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TempWorks DocCenter paperless document management system 
captures form data and signatures electronically for all of your on-
boarding requirements.  W-4's, I-9's and other forms that require data 
entry, signatures and storage are automatically completed and stored, 
requiring little effort from staff, clients or employees. 

 

This manual is designed for the set up and use of DocCenter AFTER it has 
been installed on all necessary machines for your company. 
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Doc Center Set Up 

To access the Doc Center Set Up: 

 

 

 

 

When the Logon form appears use your keyboard to enter the key combination of Ctrl + Shift + S.  This will open the 

DocCenter Setting Panel.  Click on Setup to access the DocCenter set up form:  

 

Within DocCenter Setup several of the configurations can be set: 

 

 Authentication Type: Indicate which authentication type you would prefer, both can be selected.   

 SSN will allow the Employee to log in using their Social Security Number and a PIN. 

 Web Center will allow the Employee to log in using the User Name and Password they created 

when registering in the Online Application. 

 WorkStation Type:   Indicate what Workstation Type you will be using. 

 Employee Only – should be used if the Employee will be completing their portion of the 

paperwork at a dedicated machine that will be used only by the Employees. 

 Employee & Service Rep – should be used if both the Employee and the Representative will be 

using the same machine. 
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 Single Workstation Message: If the WorkStation Type is Employee & Service Rep, indicate the message the 

Employee should receive when they have completed their forms.  This should let the Employee know to notify 

the Representative that the forms are ready for approval and signatures. 

 

 Split-Op Message:  If the WorkStation Type is Employee Only, indicate the message the Employee 

should receive when they have completed their forms.  This should let the Employee know to proceed to the 

designated place where their forms will be approved and signed. 

 

 Signature Capture Device: Select the proper Signature device, this will be either On Screen or Signature 

Pad. 

 Preview:  By clicking this button you can sample how the Signature will be captured: 

 

 Federal I-9 Alert: Select this if you want a warning message to appear if no documents are attached to the 

I-9 when it is completed. 

 Hide Approve All Button: When approving the on-boarding documents within DocCenter, there is the 

ability to approve all forms at once.  If you would like this disabled click this box and 

each form will have to be approved individually. 

 

Once Setup is complete, click Save.  You are now ready to use Doc Center. 
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Logging into DocCenter 

Instruct the Employee to log into DocCenter.  They will click on a DocCenter icon to access DocCenter.  When the 

Employee Logon form opens the Employee will log in using either their: 

Social Security Number and PIN 

OR 

WebCenter Username and Password 

(Or Both) 

 

The PIN is issued from the Enterprise/Employee/Details/Interpersonal form: 

 

The WebCenter Username and Password can only be used if the Employee has applied online using TempWorks 

WebCenter. 
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Employee Logon 

When the Employee is logging into DocCenter, only if you have documents stored in various languages, the Employee 

can select the language they would prefer: 

 

Once the Employee has logged in the various forms they can fill out will be listed: 

 

Depending on how DocCenter is set up specifically for your company, the Employee may or may not be able to select the 

specific forms to be filled out. 

If the forms can be selected, click to place a check mark next to each form to be completed then click OK. 

TempWorks DocCenter will gather the selected forms to be completed and signed. 
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Employee Submittal of Forms 

When the forms appear they will be partially completed based on the information in the Employee’s record with 

TempWorks: 

 

There may be required fields or required areas on DocCenter forms.  The required fields/areas will be highlighted in Red. 

The Employee will complete all of their necessary areas such as the Maiden Name or Citizenship.   

The Employee will click   to advance to the next form: 

  

The Employee should continue this process until all forms have been completed.  At which point, the Employee should 

click  to submit their forms. 
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Rep Approval of Forms 

Once the Employee has filled out and submitted their forms the Representative will complete their portions, complete 

and approve the forms: 

 

After each form is completed the Rep should click  until each form has been reviewed, completed and approved. 

While reviewing, completing and approving each form, supporting documents can be attached to each form by clicking: 

 

Once all forms have been reviewed, completed and approved they can be submitted for approval by clicking either: 

 

Approve: This will allow the Rep to approve each form individually, forcing the Rep to look at each form. 

Approve All: This allows all forms to be approved at one time, the Rep does not have to view each form. 

  If Approve All is selected a prompt will appear: 

    

Once forms have been Approved they are Signature ready. 
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Signing Forms 

Once all forms have been Approved they are ready to be signed. 

A prompt will automatically appear for the Employee and the Rep.   

When the prompt appears for the Employee, ask the Employee to use your Signature Device to sign their name: 

  
 

Next the prompt will appear for the Rep, as the Rep, use your Signature Device to sign your name: 

  

These signatures will be applied to all of the forms that were Completed and Approved in DocCenter. 

DocCenter will display your success: 

 

Click on any form listed to view that form with the Signatures. 

The forms completed in DocCenter  will be stored in Enterprise on the Employee record in the Documents area. 

Depending on how your version of DocCenter is configured the Employee’s record in TempWorks may be updated with 

the information they completed on their forms. 
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Still Have Questions? 

For more information about DocCenter contact our Customer Support group at 651-452-0366 or send an 

email to:  support@tempworks.com. 

 

To schedule training on DocCenter, submit suggestions on how to improve this document or to request 

documentation on other Enterprise functionality please contact our Training team at:  

trainers@tempworks.com. 
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