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| ntroduction

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

technology solutions.

TempWorks has been providing software solutions designed for the staffing industry since 1994. We take great

care to ensure that our software reflects t he development requests of our clients, thus allowing our customers to

stay ahead of their competition and on top of the chall
Continuingi n t his endeavor we bring you TempWorksoé Enterpri
Windows Presentation Foundation (WPF) and .Net version 4.0. Enterprise is a user-friendly software product that

efficiently places the best temporary employees in optimum work situations.

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

familiarize you with the Enterprise product.

We at TempWorks realize that none of our clients are exactly alike, so this manual does not attempt to address
your companyds policies or procedures. This manual i s

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 marsal palgese ydoue camversal fomotst ori ng

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 Italics are field names or buttons (ie. Pay Rateor Savé.
*Terms listed in Bold Italics are sub-sections in a record (ie. Message®r ContactMethodg
*Terms | isted in AQuotation Markso are i nkpluecs) .for the |

*Information listedin redar e fAbest practicesodo or information about r

© 2010 teMpwWoOrks aj rights reserved Page 4 of 165
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Getting to Know Enterprise

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:

ENTERPRISE

Password

Version 15.1 10167.235

Once the User Nameand Password
have been entered click on the
button or hit the Enterkey on

your keyboard to log in. To

cancel log in, click on the &
button in the upper right.

Enter your User Name
and Password

ENTERPRISE

username

Version 15.1 10167235

Logging into TempWorks Enterprise will bring you to the Home screen.

*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.

© 2010 tempmowar:ekS" All rights reserved
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E Menu Functionality

Ctrl + 5

X\ pefrach F5

[E3 Role: PA, PC, SR, 54
HEQ Switch Branch (High Tech Staffing)

F—| 5 - TWSQL2008
e ErVer: Ql

E TempWorks Enterprise. 4 [] = =

T

The E menu in the upper left allows the user to create new
records, set up Options Roleg SwitchBranchand Server
information.

Clicking on the Savebutton within the menu will save any
changes to the open record. You can also use the [5] 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 t he
current user Branch

Clicking on the Serverbutton will display the Diagnostic
Information  form.

When the Optionsform is selected from the E menu the Appearance screen will display with Color Schemes and
Wallpaper selections. Select a Color Scheme (the default is Blue) and a Wallpaper (the default is none) and click

Savein the lower right to update your background.

C-.' options

Appearance Color Scheme
Dashboard
MNavigation
Email
Social Media
Wallpaper
Advanced

|:| Disable High quality animations
|:| Disable High guality gradients

© 2010 temPWOFkS" All rights reserved
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Some samples of various background selections are shown below:

E TompWors Entaprso. fy [ 4= o ¥

E ook Entorprive| fy [ = o0 v

pay /il

calendar
roports
email

all options.

ST

i

*Note T 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

TempWarks Enterprise

Record has not been saved!

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

- Save and Continue
{recommended)

- Defer Changes

= Discard Changes and Continue
This will cause any changes to be lost.

= Cancel

Continue working on this record.

Continue to the next form and save these changes at a later time.

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

You can click on the [& button in the upper left of
the Enterprise Home screen or Ctrl i Son your
keyboard before navigating away from a form.

The third way is to click to navigate away from

your current form without saving. If information

has not previously been saved the window

displayed to the left will pop up and ask you to
save information that yc

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

o |

The fourth way is by selecting Defer Changesvhe n

navigating

away from a

Defer Changesption allows you to do a temporary save to this form without actually updating the database.

This way can start

should be made.

you

addi

ng or

*Note T Not all record areas will allow for deferred changes. An example where deferred changes a r e aldmed
isin Time Entry . The Time Entry form must be saved before navigating away from it.

The navigation bar will display the number of records for that record a rea

where changes have been deferred (pictured right).

Click on the number box to the left of the record name in the navigation menu to display the form below:

You have made changes to these records that have not been saved.

Select a record from the list and then
choose View Recordo open, Save Change®

White, Terrence Devereaux, Tammy
L ID: 12866 L 1D: 12467

Form: Past Jobs Form: Pay Setup

add the changes to the database or Discard
Changedo leave the selected record

view Record [P save Changes X Discard Change:

5 == Cancel

unchanged. To leave this form click Cancel

*Note - All records with deferred changes should be updated or the changes should be discarded before logging

out of the system.

© 2010 tempmowal:ks All rights reserved
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Enterprise _Alerts

The Alerts 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 it listed on the same line as Tasks in the upper right
corner of the Enterprise screen.

p tasks calendar email aleris s

When logging in the Alerts will appear in a small box at the bottom of your screen and will remain there until the
box is minimized. During your session, new Alerts will appear in that same location, the Alerts will be listed and
the Alert Typedisplayed will change every 10 seconds if multiple alerts are present.

Clicking on the Alerts button (outlined above) will display the full screen Notification Manager . You can sort
the alerts based on Alert, Date, and Alert Typeby clicking on the column headers.

3 alerts x

Alert | pate v | Alert Type -

[= Alert Type: Application Submit JobCart (2 items)

Employee: zzuser310, zztest Aident: 16523 has been added as a candi.. 7/28/2010 11:25 AM Application Submit JobCart

Employee: zzuser310, zztest Aident: 16523 has been added as a candi.. 7/28/2010 11:25 AM Application Submit JobCart
= Alert Type: Order Copy Request (1 item)

A new order request has been created. OrderiD: 6090 7/28/2010 11:35 AM Order Copy Request

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

If the Alert is for an Application that has been
submitted it will allow you to navigatetothe Emp | oy €
record.

I f it 6 s Ofder thata Cusmer has submitted the drop down menu will b e similar to the one pictured
above. Click on a selection to navigate to the chosen record.

B Order 5090 Worthington Industries, Primary

Enterprise Compare View

The Compare Vie w 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 nextto an Order to
determine if the Employee meets the qualifications for the Order . To use this feature, click on the button in
the Avatar area of the open form.

As you can see in the view to the right, several |ITErrrr X L
records can be displayed on the screen at once. [t cns e EEos et ' »
. . B — - oo Bl
If you are working on a dual -monitor system S s ——— e
; : . . Mt
you can view different records on each monitor |ggl ™ | empioyee snapshot phone/email = e
i ici R et | s srioiin z
to increase efficiency. B b I
Assigned o 229234323
X Hire Status Q (483 3453005
These records are |ist|i2" o =
top of each form. This means that you will not || R = o] 'FA
be able to make any changes to the record e e s |
from the Compare View screen. These | s o165 e 7 e e
records will tile at the bottom of your screen !ﬂ o || e S o s
H H Duration t L ] it t code: / X
and you can select one to open and view it. | el TS - |
shift Forite 12 Nursing 0 10//2008 /13209 51234 $1000 sssembly I 12 hour Murse I 'F'
. . Start Thng Warehouse Person Dans Cleaning Se. O 12/8/2008  7/18/2009 s1111 $9.00 Primary st Shife
To close a record out of Compare View click || ey [ rasine e s i w500 ran | | I
on the &5 button in the upper right corner of roports || | coececene contaimen @ sy saomms s siom mewy | smmersmn
email Computer Cleaning Crom Equipment (O 3/13/2008  8/10/2008 $2000 $1000 Primary v Bangual-Mandarin
the screen. e, e e e e

©2010 teMPWOIKS' ajirights reserved Page 8 of 165



Enterprise Tasks
The Tasks are now located in the upper right of the screen directly below the Universal Search

Tasks are listed in order by their Due
date and time, with the oldest

fi i nc o mpasks digplaying on the
left.

Overdue Tasks (based on both the Due
date and time) will have an M icon in
front of them.

. . Process Invoices
SRR [ Process imvoices

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 clicking on New Taskrom the Record Action®f the Actionsdrop
down menu (E). Tasks can also be created within the Follow-up area of any Messagerecord or from an
Incoming Email.

! Order check stock

Prepare Cookies and Beverages

! Submit ACH file to bank

p tasks calendar email

Scroll over a Task to display the check boxthat you6l |

To add a new Task from the Tasks area click on
the E. To open the Task Filtersform (displayed
left) click on the &4 button.

Y task filters

S - The Task Filters form will allow you to select which

: Tasks you want to display in the Tasks area. You
B /17010 = can select filters for Start Date End Date Category
Category Task Typeand Priority. To display Tasks assigned
Personal  [¥] to you specifically, click in the Personalcheck box.
Task Type Then click Saveto update the Tasks displayed.
Pl Use the & button to manually refresh your Task

list. Clicking on the k4 button in the Tasks area
A sawe will open the Task Manager .

The Task Manager can also be opened by selecting it from the All Options expansion menu on the left side of

the screen.
Status Open Tasks Priority Due between :i :i
Category Task Type Completed between :1 :1
Assigned To Branch Security Role
Show Unassigned [X] Q Find Tasks
13 results + /v

Drag a column header here to group by that column.

Order check stock 6/16/2010 10:06 AM 6/15/2010 Alisha Arnold ] MNormal
Prepare Cookies and B... 6/16/2010 10:04 AM 6/16/2010 2:00 PM Alisha Arnold E High
test 6,/14,/2010 12:58 PM 6,/15,/2010 jmaoline | Mormal

Tasks can be viewed for the entire Branchfrom 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 [# button in the upper right.

*Note T The #AList Viewo is displayed above; switch to

as

fiDet

©2010 teMPWOIKS' ajirights reserved Page 9 of 165

C



Order check stock Assigned To: Alisha Arnold

Due: 6,/15/2010 12:00 AM
Priority: MNormal
Created: 6/16,/2010 10:06 AM

A Task that is red is 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.

+ Mew Task Cri+nN ] o )
. You can alsoright-click in the box on the Task record itself and
| # OpenTask *pace | choose Mark as completed Change who the Task is assigned to by
" Mark as completed Del clicking on the Assign tooption and select the RepNamdrom the drop
_ down menu.
Assign to... ]

5u bjn Due 1 5}

Reminder ] 5]

Assigned To | Alisha Arnold
Category
Priority Marmal
Complete  [7]
messages task links

2 o
Add a message _L Devereaux, Tammy

task distribution +

BSave

Clicking on New Taskrom the Employee Actionsdrop down menu opens a Task record that will be linked to
Tammy and will be displayed as an & 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 TpCategory and Priority. Then click on the Savebutton to save and
closethenewTask r ecor d and | i reEmployee récard. Ta mmy 6 s

©2010 teMPWOIKS' ajirights reserved Page 10 of 165



Enterprise Company Hierarchy

To change levels within your company hierarchy click on the E menu in the upper left of the Home screen to
display the menu functionality. Then select SwitchBranchas shown here;

ﬂ 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 Home screen.

£\ wizard - select - select

hierarchy level and branch selection

»Select
Please select the hierarchy level and branch you wish to access

Finish

System
[ eneny

Branch

Eval SE (srancn)

High Tech Staffing (Entity)

Cardiffu (Branch)

Memphis NE (2ranch)

BrandNew (Branch)
“ Testing

Cancel

- X

*Note T New data cannot be
entered at WASyste
that ASystemd has
selected before double-clicking on
the Branchto update.

< Back Next >

The Searchfield can be used to locate a specific Entity or Branchin the company hierarchy. It will only highlight
those records that are at the same hierarchy level as what you have selected at the top.

If the Branchis highlighted (not double -
clicked) and then Nextis selected, the
form to the right will be displayed with

a summary of the hierarchy level and
Branchselections. ClickFinish to close
the form and update your screen.

Users that can

Brancheswilsnedd o eise thiS turectioality to transition between th e

{; wizard - select - finish

summary

Select
Please verify the information belaw s corract.

 Fiis!

Hierarchy Level  Entity
Branch Memphis SE

f the infermation is correct, click Finish to apply the new settings.

Cancel < Back Finish

i T e nmBramchesto process Payroll for internal Employees versus temporary Employees .

istaff

© 2010 tempmowal:eks All rights reserved
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Enterprise Diagnostic Information

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

= TWSQL2008
EMVEr:
=

The information contained in this form shows who is currently logged into Enterprise ( Rep Namg your SecRole
Name and your Branch

15110172 230
dbo
TEMPWORKS\alisha
dlizha

controller
TWSOL2008
TWorks

High Tech Staffing
2

Entity
TWDATAPORTALDZ

https://enterprisenightlydevtempworks.com/DataPortal /FXDataPortal svc

21733

alisha

Alisha Arnaold

3021c30d-3714-48be-bc6E-c03485122474

PA, PC, SR, SA

Payroll Administrator, Payroll Clerk, Staffing Specialist, System Administrator
1604

Memphis 5E

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.

© 2010 temp\sl(\)lﬁowal:ekS" All rights reserved Page 12 of 165



Enterprise Home Screen

Once sign in is complete the Home s cr een of TempWor ksé Ent er prHomeescreen!| |
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| 4y [F] [« = v

1 Order check stock Prepare Cookies and Beverages

p tasks calendar email

announcements + links +
Today is Employee Appreciation Day! Posted by m";;;"z";l'g Gmail

All branches will be open an extra hour to offer beverages and cockies to employees that stop Tempworks

in. Google Maps

employee
customer
order
assignment
contact
pay / bill
calendar
reports
email

all options >

The different areas of the TempWorks Enterprise Home screen are as follows:

The E button is located in the upper left of the Enterprise Home screen;
E TempWorks Enterprise from this button you can create new records, change your background,
choose your hierarchy 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 r ecord in Enterprise you can use the Universal

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 E the Universal Search will display all of the different types of records
that match the criteria vou entered.

Search

In the example &Lhbheve wehe leatUmemnal Séarch feld.t To an the search to
match this criteria you can either hit Enteron your keyboard or click on the E button on the right of the
Universal Search field. When the search runs it will display the results on the screen as shown below:
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& Customers (10)

b

Drag a column header here to group by that column.

Department | City | State | Phone | Active | Status | SalesYTD
779506 123 Mursing Credit Memphis CA  Eagan N (651) 119-7119x... Yes A 0.0000
779518 123 Mursing Credit Memphis SE  Eagan MN Yes A 0.0000
779704 Creative Financial Staffing Primary Memphis 3E  Atlanta GA Yes A 0.0000
779137 Creative Intentions Inc Human Resources Memphis SE Eagan N Yes A 0.0000
779126 Creative Intentions Inc Primary Memphis SE  Eagan MN (651) 452-9786x  Yes A 0.0000
779140 Creative Intentions Inc Shipping Memphis SE  Eagan RN Yes A 0.0000
779138 Creative Intentions Inc Warehouse Memphis SE  Eagan N Yes A 0.0000 -

#  Orders (18)
-

3

Drag a column header here to group by that column.

Job Title Type | Pay W | start | status
4934 Creative Intentions Inc/Hu...  Account Ana... TE $1250  $15.00 11/5/2007 Closed 3 0 Memphis 5E
5231 Creative Intentions Inc/Prim_. Accountant  TE 520.00 525.00 3/17/2008 Unfilled 2 ] Memphis 5E
5232 Creative Intentions Inc/Prim... Admin. Assist. DH 530,000.. 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 Closed 3 0 Memphis SE
5034 Creative Solutions/Primary  Human Reso_. TE $30.00 54500 12/17/2007  Closed 1 ] Memphis 5E
4984 Creative Intentions Inc/War... Project Man... TE $13.00 51560 3/3/2008 Closed 3 0 Memphis SE
5032 Creative Intentions Inc/Ship... Seminar Ass.. TE 510.50 51260 Closed 1 0 Memphis SE -

¥ Assignments (4)

& Contacts (1}

You can use the ¢ button to expand the list or the ‘& button 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 first with  Employees , then Customers , Orders ,
Assignments and finally Contacts . After the type, the number of matches that were found for that type will be
listed in parentheses. To open a record from the results list, double -click on the line.

The Home screen also has a Dashboard where Announcementand Linkscan be added. The wus
hierarchy will determine which other users will be able to view Announcementghat they post. For inst ance, a
Branchlevel user would only be able to post an Announcementthat would be visible to other users in that same

Branch whereas an Entity-level user would be able to post Announcementdo all users in the same Entity.

: To add a new Link, click on the button in
5 enter hyperllnk UI'| the Links area. In the form to the left
selectthe Type( iWebsi t eodo, fAS
Type Website Websitedo, or AEmMmail 0)
website Address
Address hittp:/fwww.3s3.gow/employer/ssnyspamehlet-him
Display Text | 5N Verify In the Display Texffield indicate the name

you want to display in the Links area for the
hyperlink. Then click Saveto add and close

Link: SSN Verify
the form.
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. announcement

Title Don't ferget about the company potluck on Friday.

Show Until | [5/18/2010

To add a new BIUé&

# | ] High Importance

H If you don't know what type of item you're supposed to bring, please see me by the end of the day today.
Announcementlick on g P you're suee &P Y v toda;

the [*] button in the
Announcementssection.
In the form to the right
enter the Title and select
the date that i t should
Show Until

In the text field at the
bottom enter any
additional information
about the Announcement
Then click Saveto add
and close the form.

B save

Announcementand Links can be edited or removed by selecting the items and then clicking on the button to
edit or the & button to delete. A user can return to the Home screen at any time by clicking on the 3 button

next to the E menu.

announcements + 7 X

Posted by Alisha Armold

Today is Employee Appreciation Day! B/16/2010

All branches will be open an extra hour to offer beverages and cookies to employees that stop
in.

Posted by Alisha Armold

Don't forget about the company potluck on Friday. 6/15/2010

If you don't know what type of item you're suppased to bring, please see me by the end of the
day today.

links
S5M Werify

Gmail

Tempwaorks

Google Maps

Mouse Hovering Information

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

examples are shown here:

Mavigate Forward

e | e

EAAE OLE 31

The main record areas (Employee , Customer , Order , Assigment , and
Contact ) will also have hover menu options that you can select to
increase efficiency. Options to add a new record (E), open the Search
form (Ed) or select a record from your Favorites(E) will be available when
your mouse moves over that navigation bar (as shown for the Employee
option to the right).

employee
customer
order
assignment
contact
pay / bill
calendar
reports
email

all options

+ QA &

>
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Definition of Reco _rd Types

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

1 Customer : Information found within this section includes Work Sitedetails, Invoicing information, and
Departmentlistings.

1 Order : This section contains information about Customer job Orders such as JobTitle, StartDate, Pay
and Bill Ratesas well as Supervisorand/or Hiring Managerdetails.

1 Assignment : This section contains data such as Payand Bi//Ratesforan E mp | o y Assiénment ,
individual Startand End Date and quality control call information.

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

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

i Calendar: This area is where your appointment Calendar can be accessed.
1 Reports: Clicking on the Reports icon will navigate you to where all the Reports are stored.

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

Integrated Avatar and 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 in the Avatar area where you can select to create a new record,
Search records, or view your Favorites

The Avatar area is located in the upper left half of the screen, directly below t he E menu and Home screen
button. It will display the record name, address information and/or unique 1D numbers.

E TempWorks Enterprise 4y [] « = v

. The view to the left is an
# o Terrence Jonas White example of the Avatar
/ 435 Main 5t. ID: 12866 and Actions Barin the

f' Eagan, MN 55121 S5N: 00000340 Employee record.
Y )
e n +Q & 6 K2

To open the Add New Employedéorm click on the button. The EX button opens the Search form for the
selected record area. Select the B button to view Recordand Form Actionsfor this screen (ie: Create and Export a
ResumdEmployee ), ViewAssignment¢Customer ), Gross Profit Calculator(Order ), etc.).

The £ button will expand to display the Reportsthat can be run for this record. Cli ck on a Report from the drop
down menu to run and view it. The button displays records in your Favorites When the Favoriteslist is
expanded, click on the [Edl button to add the current record to the list. Clicking on will add this form to the
Compare View (as explained earlier in this manual).
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Methods of Navigation

employee + Q %

customer
order
assignment
contact
pay / bill
calendar
reports
email

all options >

Buttons : The left side of
the screen contains all of
the main navigation
options (customizing the
navigation bar is covered
next).

Click on arecord type to
navigate to that record
area (ie. Employee or
Assignment ). This
record selection will stay
Bold to indicate which
record type you have
open (shown left).

employee
customer
order
assignment
contact
pay / bill
calendar
reports
email

all options >

administration
assignment
calendar
call-em-all
contact
contact groups
contact messages
customer
email
employee
evaluations
job candidates
order

pay / bill

rate sheet
reports

resume parser
task manager
tax management
twitter search
vendors

When clicked, the All Options navigation bar at the bottom (shown above) will expand to display all of the
records (in alphabetical order) that the user has access to. Click on the record name to navigate to that record.

browser.

Use them to

back

Back and Forward : These buttons work exactly like the back and forward buttons in a web
br owse

and forth

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

Record Type Navigate toé Add New é
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
12892 Branson Kayla Memphis SE {321) 952-2421 x 32908
Search Result ) 19893 Branson duailable (371) 9522421 [ 32008
Shortcu': ) Use thIS 11970 Brody R e (651) 065-0065... * Interview 55121
navigation methodto | = = | ¢ Resctuate — 20163
bypass forms and go X Deactivate
. 16016  Btest i x
d|rect|y to the screen Set As Order Candidate
. 16444  Carbondal . {312) 555-7219 ® &0603
you want to view. Preview Resume
15843 Carpenter Navigate to » Visifile F( 55123
From the SearCh form 15808  Charles Zabo Memphis SE Details 3 o S ——— 14850
Of any reCOfd, rlg ht' 12882 Coaster zzflashtest Memphis 5E Pay Setup ¢ Past Jobs 55123
click on a line and el s Everett MemphisSE  pay History > Work Experience
Select Navigate 'I'O 16135 Cottrell Thelma Luz Memphis S5E Documents Education
then SeleCt the form 13266  Cullen Edward Memphis SE Messages Work Interests £4101
that you wish to open. 16023  Daniel michels Memphis SE Custom Data Direct Hire 53511
Search Candidacy
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The OptionsNavigation form (found in the E menu) allows the user to select the record tabs that they want to
display in their main navigation bar. However, the record options they can select will still be determined by their
Sec Rols).

C:.‘ options

Appearance select a group: + Select which forms you want to appear in
Dashboard your primary mavigation list:

o Service Rep | Employee
[ENEEELT Default
Email Payroll X | Customer
Social Media Sales %| Order
| Assignment
| Contact
x| Pay / Bill
X | Calendar
| Reports
x| Email

Task Manager
Rate Sheet
Resume Parser
Evaluations

Job Candidates
Contact Messages
Contact Groups
\endors
Administration
Tax Management
Twitter Search

Call-Em-All

B Save x Cancel

To use a current main navigation bar setting highlight a line in the Select a Group section. The available records
will be displayed to the right. Click in the check box in front of an item to add it to your main navigation bar,
then click Saveat the bottom of the form to update your screen.

To add a new group, click on the button
next to Select a Group. When the form to the ﬁ enter group name
right appears enter the new Group Nameand

click Saveto add the group and clo se the
form. Group Name | C,l_,sts-:rrI

Then select the check boxes in front of the
records that should display in the main
navigation bar for that group.

ﬂSave
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Empl R r

Entering a New Employee Record (Manually)

To open the window to ad d 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 click on the button
from the Employee record ActionsBar. You can also use the Hot K ey combination of Alt + 1. The window

below will be displayed.

L add new employee

personal information
SSN - |5treet

tax setup/other

First Nan Street 2

Last Naln City

Initial State MM

Phone —J_ - Zip -
Email County

School District

Country United States of America

avatar

Branch Memphis SE Upload a custom avatar by dragging it into this box.

Federal Ex 1] ’ ?
State E 0 =t =]
F= B = —

i= :
Marital Status i ¢ I

A save

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

*Note 1 Fields with an II] 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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L add new employee

personal information

SSN 743-94-3834 Street 5847 Galaxie Ave.
First Name | Gary Street Z

Last Name | Silverstein City Apple Valley
Initial Randal State PN

Phone (651) 206-4938 Zip 55124-
Emnail gary.silverstein@gmajl.com County Dakota

Schoaol District

Country United 5tates of America
tax setup/other avatar
Branch Memphis SE Upload a custom avatar by dragging it into this box.
Federal Ex 1 ? I
State Ex 1 -H-
Marital Status |Single - Head of househald '

Spec Tax %
2

a o Zavke -

@-)

Once you have completed the new E mp | o y eeeofd glick 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 Taxesapplytothe Emp | oy ee d s
Paycheck . Also, Enterprise does not allow duplicate SSNe nt r i es, so i f SgNwhenddaingdhe h a v ¢
Emplo yee to the database, leave the field blank for now and add it in later.
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Employee Avatar Area

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

David C Parker If the Employee is currently

5037 Vincent Avenue South ID: 12647 AACt I o the rhiadle of

Blaine, MN 55432 S5N: 00x-xx-8442 the section will be Green, if they
have been fADeacti

- CRS I S| indiactor will be .

_ o _ — Assigned
Next to the fActiveo Statusindicator is an image and Active assignments for this employee.
when you hover your mouse over this icon it will display a
summary ofthe Emp | 0 y euerdhtsAssignment (s) . Creative Intentions  Accountant

Next to the Assignment image the Employee Avatar area may have an D indicator. This image will be
displayed if there is an Assignment Restrictioor A Do Not ABEngployge .0Wherothe intade és scrolled
over it will display any restricti ons for the Employee similar to this:

DNA Records The DNA (or AssignmentRestriction) indicates which
Customers that an Employee should not return to.
Employee -initiated AssignmentRestrictionsare created

Do-Not-Assign (DMA) statuses exist for this employee and the
customers listed below.

Creative Intentions Inc  Shipping in the Employee record. Customer -initiated

ABC Primary AssignmentRestrictionsare created from the Customer
record.

American Warehouse

An icononthe E mp | oy eeeofd ndicates that the Payroll information has not yet been set up. Payroll
set up can be finalized from the Pay Setup form. The B icon indicates that the Employee is set up for direct
deposit. This (s symbol will only display in the Avatar area if the Employee should not receive a form W2 at the
end of the year (ie. subcontractor or 1099 Employee record). When a document attached in the Required Docs
area is missing or expired, a symbol similar to this [ will display on the record. When an Employee has an

fi | nc o mpdskelinkedto their record a symbol will be displayed.

In the Employee Actions Barthe following icons are displayed: +Q 6 AR open the Add New
Employeeform click on the Ed button. The E button opens the Employee Search form.

Clicking on the X button will display additional Recod and e +Ql86 A2
FOI’m ACt|0n§0r the Employee . E Create assignment for Creative Intention

E Set as candidate for Creative Intentions
These functions include creating a resume from the 5 Creand bt o rume

A Transfer to another branch

Emp | oy dataptansferring them to another Branch

setting up or managing their WebCenter account info, and Q Fin atenig Order

A Wiew M
adding a new Task. @ viewveo
“ Manage WebCenter Account
A A A E New Task
Click on an option to open the corresponding form.

*Note i The options displayed in this menu will depend upon which other records are currently open (ex: Order)
and any additional products that Enterprise is integrated with (ex: WebCente r Employee Portal).

The E button will display Reports that are specific for the Employee record (ex: Transaction ReportWage
StatementOnline Application Questionnaiye The ki button displays records in your Favorites When the Favorites
list is expanded, click on the [&dl button to add the current record to the list. Clicking on will add this form to
the Compare View (as explained earlier in this manual).
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Employee Visifile Form

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

w employee snapshot phone/email +
» details Name Parker. David Resume Received

g (612) 834-2765

> FIyEEE Email Add imapdummyaccount@gmail.com | BEnEE
. mal ress = - imapdummyaccount@gmail.com
» pay history %| Active g mee v g
documents Desired Location Assigned ‘. (612) B22-2800
messages Hire 5tatus Eligible for Hire Rate Desired
custom data -
search
messages =
Date | Action | Message | Rep | Contact | Due -
12/21/2009 WebMessage You hawve not been on assignment within the past 30 days, y... tim
4/20/2009  Order Candidate Candidate -- Parker, David OrderlD: 4365 - Crom Equipme... erica

customer
order . . .
. assignments E = ® interest codes v
assignment
Title | customer | code | swrt = | B | Pay | Dept - _‘
contact ) ) ]
Computer Cleaning Jehnson Supply Co  CO 1/7/2008 2/3/2008 54000 $25.00 Primary Cashier
pay / bill Customer Service Representative
calendar Management
reports UEE
email
all options > - -

TheEmp |l oy e e 6 sforv costairfs information such as Phone/Email MessagesAssignment history, and
Interest Codes Each of the areas of the Visifile will be broken down and covered in detail.

employee snapshot

Mame Devereaux, Tammy ¥| Resume Received The Employee Snapshot section of

L e | 12 On File the Visifile c_jisplays the Nam_e Email
%| Active Address Desired[work] Locationand

Desired Location | Eagan, Apple Valley, Burnsville, Inver Grove Heights ¥| Assigned Hire Status

Hire Status Placed Full Time Rate Desired |515.00

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 =l in the box in front of the Resume Receivéadicates 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 that the
Employee i s currently in ﬁA@ssigné shows # they hauesa cuarantl open bAssignment

phone/email +
The Phone/Email area displays all of the Contact Methodgor
the Employee . Double-clicking on a record will display the
Details/ Contact Methodsorm. B imapdummyaccount@gmail.com
Click on the [ button to add a new Contact Methodto the
record.

-

B (651)107-2107 x123

* (224) 234-3234

L (483} 345-3445
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messages ®
Date | Action | Message | Rep | Contact | Cue
B/10/2009  Order Candidate Candidate -- Deversaux, Tammy OrderlD: 5732 - Ames Co... greggd

6/15/2009 Message A WebCenter Invitation was sent glisha@tempwo...

4727/2005  Order Candidate Candidate -- Devereaux, Tammy OrderlD: 3724 - Creative_.. alisha

4/20/2009  Order Candidate Candidate — Dewereaux, Tammy OrderlD: 4365 - Crom Egq... erica I
2/24/2008  Awailable Ready to work. alisha

1/14/2008 Message [Candidate]/[Deversaux, Tammyl/[Creative Intentions Inc] alisha

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 EmQO®

Bill | Pay | Dept

In the Assignments

Accountant Creative Intentions Open  3/17/2010 5$25.00 515.00 Primary area you can view the
Forklift 123 Mursing co 10/1/2008  7/19/2009 $17.34 $10.00 assembly Empl oyeeds
Warehouse Person Dans CleaningSe. CO  12/8/2008  7/18/2009  $1111  $0.00 Primary Assignment history

since they started with
Computer Cleaning Telluride %ki Lifts ~ DE 10/31/2008 10/31/2008 50.00 50.00 Telluride-C...

your company.
Computer Cleaning Telluride Ski Lifts ~ RC 4/25/2008  10/30/2008 51357 511.00 Telluride-C..

Computer Cleaning Crom Equipment €O 3/13/2008 &/10/2008 52000 51000 Primary

When you click on an Assignment line the buttons are displayed. The [E] button will take you to the
Assignment De tails form for the selected Assignment . The @ button will open the Order Visifile for this
Assignment . When you click on the [@ button it will add a timecard into  Time Entry for the current WE Date
(Weekending) for the Assignment . Clicking on the [#] button will open a Messageform that will be linked to the
Assignment .

The Interest Codes area displays the Empl o y e skiflsseducation, interest codes 7
languages, etc. Most of the Employee search functionality within

Enterprise comes from the Interest Codesentered on an Employee _‘

record. 12 hour Nurse
. g . 1st Shift
To add new Interest Codedrom the Employee Visifile , click on the
icon to display the window where codes can be selected. drzls
Accountant

*Note 1 Interest Codesan also be added from the Work Interestsform

. . Administrative Assistant
under the Details section.

Bilingual-Mandarin
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Employee Details Form

The Details form displays the Emp | o y Blan@and Addressas well as Branchaffiliation, Washed Statysnd -9
information is added here. When Details is expanded additional form options are displayed.

personal information address
Last Name | Deversaux Street | 4832 Neil Armstrong Blvd
First Name | Tammy Initial | L Street 2
Nickname City Eagan
education S5N 369-95-9959 State MN Zip 55121-
\\tork lni-erests D 12457 County School
direct hire
candidacy Act. Date Deact. Date Country | United States of America
assignment restrictions i ; :
. 4 hlrlng information
interpersonal : 5 -
required docs Order Type DH Brancl Memphis SE
transportation Hire Status Placed Full Time Staffing Specialist | alisha
test scores Profession NfA Interviewed By

unemployment

Washed Status | familiar Entered By alisha
employee Resume On File  [X] Vendor Acme Inc

customer 19 On File [x] Job Title
order 19 Expire Date B | How Heard of N/A
assignment Orientation Date | 5/5/2009 B | How Heard Detgils
contact Anniversary Date | 8/4/2008 B | Numeric Rating 1]
ay / bill , _
pay background information
calendar Convictions Security Clearance
reports equal opportunity
email Birth Day 9/18/1971 B | Nationality || chaose not to disclose [7] Disabled
all Dptions » Date Entered 12/8/2008 10:49:00 AM Gender F [7] veteran

In the Personal Information section you can update

ersonal information : : ,
P the Last Name First Name SSN(social security

I number), and view the ID (Unique Enterprise ID for

First Name | Tammy Initial | L the Employee ).

Nickname You can add a Nicknameand view the Act. Date
(Activation Date) and Deact. Date(Deactivation

35N 369-93-9333 Date). The Activation Date is automatically

ID 12457 populated when the Employee is added to the
database. When at i MMessagdsiogged

Act. Date Deact. Date

on the Employee record the Deactivation Date will
be populated.

The Address area stores the Street City, State | 2ddress
and Zip code information forthe Emp | 0y e {qstrest | 4832 Neil Armstrong Blvd
main address. This is the address where the

Street 2
Emp | oy Paydhecks and W2 will be sent. -

City Eagan
The Countyand Schoolfields are determined by | sizee | Zip  |ssim-
the Zip code on the record and refer to local

County School

Taxesthat should be applied to the Paycheck .

Country | United States of America
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hiring information

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

Washed Status | familiar
Resume On File %]

19 On File [x]

19 Expire Date

Orientation Date | 6/5/2009

Anniversary Date | &/4/2008

Branch

Staffing Specialist

Interviewed By

Entered By

Vendor

Job Title

#  How Heard of

#  How Heard Details

® | Mumeric Rating

Memphis SE

alisha

alisha

Acme Inc

N/A

0

The Hiring Information area is wherethe Emp | oy ©Oreed Bype( i e .

etc.) can be selected. The Hire Statusdisplays whether or not the Employee should be assigned (or hired). The

ATempo, ATemp to

Washed Statuis used to indicate whether an Employee can be placed on Assignment .

*Note T TheEmp | oy Washesl Statusiu s t
them.

be

set

t o

fAssigmmehti ean ke crbated forr e

The Anniversary Datds automatically populated from the Start Dateof the E mp | o y #r& Assignment with

your company.

*Note - The 19 On Fileand 19 Expire Date(used for tracking the expiration date of Visa documents) fields are very

important because they will indicate if an Employee has work eligibility within the United States. An expiration
date on a US dri ver 0s nbtibeeateredento the 19 pxpieDatadieldt s houl d

The Vendorfield is only used when the Employee is a 1099 consultant or if they are working for a sub-

contracting Vendor .

*Note i 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.

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.
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Employee Pay Setup Form

In the Pay Setup form Service Rep (SR) users can add or updateFederal[Tax] Exemptionsand State[Tax]
Exemptionsas well as local Taxesthat should be applied tothe E mp | o y Paydhexk . Payclerk users (PC) have
accessto direct deposit set up, weekly Adjustments Accruals and Taxes

visifile
) —
! pay setup
T
iic pay
adjustments
arrears
accruals
taxes

» pay history
documents

messages
custom data
search

customer
order
assignment
contact
pay / bill
calendar
reporis
email

all options >

general information
Pay Setup Complete [x]

Employee ID 12467

required tax information
Federal Exemptions 1
State Exemptions 1

Federal Add. Withholding |50.00

Dependents 1]

Marital Tax Status Single

Tax State MN

State Juris MNSINGLE
Tax By State I:‘

local taxes

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

Exempt
County Tax I:‘
City Tax I:‘
School Tax ]

temporary address
Use Temporary Address [ |
Street

City

State Zip

Country United States of America

payment options
Electronic Pay Setup Complete
Mail Check and/or 5tub IE
Paycheck Delivery Code

Default Pay Rate

Mote to Payroll

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

Activation Date
Mew Delivery Code

Mail to Permanent Address [ |

If the Pay Setup @mpletecheck box is unchecked aPaycheck cannot be processed for this Employee .

indicator will appearinthe E mp | o y Awatérsf Pay Setup Compleis unchecked.

Federal Exemptions
State Exermnplions

Federal Add. Withholding

Dependents

Marital Tax Status

Tax State

State luris

Tax By State

required tax information

50.00

0

Single

MM

MMSINGLE

=

*Note i Tax By Stateshould be selected if the Employee should only be Taxedb y

affected by the Cu s

t o m¥Vorksite

In the Required Tax Information section
you can update the Federal Exemptions
StateExemptionsFederal Add.Withholding
DependentsTax Stateand select a State
Juris. (The State Jurisallows you to select
a different marital tax status for the

state).

*Note - If an Employee indicates that
they are AExempt o
youneedtoent er
StateExemptiondields.

t heir h ome

fr
fi 9 TFederalamd t

The

addr e
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temporary address

The Temporary Address area allows you to | Yse Temparary Address [ |
enter a different address that the Street
Emp | oy Paydheck should be sent to.

City
Check off the Use Temporary Addressox State Zip -
and then fill in the address details. i i

Country United 5tates of America

*Note T The Zip code in the Temporary Address area will not be used to determine the Taxesthat should be
withheld fromthe Emp | oy e e 6 s .PTawwithhading will always look at the address information on the
Details form.

payment options
Electronic Pay Setup Complete

Mail Check andfor Stub . . .
/ [x] In the Payment Options area you can view if

an Employee has Electronic Pay Setup
Default Pay Rate Complete This box will be checked if a

Note to Payroll direct deposit account or payca_lrd has been
set up for the Employee . Mail Check and/or
Stubwill be selectedifthe Emp | oy eed
Paycheck should be mailed.

Paycheck Delivery Code

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

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

visifile
, |E| Activate Electronic Payments
b details
4 pay setup ach bank account paycard account
« Bank Routing Info n + *  Card Number
adjustments
- Account Mumber n Expire Date
arrears
accruals Account Type Checking Account Paycard Verify By
taxes Pre-note Sent :: Paycard Verify Date
. zﬂy history Pre-note Approved ]
ocuments
= 5= Pre-note Disapproved ::]

Before either of the forms will be available for data entry the Activate Electronic Payment®ox must be checked
off. Once that has been completed, click on the = in front of either the ACH Bank Account or the Paycard
Account section.

*Note T This is where the main account for direct deposit will be entered. A secondary or tertiary account can be
set up in the Adjustmentsform.

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

and close the form.

Routing Numn
A sove

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

Enter the Bank Nameand the Routing
Numberand then click Saveto add the info
Bank Mame n

|E| Activate Electronic Payments
ach bank account

) i ’( Bank Routing Info BANE OF THE WEST
Re-enter the number in the Confirm Account

field to make sure that the number is Account Number n 5948472345
entered correctly. R Cmﬁrmﬂmmuntn
Account o nogrs fiASacvount o

Account Typejrop down menu. Account Tva ChECkiF‘lE 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 informati on has been added andthe Emp | o y reatd s
Paycheck has been issued. 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. Ifthe bank

indicates that the account does not exist, enter the Pre-note Disapprovedlate and remove the check mark from

the Activate Electronic Paymenfsi el d t o fAdeactivateo the di

rect

*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 Sentind Pre-note Approvedcan be same date) fields that is

prior to the date that the Paycheck will be created.

Paycard Verify By

Paycard Verify Date & verified.

Different Info for Paperless and Select

paycard account When the Paycard form is selected enter the Card

v Number re-enter the card number in the Confirm
Card Number Il Numberfield and add the Expire Date The Paycard
Expire Date n i VerifyByf i el d wi | | aut omati sal

date. The PaycardVerify Date will automatically
populate when the paycard activation is complete and

© 2010 tempmowal:eks All rights reserved
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Employee Adjustments Form
The Adjustmentsform is found within the Employee Pay Setup
[Recurring] withholding is set up for the Employee .

section. The Adjustmentsis where any weekly

visifile
» details
4 pay setup
electronic pay
arrears
accruals

EINC | Adjustment | Active | Sequence | YTDTotal | LifetimeTotal | MTDToal | WID Total

0 ChildSuptl x 1 50.00

taxes
» pay history
documents
messages
custom data
search

2 |employee

customer -
adjustment amounts

\_J) Deduct Greater (#) Deduct Lesser

587.44

X i —

Adjustment

Pay/Misc
order
ChildSuptl Note

Active [x]

Frequency

assignment

Sequence 1

contact Weekly Date Served | 6/16/2010

Start Date B | Max Monthly

pay / bill

End Date B | Max Yearly

calendar
Authority Ingham County Max Lifetime
reports

Case Number |594847455 Period Max

email Min After Calc |587.44

all options > -

50,00

Any current Adjustmentgor the Employee will be displayed at the top of the form. To add a new
click on the [ button in the upper right.

The Add Adjustment Wizaradwill

be opened. Select the type of \ create adjustment

Adjustmentand the Frequency Amounts ST L

from the corresponding drop adustmfl]

down menus. Ative [
requenffl]

If a Start Dateand/or End Date Start Date m
End Date ]

applies for the Adjustmenenter
the dates into the appropriate
fields.

Cancel

Next =

Adjustment

If all required ( H) fields have been completed the Nextbutton will be available. Click Nextto continue completion

of the Add Adjustment Wizardr click Cancelto exit the wizard.
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L adjustment - create

adjustment
Create an adjustment

¥ Create
Amounts

Adjustment | Garnishl

x]

Frequency | weakly

Active

Start Date

End Date

Aut horitn

Cancel

Next =

Adjustmentypes can be
configured to require an Authority.
If one of these Adjustmentypes is
selected the Authority will be
added to the form as a required
field.

If the Authority selected requires a
Case Numberit will be added as a
required field as well.

Once all required fields have been
completed, click Next

L adjustment - amounts

L adjustment - create

[

Create
Amounts

adjustment

Create an adjustment

Adjustment | Garnish1

X

Weekly

Active
Frequency
Start Date
End Date

Authority Ingham County

Case Number | 69553834

Cancel Next =

add one or more adjustment amounts

Create
F Amounts

< Back

Finish

In the Add One or More
Adjustment Amounts section click
on the # button to open the
Adjustment Ruleform.
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In the Deduction Amount section
enter the actual Amount($ or %)
then select the Amount Typdo
determine how the Adjustment
amount will be calculated

(ADol Il arso, #ADoll
iPercent ofo).

adjustment amount

Deduction Amount
Amount Amount
300 Dollars
If there is a maximum amount that

can be withheld for this Adjustment

Deduct from total:

Enter an amount, an amount type, and from which total to deduct.

L adjustment rule

[x] Set Maximum Deduction

Type Amount Amount Type

50 Percent of

Deduct from total: | Net Pay v

click in the check box for Set ID Only apply this rule if all of th

e adjustment can be deducted I

Maximum Deduction Then enter the
Amountand Amount Type when to apply this rul
Click in the check box (outlined in
red to the right) if this Adjustment
should not be withheld unless the
full amount can be paid. If the box
is unchecked a partial amount can
be withheld.

2 Always apply this rule (_) Only apply when a condition is met

e

A save

*Note 7 Ifan AmountType@ f A Per cent of o

is selected for either

sections, the Deduct from Totatrop down will need to be populated with the Paycheck amount that will be

referenced for the deducti on

(AGross Payo, AHour |l vy

By default the Adjustmenwill be set to Always Apply this Ruland to deduct even if only a portion of the total

Adjustment Amourtan be withheld.

when to apply thj
) Always apply this rulg \®) Only apply when a condition is met I

Amount

Pay Type

If this Adjustment
Amountd o es ndt
apply, click on the radio

Net Pay 1000.00

button for Only Apply

When a Condition is Met
in the When to Apply
this Rule section.

Select the Pay Typeand comparison value from the drop down

menus, and then enter the Amount Once the

Adjustment Ruleform is completed click Savein the lower right corner.

.L adjustment - amounts

Create
F Amounts

If additional Adjustmentalculation
rules apply, click on the [# button to
continue adding. Once the
Adjustmenset up is completed click
Finish to close the Add Adjustment

Wizard

add one or more adjustment amounts

5300
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adjustment amounts + / x [ Vi
) Deduct Greater (#) Deduct Lesser Adjustment Garnishl Mote
5300 Frequency Weekly Date Served 6/16/2010 :
Start Date B | Max Monthly
End Date B | Max Yearly
Authority Ingham County Max Lifetime
Case Number | 69583834 Period Max
Min After Calc | 50.00

At the bottom of the Adjustmentsform the details for the selected Adjustmenwwill be displayed. The Adjustment
Amounts section will display the rules that have been applied for this Adjustment If more than one rule may
apply to this Adjustmenselect the radio button for Deduct Greateior Deduct Lesser

For instance: a secondary directd eposit account is set up for ASavingso.
one for 20% of the net and a second for $300 of the net. Ifthe Employee wants the larger of the two amounts

to be applied, then the Deduct Greateradio button will be sele cted. If the Net Amounbfthe Paycheck is less

than or equal to $1500 then $300 will be deducted. | f
larger amount so the first rule would apply.

To edit information in the Adjustment Amounts sec tion click on the button; to remove a rule click on the X
button. Need to add another rule, click on the [

In the Main tab information can be added to the Note SequenceMax Monthly Max Yearly Max Lifetime Period
Max, and Min After Calcfields.

*Note I The Sequencéield can be used to indicate the order in which the Adjustmentwould be deducted. For
example, if an Employee has t hr ee di f f e rAdnstmertsthéyicduld all Bailipted as Sequencef
Alo. T h a tEmplogee ii sf padtténeugh that pay period to cover the full amounts of all of the
Adjustments the Sequencé 1Adjustmentswould 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.

adjustment amounts Es Main

Specify an adjustment amount before saving paﬂlal electronic paymen-t misc info

&) Deduct Greater ) Deduct Lesser R n . Mise 1
Account Mumber | 434i34i2 Misc 2
Account Type Savings Account Misc 3
PreNote Sent @ | EINC 0
...Approved # | Manthly Cycle
...Disapproved i

In the Pay/Misctab the information for a second and third direct deposit account can be entered. Once the
Adjustmentt ype of HACheckingld or AChecking20 is seleihdded en:
Adjustment Wizardand then enter the account info rmation in this tab.

*Note 1 Always verify that the correct Adjustmenis selected before making any changes to the amounts or rules.
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Employee Arrears Form

The Arrears form is found within the Employee Pay Setup sect i on. Adjudtmernit¢besitlds e d 0
AAdvanceBnko whi ch Paycheck eweisat piocess) will be gackedbg the individual Adjustment
type in the Arrearsform. Amounts held in Arrears will be deducted from the next Paycheck for the Employee .

visifile Drag a column header here to group by that column.
> details
4 pay setup
electronic pay 5427.14 $0.00 Checkingl 5/18/2010
adjustments

accruals

Amount in Arrears | Amount Paid | Adjustment Name | Case Number | Check Date

taxes

Any amounts thatwerendt wi t h h e Paychéck 6 mr t R & Adjustreedtavill automatically be added to

Arrears. Once the Transactionhas been posted through Payroll the owed Adjustmentamount(s) will display in

the Arrears form (above).

*Note - Adjustmentypescannowbe confi gured by an administrator to fAba
tracked in the Arrears form. When that Adjustmentype is selected for the Employee t he user wonoét h
indicate anywhere on the record that wunpaid amounts sh
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.

+ /S %

Active | Accrual Type A| EINC | Per Pay_. | PerH._| Rate Earn...| Balance | Max‘l’_.| Max,’Pa\r...| Max yearly_. | Yearly Anniv.

0 x 0.0800 0.0000 160.00.. 0.0000 0.0000

To add a new Accrual for the Employee , click on the [# button

L accruals in the upper right. The form to the left will be disp layed. Select
4= the Accrual Typefrom the drop down menu.
accrual type
o | - The Accrual will automatically default to Activestatus. Once the
details Accrual Typehas been selected the details information will be

populated. If the Employee has already accrued time enter it
into the Balancefield.

Description  Annual Vacation Plan Alternate

Balance 0 Max Yearly 10.0000
Rate Earned 3.0000  Max per Pay Period 10.0000 . i
. . _ Click on the Savebutton to save and close the form or click on
'er Pay Period Max yearly by Anniversary 0.0000 i A
_ the Newbutton to save the information and clear the form so
Per Hour | Yearly Anniversary

- that another Accrual can be selected.

*Note T Creation of new Accrual Typesmust be done by a
Bsove o new system administrator before they will be available in the menu.
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Employee Taxes Form
The Taxesform is found within the Employee Pay Setup section. The Taxesis where additional State income
Tax withholding can be entered as well as adding the earned income tax credit (EIC).

visifile Employee Taxes - United States of America + /7
b details -
Drag a column header here to group by that column.

4 pay setup

electronic pay | uris «| EINC | Exempt| Acive | % | Amount | Allowances Additional WH Amount | Additional Allowances

adjustments CFica 0 X 0 50.00 0 50.00 0

arrears

accrals CMed 0 X 0 50,00 o0 $0.00 0
»_pay history EMed 0 X o $0.00 0 $0.00 0

Once an Employee has been issued aPaycheck the Taxesform will display all Taxesthat have been calculated
basedonthe Emp | o y Zigaddde 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 Taxand then click on the button.

Once the Taxform is displayed
you can add an amount to the
Additional WH Amountfield or
check off that the Employee is

Juris MNSINGLE
Exemptfrom the Tax
EINC 0 Amount $0.00
Exempt l Allowances 1 After updating this information

click Saveto save and close the
Active [x] Additional Allowances ¢ form or Newto save the
information and clear the form

Percentage |0 .00000000 Additional WH Amount | 52.00
so that another Taxcan be
added (ex. Earned income tax
credit).
A sove o new )
*Note TAUSSO i ndicatgd e Rva d ehrhall dsing for the U.S.; AUSMO

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.

visifile
» details
3

4 pay history
T

transaction history
taxes to date
adjustment history
accrual history
ach history
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Employee Check Reqister Form
The Check Registeform is found within the Employee Pay History section. The Check Registedisplays a list of
Paychecks for the Employee .

The Check Registedisplays the Check NumberCheck D, Check Date Gross and Netof the check. Double-click on
the check to view the Check Summaryform for the Paycheck .

*Note i A Report to printthe Emp | oy #egéStatementan be run from the K drop down menu in the
ActionsBar.

Employee Check Summ ary Form
This form will be covered in more detail in the Pay/Bill section.

Employee Staged Check Summary Form
This form will be covered in more detail in the Pay/Bill section.

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 .
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