Country United States of America

payment options
Electronic Pay Setup Complete |
Mail Check and/or Stub 5]
Paycheck Delivery Code
Default Pay Rate $7.50
Maximum Deduction Percent 50
Note to Payroll

automatic delivery method change
Use these options to automatically change check delivery on the specified
activation date.

Activation Date (&
New Delivery Code

Mail to Permanent Address [I]
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required tax information

Federal Exemptions 1 In the Required Tax Information section
State Exemptions 1 you can update the Federal Exemptions
Federal Add. Withholding  $0.00 StateExemptionsDependentsTax Statg

and select a State Juris (The State Juris

= ! allows you to select a different marital tax
Marital Tax Status 5 Single status for the state).

Tax State MN *Note - If an Employee indicates that

State Juris MNSINGLE they are AExempto fr
Tax By State = you need t o e rrederaland ¢

StateExemptiondields.
Qualifies for HIRE Act ]

*Note T Tax By Stateshould be selected if the Employee should only be Taxedby their home address and
itds not afCued toend/orksiye IftheeEmployee meets the 2010 HIRE Act qualifications
click in the box for Qualifies for HIRE Act

The Temporary Address area allows youto ~ Lemporary address
enter a different address that the Use Temporary Address [I]
Emp | oy Paydnheck should be sent to. Street

This address will override the main address City

as long as the Use Temporary Addredsx is State

checked. e
Country United States of America

payment options
Electronic Pay Setup Complete

Mail Check and/or Stub . . .
L 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
Stubwill be selectedifthe Emp | oy ee 6
Paycheck should be mailed.

Paycheck Delivery Code
Default Pay Rate

Maximum Deduction Percent 50

Note to Payroll

*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.
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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 .

- EMpioyee = = a = L

4 NewEmployee @ Search Actions Reports Favorites

Tammy L Devereaux
4832 Neil Armstrong Bivd

Eagan, MN 55121 [3] Activate Electronic Payments
opER ach bank account paycard account
I ¥ Bank Routing Info o | + %" Card Number
visifile .
details Account Number o Expire D?ffl
pay setup Account Type Checking Account Paycard Verify By
- adjl..lsh'nn:‘ltl?jay Pre-note Sent :__.”__ Paycard Verify Date
accruals Pre-note Approved ]
taxes Pre-note Disapproved [STR

pay history

Before either of the for ms will be available for data entry the Activate Electronic Paymentsox must be
checked off. Once that has been completed, click on the + in front of either the ACH Bank Accountor
the Paycard Account section.

If the routing number is not already in the system, click on the -*_ button to add a new one.

bank routing quick add %

Enter the Bank Nameand the Routing
Numberand then click Saveto add the info
and close the form.

Bank Name 0|
Routing Numbo

Once the Bank Routing Infdield is completed enter in the Account Number
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[%] Activate Electronic Payments

ach bank account

Re-enter the number in the Confirm Account “" Bank Routing Info 111916724 +
field to make sure that the number is Account Number 69382374734 .
entered Correctly T |
Account o or fASavings Seluiegeili 0

Account Typalrop down menu. Account Type Checking Account

Pre-note Sent
Pre-note Approved

Pre-note Disapproved

If your company is utilizing the Pre-note functionality then the Pre-note Senfield will automatically

populate the date that the pre-note file is created after the account information has been added and the

Emp | oy eegt®aycheck has beenissued. A set number of days later the Pre-Note Approvediate

will automatically populate so that any checks issued to the Employee on or after that date will be sent

via direct deposit. If the bank indicates that the account does not exist, enter the Pre-note Disapproved

date and remove the check from the Activate Electronic Paymenfsi el d t o fideacti vateo the
account.

*Note 1 If the next Paycheck should be direct deposited for the Employee and the pre-note
functionality is being utilized, manually enter a date in the Pre-note Sentaind Pre-note Approvedcan be
same date) fields that is prior to the date that the Paycheck will be created.

paycard account When the Paycard form is selected enter the Card
Card Number o Number re-enter the card number in the Confirm
_ _ Numberfield and add the Expire Date. The
Expire Date o PaycardVerify By field will automatically populate
Paycard Verify By with today 6Paycald¥erify Datewil h e
Paycard Verify Date ' automatically populate when the paycard

activation is complete and verified.
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Employee Adjustments Form

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

4832 Neil Armstrong Blvd
Eagan, MN 55121

EINC ‘Adjustmen( Type i |Active Sequence Balance Amt |VTD Total Lifetime Toral ‘MTD Total |WTD Total
n® HRE
il (1] 401k [x] 4 $0.00 $1,111.50 $1,147.00 $0.00 $0.00
visifile
details 0 AdvanceBnk [x] $0.00 $-81.00 $0.00 $0.00 $0.00
pay setup 0 Checkingl [x] 5 $0.00 $0.00 $0.00 $0.00
electronic pay
» adjustments 0 Childsupt = 2 $0.00 $56.93 $56.93 $000 $0.00
accruals
taxes
authorities
pay history
documents
messages
search
summary [ Man v Authority
Category 401k
v 5
tasks @ W © @ Active  [X] Note Deduct by U Specified Amount
i Specified Ar t Per H
[interview for Tammy Frequency St 4 \./ Apr)::;net Byr;eo:::m:gre our
O]
I Unfilled Order Date Served 04/02/2008 B U Net After Levy
Max Montht
Start . Gross Percentage [X|
End Max Yearly $15,500.00 Net Beresisce. I
Max Lifetime Percentage 10.00%
Period Max $0.00

Max Applied per Check

To create a new weekly Adjustmentfor the Employee , click on the «* button in the upper right . The
form below will open and you can select the Adjustment

Select the Adjustmentype from the drop down

adjustments menu. The form will automatically be checked
asActivewhen youbre adding
G :
Adjustment
Adjustment CHILD SUPPORT 1 *Note T Each Adjustmenttype should only be

o x| selected once.

Freguency Weekly TheFrequencyd e f aul t s t o @ We
Start Date Weekso and AMonthlyo a

End Date

You can enter a Start Date and/or End Date for
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 mo nth when paying weekly.
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EINC | Adjustment Type N ‘ Active | Sequence Balance Amt ‘ YTD Total ‘ Lifetime Tatal ‘ MTD Tatal ‘ WTD Total =

0 ChildSuptl » $0.00 $0.00 $0.00

summary @ Pay/Misc Authority
Category ChildSuptl

Active x Mote Deduct by ‘&) Specified Amount
\_J Specified Amount Per Hour

Frequency Weekl
5 . g SLAEIES ‘) Amount By Percentage
Date Served 4/6/2010 i \_J Net After Levy
Max Monthhy
Start . Amount
End ax Yearly
" I Max % of Net

Max Lifetime
Period Max

Max Applied per Check

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 co rresponding information.

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

summary ﬁm Pay/Misc Authority
Category ChildSuptl
Active 5] Note Deductby (& Specified Amount
Frequency S ) Specified Amount Per Hour
Sl ) Amount By Percentage
Date Served 06/19/2009 B ‘) Net After Levy
Start Max Monthly

Amount $67.88
Max % of Net | 55.00%

End Max Yearly
Max Lifetime
Period Max $67.88
Max Applied per Check

When entering an Adjustmentwith a dollar amount, click on the radio button for SpecifiedAmountto 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. The Specified Amount Per Howadio button would be used
when the Adjustmentamount depends on the number of hours the Employee worked during the week.
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*Note i The Sequencdield can be used to indicate the order in which the Adjustmentwould be deducted.
For example, ifan Employee has t hr ee di f f e rAejostmerfistBdy could all Bedigtep asr t 0
Sequence f A 10. T hEanployee aiys ni &f tenvpgbethad pay period to cover the full amounts

of all of the Adjustmentsthe Sequencé 1 Adjustmentswould be paid first, and if not all of those amounts
could be paid, then a percentage of the full amount would be applied to each.

summary m Pay/Misc Authority

Category 401k

Active 5] Note Deduct by ) Specified Amount

Frequency S ) Specified Amount Per Hour

errence &) Amount By Percentage

Date Served 06,/19/2009 B ) Net After Levy
Max Monthly

Start i Gross Percentage [X]

End Max Yearly $15,500.00 Net Percentage [

Max Lifetime Percentage 12.00%
Period Max
Max Applied per Check

When entering an Adjustmentwith a deduction calculated by percentage, click on the Amount By
Percentageaadio button to select the correct form (ex: 401K). Put a check mark in either Gross
Percentagdpre-tax calculation) or Net Percentaggpost-tax calculation) and then enter the Percentage In
the 401K example the Max Yearlyamount set by the federal government on this type of pre -tax
withholding should be entered. Once the Adjustmentreaches the Max Yearlyamount for the tax year it
will be deactivated until the firs t pay period of the next tax year.

summary » Pay/Misc Authority
Category Garnishl
Active [x] Note Deduct by \_J Specified Amount
Frequency 5 \_) Specified Amount Per Hour
Sl \_J Amount By Percentage
Date Served 06/19/2009 B &) Net After Levy
Max Monthhy
Start o
- Max Yearly Net Amt After Levy  $250.00
Max Lifetime $7,500.00

Period Max
Max Applied per Check

When entering an Adjustmentwith a levy all except specified amount, click on the Net After Levyadio
button 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
Lifetimeamount has been reached the Adjustmentwill be deactivated. Max Monthlyis used to limit the
Adjustmentto a specific amount for the month. Once that amount has been met, it will be deactivated
until the first pay period of the next month.

*Note T For more information on recurring Adjustmentsrefer to the 14R2 Enterprise Employee
Adjustments help document:
http://www.tempworks.com/ClientServices/documents/14R2EnterpriseRecurringEmpAdjustments. pdf
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summary Main @ Autharity

Category 401k

il partial electronic payment miscellaneous adjustment info
Frequency Weekly Routing and Transit |I| Misc 1

Account Number Misc 2

Account Type Checking Account Misc 3
g:ujrt PreNote Sent [ HNC 0

PreNote Approved [ Monthly Pay Cycle

PreNote Disapproved [ 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 fiChec ki ng 1 éctedanterith€ tleduction amgubtanfoimationsire |
the Main tab and then enter the account information in this tab. A check mark in the Bankedbox
indicates that the 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 .

summary Main Pay/Misc @

Category ChildSuptl

Acti
g L1 Print Check to Authority Gavin County
Frequency

Case Number 4734573
Start 12/1/2007
End 4/2/2015

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. If an autho rity record is not currently available, it can be added by an administrator .
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Employee Accruals Form

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

ammy L Devereaux
4832 Neil Armstrong Blvd

@ W

Eagan, MN 55121
Active | Accrual Type

obHER

N ‘ EINC Per Pay... Balance Max Y... | Max/Pay.. | Maxyearly.. | Yearly Anniv.

PerH... ‘ Rate Earn...

x Vachsg
visifile
details
pay setup
electronic pay
adjustments

accruals

= wp

accrual type
VacMel

details

Description  Annual Vacation Plan

Balance 0 Max Yearly 100
Rate Eamed 0193  Max per Pay Period 80
Per Pay Period Max yearly by Anniversary 100

Per Hour %| Yearly Anniversary
EINC

Employee Taxes Form

1] X 0.08 o 160 o 1]

To add a new Accrual for the Emplo yee, click on the &
button in the upper right. The form to the left will be displayed.
Select the Accrual Typefrom the drop down menu.

The Accrual will automatically default to Activestatus. Once the
Accrual Typehas been selected the details information will be
populated. Ifthe Employee has already accrued time enter it
into the Balancefield.

Click on the Savebutton to save and close the form or click on
the Newbutton to save the information and clear the form so
that another Accrual can be seleded.

*Note 1 Creation of new Accrual Typesmust be done by a
system administrator before they will be available in the menu.

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).

Once an Employee has been issued a Paycheck the Taxesform will display all taxes that have been
calculated based onthe E mp | o y igodde and the Customer Worksite To add a new Tax, click on
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