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tempworks (continued)

software

Updated Task Management
Clicking on the E button in the Tasks area will open the view below:

task details

Subject | Follow up on Contract details ) /147201 =) 11:00 AM

Reminder  2/12/201 = 4:00 PM

Assigned To  Alisha Amold

Category Customer

Priority High

Complete [[]

The new Task functionality

Add a message N B incIL_Jdes messages,
reminders, and distribution

2/9/2010 12:40 PM lists.
Crom Equipment

messages task distribution

If a Reminderis set, a window like the one
pictured to the right will appear at the selected
date and time.

reminders

Highlight the Reminderand then select the Open
Item button to view the Task that the reminder
was created from. Clicking on the Dismissbutton
will eliminate the Reminderand the box will close.
If there is more than one Reminder clicking on
Dismiss Allwill eliminate all of the Reminderitems.

| Description | Due

_o Follow up on Contract details 2/14/2010 11:00...

If you are unable to complete the Task at this Dismiss Al | Open ltem Dismiss

time choose the time from the drop down menu
and then click Snoozdo have the Remindercome
up again at a later time.

Click Snooze to be reminded again in:

5 minutes Snooze
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tempworks (continued)

A Messagecan be added to the Task so that
anyone who is working on it can keep track of their
‘Contact wasn't available, setting snocoze on reminder to call back in an hc:url + ‘ progress and that of others.

messages

2/9/2010 12:41 PM alisha
Crom Equipment

Enter information into the open Messagedield and
then click on the * button to add it to the Task.

Assigned To. Alisha Amold

task distribution

In the T ask Distribution section the user can select
Branchesor Rolesthat should receive the Task

Choose the branches or security roles to distribute this task to.

item. Click on the B button to open the form to the Drag a column header here to group by that column. i
left. Description Type
Select the Branchesand/or Rolesthat should be Memphes HE et
included in the distribution and then click on the Hemppe 55 S
Savebutton in the lower right. A/R Clerk Cash Posting Sec Role
A/R Clerk Sec Role
Account Executive Sec Role
Status Open Tasks Priority Due between 3 1l
Category Task Type Completed between 3 H
Assigned To Branch Security Role
Show Unassigned ] % Find Tasks

12 results  Detailed View

Drag a column header here to group by that column.

Task | Due | Azsigned To Complete Priority Category Task Type
follow up with Casey i'-s_:ig_ne:l To: Laura Baratto
Priority: Mormal
First Call Assigned To: jason
Due 1/30/2010 12:00 AM
Priority: Normal
‘ & zzjasontestagain, zzj

The Task Manager has new filter options including: Category Priority, Task TypeBranch Completed BetweeiSecurityRole
and ShowUnassigned Select information from the drop down menus or calendars to limit the Tasks that are displayed
then click on the Find Tasksbutton to update your screen.
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(continued)

Consolidated Alert Notification

When a new Notification is added, instead of listing every Alert as its own individual pop up box they are now all

consolidated into one box as shown below:

14 new alert(s)

testing

Employee WebCenter Management

add webcenter user

Step 1: Assign Role | Employee

Step 2: @ Invite User to WebCenter

or

U Manually Create User Account

Uszer Name

Password

The Alerts will flash through and display all in the same box.
Click on the button in the upper right to close this box.

After Invite to WebCentehas been selected
from the Employee Actionsdrop down
menu the prompt to the left will be
displayed.

Step 1) ChoosetheE mp | o y Raefram
‘ F—— ‘ the Assign Roledrop down menu.

Step 2)
a) If choosing the Invite User to

WebCenteradio button just click
Invite.

% Close

Option two is selected by clicking on the radio button in front of Manually Create User Accoumind then the UserNameand
Passwordare entered manually. Clicking the Createbutton adds the Employee as a WebCenter Employee Portal user.
This information can then be communicated to the Employee via email, phone, etc.

Once the information has been added, click on the Closebutton in the lower right.

© 2010, TempWorks Software, Inc. All rights reserved
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software (continued)

When Invite to WebCenteis selected from the
Actionsdrop down menu and the Employee is
already set up as a WebCenter user, the form
to the right is displayed. You can update the
User Nameand Password select if the
password is encrypted, lock the Employee out
of WebCenter and update the user Role (the
role determines what features in the
WebCenter that this Employee has access
to). Once this information has been added or

manage webcenter account

WebCenter Account Info
User Name DEV
Password DEV

Is Password Encrypted [:]

Lock out of WebCenter [

changed, click on the Savebutton in the lower

Role

Employee

right.

*Note T The WebCenter Employee
ancillary produc
representative for more infor mation
web solution.

Employee Past Jobs Form

Last Login Date

Portal is an
t, pl e
about this

2/3/2008 3:44:14 PM

The Past Jobsform now includes calendars for From Dateand To Dateas well as a different view of the tabs at the top as

shown below:

U 12009
SSN: xo-xx-4315

)

Best Buy Famous Footwear
~ s Salesperson Customer Service Rep
2/1/2006 - 2/9/2010 | 8/19/2004 - 1/17/2006
visifile : :
details job details reference check results
(:;:ttédbrslﬂhOdS Employer Famous Footwear Reliable Cooperation
L2 Joi G P
work experience Position Customer Service Rep Punctual Productivty
edud((:atl:m e Supervisor Attendance Attitude
work intere:
Ph i
e one Rehire Comment
candidacy Address/City
assignment restrictions From Date 8/19/2004 [#E  Attitude Comment
interpersonal i =
. To Date 1/17/2006 (5]
required dqcs Punctual/Attendance
transportation Sort Seq
test scores 3 : :
unemplo Job Type D Full Time D Part Time D Temporary Quality of Work
pay setup Pay
pay history Duties Interaction
documents 3 S
eason for Leaving
L=l Strengths

search
reference inform

Reference Sent

Reference Completed

ation

Ok to Contact? ]

Areas of Improvement

Misc Comment

© 2010, TempWorks Software, Inc. All rights reserved
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tempworks (continued)

Employee Education Form
The Education form now includes calendars for Date Started Date Endedand Degree Dateas pictured.

education

- =

Institution

Date Started
Date Ended
Degree Awarded
GPA

Degree Date

Additional
Information

Adding Interest Codes

Adding Interest Codesas changed to the ' button throughout the system. Clicking on this button opens the form below
where Interest Codesan be selected.

manage interest codes

Category
Shaow All

Interest Code

available
Filter by code No Records Found
12 hour Nurse
1st Shift
2nd Shift
3rd Shift

8 hour Nurse

Account Analyst

Account Representative
Accountant

Accounting Clerk
Accounts Payable
Accounts Receivable

Administrative Assistant
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(continued)

Employee Required Docs Form

In this form documents can be attached to the E mp | o y eeeod sind can be linked to specific Job Titles Date
information for Receivedlssued Expires and Requestedan be tracked. When the expiration date is exceeded an icon will
be displayed inthe Emp | o y avatér area.

4 NewEmployee Q Search | Actions Reports Favorites v K
Tammy Devereaux o
4832 Neil Armstrong Bivd S D
Eagan, MN 55121
P [©] Show only active documents [F] Show only documents that expirein 7 | days
. - ! [F'] Show only expired documents
visifile
dma,lstact B Document Job Title Received Expires ‘ Document Information
cont S
j 1 Name Drug Test
Y Name  Drug Test Received
oy JobTitle Expires Y Sta%us
L Active [x]
direct hire Required [x]
candidacy Received )
assignment restrictions Issued )
interpersonal i -
required docs Bxpyes s
transportation Requested 5
test So:kr)a License
unemployment b
q il Authority ~ ALL
tasks @ W & v Job Title

Notes

% Employee: Devereaux, T...
% Run month-end reports
@ Call John at Crom Equipm...

Link a Document
Bxisting documents View New

Johnny Wilkinson resume.doc 4

A required document can be attached to a document in the Employee Documentsarea. Select the required doc and then
in the lower left click on the 2! button to attach a document from a local or network drive. If the document is already
attached to the Employee r ecor d youol | b e a lketiséng bazumengdiop down mernu. €hoosenonet h e
and click on it to select and link. If a required doc has a linked document in the Documentsarea, click on the = button to
open the document.

add required document

The Document Categorgrop down
e menu allows the user to select which
Admissions Coordinator typeS Of documents Sh0u|d be
displayed in the available documents
area.

available documents selected

Document Scope

Docupent A | Drivers License FEDERAL

Copy 55 Card FEDERAL On the left side select the document(s)
Criminal Background FEDERAL to be trackedonthe Emp| oy ee d
e FEETIY record (hold dowm
Drivers Liense FEDERAL button to select multiple records at
once). Then click on the green arrow

pointing to the right.

Drug Test FEDERAL
HIPAA FEDERAL
O5SHA FEDERAL

Physical Exam FEDERAL

. FEDERAL Once youbdbve select
on the Savebutton at the bottom to
attach the documents to the record.
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4+ MNew Employee Q4 Search Actions Reports Favorites

Tammy Devereaux

4832 Neil Armstrong Bivd T |
Eagan, MN 55121

pu [F] Show only active documents [F] Show only documents that expirein | 7 days
. - ! [F] Show only expired documents
visifile
demllstact ©ethod Document Job Title Received Expires | Document Information
contact o s
past jobs B N - N Name Crivers License
work experience ame rug Test eceive
e o lobTitle Expires U Status
work interests — Active %
direct hire o ) . Required .
candidacy Namf Criminal Background Recglved 4,’9 2009 Received  04/27/2009 B
. . @ b itle Expires  4/7/2010 -
assignment restrictions | Issued  03/20/2006 5)
interpersonal -
et s = Expires  05/25/2000 B
= 3 > Mame  Drivers License Received 4/27/2009 R 4 04/27/2009 g
RN TELET @ lobTite Expires  5/25/2009 e /2 7/2000
test scores :
— License
unemployment ~
« oonessssssssss ) Authority  ALL
Job Title
[l % Employee: Devereaux, T... RIS
[H % Run month-end reports
[ '@ Call John at Crom Equipm...
Link a Document
Existing documents View New

Employee Test Scores

The Test Scoregorm allows the user to track internal testing that has been given to the Employee . Click on the *
button in the upper right.

4 NewEmployee C Search Actions Reports Favorites ':"-:.'
Tammy Devereaux e
4832 Neil Armstrong Blvd S LD
Eagan, MN 55121
Drag a column header here to group by that column.
P
- . ! Pa... |Test Status | Score ‘ Spe... | Gra... |Date Given ‘ Scheduled Fer | Errors |Nole ‘
education
work interests []  Alphanumeric Pending 4/9/2009
o %]  Speed Typing Completed 88.00 5500 B 4/8/2009 Intermediate level

candidacy

assignment restrictions
interpersonal

required docs
transportation

test scores

unemployment
pay setup
pay history
documents
messages.
search

S

add test score

Category <All Categories>

Test

Status

Choose the Testfrom the drop down menu and add
any additional information that applies. Then click
on the Savebutton at the bottom.

Score
Speed
Grade
Date Given J
Scheduled For ]

Pass
Note
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(continued)

Employee Unemployment Tracking

The Unemploymentform is used for tracking any unemployment claims that the Employee has submitted. Click on the

* button in the middle of the screen and then choose the Statusand last Assignmenfrom the drop down menus.

Tammy Devereaux
4832 Neil Armstrong Bivd
Eagan, MN 55121

O"PHEPR

education
work interests
direct hire

candidacy

assignment restrictions
interpersonal

required docs
transportation

test scores
» unemployment
pay setup
pay history
documents
messages
search

] N |
tasks @ W & v
% Employee: Devereaux, T...
% Run month-end reports
@ Call John at Crom Equipm...

4 New Employee Q Search
claims

Devereaux, Tammy
2/24/2009
Status Pending  Amount
Filed by alisha Last Charge

Actions

Reports ¥ Favorites ¥

Unemployment Claim for Devereaux, Tammy

Devereaux, Tammy
2/24/2009

Status Disallowed Amount
Filed by alisha Last Charge

Claim Date 2/24/2009
Status Pending
Assignment

Filed By Alisha Arnold
Refused Job [[]

Reason Left

Claim Amt

Weekly Amt

claim charges

Appeal Pending |

Last Job Warehouse Person
Last Pay $9.00
Last Day

Total Charged
Remaining Amt

Last Charged

No Records Found

Default Customer Contact Roles

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

automatically default into new Order records for this Customer and Department

Crom Equipment == New Customer Q Search Actions Reports Favorites ¥
Primary customer information custom
Minnea;ﬁ’ift'::l' 24950 Customer Name Crom Equipment Statiis
(651) 555-1212 Department  Primary et Befpre a Contact can be
oL CustomerID 10623 oete s A@SSigNed to a Rolg the.
> Parent ID Contact record must first be
e set up and associated with
e o contact information billingz  the Customer .
departments Street1 123 8th St. Attention T
st Street2  Suite 105 Street 1 Once the Contact is set up,
interest codes Gty  Minneapolis Street 2 open the Customer Details
LR S State  MN Zip  34950- City form and click on the
vendor management = )
invoicing Country United States of America State button to open the window to
defaults : Country selecttheCont a Rdled s
messages Website | http://www.cromeg.com
documents
search i = The = button will open an
contact roles .
tasks @ W © & Vv Email to the selected
: N First Name | Last Name ~ | Contact Type I %
: — Contact (s) and the ™
e 1R EEnth salesta it on will navigate to the
Jim - Hollingsworth InvoiceEmail Contact Sales Tax G fU” Contact record.
Stephanie Kozelek Ordered By Sales Tax Si
Paul Pugeot Report To
default
Work Site
© 2010, TempWorks Software, Inc. All rights reserved Page 9 of 40
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Once the "' button has been clicked,
the form to the right will be dis played.
Select the person from the Contact
drop down menu and then choose the S assigned contact roles
Role by clicking on the =+ button on Billings, Barbara
the right side of the Roleselector.
Their LastName First Nameand Role
will be displayed in the list on the right
side of the form.

 customer contacts

Last Name | First Name | Role

available roles Pugeot Paul Report To
Kozelek Stephanie Ordered By

|‘ Hiring Mgr
L Holli th Jim Report To

]‘ HR Coordinator Hollingsworth  Jim InvoiceEmail Contact

To delete a Contact Role highlight the ﬂ Supervisor
line and click on the ' button. Once
all changes have been made, click on
the Savebutton in the lower right to ]\ Timecard Alt 2
save changes and close the form.

ﬂ Timecard Alt 1

] Vendor Acct Mgr

Customer Invoicing/Invoice Detail

The Invoicing form displays all of the Invoice history for the Customer . To view the Invoice Details double-click on
the Invoice . This will navigate the user to the Invoice Registelin the Pay/Bill section.

. 4+ New Customer © Search Actions Reports Favorites r
Crom Equipment K
Primary Invoices Detailed View search
123 8th st. [a] Invoice Dates
Minneapolis, MN 34950 Drag a column header here to group by that column. | From o
[Cotbogy : |Im.r M. * | Date - | Customer | Branch Amount Paid Balance To B
r
Crom Equipment
== Customer
visifle 5552747 po Number  Invoice Date  2/26/2008 Amount §1,622.60
e [ Entity Last Paid 50.00 Due Date
invoicing OVERDUE
credit and payroll Invoice Due  2/26/2009 Ealance $1,622.60
o Inv Number
billing setup .
po setup Crom Equipment InvID
misc 5552739 po Number Invoice Date  2/16/2009 Amount $2,903.60
IwID: 4419 it 3 o
(I::g;ﬂgses o . Entity Last Paid $0.00 v Amoxnt
— Invoice Due  3/8/2009 Balance $2,903.60 Gefrpas
search C Equi t
rom Equipmen [] Show only Overdue invoices
3352722 v Number  Invoice Date  1/30/2009 Amount $394.08
]g‘;n“":’ Entity Last Paid Paid $0.00 -
. Invoice Due ~ 2/19/2009 Balance $394.08 ‘ 4, Search
tasks @ W &

The Invoice Detailsform has been completely reformatted. Print and Print Preview New Messagand Edit have been
added to the Actions Barin the Form Actions

© 2010, TempWorks Software, Inc. All rights reserved Page 10 of 40
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ray s om

Actions

Payroll / Invoicing

Invoice Number 5552762 Weekend Bill 2/8/2003

Publishers creative system - Memphis SE d
Invoice Date  3/4/2009 Pay Date

’ ™,
Cuz;."{;:;&';gm“ Owed Balance  Amount Paid
$3,917.55 $30.00 B ) .
© 85 Unused Timeshects _ _ *Note T The Invoice Edit
@® 8 Timesheets Not Paid = Invoice Items quantity  rate weekend date total

[X] brambila, guadalupe Contract3 OR Tech 4000 $15.00 2/8/2009 $600.00 i i 1
[C] Brandt, Paula Contract? OR Tech 4000 $1500 2/8/2009 $600.00 funCtlonal Ity WI” be Cove red
payroll and invoicing [X] Carbajal, Sharmaine Contract2 OR Tech 3675 $15.00 2/8/2009 $551.25 H H
time entry IZ‘ Cottrell, Thelma Luz Contract5 Registered Nurse 36.50 $15.00 2/8/2009 $547.50 |ater In thls document
incomplete transactions. [X] Frazee, Kyle Contract? Registered Nurse 3200 51490 2/8/2009 $476.80
check register [X] Hodges, Tosheba  Contract2 Registered Nurse 4000 $14.90 2/8/2009 $596.00
invoice register [%] Ramirez, Lindsay Contract? Registered Nurse 4000 $14.40 2/8/2009 $576.00
» invoice detail [T Brandt, Paula Contract2 OR Tech -40.00 $15.00 2/8/2009 (3600.00)
po setup IZ‘ Brandt, Paula Contract2 OR Tech 3800 $15.00 2/8/2009 $570.00
$3.917.55
Adji Items
$0.00
tasks @ W & L Al Tax Items
[ * Employee: Devereaux. T... %
[ * Run month-end reports
Total $3,917.55

[l ® Call John at Crom Equipm..

Select the ' button at the bottom of the screen to display Transactions Email Recipients Messagesnd more.

Actions

Payroll / Invoicing

Invoice Number 5352762 Weekend Bill 2/8/2009

Publishers creative system - Memphis SE
Invoice Date 3/4/2009 Pay Date

- TN,
Cuz;qg;;:ggm Owed Balance  Amount Paid
$3.917.55 $30.00
® 85 Unused Timesheets
® B Timesheets Not Paid @ Extended Invaice Details
Extended Details Other
payroll and invoicing Transactions Invoice ID 4455 Void Date
time entry o Customer ID 779640 Taxable Amount $0.00
el e B hEEy s Pay Amount $3000 Sales Tax $0.00
check register Payments Balar.|ce.Ar.nnum $3,917.55 Reserve Amuunt. $0.00
P— o R S Credit Limit Autn—Fad.nr Invoices
Tvi?'li\';gi?;géelail o nees Note Date Email Sent
Closed Date Email Resent
[FESE Supervisor DsSO ER
Replaces Invoice Reserve Released 0.0000
Replaced By Invoice Due Client 0.0000
Re-Invoice Reason Due Factor 0.0000
Due Date 3/24/2009
Voided False

Customer Billing Setup Changes

Inthe 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 Email Templatdield 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

. . 4 New Customer Q Search Actions ¥ Reports Favorites ¥
Creative Solutions ?
Primary billing schedule
Eag;is'xj'"ss;lzl [ Bill customer daily (7] Bill monthly?  Bill On...
(651) 555-1212 x123 invoicing
- Style Invoice ol

visifile Count 1
Fleta_ll% Invoice Method  Print and Email with Timecard Image
invoicing

invoice detail Email Template  Invoice to Contact Lt )

credit and payroll
» billing setup sy =

adjustments Invoice Handling

e SRR Max Invoice

misc
defaults
messages Invoice Recipients o U
documents Name " Title Contact Details
search Method

Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

tasks @ lF 6 & Vv

[liSet up interview for Tammy

Create Separate Invoices For Each

[F] Department [] Branch

[] Order [F] Worksite

[F] Assignment  [F] Supervisor

[F] EmployeeId [7] Job Title

[T]Week End  [] Sub-entity

[F] Cost Center [F] Division

[Elro [] Department Address

Invoice Line Items

No Records Found

© 2010, TempWorks Software, Inc. All rights reserved
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software (continued)

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 billing schedule
Eag;ri‘:;l\x:m 55;121 [F] Bill customer daily [] Bill monthly?  Bill On... v
(651) 555-1212 x123 invoicing
~ : . .
[X] Consolidate Invoice With Parent
visifile (uses parent customer's invoice settings)
details [F]Invoice Customer Separately
invoicing
invoice detail Style Create Separate Invoices For Each
credit and payroll Gt 1

billing setup

adjustments

po setup

misc
defaults
messages
documents
search

Invoice Method  Print With Timecard Image
Email Template

Currency

Invoice Handling

Max Invoice

Invoice Recipients Invoice Line Items

tasks S W ¢ & Vv

o = T Ti 5 =
[iSet up interview for Tammy Name o |Title Contact Details No'Records Found
Method
Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

The view above is for a Departmentrecord. By default the Consolidate Invoice with Parewiption is selected. When this is
selected the Invoice settings will be the same as the Parentrecord.

5 5 =4 New Customer Q, Search Actions Reports ¥ Favorites ¥ s
Creative Solutions M
Finance billing schedule
Eag;ﬁ\:’:j“" 55;121 ] Bill customer daily [F] Bill monthly?  Bill On... v
(651) 555-1212 x123 inVOiCing
[7] Consolidate Invoice With Parent
iahle (uses parent customer’s invoice settings)
details [X] Invoice Customer Separately
invoicing
invoice detail Style Invoice % |  Create Separate Invoices For Each
credit and payroll Gount 1 [C] Department [[] Branch

billing setup
adjustments
po setup

[X] Order [F] Worksite

[F] Assignment  [F'] Supervisor

Invoice Method  Print and Email with Timecard Image

5 Email T lat: Invoice to Contact ™
misc ol ke N =] Employee Id [] Job Title

defaults Currency usb [F]Week End  [] Sub-entity

g\essagest o Handiitg [F] Cost Center [I] Division

S;crl:r:en = Maxclnvoica [Flro [F'] Department Address
tasks @ W 6 & Vv Invoice Recipients « 4 Invoice Line ltems 3
[Set up interview for Tammy Name . |Title '(\:I:)enttha;; Details No Records Found

Hampton, Irv Supervisor Email emailtestrecipient@gmail.com

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

Billing Setup form will now allow the user to select settin gs that are different for the Departmentrecord.
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add invoice line items

The Invoice Line Items section allows
additional information to be added to the
Cu st o mkvoides. To add aline item
Line Itern Field Type click on the = button and then select an
option from the drop down menu in the
form (shown left) and then click the Save
button to add and close the form.

Field Type
acctcode

aident

departmentname *Note T The Invoice Stylethat is selected
Bty for the Customer must be configured so
. that the additional line items will display
gration (For more information please contact the
ponumber TempWor ksd Cust omer

requisiticnnumber
subentity

SUpErvisor

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 .

add adjustment

To open the form to the left, click on the
¥ putton in the upper right corner of
the screen. Select the Adjustment Type
and Tier ID from the drop down menu.
Then select the Percentage Days
Outstanding(based on payment terms)
Tier ID ot Tierid and Invoice Text

Adjustment Type = Finance Charge

Percentage 1.00%

Once the form has been completed click
Days Outstanding 10 on the Savebutton to add changes and

Invoice Text close the form.
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. . == MNew Customer O Search | Actions Reports Favorites 97
Creative Solutions -
Finance invoice adjustments 2 %]
et R Type S Days Text
Eagan, MN 55121 ‘ Outstanding
(651) 555-1212 x123
- 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 Invo ices for this Customer .

Customer Defaults

The Defaults form allows the user to set up Accruals Shifts, Multiplier Codesand RequiredDocumentsthat apply to the
Cu st o mOrdefss To add Shifts, Multiplier Codesor RequiredDocumentsclick on the = button in the appropriate
area. Fill out or select the information from the Addforms and then click Saveat the bottom of the form.

Crom Equipment 4 New Customer Q Search Actions Reports Favorites -
Ly accruals
123 8th St.
Minneapolis, MN 34950 [%] Use Default Accrual ] Apply Accrual to Departments VacMel
(651) 555-1212 = —
pu shifts <+ multiplier codes D
[] Use Default Shifts [] Use Default Multiplier Codes
visifile [T] Apply Shifts to Departments [T] Apply Multiplier Cades to Departments
details ]
T Shift |start  |End  |BreakTime | Weekly Hours Code Priority |&
» defaults Morning 8:00 AM 5:00 PM 60.00 40.00 1.21 Markup 1
messages
documents 1.43 Target 3
search 1.5325 Alpine 5
Traininghiel 4 -
required documents o 3
se Default Required Documents equired Documents to Departments
[¥] Use Default Required D [] Apply Required D Dep
Document | Scope |Joh Title Active Required Notes | Document Drivers License
- — Job Title
. 3 v
tasks 4 ' I‘ Mame OSHA Motes Active IE
[ * Employee: Devereaux, T... Job Title Accounts Payable Required E
% Run month-end reports — Motes

[l '@ Call John at Crom Equipm... Name  Drivers License Notes

Job Title Admin, Assist.

Y MName  Drivers License Notes
Job Title

*Note T Only information set up on the Defaults form will be available in the Order records created for the Customer .
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Order Gross Profit Calculator

The GrossProfit Calculator can be accessed when you are in the Order (or Customer ) record area. The GrossProfit
Calculator is opened from the Actionsdrop down menu.

gross profit calculator

calculator options X

Worker Comp 8810 Initial Burden 9.55% The form to the left will be opened and you
can populate the Pay Rateand Bill Ratefields
to change the percentage in the GP % field
regular on the left.

Bill Rate “ v GP Amount $0.00
Markup 239

SUTA Juris MNSUTA Use SUTA [X] Use FUTA [X]

*Note - When the GP % field is calculating
the field will turn green.

. Once the rates are determined, update the
overtime Order Details form by entering the rates in

Overtime Pay I GP Overtime % the Pay Rateand Bill Ratefields.

Overtime Bill & Overtime GP §
Amount

Overtime Markup —
doubletime
Doubletime Pay 52 i | GP Doubletime %

Doubletime Bill e
Amount

l Doubletime Marku

ot plan expenses
Hours Per Week 0
Number of Weeks 1

No Records Found

Overtime Plan PlanSTD

New Order Email Functionality

From the Order Visifil e two new Email functions have been added. The first "= button allows the user to send an
Assignment ConfirmatioBmail, the second opens the function to send the Employee a New Hire Packageia Email.

assignments =S Sy 3 Yo
Title | Employee Perf Code Description | Orig. start | Start | End - Bill | Pay

Computer Cleaning Aaskon, Masters F - Excellent 3/18/2008 3/18/2008 4/1/2008 £0.00 £8.00
Computer Cleaning Adams, Cindy Excellent 3/5/2008 3/5/2008 3/6/2008 §0.00 $8.00
Computer Cleaning Alabama, Morgan  Excellent 3/5/2008 3/5/2008 3/6/2008 §0.00 §8.00
Computer Cleaning Abotina, Susie Excellent 3/5,/2008 3/5,/2008 3/6/2008 £0.00 §£8.00
Executive Administrati... Wood, Alison § Open 2122007 2/12/2007 $0.00 §8.00
Executive Administrati... Alabama, Mick A Open 2122007 2/12/2007 $0.00 §8.00

© 2010, TempWorks Software, Inc. All rights reserved Page 15 of 40



tempworks (continued)

- X

assignment confirmation - choose a template

choose a template

» Choose a Template . :
Please choose which template you want to use. Once the first “= button has

Choose Recipients

been selected, choose the
Email Template Alternate Order Confirmation Email Templatérom the drop
Use for customer default [ | down menu. Click in the

box to select this template
to Use for Customer Default
Then click Nextto continue.

Select the Email recipients

from the list by clicking on Choose a Template
their name » Choose Recipients

Then click the Finish button

Holcomb, Jim

choose recipients
Please choose which contacts you want to email.

to close this wizard and
open the outgoing Email. Holcomb, Jim
Holcomb, Jim

IkCanfle ‘;Back

*Note T The Assignment Confirmatiois sent to the Customer Contact (s) and the New Hire Packagés sent to the
Employee (s). The templates for these Emails can be set up in the Email Template Manageform.
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| :
new hire package - choose a template Once the second ¥ button
has been selected, choose
the Email Templatdrom the

a = g choose a template drOp down menu. Clickin
* Choose a Template :
4 Please choose which template you want to use. the box to select this
template to Use for Customer
Email Template Assignment reports Default Then click the
Use for customer default [ ] Finish button to close this

wizard and open the
outgoing Email.

‘ Cancel H < Back (@’

*Note i Both of these Email functions can be completed from the Assignment Actiors drop down menu as well.

Order Web Options

The Web Optiongab allows the user to change the Job Descriptiont hat wi | | be visible on the
Board. Just enter the information into the open text form at the bottom. If the  Order should not be posted to the job
board, click in the box for Do Not Post to Webheck box.

Inc, Primary Order Details

Accountant [F] Do Not Post to Web
r Public Job Description:
visifile Pp CaB g o i e 0 — G liB LU el x|[S]E ===z A-D-)
a dEl::SSEtup i Times Mew Roman = 12pt = | Ddim Sem Fe LU S = tds ped pid | P 7| BR v 100% ~

[ . ' - T - ' . &

interest codes L a4 g R s

required documents.

vendors

invoice recipients
candidates analysis, maintenance, reconciliation and verification of financial records; and performs related work as required.

DEFINITION: Under general supervision, learns to perform professional accounting duties including the examination,

Jjob posting
messages DISTINGUISHING CHARACTERISTICS: This is the entry level in the professional accounting series. Incumbents
documents work under well-established guidelines to develop sufficient knowledge to independently perform and assume journev-level

— responsibiliies under supervision of higher level accountants.
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Order Required Documents

Similar to the Required Document$orm in the Employee record, required certifications, documents, etc. can be attached
to indicate Order -specific requirements in this form. Click on the < button in the upper right to add a document to the
form.

[F] Show only active documents

[7'] Show only required documents

details

Document Job Title | Received | Expires | Document Information
po setup
interest codes i : s Name Drivers License
» required documents ’ Name  Drivers License Date Specific [F] )
vendors @ JobTitle Admissions Coordinator State Spefific [E] Active @
candidates Required 5
- - Date Specific
job posting
messages State Specific ]
documents Authority | ALL
search
Scope FEDERAL
Job Title Admissions Coordinator

Notes

tasks @ W 6 & Vv
[[Sales call to Cory

Direct Hire Invoicing

WhenanEmployee i s assi gned t Ordea thédde-time AdjustHentdoetbe Invoice Transactionsan now
be added from the Assignment Details form.

add placement fee

To open the form to the left, click on the =
button in the upper right corner of the Direct

Active (x| Hire Fees area. If the Feefield is populated
Rate $10 00000 the Ratein the Add Placement Fe&rm will

' : automatically be populated with the balance
Start Date  09/21/2009 : amount that should be billed based on any
Note 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
i Pl a c eAdjestmershould be Invoiced in. Once the form is complete click on the Savebutton in the lower right to
add the fee and close the form.

© 2010, TempWorks Software, Inc. All rights reserved Page 18 of 40



temp\!c\)’ftowa':eks (continued)

o MR R & B

Employee  Customer Order Assignment SR Irlas Pay / Bill Calendar Reports

4 New Assignment Q, Search Actions Reports Favarites

P
o

Davino, Michael

Thompson Industries assignment information direct hire fees -
Human Resource Assistant EI’TIP |05¢'EE Davino, Michael Fes Perce rtage 25.00%
- Aldent 12774 Salary $50,000.00
» details Fee $12,500.00
messages Customer Thempson Industries Active | Rate | Date | Note
E:‘I'-:?ch Department ~ Human Resources $10,000.00 9/21/2009
Order ID 5326 $2,500.00 10/26/2009

Assignment ID 6912

Temp Phone
Status Open

The one-time Adjustmenwill automatically be pulled into Time Entry when the Create Timecards from Assignmebtgton
is clicked, as long as the Start Dateon the fee occurs during the current Weekend Bill Date

= = Actions [ ¥

Davino, Michael

bmpson Industries Inc, Human Resour JEERRdGE16H @ 5. 4L 8 o9
Human Resource Assistant

Filter Employee Name ¥ | Starts With Filter Text X | View Standard View [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 | Bill — | Pay T |WEDate
Davino, Michael Thompson Ind... 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 >
po setup @' Detailed Timecard
Pay and Bill Rates Overrides Codes payroll info
o @ J WEBIl 09/20/2009 £
| Adjustment | Amt |Bitamt | invoice Text WEDate  09/20/2009  LJ
tasks @ " e & Vv DHFee $0.00 $10,000.00 Direct Hire Fee Work Date _/_/___ 2
= - : . V - = InvDate _/ /__ By

*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.
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& Detailed Timecard

Pay and Bill Rates Adjustments —Ovemdes Codes payroII info
one time overrides other WEBl  09/20/2009 [ v
Fed Withholding Branch Memphis NE Pay Hold ¥ = WEDate 09/20/2009 E v
State Withholding Acct Code Invoice Hold A WorkDate _/_/___ By
Pay Periods Location Cust Extra 1 InvDate _/ / Elv
Check Delivery y 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
[*'] Show Zero Bill on Invoice Supervisor Payroll Note

When the one-time Adjustmenis added it will automatically have an Invoice Holdc ode of @A A0 ( Adj ust men
Required). To approve this fee for billing, highlight and Deletethe Invoice Holdcode. Once the code is removed this
Adjustmentcan be pulled into an Invoice run.

Assignment Messages

Messagesan now be logged at the Assignment level from the Messages form and will automatically link to the
Emp | oy eeofsand the associated Customer and Order records. Click onthe =¥ button in the upper right to add
a new Message

Waadlen =4 New Assignment Q Search | Actions ¥ Reports ¥ Favorites ¥ K
- -
Creative Solutions Filter by Action Code: S
Human Resource Consultant S
7 N 6/8/2009 1:39:00 PM Entered By: alisha
~ ) Great job.

PerformanceEval
details

> messages
calls
search

‘ ﬁ Creative Solutions | | | |+ Human Resource Consultant

© 2010, TempWorks Software, Inc. All rights reserved Page 20 of 40



tempworks (continued)

Contact WebCenter Management

When Invite to WebCenteis selected from the

add webcenter user Actionsdrop down menu and the Contact has not
been previously added as a WebCenter user, the
form to the left is displayed.

Step 1: Assign Role  Customer Supervisor The first step to set up a new Contact WebCenter
log in requires that the user completes the Assign
Rolefield by selecting from the drop down menu
for available roles (the role determines what
features in the WebCenter that this Contact has
_ Manually Create User Account access to). Step 2 determines how the Contact
gets notified of the log in information.

Step 2: @ Invite User to WebCenter ‘ Invite ‘

or

User Name

Password

For option one the Contact has an A Ema
on their record and will be sent a system-generated
email that directs them to the WebCenter log in

page where they can select their own User Name

Sl  and Password

Option two is selected by clicking on the radio button in front of Manually Create User Accoumind then the User Nameand
Passwordare entered manually. Clicking the Createbutton adds the Contact as a WebCenter Customer Portal user. This
information can then be communicated to the Contact via email, phone, etc.

Once the information has been added, click on the Closebutton in the lower right.

When Invite to WebCenteis selected from the
Actionsdrop down menu and the Contact is [
already set up as a WebCenter user, the form SV manage webcenter account
to the right is displayed. You can update the
UserNameand Passwrd, select if the password
is encrypted, lock the Contact out of

WebCenter and update the user Role (the role WebCenter Account Info
determines what features in the WebCenter Usee Netae fim

that this Contact has access to). Once this Bassivord e
information has been added or changed, click Is Password Encrypted [T]

Lock out of WebCenter D

on the Savebutton in the lower right.

Role Cust Supervisor 2

i - Last Login D 7/8/2008 3:19:41 PM
*Note i The WebCenter Customer Portal is an S /81,

ancillary product, pl e
representative for more information about this
web solution.
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Updated Calendar
The Calendar has an updated look that includes views for Day, Week Month and Timeline (The screen shot below

displays the Month view).

n B S B

Customer Order Assignment  Contact Pay / Bill Calendar
Actions [ 4
Day Week Month Timeline February 2010 4 (4] »
Sunday Monday Tuesday Wednesday Thursday Friday Saturday -
31| February 1 2 3 4 5 &

Interview w/

7 & 9] 10 11 12 13
T
N
14 15 16 17 18 19 20
g =
=
A
]
7 22 23 24 25 26 27
2
~
[
I|
b
28 March 1 2 3 4 5 3
T
o
=
&
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(continued)

Q Edit Recurrence EI_I Categorize | Show As

Subject | Interview with Sidney

Location | Office

Start time | 2/9/2010 #5| 1:00 PM

End time | 2/10/2010 5| 2:00 PM

-

! ¥ | Reminder -

|G Ea Day Event
|3 lzlp’i'v'ate

Save & Close Export to outlook i
t

Double-clicking on the
Calendar will bring up a
form like the one to the
left.

Enter the Subject Location
set up a recurrence or
select a Category

This can then be exported
by clicking on the Export to
Outlook button or saved by
clicking on Save & Close
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software

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 ' button in
the upper right to open an outgoing Email with that document attached.

Select the recipient(s), add the Subjectand text, and then click Send
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