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III nnnttt rrroooddduuucccttt iiiooonnn   
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 challenges of todayôs market.  

   

Continuing in this endeavor we bring you TempWorksô Enterprise software solution, written using the latest 

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 companyôs policies or procedures.  This manual is merely a tool for learning your TempWorks software 

solution. 

 

Certain Enterprise product features can be customized by each user so that the software works best for you.  

Other functions, like the content of drop down menus, are determined by your company.  

  

At the end of this manual there are several ñnotesò pages you can use for storing your personal notes right along 

with your manual.  Read on to experience the Enterprise revolution!  

 

How to Read this Manual  

*Terms listed in BOLD are the names of main records or sections (ie. Employee or Visifile ). 

*Term s listed in Italics are field names or buttons (ie. Pay Rate or Save). 

*Terms listed in Bold Italics are sub-sections in a record (ie. Messages or Contact Methods) 

*Terms listed in ñQuotation Marksò are inputs for the fields or drop down menus (ie. ñAvailableò). 

*Information listed in red are ñbest practicesò or information about required fields. 
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GGGeeettt ttt iiinnnggg   ttt ooo   KKKnnnooowww    EEEnnnttt eeerrrppprrr iiissseee   
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 
yes to begin downloading. Once downloading has been completed you will be brought to the Enterprise log in 

window as shown here: 
 

 

 

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

 

*Note - All information in Enterprise is time and date stamped with your User Name, so it is extremely important 

that you are logged in as yourself whenever you do any type of work within the system.  

Enter your User Name 

and Password. 

Once the User Name and Password 

have been entered click on the   
button or hit the Enter key on 

your keyboard to log in.  To 
cancel log in, click on the  

button in the  upper right.  
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E Menu Functionality  

 

 
 
When the Options form 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 
Save in the lower right to update your background.  

 

 
 

 
 

 
 

 

 
 

 
 

The E menu in the upper left allows the user to create new 

records, set up Options, Role, Switch Branch and Server 

information. 

 
Clicking on the Save button within the menu will save any 

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

 
The Role displays 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 Switch Branch option.  It also displays t he 

current user Branch. 

 
Clicking on the Server button will display the Diagnostic  

Information  form. 
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Some samples of various background selections are shown below: 

 

 
 

*Note ï 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  

 
 

The fourth way is by selecting Defer Changes when navigating away from a form that hasnôt been saved.  The 

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

This way you can start adding or updating information while youôre waiting on confirmation that the change 

should be made. 
 

*Note ï Not all record areas will allow for deferred changes.  An example where deferred changes arenôt allowed 
is in Time Entry .  The Time Entry  form must be saved before navigating away from it.  

 

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

 

 
 

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

out of the system.  

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 ï S on 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 youôve changed. 

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

 

The navigation bar will display the number of records for that record a rea 
where changes have been deferred (pictured right).  

Select a record from the list and then 
choose View Record to open, Save Changes to 

add the changes to the database or Discard 

Changes to leave the selected record 

unchanged.  To leave this form click Cancel. 
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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. 

 

 
 
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 Type displayed 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 Type by clicking on the column headers. 

 

 
 

To navigate to t he 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 itôs for a new Order that a Customer  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. 

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 next to an Order  to 
determine if the Employee  meets the qualifications for the Order .  To use this feature, click on the  button in 

the Avatar area of the open form.  
 

 

If the Alert  is for an Application  that has been 
submitted it will allow you to navigate to the Employeeôs 

record.   
 

As you can see in the view to the right, several 

records can be displayed on the screen at once.  

If you are working on a dual -monitor system 
you can view different records on each monitor 

to increase efficiency.  
 

These records are listed as ñRead Onlyò at the 

top of each form.  This means that you will not 
be able to make any changes to the record 

from the Compare View  screen.  These 
records will tile at the bottom of your screen 

and you can select one to open and view it.   
 

To close a record out of Compare View  click 

on the  button in the upper right corner of 
the screen. 
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Enterprise Tasks  

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

 

 
 

Scroll over a Task  to display the check box that youôll click in to mark it as ñcompletedò.  
 

When an Enterprise record is open (Employee , Customer , Order , Contact , etc.) a Task  can be created for 
that record by clicking on the A vatar area and clicking on New Task from the Record Actions of the Actions drop 

down menu ( ).  Tasks  can also be created within the Follow-up area of any Message record or from an 

Incoming Email.   

 

 
 

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

the screen. 
 

 
 
Tasks  can be viewed for the entire Branch from this screen and can be filtered by Status, Category, Assigned To, 

Show Unassigned, Priority, Task Type, Branch, Due Between, Completed Between and Security Role.  To create a new 

Task , click on the  button in  the upper right.  
 

*Note ï The ñList Viewò is displayed above; switch to ñDetailed Viewò to display results like the next screen shots. 

Tasks  are listed in order by their Due 

date and time, with the oldest 
ñincompleteò Tasks  displaying on the 

left.  
Overdue Tasks  (based on both the Due 

date and time) will have an  icon in 
front of them.  

 

To add a new Task  from the Tasks  area click on 

the .  To open the Task Filters form (displayed 

left) cl ick on the  button.  

  
The Task Filters form will allow you to select which 

Tasks  you want to display in the Tasks  area.  You 
can select filters for Start Date, End Date, Category, 

Task Type, and Priority.  To display Tasks  assigned 

to you specifically, click in the Personal check box.  

Then click Save to update the Tasks  displayed. 

 

Use the  button to manually refresh your Task  

list.  Clicking on the  button in the Tasks  area 

will open the Task Manager .   
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A Task  that is red is overdue and will have the Due date 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. 
  

 
 

 

Clicking on New Task from the Employee  Actions drop 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 Subject is 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 

Reminder date/time, select the Assigned To, Category, and Priority.  Then click on the Save button to save and 

close the new Task  record and link it to Tammyôs Employee  record. 

 
 

 
 

You can also right-click in the box on the Task  record itself and 
choose Mark as completed.  Change who the Task  is assigned to by 

clicking on the Assign to option and select the RepName from the drop 

down menu. 
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Enterprise Company Hierarchy  

To change levels within your company hierarchy click on the E menu in the upper left of the Home  screen to 

display the menu functionality.  Then select Switch Branch as shown here: 

 

 
 
Once this function is clicked the Hierarchy Selector ï Select form will be displayed as shown below.  Click on the 

correct hierarchy level (System, Entity, Branch, etc.) and then double -click on the Branch record that you need.  

This will update your hierarchy and bring you back to the Enterprise Home  screen. 

 

  
 
The Search field can be used to locate a specific Entity or Branch in the company hierarchy.  It will only highlight 

those records that are at the same hierarchy level as what you have selected at the top.  
 

 
 
 
Users that can access the ñStaffò Branches will need to use this functionality to transition between th e ñStaffò and 

ñTempò Branches to process Payroll  for internal Employees  versus temporary Employees . 

 

*Note ï New data cannot be 
entered at ñSystemò level.  Verify 

that ñSystemò has not been 

selected before double-clicking on 
the Branch to update. 

If the Branch is highlighted (not double -

clicked) and then Next is selected, the 

form to the right will be displayed with 
a summary of the hierarchy level and 
Branch selections.  Click Finish to close 

the form and update your screen.  
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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 Server as shown here: 

 

  
 
 The information contained in this form shows who is currently logged into Enterprise ( Rep Name), your SecRole 

Name, and your Branch.   

 

 

 
*Note - All information in Enterprise is time and date stamped with your User Name, so it is extremely important 

that you are logged in as yourself whenever you do any type of work within the system.  



 
 

 
© 2010     All rights reserved                                   Page 13 of 165 

Enterprise Home Screen  

Once sign in is complete the Home  screen of TempWorksô Enterprise will be displayed.  From the Home  screen 

you can do a Universal Search , look at Employee , Customer , and Order  information or view Tasks  that 
have been assigned to you. 
 

 
 

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

 

 
 
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.  

 

 
 

 
 

In the example above the letters ñCreò were entered into the Universal Search  field.  To run the search to 

match this criteria you can either hit Enter on your keyboard or click on the  button on the right of the 

Universal Search  field.  When the search runs it will display the results on  the screen as shown below: 

The E button is located in the upper left of the Enterprise Home  screen; 

from this button you can create new records, change your background , 

choose your hierarchy or start a new outgoing Email. 

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) 

the Universal  Search  will display all of the different types of records 

that match the criteria you entered.  
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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 Announcements and Links can be added.  The usersô company 

hierarchy will determine which other users will be able to view Announcements that they post.  For inst ance, a 
Branch-level user would only be able to post an Announcement that would be visible to other users in that same 

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

 

 

To add a new Link, click on the  button in 

the Links area.  In the form to the left 
select the Type (ñWebsiteò, ñSecure 

Websiteò, or ñEmailò) then enter in the 
website Address.   

 
In the Display Text field indicate the name 

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

the form.  
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Announcements and 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  button 
next to the E menu. 

 

 

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:  

 

 

To add a new 
Announcement, click on 

the  button in the 
Announcements section.  

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 Save to add 

and close the form. 

 

   
 

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 ( ), open the Search  
form ( ) or select a record from your Favorites ( ) will be available when 

your mouse moves over that navigation bar (as shown for the Employee  

option to the right).  
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Definition of Reco rd Types  

¶ Employee : Information including Application  details, Payroll , and Assignment  history as well as 

Messages are contained within the Employee  record section. 

 
¶ Customer : Information found within this section includes Work Site details, Invoicing  information, and 

Department listings. 
 

¶ Order : This section contains information about Customer  job Orders  such as Job Title, Start Date, Pay 

and Bill  Rates as well as Supervisor and/or Hiring Manager details. 

 

¶ Assignment : This section contains data such as Pay and Bill Rates for an Employeeôs Assignment , 

individual Start and End Date and quality control call information.  

 

¶ Contact : Here you will find Contact  information including addresses, phone numbers, Email addresses, 

Messages and sales call information. 

 
¶ Pay/Bill : This function allows authorized users to access the Time  Entry  spreadsheet and to process 

Employee  Payroll , Customer  Invoices and Invoice Payments.  

 

¶ Calendar:   This area is where your appointment Calendar  can be accessed. 
 

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

 

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

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 Actions Bar 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 ID numbers. 

 

 
 

To open the Add New Employee form click on the  button.  The  button opens the Search  form for the 
selected record area.  Select the  button to view Record and Form Actions for this screen (ie: Create and Export a 

Resume (Employee ), View Assignments (Customer ), Gross Profit Calculator (Order ), etc.).   

 

The  button will expand to display the Reports that 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 Favorites list is 

expanded, click on the  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).  

 
 

The view to the left is an 

example of the Avatar 
and Actions Bar in the 

Employee  record. 
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Methods of Navigation  

 

       
 

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.  

 

 
 
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 

 

 

Back and Forward :  These buttons work exactly like the back and forward buttons in a web 
browser.  Use them to browse back and forth between forms that youôve had open recently.  

 

 

Buttons : The left side of 

the screen contains all of 
the main navigation 

options (customizing the 
navigation bar is covered 

next).   
 

Click on a record 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).  

 
 

Search Result 

Shortcut : Use this 

navigation method to 
bypass forms and go 

directly to the screen 
you want to view.   

 

From the Search  form 
of any record, right-

click on a line and 
select Navigate To, 

then select the form 
that you wish to open.  
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The Options Navigation  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 Role(s). 

 
 

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 Save at 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 
right appears enter the new Group Name and 

click Save to add the group and clo se the 

form. 

 
Then select the check boxes in front of the 

records that should display in the main 

navigation bar for that group.  
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EEEmmm pppllloooyyyeeeeee   RRReeecccooorrrdddsss   
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 New button and then select the Employee option from the drop down menu or click on the  button 

from the Employee  record Actions Bar.  You can also use the Hot K ey  combination of Alt + 1.  The window 

below will be displayed. 

 

 
 
You can now enter the new Employeeôs information 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 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 ï 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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Once you have completed the new Employeeôs record click on the Save button to add the Employee  to the 

database and open their new record to the Details  form. 
 
*Note - The School District and County do not need to be selected unless local Taxes apply to the Employeeôs 

Paycheck .  Also, Enterprise does not allow duplicate SSN entries, so if you donôt have the SSN when adding the 

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 the Employeeôs Avatar or picture, Name and Address as well as indicating if they are 

Active and/or currently on Assignment . 

 

 
  

 
 

Next to the Assignment  image the Employee  Avatar area may have an  indicator.  This image will be 
displayed if there is an Assignment Restriction or ñDo Not Assignò for the Employee .  When the image is scrolled 

over it will display any restricti ons for the Employee  similar to this:  

 

 
 
An  icon on the Employeeôs record indicates that the Payroll  information has not yet been set up.  Payroll  

set up can be finalized from the Pay  Setup  form.  The  icon indicates that the Employee  is set up for di rect 
deposit. This  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 

ñIncompleteò Task  linked to their record a  symbol will be displayed. 

 

In the Employee  Actions Bar the following icons are displayed:   To open the Add New 

Employee form click on the  button.  The  button opens the Employee  Search  form.  

 

  
 

*Note ï 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  button will display Reports  that are specific for the Employee  record (ex: Transaction Report, Wage 

Statement, Online Application Questionnaire).  The  button displays records in your Favorites.  When the Favorites 

list is expanded, click on the  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).  

If the  Employee  is currently 

ñActiveò the  in the middle of 
the section will be Green, if they 

have been ñDeactivatedò the 
indiactor will be . 
  
 
 

The DNA  (or Assignment Restriction) indicates which 

Customers  that an Employee  should not return to.  

Employee -initiated Assignment Restrictions are created 

in the Employee  record.  Customer -initiated 

Assignment Restrictions are created from the Customer  

record. 

Next to the  ñActiveò Status indicator is an  image and 

when you hover your mouse over this icon it will display a 

summary of the Employeeôs current Assignment (s) . 
  
 
 

Clicking on the  button will display additional Record and 

Form Actions for the Employee . 

 

These functions include creating a resume from the 
Employeeôs data, transferring them to another Branch, 

setting up or managing their WebCenter account info, and 
adding a new Task . 

 

Click on an option to open the corresponding form. 
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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. 
 

 
 
The Employeeôs Visifile form contains information such as Phone/Email, Messages, Assignment  history, and 

Interest Codes.  Each of the areas of the Visifile  will be broken down and covered in detail.  

 

 
 
The  shortcut shows up at the end of the Email Address field when you scroll over it and will open a new Email 

addressed to the Employee .  A  in the box in front of the Resume Received indicates that the Employee  has a 

resume attached to their record.  The I9 On File  shows that the Employee  has completed their I -9 document 

and provided proof that they are eligible to work in the United States.  The  in front of Active indicates that the 

Employee  is currently in ñActiveò status and the Assigned  shows if they have a current open Assignment . 

 

 

The Phone/Email area displays all of the Contact Methods for 

the Employee .  Double-clicking on a record will display the 

Details/ Contact Methods form.   

Click on the  button to add a new Contact Method to the 

record. 

The Employee Snapshot section of 
the Visifile  displays the Name, Email 

Address, Desired [work] Location and 

Hire Status.   
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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 Message to the Employee  

record from the Vis ifile , click on the  image. 
 

 
 

When you click on an Assignment  line the  buttons are displayed.  The  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 Message form that will be linked to the 

Assignment . 

 

 
 

 

 
 

 
 

 

 
 

 
 

The Interest Codes area displays the Employeeôs skills, education, 

languages, etc.  Most of the Employee  search functionality within 

Enterprise comes from the Interest Codes entered on an Employee  

record. 
 

To add new Interest Codes from the Employee Visifile , click on the  

icon to display the w indow where codes can be selected.  

  

*Note ï Interest Codes can also be added from the Work Interests form 
under the Details  section. 

In the Assignments 

area you can view the 
Employeeôs 

Assignment  history 
since they started with 

your company.   
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Employee Details  Form  

The Details  form displays the Employeeôs Name and Address, as well as Branch affiliation, Washed Status, and I-9 

information is added here.  When Details  is expanded additional form options are displayed. 

 

  
 

 
 

              

       
 

In the Personal Information section you can update 
the Last Name, First Name, SSN (social security 

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

the Employee ). 
You can add a Nickname and view the Act. Date 

(Activation Date) and Deact. Date (Deactivation 

Date).   The Activation Date is automatically 
populated when the Employee  is added to the 

database.  When a ñDeactivationò Message is logged 

on the Employee  record the Deactivation Date will 

be populated. 

The Address area stores the Street, City, State, 

and Zip code information for the Employeeôs 

main address.  This is the address where the 

Employeeôs Paychecks  and W2 will be sent. 
 
The County and School fields are determined by 

the Zip code on the record and refer to local 

Taxes that should be applied to the Paycheck . 
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The Hiring Information area is where the Employeeôs Order Type (ie. ñTempò, ñTemp to Full timeò, ñDirect Hireò, 

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

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

 
*Note ï The Employeeôs Washed Status must be set to ñfamiliarò before an Assignment  can be created for 

them. 
 
 The Anniversary Date is automatically populated from the Start Date of the Employeeôs first Assignment  with 

your company. 

 
*Note - The I9 On File and I9 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 driverôs license or passport should not be entered into the I9 Expire Date field. 

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

contracting Vendor .   
 
*Note ï When a sub-contractor (Employee  with a Vendor  company) is assigned to an Order  the Company field 

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 Vendor is 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 update Federal [Tax] Exemptions and State [Tax] 

Exemptions as well as local Taxes that should be applied to the Employeeôs Paycheck .  Payclerk users (PC) have 

access to direct deposit set up, weekly Adjustments, Accruals, and Taxes. 

 

  
 
If the Pay Setup Complete check box is unchecked a Paycheck  cannot be processed for this Employee .  The  

indicator will appear in the Employeeôs Avatar if Pay Setup Complete is unchecked. 

 

 
  
*Note ï Tax By State should be selected if the Employee  should only be Taxed by their home address and itôs not 

affected by the Customerôs Worksite.   

In the Required Tax Information section 
you can update the Federal Exemptions, 

State Exemptions, Federal Add. Withholding, 

Dependents, Tax State, and select a State 

Juris.  (The State Juris allows you to select 

a different marital tax status for the 
state). 

 
*Note - If an Employee  indicates that 

they are ñExemptò from taxes on their W4 
you need to enter ñ99ò in the Federal and 

State Exemptions fields. 
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*Note ï The Zip code in the Temporary Address area will not be used to determine the Taxes that should be 

withheld from the Employeeôs Paycheck.  Tax withholding will always look at the address information on the 

Details  form. 
 

 
 
*Note ï the amount entered into the Default Pay Rate field will automatically override the Pay Rate on any 

Assig nment  for the Employee .  This field should be used with caution.  

 

Employee Electronic Pay Form  
The Electronic Pay form is found within the Employee Pay Setup section.  The Electronic Pay is where a direct 

deposit account or paycard account can be created for the Employee . 
 

 
 
Before either of the forms will be available for data entry the Activate Electronic Payments box 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 ï This is where the main account for direct deposit will be entered.  A secondary or tertiary account can be 
set up in the Adjustments form. 

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

 

The Temporary Address area allows you to 

enter a different address that the 
Employeeôs Paycheck  should be sent to.  

  
Check off the Use Temporary Address box 

and then fill in the address details.  

In t he Payment Options area you can view if 
an Employee  has Electronic Pay Setup 

Complete.  This box will be checked if a 

direct deposit account or paycard has been 
set up for the Employee .  Mail Check and/or 

Stub will be selected if the Employeeôs 

Paycheck  should be mailed. 
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Once the Bank Routing Info field is completed enter in the Account Number. 

 

 
 
 

If your company is utilizing the Pre -note functionality then the Pre-note Sent field will automatically populate the 

date that the pre -note file is created after the account informati on has been added and the Employeeôs next 
Paycheck  has been issued.  A set number of days later the Pre-Note Approved date will automatically populate so 

that any checks issued to the Employee  on or after that date will be sent via direct deposit.  If the bank 
indicates that the account does not exist, enter the Pre-note Disapproved date and remove the check mark from 

the Activate Electronic Payments field to ñdeactivateò the direct deposit account. 

 
*Note ï 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 Sent and Pre-note Approved (can be same date) fields that is 

prior to the date that the Paycheck  will be created. 

 

 
 
Different Info for Paperless and Select 

 

 
 

 
 

Enter the Bank Name and the Routing 

Number and then click Save to add the info 

and close the form. 

Re-enter the number in the Confirm Account 

field to make sure that the number is 

entered correctly.  Then select ñChecking 
Accountò or ñSavings Accountò from the 
Account Type drop down menu.  

When the Paycard form is selected enter the Card 

Number, re-enter the card number in the Confirm 

Number field and add the Expire Date.  The Paycard 

Verify By field will automatically populate with todayôs 

date.  The Paycard Verify Date will automatically 

populate when the paycard activation is complete and 
verified.   
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Employee Adjustments Form  

The Adjustments form is found within the Employee Pay Setup section.  The Adjustments is where any weekly 

[Recurring] withholding is set up for the Employee . 

 

 
 

Any current Adjustments for the Employee  will be displayed at the top of the form.  To add a new Adjustment, 

click on the  button in the upper right.  
 

 
 
If all required ( ) fields have been completed the Next button will be available.  Click Next to continue completion 

of the Add Adjustment Wizard or click Cancel to exit the wizard.  

 

The Add Adjustment Wizard will 

be opened.  Select the type of 
Adjustment and the Frequency 

from the corresponding drop 

down menus.  
 
If a Start Date and/or End Date 

applies for the Adjustment enter 

the dates into the appropriate 
fields. 
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Adjustment types can be 

configured to require an Authority.  

If one of these Adjustment types is 

selected the Authority will be 

added to the form as a requi red 

field. 
 
If the Authority selected requires a 

Case Number, it will be added as a 

required field as well. 

Once all required fields have been 
completed, click Next. 

In the Add One or More 

Adjustment Amounts section click 

on the  button to open the 
Adjustment Rule form. 
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*Note ï If an Amount Type of ñPercent ofò is selected for either the Deduction Amount or Maximum Deduction 

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

referenced for the deduction (ñGross Payò, ñHourly Rateò, or ñNet Payò). 

 
By default the Adjustment will be set to Always Apply this Rule and to deduct even if only a portion of the total 

Adjustment Amount can be withheld. 

 

 
 

Select the Pay Type and comparison value from the drop down menus, and then enter the Amount.  Once the 

Adjustment Rule form is completed click Save in the lower right corner.  

 

 

In the Deduction Amount section 
enter the actual Amount ($ or %) 

then select the Amount Type to 

determine how the Adjustment 

amount will be calculated 
(ñDollarsò, ñDollars per Hrò, or 

ñPercent ofò). 

 
If there is a maximum amount that 
can be withheld for this Adjustment 

click in the check box for Set 

Maximum Deduction.  Then enter the 

Amount and Amount Type. 

 

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.  

If this Adjustment 

Amount doesnôt always 

apply, click on the radio 
button for Only Apply 

When a Condition is Met 

in the When to Apply 
this Rule section. 

If additional Adjustment calculation 

rules apply, click on the  button to 

continue adding.  Once the 
Adjustment set up is completed click 

Finish to close the Add Adjustment 

Wizard. 
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At the bottom of the Adjustments form the details for the selected Adjustment will 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 Adjustment select the radio button for Deduct Greater or Deduct Lesser.   

 
For instance: a secondary direct deposit account is set up for ñSavingsò.  Two calculation rules have been added; 

one for 20% of the net and a second for $300 of the net.  If the Employee  wants the larger of the two amounts 
to be applied, then the Deduct Greater radio button will be selected.  If the Net Amount of the Paycheck  is less 

than or equal to $1500 then $300 will be deducted.  If itôs greater than $1500 then 20% of the net would be the 
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  
button.  Need to add another rule, click on the . 

 
In the Main tab information can be added to the Note, Sequence, Max Monthly, Max Yearly, Max Lifetime, Period 

Max, and Min After Calc fields. 

 
* Note ï The Sequence field can be used to indicate the order in which the Adjustment would be deducted.  For 

example, if an Employee  has three different ñChild Supportò Adjustments they could all be listed as Sequence of 

ñ1ò.  That way if the Employee  isnôt paid enough that pay period to cover the full amounts of all of the 
Adjustments, the Sequence ñ1ò Adjustments would 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.  

 

 
 

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

Adjustment type of ñChecking1ò or ñChecking2ò is selected enter the deduction amount information in the Add 

Adjustment Wizard and then enter the account info rmation in this tab.   

 
*Note ï Always verify that the correct Adjustment is 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  section.  All ñbankedò Adjustments (besides 

ñAdvanceBnkò which is created during the Paycheck  reversal process) will be tracked by the individual Adjustment 

type in the Arrears form.  Amounts held in Arrears will be deducted from the next Paycheck  for the Employee . 

 

 
 
Any amounts that werenôt withheld from the Paycheck  for ñbankedò Adjustments will automatically be added to 

Arrears.  Once the Transaction has been posted through Payroll  the owed Adjustment amount(s) will display in 

the Arrears form (above).  

 
*Note - Adjustment types can now be configured by an administrator to ñbankò unpaid amounts so that they are 

tracked in the Arrears form.  When that Adjustment type is selected for the Employee  the user wonôt have to 

indicate anywhere on the record that unpaid amounts should be ñbankedò. 
 

Employee Accruals Form  

The Accruals form is found within the Employee Pay Setup  section.  The Accruals is where Employee  

vacation, sick leave or PTO accrual amounts can be selected. 

 

 
 

 
 

 

 
 

 
 

 
 

 

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

in the upper right.  The form to the left will be disp layed.  Select 
the Accrual Type from the drop down menu.  

 
The Accrual will automatically default to Active status.  Once the 

Accrual Type has been selected the details information will be 

populated.  If the Employee  has already accrued time enter it 
into t he Balance field. 

 
Click on the Save button to save and close the form or click on 

the New button to save the information and clear the form so 

that another Accrual can be selected. 

 
*Note ï Creation of new Accrual Types must be done by a 

system administrator before they will be available in the menu.  
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Employee Taxes Form  

The Taxes form is found within the Emp loyee Pay Setup  section.  The Taxes is where additional State income 
Tax withholding can be entered as well as adding the earned income tax credit (EIC).  

 

 
 
Once an Employee  has been issued a Paycheck  the Taxes form will display all Taxes that have been calculated 

based on the Employeeôs Zip code and the Customer  Worksite.  To add a new Tax, click on the  button in the 

upper right.  To edit a Tax, first highlight the line for that Tax and then click on the  button.  

 

 
 

*Note ï ñUSSò indicates Federal single withholding for the U.S.; ñUSMò indicates Federal married withholding for 
the U.S. 

Employee Pay History  Form  

The Pay  History  form gives users access to Check Register, Transaction History, Adjustment History, and ACH 

History among other Paycheck  history information.  

 

  
 
 

 

 
 

 
 

 

Once the Tax form is displayed 

you can add an amount to the 
Additional WH Amount field or 

check off that the Employee  is 
Exempt from the Tax. 

 
After updating this information 
click Save to save and close the 

form or New to save the 

information and clear the form 
so that another Tax can be 

added (ex. Earned income tax 
credit).  
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Employee Check Register Form  

The Check Register form is found within the Employee Pay History  section.  The Check Register displays a list of 

Paychecks  for the Employee . 

 

 
 
The Check Register displays the Check Number, Check ID, Check Date, Gross, and Net of the check.  Double-click on 

the check to view the Check Summary form for the Paycheck .   

 
*Note ï A Report  to print the Employeeôs Wage Statement can be run from the  drop down menu in the 

Actions Bar. 

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

 

 
 
















































































































































































































































