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Purpose of this Manual
This training manual concentrates on the minimum information that needs to be in the system to be able

to process Payroll and Invoic ing. As such, it does not cover all of the functionality available within
Enterprise. For more information on functionality not covered in this document, please refer to the 12R8

Enterprise Front Office and Back Office Training Manuals.

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

*Terms listed in Italics are field names or buttons (ie. Pay Rateor Save.

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

*Terms |l isted in AQuotation Mar kso ar eAvalabpu)t.s for t he
*Information listedin redar e fAbest practiceso or information about 1
Logging 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

User Name I

Password

sign in cancel

Enter your User Nameand Password and then click on the Sign Inbutton to open TempW orks Enterprise
and navigate to the Main screen. If you do not wish to log into 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 ar e logged in as yourself whenever you do any type of work within the system.



Saving Changes to Records

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

TempWorks Enterp]ase- ﬁ this can be accomplished.

) Record has not been saved! You can click on the [®] button in the upper left of the
There have been changes since this record was last saved. Enterprise Main screenor Ctrl T Son your keyboard before
Would you like to save your changes? I . .
navigating away from a form.

> i _ . . .
Save and Continue The third way is to click to navigate away from your

(recemmended)
| current form without saving. If information has not
# Do Not Save and Continue previously been saved the window displayed to the left will
This will cause any changes to be lost,
pop up and ask you to save
% Cancel changed.

Continue warking on this record.

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

S

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 (i Cl1 a s s vsBould bE setagted)) and then double -click on the Branch
record that you need. This will update your hierarchy and bring you back to the Enterprise Main screen.

e J wizard - select - select
o
*Note 1 For the temporary

Employees , Customers ,
Orders , etc. select the

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

System

corresponding Branchunder the
i T e nEmtity. o
“ System (System)

) “ Eval Staffing (Entity)
To add internal staff Employee Eval S (Branch)
records or for staff Payroll , select " S

~ Memphis NE (Branch)

the Branchunder t he @ e Al
Entity. (User must have Sec Role et lnc(éen,;t:
per mi ssi on t o ac « PayrollTest (Entity)

SameState (Branch)

Entity). 4 TempWorks Sales (Entity)

Sales (Branch)

“ VIP Placements, Inc (Entity)

Cancel |




Definition of Record Types

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

Employee

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

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

Assignment : This section contains data such as Pay and Bill Ratesforan Emp | oy ee & s
Assignment , individual Startand End Date and quality control call information .

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

Pay/ Bill : This function allows authorized users to access the Time Entry spreadsheet and to
print Employee Payroll .

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

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

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




Methods of Navigation

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

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

Contact

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 mo use.

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




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 (e 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.

-

- 23 P
%
a

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 no t be able to save the
new record without completing the information in those fields.



o
Ir

add new employee

personal information
SSN 720-94-9388
First Name Gary
Last Name Devonson
Initial Isaac

Phone (593) 282-3958

Email gidevonson@gmail.com

tax setup/other
Branch Memphis SE
Federal Ex 1

State Ex 1

Marital Status S Single

Spec Tax

Street

Street 2

City

State

Zip

County
School District

Country United States of America

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

A%

g

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

*Note - The SchoolDistrict and Countydo not need to be selected unless local taxes apply to the
Emp | oy Paydheck . Also, Enterprise does not allow duplicate SSNe nt r i e s,
SSNwhen adding the Employee to the database, leave the field blank for now and add it in later.

SO

f
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Entering a New Employee Record (Resume Parse)
In the Resume Parser form you can create new Employee records from harvested resumes and

incoming Emails. To open this form, click on the & in the upper right area of the sc reen (right below the
Universal Search)

Then click on the option for Resume Parsdrom the drop down menu
fad . that displays. It will open the Resume Parser form where you can
&" Resume Parser create new Employee records from electronic resume documents.

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email
Actions K
unproofed resumes 99 v 3 e

Drag a column header here to group by that column.

Last Name 4 | First Name 4 |Email | Phone Address | City | State |Zip | Dup |
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 [x]
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 %]
Brown Marcy stillnschool@vetme... 123 Anywhere Street Pullman WA 99163 ¥
Cooper B bwecooper@hotmail... r 1807 MP Cutoff Rd Plaucheville LA 71362 [
Davis Maggie (404) 444-4444 4848 Long Ave Atlanta GA 30337 (]
Edwards Aaren 1444 Brittany Road Hastings MN 55033 [x]

The Resume Parser form displays all resumes that have been processed through the parsing function
and are waiting for proofing. If the resume is recognized as a possible duplicate Employee then there
will be a check mark in the box in the Dup column. The * © * & @ puttons allow the user to take

specific actions with any parsed resume. The = button opens the form to parse a new resume. The <
icon is used to delete resumes, while the *“ button allows the user to proof the selected resume. The &
icon posts or creates the new Employee record for the highlighted line. When the " # button is clicked
all resumes 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:

._ . resume parsing

~ Select how the resumes should be parsed by selecting File
(Word doc or PDF), Folder, or Text Then select the
location of the document or folder by clicking on the
button and once selected, click on Parse File

Parse Resume by: ® File U Folder U Text

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

11
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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 resume into the correct fields. If information needs to be edited
you can highlight the information on the resume 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
General Employment Education, and Skills tabs for accuracy, click on the & to create a new Employee

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

*Note 1 If the Employee record already exists in Enterprise the Resume Parser should not be used for
a new incoming resume from this Employee as it will create duplicate records with differe nt EmployeeD
numbers. To upload a new resume for an existing Employee , open their record and navigate to the
Documents form.

12



Employee Visifile Form

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

e B R & B ¥ m

SRR Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

Tammy Devereaux =4 New Employee Q Search | Actions ¥ Reports ‘Favorites '| < K

4832 Neil Armstrong Blvd employee snapshot phone/email

Eagan, MN 55121 4
9 Namme Devereaux, Tammy [X] Resume Received 4 6515551212123 £
; = . [%] 19 On File
Email Address ammy@aol.com 3 Active [ | Tammy@aol.com
Desired Location Eagan, Apple Valley, Bumsville, Inver Grove Heights [%] Assigned g (224) 234-3234
detdils 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 |;
6/12/2009  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 @l € & Vv : . interest cod
assignments - Interest coaes x
[HCall back Tammy at Crom o 9 _ = ik st
= 5 -
&k Set up interview for J Title Customer | coge | start |ena v | B | Pey [3 ' code =
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 $45.00 $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 $2000 $10.00 _ Bilingual-Mandarin o

TheEmp | oy e e & sfor ¢ostaink infbrmation such as Phone/Email MessagesAssignment
history, and Interest Codes

13



Employee D etails Form
The Details Form displays theE mp | o y Banéand Addressas well as Branchaffiliation, Washed
Statusand -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-
D 12467 Contact ID ?,, County School

Act. Date Deact. Date Country United States of America

work interests hiring information

direct hire Order Type DH Branch Memphis SE
candidacy

assignment restrictions

interperso“al M Profession N/A Interviewed By
required docs

Hire Status Placed Full Time Staffing Specialist alisha

transportation Washed Status  familiar Entered By alisha
test Scolgﬁ Resume On File [X] Vendor N/A
unemployment -

| 120nfFile x] Job Title

tasks @ W © & Vv RE=tiohog 8] How Heard of N/A

There are no tasks to display. e eNeTT P ] 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 53] Nationality I choose not to disclose [F] Disabled

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

personal information In the Personal Information section you need the

Last Name Devereaux Emp | oy kastdameFirst Name Middle Initial (or full
First Name Tammy Initial L middle name) and their SSN(Social Security Number).
Nickname

SSN 369-99-9999 *Note T Payroll cannot be processed for a W2

D 12467 Contact ID Employee that does not have an SSNon their record.
Act. Date Deact. Date

The Address area stores the main
address information where the
Emp | oy Paydheck and W2

address

Street 4832 Neil Armstrong Bivd

will be sent. Ifthe Zip field is 8 T -

changed a drop down menu will 2 sogan

appear where it displays any local State  MN Zip  55121-
Taxesthat possibly apply to the County School

Emp | oy eheck.s Country United States of America

*Note 1 It is extremely important that the Zip is correct because Enterpriselooks at the Zip code for
determining the local Taxesthat should be applied based on where the Employee lives and then
determines any Tax reciprocity that should be applied based on the Worksite selected in their Order .

14



hiring information

Order Type TF Branch Memphis SE
Hire Status Eligible and Active Staffing Specdialist 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 Expire Date i lilf s & 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 areaiswherethe Emp | oy ©Orded Bype( i e. A Tempo, ATemp to Ful

ADi rect Hireo, et cW3gshed Saius bsed tesiralicate ovhethel an Emplayee 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

*Note T TheEmp | oy Wasbed Statumu st be set t o nAAssEgmienti cambecrdated or e an
for them.

The Anniversary Datés automatically populated from the Start Dateofthe E mp | o y fr& Assignment
with your company.

*Note - The 19 On File and |19 Expire Date(used for tracking the expiration date of Visa documents) fields

are very important because they will indicate if an Employee has work eligibility within the United

States. Anexpp r ati on date on a US dr i et bebesterddinto the |9 Expimr passpo
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 Vendor s form.

15



Employee Pay Setup Form

Inthe Pay Setup form Service Rep (SR) users can add or updateFederal[Tax] Exemptionsand State
[Tax] Exemptionsas well as local Taxesthat should be applied tothe Emp | o y Payaheck . Payclerk
users (PC) haw access to direct deposit set up, weekly Adjustments Accruals, and Taxes

4 New Employee Q Search Actions ¥ Reports ¥ Favorites

Tammy L Devereaux
4832 Neil Armstrong Blivd
Eagan, MN 55121

general information
Pay Setup Complete [X]

Employee ID 12467
oODhHER
visifile
adjustments required tax information
accruals : 1
S Federal Exemptions 1
pay history State Exemptions 1
documents Federal Add. Withholding $0.00
messages
search
Dependents 0
Marital Tax Status S Single
Tax State MN
o i MNSINGLE
tasks @ ' e ® Vv State Juris
Tax By State =]

Training today

go to work

local taxes

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

Send Resume to Supervisor

Send Resume to Supervisor

Exempt
County Tax =]
City Tax ¥ D
School Tax =]

[ 19 Now

required tax information

Federal Exemptions 1

State Exemptions 1

Federal Add. Withholding 30.00
Dependents 0

Marital Tax Status § Single
Tax State MM

State Juris MMNSINGLE
Tax By State (]

temporary address
Use Temporary Address ]

Street
City
State Zip S

Country United States of America

payment options
Electronic Pay Setup Complete [ |
Mail Check and/or Stub [x]

Paycheck Delivery Code
Default Pay Rate
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 [IF]

In the Required Tax Information section
you can update the Federal Exemptions
StateExemptionsDependentsTax State
and select a State Juris (The State Juris
allows you to select a marital status
different than the federal listed in the
Marital Tax Statudield).

*Note - If an Employee indicates that

t hey ar e 0 Exeesopthedr W4 r
you need t o e rrederalandi ¢
StateExemptiondields.

*Note 1T Tax By Stateshould be selected if the Employee should only be taxed by their home address and

itds not

from their home for a Customer in another state.

a fCfu s ¢ to entVorlsige Anex@ample would be an Employee working remotely

16



The Temporary Address area allows you to
enter a different address that the
Emp | oy Paydhexk or W2 form should

temporary address
Use Temporary Address [[]

be sent to. This address will override the ::et

main addressas long as the Use Temporary _

Addressbox is checked. However taxes are e - i ——

stil based onthe E mp | o y ma@nbaddress. o2 United Manes gfdmence

payment options

Electronic Pay Setup Complete |

Mail Check and/or Stub x| In the Payment Options area you can view if
Paycheck Delivery Code an Employee has Electronic Pay Setup
Default Pay Rate Complete This box will be checked if a
Maximum Deduction Percent 50 direct deposit account or paycard has been
Bote to Payroll set up for the Employee . Mail Check

and/or Stubwill be selected if the
Emp | oy Paydherk should be mailed.

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

Employee Electronic Pay Form

The Electronic Payform is found within the Employee Pay Setup section. The Electronic Payis where a
direct deposit account account can be created for the Employee . (Instant Paycards are not available at
this time for Paperless Staffing).

tmpioyee

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
%" Bank Routing Info o | + | ¥ Card Number
visifile — :
detzils Account Number o Expire 3..3125.
pay setup Account Type Checking Account Paycard Verify By
- m?;;ay T S [ Paycard Verify Date
accruals Pre-note Approved [
taxes Pre-note Disapproved |

pay history

Before the form will be available for data entry the Activate Electronic Paymentsox must be checked off.
Enter the routing number into the Bank Routingnfo field. If the routing number is not already in the

system, click on the -*_ button to add a new one.

17



bank routing quick add &

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

Bank Name o|
Routing Numbo

Once the Bank Routing Infdield is completed enter in the Account Number

[%] Activate Electronic Payments

ach bank account

Re-enter the number in the Confirm Account 4

field to make sure that the number is

Bank Reouting Info 111916724 +

entered correct|y. l B ek S i
Accounto or fiSavings Confirm Account o
Account Typelrop down menu. Account Type Checking Account

Pre-note Sent
Pre-note Approved

Pre-note Disapproved

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 Emplo y e efifstsPaycheck has been issued. Seven days
later the Pre-Note Approvedlate 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 no t exist,
enter the Pre-note Disapprovediate and remove the check from the Activate Electronic Paymenfild to
fdeactivated the direct deposit account .

*Note T TheEmp | oy &rd Baycheck wi | | be Alived and wondét bestinclude
Paycheck should go via direct deposit, populate both the Pre-note Senaind Pre-note Approvedields with
a previous date prior to processingthe Emp | o y frs ¢heck.
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Employee Adjustments Form

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

*Note i The Adjustmentype selected is extremely important because the information selected is used by

Paperless Staffing/TempWorks to remit payments to the appropriate authorities. Each type of Adjustment

should have a state abbreviation at the beginning. So in the example below, the first child support that

should be remitted to Del aware would be fADel aware Chil

4832 Neil Armstrong Blvd

Eagan, MN 55121

EINC | Adjustment Type ” |Ac!ive Sequence Balance Amt JVTDTotal Lifetime Total |MTDTotaI ‘WTDTotal ‘
wnO T HRLY
— 0 401k [x] 4 $0.00 $1,111.50 $1,147.00 $0.00 $0.00
e
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 ChildSuptl E 2 $0.00 $56.93 $56.93 $0.00 $0.00
accruals
taxes
authorities
pay history
documents
messages
search
summary “ Pay/Misc Authority
= Category 401k
tasks @ W © & Vv ENSEaEN Noie Deduct by U Specified Amount
i fied A Per H
[interview for Tammy Frequency S cueince A Y ipec» .edB n;ount er Hour
[ Unfilled Order (& Amount By Percentage
Date Served 04/02/2008 (=) U Net After Levy
Max Monthh
Start o Gross Percentage [X]
End Max Yearly $15,500.00 Net Percentage [
Max Lifetime Percentage 10.00%
Period Max $0.00

Max Applied per Check

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

Select the Adjustmentype from the drop down
menu. The form will automatically be checked
asActvewhen youbre adding
Adjustment

*Note T Each Adjustmenttype should only be
selected once.

Adjustment = Delaware Child Supportl
Active [3¢]

Frequency = Weekly TheFrequencyd e f aul t s t o @A 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 month when paying weekly.
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EINC | Adjustment Type . | Active |Sequence | Balance Amt ‘ YTD Total ‘ Lifetime Total | MTD Total | WTD Total -

53 DEChSupl x $0.00 $0.00 $0.00

summary @ Pay/Misc Authority
Category DEChSupl

Active X Note Deductby & Specified Amount
\J Specified Amount Per Hour

Frequency Week
, g ! fRE=s \J Amount By Percentage
Date Served 3/8/2010 Al \_) Net After Levy
Max Monthly
Start Amount $0.00
End Mazx Yearly £0.00

Max % of Net
Max Lifetime

Pericd 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 corresponding information.

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

summary -m Pay/Misc Authority

Category DEChSupl

Active " Note Deduct by \») Specified Amount
') Speafied Amount Per Hour

Frequency Week
E g ! Rt erce \_/ Amount By Percentage
Date Served 3/8/2010 il ') Net After Levy
Max Monthly
Start — Amount $67.88
End Max Yearly §0.00

Max % of Net 35
Max Lifetime

Penod Max 67.88
Max Applied per Check

When entering an Adjustmentwith a dollar amount, click on the radio b utton 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 the amount will not be
withheld over the Period Max amount entered. The Specified Amount Per Houwadio button would be used
when the Adjustmentamount depends on the number of hours the Emplo yee worked during the week.

20



*Note T 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 i habway if the Employee i sn6t paid enough that pay period -
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 ap plied to each.

summary ﬁﬁm 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 Percentge (post-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 first pay period of the next tax year.

summary ﬁm 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 4
- 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.
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summary
Category Checkingl
Active E
Frequency Weekly

Start
End

In the Pay/Misctab the information for a second and third direct deposit account can be entered. Once

Main

partial electronic payment
Routing and Transit | 096016794

Account Number 43413412
Account Type
PreNote Sent
PreNote Approved

PreNote Disapproved

Savings Account

the Adjustmentt y pe hcefc ki glo or
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 t otal banked amount has

been deducted.

Autharity

5]

miscellaneous adjustment info

Misc 1

Misc 2

Misc 3

EINC 0
Monthly Pay Cycle

Flag Check for Approval [[]
Banked

AChecking2bo

S

s el

ected

*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
Paperless Stafing processors to view the check details and edit any of the withholding amounts before

the Paycheck is printed and posted.

summary
Category TXChSupl
Active ]

Frequency Weekly

Start
End

Main

Print Check to Authority

Caze Number

Pay/Misc

9685764

The Authority tab is where the Case Numbes ho u | d

Adjustments

be

entered

f

or

t

he

iChi

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

information.
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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 selected.

ammy Devereaux

4832 Neil Armstrong Blvd ] ]
Eagan, MIN 55121 |
Active | Accrual Type . ‘ EINC Per Pay.. |PerH.. ‘ Rate Earn... | Balance Max Y... | Max/Pay.. | Maxyearly.. | Yearly Anniv.
ohHEBR
X Vachsg o X 0.08 0 160 0 0

visifile

details

pay setup
electronic pay
adjustments

accruals To add a new Accrual for the Employee , click on the ¥ button in the
P upper right. The form to the left will be displayed. Selectthe Accrual

Typefrom the drop down menu.
accrual type

VacMel The Accrual will automatically default to Activestatus. Once the

details Accrual Typehas been selected the details information will be
gt ammal Vacation Fan populated. If the Employee has already accrued time enter it into the

Bal 0 Max Yearl 100 i
ance axeaty Balancefield.

Rate Eamed 0193  Max per Pay Period 80

Per Pay Period Max yearly by Anniversary 100 . B
: : Click on the Savebutton to save and close the form or cli ck on the New
Per Hour %| Yearly Anniversary

i button to save the information and clear the form so that another
Accrual can be selected.

*Note 1 Creation of new Accrual Typesmust be done by a system
Employee Taxes Form 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).

4832 Neil Armstrong Blvd Employee Taxes - United States of America L]
Eagan, MN 55121 o
Drag a column header here te group by that column.
L~ . |Jur|'5 - | EINC ‘ Exempt |Acrive | % |Amount Allowances Additional WH Amount Additional Allowances
visifile CFica 0 x 0 $0.00 0 $0.00 0
details
pay setup CMed ] x 0 $0.00 0 §0.00 0
electronic pay Efica 0 X 0 $0.00 0 $0.00 0
adjustments
e — EICMarried © x 0 $0.00 0 §0.00 0
* taxes EMed 0 x 0 50.00 0 $0.00 0
pay history
e a— FUTA ] x 0 $0.00 0 §0.00 0
i i KYNA 0 X 0 $0.00 1 §0.00 0

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

the =% button in the upper right. To edita Tax, first highlight the line for that Tax and then click on the
" button.
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Once the Taxform is displayed
you can add an amount to the
Additional WH Amountfield or
check off that the Employee is
Exemptfrom the Tax

Juris MNSINGLE ' After updating this information
EINC 0 SRR . click Saveto save and close the
form or Newto save the
Exempt Allowances . .
information and clear the form
Active (x| Additional Allowances so that another Taxcan be
Percentage 0 Additional WH Amount $2. added (ex. Earned income tax
credit).
*Note T AUSSO indicates Feder al single withholding for the

withholding for the U.S.

Employee Pay History Form
The Pay History form gives users access to Check RegisterTransactionHistory, AdjustmentHistory, and

ACH History among other Paycheck history information.

4832 Neil Armstrong Bivd
Eagan, MN 55121

obhHEDR
visifile
details

= 279
transaction history
taxes to date
adjustment history
accrual history
ach history
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Employee Check Reqgister Form

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

4832 Neil Armstrong Blvd Checks Detailed View « - search for checks
Eagan, MN 55121 5| o
Drag a column header here to group by that column. = Rl B
s A
. ! ID | Num | Check... ¥ | Status | Employee | Gross | Adj Tax Net | Accounts
visifile G 0.00)
ot ’ 68257y | Devereaux, Tammy L e sss—é.xv
fhs Dated 4/20/2010 Tax: $0.00
t 2 Check Dates
pay setup Chack ID: 4811 _
pay history )] AP Bank Account Net $0.00 From [
» check register 6/12/2010 (55
Gi 520.00]
check summary ’ -10000245 Devereaux, Tammy L e (S.,sf, &) o
staged check summary CheckiD: 4768 Datec 4/7/2010 Tax:
transaction history Voiding AP Bank Account Net:
taxes to date Tl
1 i 2 Gi 104.00 mployee
adjustment history ’ ~16695 Devereaux, Tammy L :: - )! i
accrual history CheckiD 4763 Dated 4/7/2010 Tac Check Date )
: ach history Reversing AP Bank Account Net:
locuments
messages ’ Devereaux, Tammy L Gross $0.00 byl o I
search 682378 S A S0 Check Num
oA 4580 Dated 2/22/2010 Tax: 50.00
S AP Bank Account Net: $0.00 Check ID
tasks @ W © & Vv
' 16695  Devereaux, Tammy L Sross: S104 001l fGio=
[l Set up interview for Marsh CheckD- 43031 Dated 8/11/2009 Tax: Net
Reversed T e
[l Order more check stock D7 Baniciceount Net.
[ Candidate Follow-u Gross:  $520.00) -
P 10000245 Devereaux, Tammy L dj P <, Search
CheckID:- 40731 Dated 3/3/2009 Tax: s
Unfilled Ord 1D: T sessr
H Un rder Woided | AP Bank Account Net.  $149.51

The Check Registedisplays the Check NumberCheck IQ Check Date Gross and Netof the check.
Double-click on the check to view the CheckSummaryform for the Paycheck .

*Note T Areportto printthe Emp | oy WagéStatementan be run from the Reportsdrop down menu
in the ActionsBar.

Employee Transaction History Form

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

4832 Neil Armstrong Bhvd View Standard View B

Eagan, MN 55121 =]
Drag a column header here to group by that column.
P
E - . Weekend Bill v | Weekend Date Customer skill Code Total Bill | Gross | CheckID
visifile 4/18/2010 4/14/2010 Crom Equipment c# §4.410.00 $0.00
details
pay setup 442010 7/18/2009 Dans Cleaning Services Warehouse Person $0.00 ($54.00) 4763
pay history 4/4/2010 2/8/2000 123 Nursing Forklift $0.00 ($520.00) 4764
check register
» transaction history 4/4/2010 7/18/2009 123 Nursing Forklift $0.00 [$50.00) 4763
taxes to date 4/4/2010 4/4/2010 Creative Solutions c# $612.50 $0.00 4811
adjustment history i )
accrual history 2/14/2010 2{14/2010 Creative Solutions c# $2,560.25 $0.00 4580
ach history 7/19/2009 7/18/2009 Dans Cleaning Services Warehouse Person 166.66 $54.00 4303
documents i
messages 7/19/2009 7/19/2009 123 Nursing Forklift $60.47 $50.00 4303
search 5/24/2009 5/24/2009 123 Nursing Forklift §120.93 $0.00
2/8/2009 2/8/2009 123 Nursing Forklift $628.85 §520.00 4073
2/8/2009 9/21/2008 Telluride Ski Lifts Inc. Computer Cleaning $0.00 ($165.00) 4064
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You can view the Customey Skill Code(Job Title), Total Bill, Gross and the Check ID(unique identifier for

the check) number ofthe Emp | o y Pagaheck . Select AStandard Vthewdo or AHo
Viewdrop down menu to change the information displayed between rates and hours.
*Note T A report with this information can be run from the Reportsdrop down in the Employee Actions
Bar.
Employee Taxes To Date Form
The Taxesto Date form is found with in the Employee Pay History section and will display all taxes that
have been withheld fromthe E mp | o y Paydhexk year to date.
8 il stro vd
%32Eab1lg‘:nmqt5r§:gla Drag a column header here to group by that column.
D v |Juris Gross | Taxable | Taed |  Next¥rGross | Next¥rTax | MNet¥rTaxable |
~
. . ! TABE3 KYSUTA $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
vl 74882 KYNA 50.00 50.00 $0.00 50.00 $0.00 $0.00
details
pay setup 74580 EICMarried $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
pay history 74175 WISUTA $54.00 $54.00 $0.70 ($52.00) (50.70) (§54.00)
check register
transaction history 72718 USs §3.579.00 $3.221.19 §779.21 ($269.00) ($3.02) ($242.10)
» taxes to date
T b 72717 OHSUTA $715.00 $715.00 $1931 ($165.00) ($4.46) ($165.00)
accrual history 72716 OHNA §715.00 $643.52 $25.52 ($165.00) ($1.18) ($148.50)
ach history 72715 MNSUTA §2,810.00 $2,810.00 $3091 (§50.00) ($0.55) (§50.00)
documents
*Note T AUSSO indicates Federal single withholding or he

withholding for the U.S.

Employee Adjustment History Form

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

Check Date b | Employee | Adjustment | Amount | Check ID
~
. l n 4/20/2010 Deversaux, Tammy L Tips ($5.00) 4811
UISIﬁ!E 4/20/2010 Deversaux, Tammy L SubPush $£380.00 4811
details
pay setup 4{7/2010 Devereaux, Tammy L Garnishl ($9.00) 4764
pay history ) 4/7/2010 Deversaux, Tammy L AdvanceBnk ($212.68) 4764
check register
transaction history 4{7/2010 Devereaux, Tammy L 401k (§52.00) 4764
taxes to date
_ . 4(7/2010 Devereaux, Tammy L AdvanceBnk $83.63 4763
» adjustment history ik 4 [ ]
accrual history 4/7/2010 Deversaux, Tammy L 401k ($10.40) 4763
ach history 2/22{2010 Deversaux, Tammy L SubPush §1,567.50 4580
documents
messages 8/11/2009 Deversaux, Tammy L 401k $10.40 4303
search 3/3/2008 Deversaux, Tammy L Garnishl $9.00 A073

Employee Accrual History Form

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

26



Employee ACH History Form

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

123 Green 5t
Fort Pierce, FL 34982

Drag a column header here to group by that column.

Origin Routing | Amount | Destination Routing Destination Account | Account Type Employee | Generated |
P
. ! 678992345 £507.75 096016794 142134235345 Chk Marshall, Mathew Daniel 12/15/2008
;E:ﬁ!:a 678992345 §170.72 096016794 142134235345 Chk Marshall, Mathew Daniel ~ 4/25/2006
etails

pay setup 096016794 $0.00 096016734 343245236262345 Chk Marshall, Mathew Danigl 12/5/2004
pay history 096016794 $1915.23 096016794 142134235345 Chk Marshall, Mathew Daniel  12/5/2004

check register

transaction history 086016794 $0.00 096016794 343245236262345 Chk Marshall, Mathew D 8/12/2003

taxes to date
adjustment history
accrual history

» ach history

Employee Search Form
The Search form displays all of the Employee records that match the criteria entered at the top of the

form. To open and view a record, double-click on the line for that Employee .

Rl e Last Name  dev SSN All Records ) RepName AllReps ¥ = Document Text {
Eagan, MN 55121 !  rpr— Clear Criteria
First Name 1D (" ‘Active’ ) Branch Memphis
i Search
o HBP
visifile Advanced Search Saved Searches
details
pay setup Your search returned 1 result. - K -
pay history
h h %
ARG Drag a column header here to group by that column
D | Last Name ] First Name i Phone Is Acti... |ls Assi... | Branch Last Message Zip Code
12467  Deversaux Tammy (651) 555-1212 [x] [7]  Memphis SE Available 55121
Last Name | zzal SSN All Records ) RepName | All Reps Document Text ’ﬁ
) — : Clear Criteria
First Name ID L Aclivesy) Branch Memphis
Search

At the top of the form you can enter LastName First Name SSN(Social Security Number), ID and choose
the Assignecs t at us , Statuws dépNamerw Branch Then click on the Searchbutton to display
matching Employee records.
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Entering a New Customer Record
To open the window to add a new Customer record to Enterprise you can go to the E button in the

upper left and click the Newbutton and then select the Customeroption from the drop down menu or
select the NewCustomerbutton from the Customer record ActionsBar. You can also use the Hot Key
combination of Alt + 2. The window below will be displayed:

] I
1)
&

Y " ngl add new customer

customer name other billing
Customer ol Phone (_J)_ -

Department Primary Email

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

Address Branch Memphis SE

Address2 Sales Team 1 Default

i Active Date 3/8/2010
e 1 Terms Payment Past Due 20 Days A
Zip — Note

Country United States of America

Worker Comp 8810 0.68 Clerical/Tele Phone

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

*Note 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.
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|||
%%

";..Il |I|'gl add new customer

customer name other billing

Customer Singer Sewing Machines Inc, Phone (583) 834-7347

Department Primary Email

main address sales information
Attn, To Account Manager alisha Alisha Arnold

Address Hannibal Ave. Branch Memphis SE

Address2 Sales Team 1 Default

City & Active Date 3/8/2010

State Terms Payment Past Due 20 Days A

ew o Note '\.1anufac?ures sewing machme4
Country United States of America :

Worker Comp 8810 0.68 Clerical/Tele Phone

*Note - If your company uses the same Worker Compcode (ie. 8810) in several different st ates you will
need to make sure that you select the code with the state abbreviation listed before the actual code .
New Worker Compates and/or codes should be submitted to TempWorks support so that they can be
added to your database.
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Customer V_isifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently

viewing. The Customer 6 s

Contacts

Crom Equipment

Primary
123 8th St.

Minneapolis, MN 34950

4 New Customer

customer snapshot

Customer Name | Crom Equipment

Q, Search

Vi ferm tontaires information such as Aging Sales Messagesnd

Actions

Reports

Favorites

CustomerID 10623

Branch  Memphis SE

Status | Active

(651) 555-1212 Parent ID Roat ID 10623 f| Notes test
Customer Tree ( 7‘“___ )
financials contacts ]
nmcing Last Payment  3/5/2010 YTD Sales 2707,213.57 — Ee | Office Phone [+
defaults Balance Due  §5,546.71 Lifetime Sales $2,707,213.57 frieem (651) 452-0366 I
:::j;g::[s AR Balance  $15,067.05 Sales Trailing  $2707,213.57 Billard, Susan General Manager (321) 4554844
Credit Limit  $100,000.00
search Billings, Barbara Owner (651) 555-1212 %123
Frodowald, Eric
Helcemb, Jim Owner (651) 555-1212 x123
Hellingswarth, Jim Manager (651) 555-1212 x123
Johnson, Aaren Plant Manager (651) 555-1212 x123 |v|
messages -
Date | Action Message Rep Contact Due 5
5/6/2010 ‘Order Candidate Interviewl — Alaska, Joe OrderiD: 4365 - Crom Equipment  C.. lauras
5/5/2010 Order Candidate Interview -- Aaskon, Masters OrderlD: 6212 - Crom Equipmen... hired
tBSks ® i 6 ® v 5/5/2010 Order Candidate Candidate — Aaskon, Masters OrderiD: 6212 - Crom Equipmen... hire3
[l Order more check stock 5/5/2010  OrderCandidate  Candidate — Aboting, Susie  OrderiD: 6212 - Crom Equipment... hired
B Set up interview w/ Janet R. 5/5/2010 Order Candidate Candidate — Advance, Marge OrderiD: 6212 - Crom Equipmen... hired
B Set up interview for Leah 5/5/2010 Order Candidate Candidate — Abbe, Brell OrderiD: 6212 - Crom Equipment C... hire9
[l Send Resume to Supervi... 5/5/2010  Order Candidate  Candidate — S3,Shanta3 OrderiD: 6210 - Crom Equipment..  hire7 Helcomb, Jim
[H Send Resume to Supervi... 5/5/2010 Order Candidate Candidate — S5, Shanta5 OrderlD: 6210 - Crom Equipment... hire7 Holcomb, Jim
[ Send Resume to Supervi... 5/5/2010 Order Candidate Candidate — S8, Shanta8 OrderlD: 6210 - Crom Equipment__ hire7 Holcomb, Jim
5/5/2010  Order Candidate  Approved - Marshall, Mathew OrderiD: 6212 - Crom Equipm_. hireg

[l Send Resume to Supervi..
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Customer Details Form
The Details form displays the Customer 6 &lameand Addressinformation, as well as Billing Address
Status and Work Site information.

The Customer Information section lists the
Customer NameDepartment Customer 1D and
Parent[Account] ID, if any.

The Contact Information liststhe Cust o mer
main address with Street 1 Street 2 City, State
Zip code, and Country.

At the bottom of this section you can enter the
Cu s t o m@kbsdits Once the Websiteis

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

*Note 1T The Paperless Staffing processor group will contact newCustomers t hat youdre wor king
verify the Billing Address, an accounts payableContact and t hei r A Of EmatadréBhoned and
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