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software

(continued)

Default Customer Contact Roles

Inthe Customer Details form the user can assign Contacts to specific Rdes The Rolesset up in this form will

automatically default into new Order records for this Customer and Department

Crom Equipment

Primary
123 8th St.
Minneapolis, MN 34950
{651) 555-1212

Ll 2

visifile

details
contact methods
departments
worksites
sales & service
interest codes
assignment restrictions
vendor management

invoicing

defaults

messages

documents

search

tasks W © &
[[Set up interview for Tammy

Once the

form to the right will be displayed. Select the
person from the Contactdrop down menu and
then choose the Roleby clicking on the +
button on the right side of the Roleselector.

Their Last Name First Nameand Rolewill be

" button has been clicked, the

=+ New Customer Q Search | Actions Reports Favorites
customer information

Customer Name Crom Equipment

Department Primary

Customer ID 10623

Parent ID

contact information

Street1 123 8th St.

Street2  Suite 105
City Minneapolis
State MN Zip 34950-
Country United States of America
Website | http://www.cromeg.com
contact roles :
First Name | Last Name 4 | Contact Type ]
Jim Hollingsworth Report To

Jim Hollingsworth InvoiceEmail Contact
Stephanie Kozelek Ordered By

Paul Pugeot Report To

custom
Status
Activation [

Date Create

billing &
Attention T
Street 1
Street 2
City

State

Country

sales ta;
Sales Tax G

Sales Tax St

default
Work Site

 customer contacts

contact
Billings, Barbara

available roles

Hiring Mgr

Before a Contact can be
assigned to a Role the
Contact record must first be
set up and associated with
the Customer .

Once the Contact is set up,

open the Customer Details

form and click on the
button to open the window to

selecttheCont a Rdleb s

The '~ button will open an

Email to the selected

5
Contact (s) and the = '™

button will navigate to the

full Contact record.

assigned contact roles

Last Name | First Name | Role

Pugeot Paul Report To

Kozelek Stephanie Ordered By

th Jim

displayed in the list on the right side of the ]‘

form.

HR Coordinator

|

Supervisor

To delete a Conta ct Role highlight the line \‘

and click on the o button. Once all changes l‘

Timecard Alt 1

Timecard Alt 2

have been made, click on the Savebutton in |

the lower right to save changes and close the

form.

Vendor Acct Mgr

Report To

Holiingsworth  Jim InvoiceEmail Contact

© 2005, TempWorks Software, Inc. All rights reserved

Page 2 of 24



tempworks

software (continued)

Customer Billing Setup Changes

In the Customer Billing Setup form the layout has been changed and a few new functions have been added. If your
company is utilizing the Email Document Distribution System (EDDS/Email Invoice module) the Emai Templatefield has
been added where you can select what the Email text will look like when the Invoice Email is sent to this Customer .

Two new Invoice separation methods have been added for Order and Assignment

Creative Solutions 4 New Customer Q Search Actions ¥ Reports Favorites K
Primary billing schedule
Eag;ﬁ\;’:\f‘" 55;121 [E] Bill customer daily [F] Bill monthly?  Bill On...
(651) 555-1212 x123 invoicing
~ - o )
Style Invoice % | Create Separate Invoices For Each
visifile Count 1 [F] Department [] Branch

details
invoicing
invoice detail

credit and payroll

» billing setup
adjustments

Invoice Method
Email Template  Invoice to Contact
Currency usb

Invoice Handling

Print and Email with Timecard Image

-~

[] Order [F] Worksite
[F] Assignment [ Supervisor
[F] EmployeeId [F] Job Title
[[]Week End  [| Sub-entity
[T] Cost Center [] Division

po setup Max Invoice [Flro [T] Department Address
misc
defaults _ i
messages Invoice Recipients « « @ Invoice Line Items
documents - h
oot Name " Title (';;:)el‘ltt::; Details No Records Found
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

tasks @ W © & Vv
[liSet up interview for Tammy

The screen above is for the Primary or Parent AccountCustomer record. The Invoice set up information that is added

at this level of the Customer Hierarchy will automatically default to all Departmentrecords for this Customer .

Finance
123 Main St
Eagan, MN 55121
(651) 555-1212 x123

~

billing schedule

[F] Bill customer daily [I] Bill monthly?  Bill On...
invoicing

[x] Consolidate Invoice With Parent

visifile (uses parent customer's invoice settings)
details

R [7] Invoice Customer Separately
invoicing

invoice detail
credit and payroll
billing setup
adjustments
po setup
misc
defaults
messages
documents
search

tasks S W ¢ & Vv
[[liSet up interview for Tammy

The view above is for a Departmentrecord. By default the Consolidate Invoicevith Parentoption is selected. When this is

Style

Count 1

Invoice Method  Print With Timecard Image
Email Template

Currency

Invoice Handling

Max Invoice

Invoice Recipients

Name o |Title Contact Details
Method
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

selected the Invoice settings will be the same as the Parentrecord.

Create Separate Invoices For Each

Invoice Line Items

No Records Found
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tem p\!c\;’ftowa':eks (continued)

. = =4 New Customer Q, Search Actions ¥ Reports ¥ Favorites ¥ ‘
Creative Solutions -
Finance billing schedule
Eagalri?’l\:':\lam :;121 [F7] Bill customer daily [I] Bill monthly?  Bill On... v
(651) 555-1212 x123 invoicing
- 3 : :
onsolidate Invoice Wi aren
[T] Consolidate I With Parent

visifile (uses parent customer’s invoice settings)
details [X] Invoice Customer Separately
invoicing

invoice detail Style Invoice | & | Create Separate Invoices For Each

credit and payroll

billing setu[:) i Count 1 [T] Department [I] Branch

adjustments Invoice Method  Print and Email with Timecard Image [X] Order [F] Worksite

po setup S e [ [T] Assignment ] Supervisor

misc Lnasilempate = ‘i‘[ [7] Employee Id Job Title
defaults Currency usb []WeekEnd [T] Sub-entity
g‘:smsfr?::ts Invoice Handling [F] Cost Center Division
et N ol [Flro [F'] Department Address

tasks @ W 6 & Vv Invoice Recipients «» @« § Invoice Line Items 3
[@lSet up interview for Tammy Name e I(\:::t(:;; Detaits No Records Found
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

To configure the Invoice settings differently for this Departmentselect the box for Invoice Customer Separatelirhe

Billing Setup form will now allow the user to select settings that are different for the Departmentrecord.

The Invoice Line Items section allows

. . . = additional information to be added to the
add invoice line items

Cu st o milvoibes. To add a line item

click on the L button and then select an

option from the drop down menu in the

Line Ttem Field T .
ne ftem Field Type form (shown left) and then click the Save

Field Type

button to add and close the form.
acctcode

aident

departmentname *Note T The Invoice Stylethat is selected
entity for the Customer must be configured so

location that the additional line items will display

onumber . .
i (For more information please contact the

requisiticnnumber ~
TempWor ksd Customer

subentity

SUpErvisor

The Invoice Email Recipients set up will be covered in the Invoice Emailing section later in this document.
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Customer Invoice Adjustments
Customer Invoice adjustments have been moved from Billing Setup to their own Adjustmentsform. From the

Customer record click on Invoicing to expand the menu and then select Adjustments This form is used for adding or

editing finance charges, discounts, rebates, etc. to the Customer Invoice .

To open the form to the left, click on the

add adjustment

w button in the upper right corner of
the screen. Select the Adjustment Type
and Tier ID from the drop down menu.

Adjustment Type  Finance Charge Then select the Percentage Days

TierID ot Tierid
1.00% and Invoice Text

Outstanding(based on payment terms)

Percentage

Days Outstanding 10
e Teut Once the form has been completed click

on the Savebutton to add changes and

close the form.

. . == MNew Customer O Search | Actions Reports Favorites <>
Creative Solutions o
Finance invoice adjustments 2 %]
et R Type S Days Text
Eagan, MN 55121 ‘ TrEETTD
(651) 555-1212 x123
P Finance Charge 1.00% 10

visifile

details

invoicing
invoice detail
credit and payroll
billing setup

» adjustments

po setup
misc

The Invoice Adjustmentwill then be displayed as shown above. The Adjustment®n this screen will be applied to any

future Invoices for this Customer .
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Direct Hire Invoicing
WhenanEmployee i s assi gnedditrGdea thé dde-time Adjustmentdor the Invoice Transactionscan now

be added from the Assignment Details form.

add placement fee

To open the form to the left, click on the o
button in the upper right corner of the Direct
Ackive ] Hire Fees area. If the Feefield is populated
Rate $10,00000 the Ratein the Add Placement Feéorm will
Start Date  09/21/2009 ] automatically be populated with the balance
Note amount that should be billed based on any
other fees that have already been added to

this Assignment .

The Start Dateshould reflect a date that falls within the Weekend Bill Datéaccounting period) thatthe one-t i me @A DHO

fi Pl a c eAdjastnterishould be Invoiced in. Once the form is complete click on the Savebutton in the lower right to

A R & R

Assignment 1T Pay / Bill Calendar Reports Email

add the fee and close the form.

Employee  Customer Order

4 New Assignment Q, Search Actions Reports Favarites ,5 ‘

Davino, Michael

Thompson Industries assignment information direct hire fees
Human Resource Assistant

Employee Davino, Michael Fee Percentage 25.00%
- Aldent 12774 Salary $50,000.00
» details Fee $12 500.00
messages Customer Thempson Industries Active | Rate | TeE | Note
calls
ST Department ~ Human Resources ¥ £10,000.00 9/21/2009
i $2500.00 10/26/200%
Order ID 5326 : /26/.

Assignment [D 6912

Temp Phone
Status Cpen
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The one-time Adjustmentwill automatically be pulled into Time Entry when the Create Timecards from Assignmehtgton

is clicked, as long as the Start Dateon the fee occurs during the current Weekend Bill Date

Actions ¥ B

Davino, Michael

bmpson Industries Inc, Human Resour JEESR TR o a 3% y o W =

Sl Pe ke S sntank Filter Employee Name ¥ | Starts With ¥ | Filfer Text Q| View Standard View r | [F] Show only unused timecards

-

Drag a column header here to group by that column.

Name Customer Department Pay Code | Shift RT Hrs X |OT Hrs X |BiII E |Pay T | WE Date

Davino, Michael ThompsonInd... Human Resourc... Reg 1 0.00 0.00 12500.00 50,000.00 9/20/2009

payroll and invoicing

» time entry
incomplete transactions
check register e
invoice register e
po setup @' Detailed Timecard
Pay and Bill Rates Overrides Codes payroll info
o @ J WEBIl 09/20/2009 £
| Adjustment | Amt |Binamt | invoice Text WEDate  09/20/2009 L+
tasks @ "' e e Vv DHFee $0.00 $10,000.00 Direct Hire Fee Work Date _/_/___ 2
: = . InvDate _/ /__ Bv

*Note 1 Although the Bill Amountcan be updated in Time Entry , these changes will not be reflected in the Assignment

screen. For accurate tracking for the Service Rep user, the fee will need to be edited on the Assignment Details as

well.

& Detailed Timecard

Pay and Bill Rates Adjustments f Overrides Codes payroll info
one time overrides other WEBil  09/20/2009 [ v
Fed Withholding Branch Memphis NE Pay Hold v WE Date  09/20/2009 El v
State Withholding Acct Code Invoice Hold A Work Date | _/_/___ B v
Pay Periods Location Cust Extra 1 InyDate _/ / BB
Check Delivery \ Entity Cust Extra 2 Pay Code Reg
(7] Do Not E-Pay SubEntity Cust Extra 3 Skill code  Human Resource £ ¥
[7'] Pay on Separate Check Req Number PO Num
[7] Show Zero Bill on Invoice Supervisor Payroll Note

When the one-time Adjustmenis added it will automatically have an Invoice Holdc ode of A Ad ( Adj ust men
Required). To approve this fee for billing, highlight and Deletethe Invoice Holdcode. Once the code is removed this

Adjustmentan be pulled into an Invoice run.

© 2005, TempWorks Software, Inc. All rights reserved Page 7 of 24



tem P‘s’é’f%';ks (continued)

Document Emailing
A document can now be selected and Emailed directly from the Documents form of an Employee , Customer , Order ,

or Contact . Just open the record to Documents , select the document to be Emailed and then click on the " putton in

the upper right to open an outgo ing Email with that document attached.

Ve o

4832 Meil Armstrong Blvd View: Detailed View R, B>
Eagan, MN 55121 = :
i .-
n ! ! L]
MName “ |T'.rpe & | Versicn Description |Date Stored

visifile

details

pay setup

pay history
» documents

messages

search

B Type: Customer call (1 item)

Ron Peterson resume.doc 9/17/2009 10:03:50 £

Mass Mail Advanced Formatting

gy 4
Attach Attach From
File Databaze

&5 Show Bec Log Messages
["] Request Read Receipt

Hide Recipients

| To.. Irv Hampton <emailtestrecipient@gmail.com>;

L=l | e |

Send
=" Subject | Candidate for Human Resources Assistant - Reg #49294
Attached E]Ron Peterson resume.doc
1 . | . 1 . 1 . 2 . 1 . % . 1 . '} . 1 . 3 . | . [ . 1 . T . | . &
Dear Irv,

I have attached the resume for Ron Peterson. He is being submitted for Requisition number 49294, Please let me

know If you have any questions. ||
i e
Sincerely,
John Reed 1]
Sr. Recruiter
it
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Attaching Documents to Email Templates

At the bottom of the screen where the Tasks are visible there is a tab with an n icon which will display the two

options for the Email Inbox and the Template Manager Select Template Manageto display the existing Email templates

as shown below:

”]“10—| Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email _
nbox
“ Quarantine (s K
N brafis 3
“ Sent ltems Drag a column header here to group by that column.
Mame Description
Candidate Email Used for mass-mailing all the candidates for an order
Welcome Letter Welcome letter FOR new employees
Testing Tesint
Invoice to Contact Test for emailing invoices
Skill Marketing Sending resumes
Vendor Welcome Used for sending vendor contacts information
Aaron Test link test

» template manager
email

o l’ Inbox

ﬁ Template Manager

% You have 11 alerts.

Click on the ¥ button in the upper right to add a
’ new Email template. Select the kind of template to
* new email template be created by choosing an option from the Template
Typedrop down menu.

*Note T The Template Typselected will determine
Template Type Contact Template which fields will be listed to auto -populate into the
template.

Then click Saveto open the selected type.

© 2005, TempWorks Software, Inc. All rights reserved Page 9 of 24



tem P‘s’é’f%';ks (continued)

Q Messge - —
=@ @D we =
Text Text

Insert Image Link Honzontal Show
Color ~ Highlight ~ Table Line HTML

|TimesNewRDman '|12pi =

Attach
Document

B I U

i
Ll
il
[l
Jill
wgn
wiy
M

Template Name
Description

Message Subject

. o - ey e 2 e oy s 3 ey s 4 s oy s 8 s v - 8 - Insert a data field by double-clicking
or dragging into the message box.

Contact Data Fields
SecureQueryString
Last Name
First Name
City
State
Zip Code
Address Line 1
Address Line 2
Company Mame

Enter the Template NameDescription and Message SubjecfTo attach a document to the templ ate, click on the Attach

Documentbutton.
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Name Type Size

§‘|‘| Locate the document that

should be attached and

either double-click on it or
select it and then click

Open

Favorite Links Date modified
l E Documents @Assignment Register
| customer list
Bl Desktop =
@5 Recent Pl L/Dwl
=i Recent Places N
1M Computer Etene
B Pictures X Ginger Quill resume
B Music @JohnnyWilkinson resume
%4 Recently Changed @Joseﬂodriguezresume
E Searches ) Maria Sanchez resume
Ji Public EMarsha Gomez PDF resume
B Marsha Gomez resume
=
2 matt
-Emattm
Folders A -Eﬂachel Jarison resume doc
L L —
File name: -
Times New Roman '|12p1 'leE = D \&&‘\ e %;
B I UE=E== i Text Text Insert Image Link Horizontal
EE R BN oo Highlight~ || Table Fins
' Colors

Template Name

Description

Attachments

{y Sarah Mendal resume.doc

The document will display on the template in the field for Attachments This document will now be sent to all recipients

when this template is used.
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Twitter Search

Users now have the ability to search on Twitter posts from within the Enterprise system. Click on the button in

the upper right and click on Twitter Search  from the drop down menu to open.

Search keywords Search | [F] Auto-refresh Enter in the keyword(s) and then click Search

A list of results will be displayed (as shown below).

Lo B R &

Employee  Customer Order Assignment  Contact Pay / Bill Calendar

Actions

Termpworks Search | [] Auto-refresh

Temps Inc. Acquires Medical Concepts Staffing Business
http://bit.ly/21pkG6
TempWorks
Puhlished 8/28/2009 11:33:59 AM hy RirhP24 [Rich Petersen
@joelcomm I recommended Twitter Power to a few of TempWorks' customers who are considering

social media during my travels last week.
Published 9/29/2009 9:43:33 AM by coryhintz (Cory Hintz)

?:‘;- Cory Hintz ‘ -+

Mew Blog Post... Social Networks: Unleashed. http://tiny.cc/FSyeP #TempWorks
Published 9/28/2009 8:06:56 PM by kevinprow (Kevin Prow)

@tempworks sounds like a winner. Word is that Casey has tee times
Published 9/28/2009 7:01:14 PM by tempworksjack (Jack Terrana)

TempWorks is expanding our social media cutlets... please find us on facebook! You can find our latest press
release there.
Published 9/28/2009 3:09:30 PM by caseykraus (caseykraus)

@tempworksjack hey Jack..might warm up enough for golf...what'ya think? ¥y
Published 8/28/2009 2:02:53 PM by tempworks (gregg)
Click on the button to navigatetothe webpage for this Twitt e ContpaMethodfanl f t h

Employee or Contact record matches that of the post, the corresponding record icon will be displayed. Click on the

post to expand and the ‘ it ‘ button to add the post as a Messageto the associated Employee or Contact record.
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Invoice Emailing
Enterprise has now integrated functionality that allows users to send mass Emails with PDF copies of the Invoice

attached. These Emails can be sent to multiple recipients and Customers in one quick and easy process. On the
Customer Billing Setup form select an Invoice Methob f A Emai | 0 or . idHen dhoose tha Bnthil Tempdate | o
and the Contacts that should be recipients for the Emailed Invoices .

*Note - Invoice Emailing is only available to those clients that have purchased the Email Document Distribution System

(EDDS) module.

. - =+ New Customer Q, Search Actions Reports ¥ Favorites Sy
Creative Solutions I

Primary billing schedule

Eagalrzl,gl\:df\?in :;121 [F] Bill customer daily [F] Bill monthly?  Bill On...
(651) 555-1212 x123 invoicing
L Style Invoice S Create Separate Invoices For Each
visifile Count 1 [] Department [] Branch

details
invoicing
invoice detail

credit and payroll

Invoice Method

Email Template

Print and Email

Invoice to Contact

v [T] Order [F] Worksite
[] Assignment  [] Supervisor
[T] EmployeeId [T Job Title

» billing setup Currency uspb [[]WeekEnd  [F] Sub-entity
adjustments Invoice Handling [F] Cost Center [ Division
po setup Mo imoica [F1pro [7] Department Address
misc

defaults

messages Invoice Recipients v & G Invoice Line Items

documents ; E

carch: Name " Title '(\I;):tt:oc; Details No Records Found

Hampton, Irv Supervisor Email il ecipier il.com
tasks @ W © & Vv ;
Irving, Talya AP Spedialist Email emailtestrecipient@gmail.com

To add an Email recipient in the Invoice Recipients area click on the L button to open the form.

Select the Contact recipient from the
add invoice recipient drop down menu.

*Note T Only Contacts that are
associated with this Customer will be

listed in the drop down menu.

Recipient Irving, Talya

Select an Email address from the
Contact method emailtestrecipient@gmail.com Contact Methodirop down menu. If

t her e [Email adtdressavailable

click on the ) button to add.

Once the form is completed click the Savebutton to update the system and close the form.
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The Invoice Email recipients can be viewed and/or changed at the Order level by expanding on Details and then

selecting the Invoice Recipientdorm as shown below:

Finance invoice recipients v a
File Clerk I - -
Name a | Title Contact Methad Details
T Le . : S :
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com
visifile Irving, Talya AP Spedalist Email emailtestrecipient@gmail.com

details
po setup
interest codes
required documents
vendors

» invoice recipients

Once the Customer record is set up and the recipients are selected the Invoice Emails can be created.

invoicing - select transactions

: Continue with the usual Invoice process.
ot select transactions

Continue Choose the transactions to include in this invoice run. When Selecting the Transactiong;o
Setup )

» Select Transactions Groups Available Transactions
View Transactions Branch (%] 11 Print and Email
Calculate

View Invoices Customer Invoice Methodwill allow the user to view
Print Invoice Method

Finish ; :
s Bay Code and/or select Transactionghat will be

include in the run, viewing them by

Session sent via Email.
Weekend Date

Cancel ‘\ < Back i

Invoicing

Once the Invoices have been Posted the Invoice ‘
Run wizard can be closed by clicking Finish. After ‘
the Invoice Run wizard is closed select the

Invoicing box and choose Email Invoices L

Process Invoices

| Email Invoices

Pay Invoices
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invoicing - start

When Email Invoicess selected the

sender email options Email Invoice wizard opens to the

Select and email address to send from

» Start
Select Invoices
View Emails
Send Emails

Finich Sender Email Address imapdummyaccount@gmail.com Sender Emall Addl’esfﬂ)m the dI’Op

Invoicing T Startform. Select the

down menu and click Next

*Note 1 If the drop down menu is

blank, the Email address needs to be

set up in the E menu Optionsform.

In the Invoicing i Select Invoicegorm select invoices
» Select Invoices Choose the invoices to include in this email run.
choose the Invoices that will be View Emails 2 ) )
Send Emails roups Available Invoices
included in the Invoice Email run Finish Branch [T]1 Runld: 1161; Created on: 8/26/2009 by chintz
Customer [712 Runld: 1177; Created on: 9/2/2009 by jaredg
Once the Invoice (S) haVe been Invoice [T]1 Runld: 1181; Created on: 9/2/2009 by erica

Invoice Run [[11  Runld: 1184; Created on: 9/14/2009 by jason
[F11  Runld: 1187; Created on: 9/16/2009 by alisha
[T]1  Runld: 1193; Created on: 9/23/2009 by mikeb
16 Runld: 1207; Created on: 9/30/2009 by erica
1 Runld: 1208; Created on: 9/30/2009 by erica
[X] 11  Runld: 1212; Created on: /30/2009 by alisha

selected, click Next

C§ngel H <BaFk |

invoicing - view emails

~ view emails In the Invoicing i View Emailsform the

Select Invoices %
» View Emails Email addresses of the Invoice Email
Send Emails lf\jlame

o e recipients will be displayed. To remove

emailtestrecipient@gmail.com

a recipient, highlight the line and click

ZZJuno, Tori emailtestrecipient@gmail.com

on the & button. Once all of the

recipient info looks correct, click Next
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In the Invoicing i View Emailsform the user can see a preview of the Email (as shown below) by selecting the line and

clicking on the L button. To view the PDF Invoice attachments, double-click on the document file name.

(o W

Frem: imapdummyaccount@gmail.com
Tor emailtestrecipient@gmail.com

Invoice Email
[ Invoice-5552214.pdf 4] Invoice-5553142.pdf [+ Invoice-5553142-1.pdf [ Invoice-5553344.paf

Welcome Irv!

Thank you for joining XY¥Z Staffing.

invoicing - send emails

In the Invoicing i Send Emails

i send emails

form Clle on the ’ - ‘ button Select Invoices
View Emails

* Send Emails
Finish

to send the Invoice Emails to the

recipients.

The screen will then update to

show the progress of sending the ‘ - ] Send invoices Now

Emails.
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(continued)

invoicing - finish

o finish
Select Invoices
View Emails
Send Emails

» Finish

4
A~ .
K/ Invoices sucessfully sent.

If there are issues with sending the
Emails the Invoicing i Send Emails
form will come back up with an
error notification on it. Address

any issues (improperly formatted
addresses, sender accounts not set

up correctly, etc.)

Then click the‘ - ) button to

send.

Customer

== New Customer
ZZJuno Inc.
Primary
5823 New St.
Eagan, MN 55121

J View Assignments
View Orders

New Order

(483) 834-5838
-

’i‘ New Customer Contact

Q, Search

The Invoicing i Finish form will appear
once the Emails have been sent
successfully. Click on the Finish button

to close out of the Invoice Email wizard.

| Finish |

invoicing - send emails

b send emails

Select Invoices
View Emails

*» Send Emails
Finish

0 The following invoices did not send correctly.

Name i Email

| ZZJuno, Lilith emailtestrecipient@gmail.com

ZZJuno, Tori emailtestrecipient@gmail.com

1 e [ Send Invoices Now

‘ Cancel H <Back ||

"neE >R e
A8
Order Assignment  Contact Pay / Bill Calendar

Actions Reports Favorites

& Gross Profit Calculator w? New Message

<

% Print Preview

-,3‘ Add Department

@ View Map

we Print 1ew Invoice Payments

To resend an Email Invoice or to send an Invoice via Email that was originally printed, open the Customer Invoicing

area select the Invoice

form and double-click on the Invoice to view the Invoice Details Or from the Pay/Bill
Register and open the Invoice Detailsfrom there. Then click on the Actionsdrop down and select Email Invoie. This will

open an outgoing Email with a PDF copy of the Invoice attached. Choose the recipients and click Send
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Timecard Image Linking
During the Time Entry process timecard images can be linked to the Transactions These images will then either be

included with the Emailed Invoice or print out with the Invoice during the Invoice run process. Timecard image
linking can be used in conjunction with the E mail Document Distribution System (EDDS/nvoice Emailing) or as its own
module for printed Invoices . The first step is to set up the Customer record for timecard image linking. From the

Customer select Invoicing and then the Billing Setup form.

< - 4 New Customer Q Search Actions ¥ Reports Favorites ¥ <>
Creative Solutions ? .
Primary billing schedule
Eag;ii:";'" 55;121 [F] Bill customer daily [IF] Bill monthly?  Bill On... .
(651) 555-1212 x123 invoicing
~ - =
Style Invoice % | Create Separate Invoices For Each
visiﬁ!e Count 1 [F] Department [] Branch
Fleta}lg Invoice Method  Print and Email with Timecard Image v [7] Order [T] Worksite
invoicing _ i _ [F] Assignment [ Supervisor
invoice detail Email Template  Invoice to Contact "3 ) %
skt il pearol — [F] EmployeeId [7] Job Title
» billing setup Currency usb [[]WeekEnd [ Sub-entity
adjustments Invoice Handling [F] Cost Center [] Division
po setup Max Invoice [Flro [T] Department Address
misc
defaults ;
messages Invoice Recipients «' o @ Invoice Line Items
documents - h
etk Name " Title (';;:!el‘ltt::; Details No Records Found
_ Hampton, Irv Supervisor Email emailtestrecipient@gmail.com
tasks @ F © & Vv
[liSet up interview for Tammy
In the Invoice Method i el d sel ect #APrint with Timecard | mageemalwithi Pri nt
Ti mecard | mageo.
*Note T The AEmMail 06 options should only be selected i f your <co

System (EDDS/Invoice Emailing) module.

From Pay/Bill select the Time Entry form. Then use the Actionsdrop down and select Link Timecard Imagegom the

Form Actionsor click on the " button in the upper right.

N’ i s Sili I S e, ]
Actions ¥ K

Hamelau, James
Georg

Crom Equipment, Warehouse
Unknown Create Webcenter Proofing Session

Proof My Timecards 7% Link Timecard Images

Proof Timecards

Create Timecards
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software

(continued)

This will open the timecard image linking functionality as shown below:

e

Actions

Timecard Image Linking | 1§, .« < &} %7 Timecard Filters
Page 1/01--rlq-q ‘:)(:
payroll and invoicing
> time entry
incomplete transactions
check register
invoice register
po setup
- 31 timecards
tasks @l © & Vv : :
Filter Employee Name Starts With Filter Text

[ * Unfilled Order: Creative...

E*o o (Davi Drag 2 column header here to group by that column.
Need avino,

A | Wiew Standard View

To upload timecard

images click on the

L button at the top

of the screen.

z i3 o
[T] Show only unused timecards

-

[BSet up interview for Tammy

From the Open Timecard Image Fildorm
select the document and click Save If the
document that you want to link is not in the
list, click on Upload A New Fileat the bottom

of the form.

| Name + |Customer = |Department =« |PayC..  |Shift  |RTHrs ¥ |OTHs® |Bill = |Pay = |WED.. = a
Hamelau, James... Crom Equipme... Warehouse Reg 1 0.00 0.00 $0.00 $0.00 9/20/2009
Hamelau, James... Crom Equipme... Warehouse Reg 1 0.00 0.00 52038 $14.25 9/20/2009 o

; Hanes, Tom Lau... Creative Soluti... Finance Reg 1 40.00 0.00 $15.33 $10.00 9/20/2009
O e n LI SURPCE SR no_ 1 an o A eacnn FanAn nmnmAnn -

open timecard image file

Choose the file you want to link.

=

sample new.pdf

Pages: 1

Created Om: 9/2/2008 12:53:00 PM

[} Upload a new file
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—
der

Errsaltls Name) Date modified Type Size i
E Documents J Full Docs '06
Deskt . Pictures . H
BE Decktop Find where the document is stored
| Recent Places i Resumes
& Computer i TempWorks_luly L and then select it from the list.
E Pict . Test Linker ) . .
ictures [ training info Once 1 tos hiQpéntoi g
Musi

B i . Training Manuals upload it to Enterprise
& Recently Changed L TW Select p p )
Searches . WebCenter Docs =
\u Public T Advanced Training Flier 1

T Advanced Training Flier 1-07

750D 08 03 09

T2 Enterprise v. 12R4 Changes
Folders ~ | T Time Sheetl i

File name: Time Sheet1 ~ | PDFfiles(" pd) ~|
[ Open ] ’ Cancel ]
Hamelau, James  § 5 n P N & 0
v : oy
Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports

Timecard Image Linking | Iy % & €/ Timecard Filters

Page lflﬁﬁl Q- Q-+ |C)c,

EMPLOYEE NAME: JAMES HAMELAU TITLE: GENERAL WAREHOUSE
EMPLOYEE NUMBER: 12036 STATUS: N/A
DEPARTMENT: WAREH OUSE SUPERVISOR: HIGGINS
payroll and invoicing
» time entry
incomplete transactions
check register DATE START TIME END TIME REGULAR HOURS OVERTIME HOURS TOTAL HOURS
invoice register
po setup 9/14/2009 8am 4:30 pm 8 8
9/15/2009 Bam 4:30 pm 8 8
9/16/2000 8am 4:30 pm a8 8
4 — " | b
= =
= ) ) 31 timecards LE N g o9
tasks @ W & & Vv _ . ;
Filter Employee Name Starts With Filter Text A | View Standard View [T] Show only unused timecards

[ * Unfilled Order: Creative...

Drag a celumn header here to group by that column. =
[ % 19 Needed (Davino, Mic... 9 group by

S e R |Name 4 |Customer & |Department < |PayC.. =« |Shift |RT Hrs ® |OT Hrs = |B|II L |Pay F |WE D.. E & |
a Hamelau, James... Crom Equipme... Warehouse Reg 1 10.00 0.00 $20.00 $12.99 9/20/2009
Hamelau, James... Crom Equipme... Warehouse Reg al A40.00 8.00 $14.30 $10.00 9/20/2009 .

Hamelau, James... Crom Equipme... Warehouse Reg 1 0.00 0.00 $20.38 $14.25 9/20/2009

The document viewer will now display the selected or uploaded document(s). Select the timecard Transactionfrom the

list that the image should be linked to and then click on the Link Imagebutton in the upper left.
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Once the image has been linked it will display the document name, number of

Unlink Image

pages, and the Total Hoursfor the timecard. Click on the Unlink Imagebutton to
Time Sheetl.pdf

8 remove this timecard image from the Transaction
age 1

There are several other functions that can be used in the timecard image linking view. To scan in a timecard, click on the

= button at the top of the screen. The ' * button allows the user to view the timecard in large screen mode (works

well with widescreen or dual-monitor systems) so that the full timecard image can be displayed as well as the full

timecard spreadsheet. Clicking on the %) button turns on the auto -paging function. If timecards are listed in the same

order as the Time Entry spreadsheet, the image will automatically display the next timecard image of the series once

Q- +
Link Imagehas been clicked for the previous Transaction The 4] button zooms out on the image, while the Q

zooms in. Clicking on the ':) button rotates the image 90 ° counter-clockwise, with the c’ button rotating it 90 °

clockwise.

verify hours The & button turns on toggle verify mode. The form to the left
will open and will be auto -populated with the total number of

hours for this Transaction If this number is not the correct Number
Number of Hours 48.00 of Hoursfor the timecard image, the number should be updated.

Then click Saveto close the form.

To report an error with the timecard image (missing timecard image details
signature, incorrect number of hours, etc.), double -click

on the image file (listed under the Link or Unlink Image linked hours

Number of Hours on this Image 10.00
button). .

image problems

No Records Found

The form to the right will open and list the Number of

Hours on this Irage Click on the “* putton to proceed to

the next step of image error reporting.
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Select the issue from the Problem Typedrop down

timecard image problem

menu. The Overridecheck box can be used to

o ignore this error at this point or to approve the

Problem Type No Manager Signature error during the Proofing process. Click onSave
Override [ to close the form or Newto save and clear the

form so that another issue can be added.

Once all of the timecard image issues have been added click

on the Savebutton in the lower right of the Timecard Image timecard image details

Detailsform.

linked hours

Number of Hours on this Image 10.00

image problems o

Problem Type |LoggedBy |Date | Overridden

No Manager Signature alisha 8/30/2008

*Note - When a timecard image error is reported the

hours indicator for the timecard image file turns red.

During the Proofing process for the
session, any timecard image errors
will be listed. To view the
Transaction right-click on the error
line and select View Timesheet
Follow the steps above to view the
image and override timecard errors if
needed. Once errors have been
corrected or approved continue with
the Proofing process and close the

session.

Once the Transactionshave been Proofed , they can be included in a Payroll or Invoice run. As timecard image linking
does not affect Employee Paychecks , the Payroll process will be unchanged. Changes to the Invoice run process are

covered next.
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