ksv- 3140 Neil Armstrong Blvd 6/11/2009
tel I Ipwo r. Eagan, MN 55121 USA
software www.tempworks.com
1-651-452 -0366

Enterprise 12R6to 12R7 Changes

Improved Task Management

The Tasks area displays items that require user follow-up. In addition to being able to create Tasks from Messagesand

IncomingEmail you can also drag and drop records or click on the E button in the Tasks area to create new Task
records.

tasks ® W & & Vv
) There are no tasks to display.
"~ You can adjust your filter Clicking on the E button allows the user to create a new Task. When an Enterprise
settings to customize this record is open (Employee , Customer , Order , Contact , etc.) a Task can be created
Lo for that record by clicking on the avatar area and dragging and dropping the record in

the Tasks box. Click on the E button to Refreshyour Task list.

The Tasks box displayed to the left is located in the lower left of the Enterprise screen.

Tasks can also be created within the Follow-up area of any Messagerecord or from an
IncomingEmail.

When the g button is clicked the full screen Task Manager will be displayed as shown
in the next picture.

filter criteria %
Show by Task Type All Types Show tasks due between 05/01/2008 U and 06/15/2009 CEl

Assigned to All Service Reps <, Find Tasks '
0 results w C

-

Drag a column header here to group by that column.

Task ’ Description Due Overdue ! Complete ]

Customer: {Due: 5/19/2009)
Claim Task J task 1 s .
ﬁ ASCS, Inc. (Primary) |

Contact: Adams, Jon
Claim Task § visitlliin

Need

to get

a

Interview needed jmoline (Due: 5/8/2009)

w Message & Aardson, Steve |

=]

Tasks can be viewed for the entire branch from this screen and can be filtered by TaskType Assignedlo, and DueDate

To create a new Task, click on the E button in the upper right.
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tEumﬂ(S (continued)

Candidate Call jmoline (Due: 5/7/2009)
E_ w Message "‘,Larson. Thomas ‘ & Aardson, Steve ’ ﬁLarson Companies {Primary)

To edit the Task either double-click on the Task line or click on the ' button. To mark the Task as completed click on

the < button with the Task selected or right-click and choose Mark as completed Some Tasks are created by actions
taken in the system; these auto -generated Tasks will have a Claim Taskbutton on the left of the Task line. Clicking on
this button will add your UserNameto the Task and the Claim Taskbutton will disappear.

Contact: Adams, Jon
Claim Task § wisitllii0

You can also display Tasks for a specific date by clicking on the | | buttons to the right of the Due and Overduecolumn
headers.
0 results ) X
Drag a column header here to group by that column.
gTask ] Description | Due A| 7.| Overdue [ Complete
Candidate Call (Clear Filter) bline (Due: 5/7/2009)
E Message ‘ % Larson, Thomas I ) 5/7/2009 om nieT(F’nma ) I
i bomichilad ¥ 5/8/2009 bl Ui/ )
Interview needed 1'5/16/2009 bline (Due: 5/8/2009)
E {1 5/18/2009 =
W Viessage & Aardson, Steve ‘

Click in the box to the right of the Due date to display Task records with the selected date. Inthe Overduecolumn you
can select the True box to display all Tasks that have passed their Due date and are not yet completed.

In the example to
tasks @ W & v _ the left a new Task
¢ is being created for
s Tammy Devereux
[71® Call John at Crom Equipm... [ SAVES T N o1Ys

| picture in the
avatar area and
dragging the record
down to the Tasks
box and then
dropping it.

B * Run month-end reports

Telluri

Telluri

This opens a Task record that will be linked to Tammy. Add any additional title information to the Taskfield, enter a Due
date and further text can be entered in the large white box at the bottom. Then click on the Savebutton to save and
closethenewTask r ecor d and | i rEmployee récard. Ta mmy 6 s
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tEumﬂ(S (continued)

Employee Actions

When an Employee record is open the Actionsbutton in the ActionsBar will display options for creating a resume,
transferring the Employee to another Branch, submitting the Employee for a Trak-1 Background Check and locating
i Un f iArdere that match InterestCodesfromthe Emp | o y eeeofds

e,
S ER BN
-~ o

EURE Ll Customer  Order  Assignment  Contact  Pay/Bill *Note I Additional Actionsmay be available in
each record, depending on what other record
types you currently have open.

+ New Employee Q Search Actions ¥ Reporis Favorites ¥

" Create and Export & resume | & View Map |

v
Transfer to another branch  { ;' Manage WebCenter Account

to1 Trak-1 Background Report

Employee WebCenter Management

add webcenter user

Step 1: Assign Role Employ=e

Step 2: @ Invite User to WebCenter ‘ Invite ‘

or

 Manually Create User Account

User Name

Password

X Close

Option two is selected by clicking on the radio button in front of Manudly Create User Accourdnd then the User Nameand
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.
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tEumﬂ(S (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

manage webcenter account

password is encrypted, lock the Employee out WebCenter Account Info

of WebCenter and update the user Role (the User Name DEV9999

role determines what features in the Pisiord DEV9999
WebCenter that this Employee has access & Peswred Enerypied |[P)

to). Once this information has been added or Lock out of WebCenter [F]

changed, click on the Savebutton in the lower Role Rk

right. Last Login Date 2/3/2009 3:44:14 PM

*Note T The WebCenter Employee Portal is an
ancillary product, pl e
representative for more information about this
web solution.

Employee (and other record) Location Mapping

Location mapping is available from the Actionsdrop down menu in both the Employee and Customer Worksitesor on
any Search page where the ™ button is found. To use the location mapping in the Search form on any record, first

select the line or lines and click on the * button in the upper right. When the mapping function is accessed it will pull in
the address(es) of the selectedrec or d or | ine(s) and open to Microsoftods Vi

*Note 1 Although this functionality is
available to all users on Enterprise
version 12R7, the location mapping
requires a special license agreement
with Microsoft. Therefore the Microsoft
licensing must be acquired before
Virtual Earth mapping will be activated
in your system.

PPease contact a Tel
representative for more information

about location mapping and its licensing
requirements.

—
il Earth "

~°.\ A
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tEumﬂ(S (continued)

Employee Reports
Display a wage statement or transaction history report for the Employee or view information entered from the

TempWorks WebCenter online application portal.

¢ e,
: BRI
v =

Employee REEVSGTT Order Assignment  Contact Pay / Bill Calendar

=4 New Employee Q Search | Actions ¥ Reporis ¥ Favorites *

Employee Wage Statement Employee Transaction Report  Applicant Portal Information

Employee Avatar Updates

Inthe Employee avatar area three symbols have been added:

This B 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).

Tammy Devereaux When a document attached in the Required Docsarea is missing or expired, a

4832 Neil Armstrong Bivd _ . m .
Eagan, MN 55121 symbol similar to this will display on the record. When an Employee has an

wn®"DER-L

Employee Required DocsForm

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

In this form documents can be attached tothe E mp | o y eeeoi &nd 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 displayedinthe Emp | o y avatér area.

4 NewEmployee Q Search | Actions Reports ¥ Favorites ¥ v K
Tammy Devereaux A
4832 Neil Armstrong Bivd RN |
Eagan, MN 55121
a [F'] Show only active documents [F] Show only documents that expirein | 7 days
. ! [F] Show only expired documents

visifile

dewllstact Document Job Title Received Expires | Document Information
contact methods =
past jobs B " — . Name Drug Test
work experience ame  Drug Test eceived
education ’ o JobTitle Expires Yy Status
work interests = Active %
direct hire Required ‘
candidacy Received 5]
assignment restrictions Ted &
interpersonal :
required docs Expires 8
transportation Requested E
test scc;ra License
unemployment

O . Authority ALL
tasks @ W ® v Job Title
[l * Employee: Devereaux, T... Notes

% Run month-end reports
[l @ Call John at Crom Equipm...

Link a Document
Existing documents View New

Johnny Wilkinson resume.doc o | l -2
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tempworks (continued)

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 E] button to attach a document fro m a local or network drive. If the document is already

attached to the Employee r ecor d youol | b e a lEkigting Dacunsem’drop dotvn mehu. Choaseond 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
menu allows the user to select which
types of documents should be
displayed in the available documents
area.

avaitable documents selected

T P Qosyment e On the left side select the document(s)
S e Drivers Urense TEDTRAL A
TP ey to be trackedonthe Emp | oy eed
Cimiesat Bagroana FEDERAL recor d ( h 0 I d d 0 \Eml
om reDEsaL button to select multiple records at

e p— reotsaL once). Then click on the green arrow
Brug st FEDERAL pointing to the right.

HFLA FEDERAL

e SRR Once youdve sel elickt
o o on the Savebutton at the bottom to

20 SRR attach the documents to the record.

Tammy P =4 New Employee @ Search Actions Reports Favorites o I
4832 Neil Armstrong Bivd TR ]
Eagan, MN 55121
P [T] Show only active documents [F] Show only documents that expirein 7  days
. - ! ['] Show only expired documents
visifile
details o Job Titl Received Expires D Inf i
it i umen ob Title eceivel Xpires | ocument Information
pastjobs (T " Name Drivers License
- Name  Drug Test eceived
work experience 9
B ehon oy lobTitle Expires U Status
work interests = Active %
direct hire ( . ) . Required [X]
candidacy Nén*.-e : Criminal Background gecewed j Received 04/27/2009
: s Job Title xpires 4/
assignment restrictions | L Issued  03/20/2006
interpersonal
3 (T /25/2009 =]
required docs s o ) ‘ Expires 05/25/200
S ame  Drivers License Received 4/ 137/9000 ]
transportation 4 o Job Title Expires 5/ Requested 04/27/2009 &
test sct;res ; i License
unemploymen
<« Authority ALL
tasks @ W & v Job Title
% Employee: Devereaux, T... Notes
% Run month-end reports
@ Call John at Crom Equipm...
Link a Document
Existing documents View New
3 |[@]
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te mpmﬂ‘is (continued)

Employee Test Scores

The Test Scoredorm allows the user to track internal testing that has been given to the Employee . Click on the w

button in the upper right .

: + New Employee 4 Search Actions Keports ¥ Favorites *

Tammy Devereaux -

4432 Nedl Armstrong Bhd o N
fagan, MN 55121

.
' LR P |Tex | Status |Scoee |Spe.. | Gea. |Dete Gwen | Schedded for | Errors | Note
aducahion — - - - - —

work enterests Algharumens Peiing 92009

Drag a column hesder heve to growe by that column

disect hre ¥ Spewd Tyang Cempleted R0 3500 3 YE2000 Saprmedits lovel
canchdlacy

asugnment resteictions
inmerpersoral
requued docs
transpontahion

& lesl sooew
uneergEcyment

pay setup

iy hestory

documarts

search

N
/ add test score

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

Srks

Cure Goven

Scheduind Fue
Pai x
Veire
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tempworks

(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

claims

Devereaux, Tammy

4 NewEmployee Q Search | Actions ¥

~ . . 2/24/2009
education Status Pending  Amount
work interests Filed by alisha Last Charge
direct hire
candidacy Devereaux, Tammy
assignment restrictions 2/24/2009
L F e(r:(;nal Status Disallowed Amount
A2 S Filed by alisha Last Charge

transportation

test scores
» unemployment
pay setup
pay history
documents
messages
search

« I ) i
tasks @ ¥ @ \
% Employee: Devereaux, T...
[l * Run month-end reports
[l @ Call John at Crom Equipm...

Reports ¥ Favorites ¥ W

Unemployment Claim for Devereaux, Tammy
Claim Date  2/24/2009

Status Pending Appeal Pending [F]
Assignment Last Job Warehouse Person
Filed By Alisha Arold Last Pay $9.00
Refused Job [ Last Day
Reason Left
Ciaim Amt Total Charged
Weekly Amt Remaining Amt
Last Charged
claim charges 5

No Records Found

Customer Vendor Management

A staffing company vendor can be selected for the Customer from the Vendor Managemenform under Details .

Crom Equipment

Primary
123 8th St.
Minneapolis, MN 34950

== New Customer Q, Search Actions ¥

Reports Favorites ¥ )

v 9

Drag a column header here to group by that column.

(651) 555-1212

Vendor Company Skill Code Crder Delay (Hrs) ] Max Candidates Per Reg |
~
Colin Staffing 0 5
visifile M select Staffing 2 2
details
contact methods Acme 0 E

departments
worksites
sales & service

interest codes
assignment restrictions
» vendor management

To add a staffing company vendor to this Customer click on the =" putton in the upper right. The form below will be

displayed:

© 2005, TempWorks Software, Inc. All rights reserved
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tEumﬂ(S (continued)

add vendor to company Select the Vendor Companjrom the drop
down menu. If this staffin g company is used

specifically for one Job Titleselect it from the
Skill Code Prefixdrop down menu.

Vendor Company

Enter the Order Delay (Hoursland the Max
Skill Code Prefix Candidates Per Retipat can be submitted by

Order Delay (Hours) 0 the vendor.

Max Candidates Per Reg 0 . .
' 4 Then click Saveto add the staffing company

vendor to the Customer . This information
will now automatically populate into Order
records for this Customer .

Customer Invoicing/Invoice Reqister

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 Registerin the Pay/Bill section.

. 4 New Customer Q Search | Actions Reports Favorites e
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. el
, F E
651) 555- |
L) 1212 [Inv N |Date = [Customer IBranch Amount Paid Balance To &
P
Crom Equipment
== Customer
visifile 9552747 po Number Invoice Date  2/26/2003 Amount $1,622.60
fieta_nl; ”"'m'“is Entity Last Paid paic 50.00 Due Date E
invoicing OVERDU
credit and payroll Invoice Due  2/26/2009 Balance $1,622.60
billing setup Inv Number
po setup Crom Equipment InvID
misc 9552739 po Number Invoice Date  2/16/2009 Amount $2,903.60
TnvID: 4419 : : . e
g:!ef::alts I’g] Entity Last Paid aid $0.00 v Korouat
dowmg::ts Invoice Due 3/8/2009 Balance $2,903.60 Balance
search C Fuius t
- rom tquipmen [] Show only Overdue invoices
9552/221 o0 Number  Invoice Date  1/30/2009 Amount $304.98
""mf‘“": Entity Last Paid Paig 50.00
OVERDU )
tasks @ ' ® Invoice Due  2/19/2009 Balance $394.98 "y, Search

The Invoice Detailsform has been completely reformatted. Print and Print Preview New Messagand Edit have been

added to the Actions Barin the Form Actions

Ly
I,'Y'm” / kwolang Publishers creative system - Memphis SE Bovvvre Masdder Werhesed 88 03200
Y rrvre Labe SO0 Pay Dtz
Conrest Wosners) 84 o

A/12/2009 B
$3.917.55 $30,00

§ Balaticw Amourst Paid

*Note T The Invoice Edit
functionality will be covered
later in this document.

B0 eesd Tiredeste
® 8 oo Nt sl momtthy _swte meherd tete

Kol BAm )

ol et evocrg
v eodey
C T T T T

T

[ & Songtyen Dromensa. T 55
-] ooan N e
I Total §3.917.55

@ Gt bt ot G brgpes
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tempworks

(continued)

Select the

button at the bottom of the screen to display Transactions Email Recipiens, Messagesand more.

‘5:-" : Astem

Payroll / Invoicing

Cumvent Weebens Wi

4/12/2009

Publishers creative system - Memphis SE

Ervsden Number 555
Ievoice Uste

Owed Balance

JT62 Wewkend Bili 252000
WA Pay Date

Amount Paid

$3,917.55 $30.00
Urnamt Teneshaets
® 1 Timesherts Nt Pais (A Zatendad Ivoice Detals
Latendet Detalls Othver
eyl anct umeoaong Tiensactans Tiwaibee 1D 4255 Ve Date
Tine ertry Cuvtmer 10 AT Taaabie Amount $a00
¢ Pay Ameuot £3000 Sabes Tax $000
campbeli Y ansac
;‘::'m:tl' e —— ks s Armonent §20175% Reservw Amount $0.00
Ievvoice ",‘,‘ Credit Limi Auto-7 actin Inwoices
st il Notn Oate Emadl Sant
» lovoice cetall ke E A
po setup 5 0s0 1
Replaces Townie Reserve Releaied 00X
Neghaced By lnvoiee Duw Cliawt 00000
Re-lwoice Reason Due Factor 00000
Dhse Dt 23008
Volded e

Customer Defaults

The Defaults form allows the user to set up Accruals, Shifts, Multiplier Codes and RequiredDocumentsthat apply to the

Cu st o mOrdelss To add Shifts, Multiplier Codes or 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.

3 4= New Customer Q Search Actions ¥ Reports ¥ Favorites
Crom Equipment AL
Primary accruals
123 8th St.
Minneapolis, MN 34950 [X] Use Default Accrual  [F] Apply Accrual to Departments VacMel
(651) 555-1212 - —
pa shifts <+ multiplier codes S
[X] Use Default Shifts [X] Use Default Muitiplier Codes
\c/jxsrﬁ!:e [F] Apply Shifts to Departments [F'] Apply Multiplier Codes ta Departments
etails - s
R Shift |start  |End  |Break Time |Weekly Hours Code Priority |
defaults Morning 8:00AM 5:00PM 60.00 4000 121 Markup 1
messages
Hooationts 143 Target 3
search 1.5325 Alpine 5
TrainingMe} 4

required documents O oW
[X] Use Default Required Documents [7] Apply Required Documents to Departments

Document Drivers License

Document [ Scope | Job Title | Active ] Reguired Notes |
_ == Job Title
v

tasks @ ' ® Name OSHA Notes Active [x]
% Employee: Devereaux, T... Job Title Accounts Payable Required E
% Run month-end reports p— Notes
[ @ Call John at Crom Equipm... Name Notes

Job Title Admin. Assist.

} Name  Drivers License Notes
Job Title

*Note 1 Only information set up on the Defaults form will be available in the Order

records created for the Customer .
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tempﬂﬁﬂ‘s (continued)

Order Gross Profit Calculator

The GrossProfit Calculator can be accessedwhen you are in the Order (or Customer ) record area. The GrossProfit

Calculator is opened from the Actionsdrop down menu.

gross profit calculator

calculator options 5

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.

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

Pay Rat | GP %
g *Note - When the GP % field is calculating

Bill Rate GP Amount $0.00 the field will turn green.
Markup 2.39

y 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 GP
Amount

Overtime Markup

Overtime Bill

doubletime

Doubletime Pay GP Doubletime %

Doubletime GP
Amount

' Doubletime Marku

Doubletime Bill

ot plan expenses
Hours Per Week C
Number of Weeks 1

No Records Found

Overtime Plan PlanSTD
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te mpmﬂ‘is (continued)

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. Ifthe  Order should not be posted to the job
board, click in the box for Do Not P&t to Welcheck box.

Inc, Primary Order Details

Accountant [F] Do Not Post to Web
~

Public Job Description:

visifile P Ly o i e 0 — G iB L U] x|E]= == _
> details . . =
po setup i Times New Roman > 12pt ~ | ; Zim Zem J LB LU 4 =] tda el ol E 2 +| BR = 100% ~
interest codes N T T T T T T e
required documents.
vendors s .. . . . . L
invoice recipients DEFINITION: Under general supervision, learns to perform professional accounting duties inchuding the examination,
candidates analysis, maintenance, reconciliation and verification of financial records; and performs related work as required.
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 journey-level

el responsibilities under supervision of higher level accountants.

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 = putton in the up per right to add a document to the
form.

e —— - m———— [ [ — e —— <y

[F] Show only active documents

[F] Show only required documents

details . Document Job Title | Received ] Expires Document Information
PO setup = )
interest codes B 3 : S Name Drivers License
» required documents ’ Name  Drivers License Date Specific ]
vendors o Job Title Admissions Coordinator State Spefific [ Active E
candidates Sequaed L
job posting Date Specific [£]
messages State Specific ]
dom;nents Authority ALL
Searci
Scope FEDERAL
Job Title Admissions Coordinator
Notes

tasks W 6 & Vv
[lSales call to Cory
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tEumﬂ(S (continued)

Order Vendors

The Vendorsform is used when a vendor management agreement exists between your staffing company and the
Customer . This form is used to select the other staffing company vendors that the Order should be distributed to.
Orders are then distributed to the vendors, natification is sent via email, and Order Details can be view by vendor
Contacts from the TempWorksd WebCenter Vendor Port al

*Note i The WebCenterVendor Portal is an ancillarypr oduct , pl ease contact a TempWor k.
information about this web solution.

LE) X)
Drag a column header here to group by that column.
Vendor Company Status | When Visible Max Candidates Per Req I
details Bracy Staff Ven Waiting for distribution 6/9/2009 3
po setup Happy Time Temp Waiting for distribution 6/9/2009 3

interest codes
required documents
» vendors

*Note T Vendor records can be edited from the Vendors form in the m menu in the upper right. Vendor records
can be added to the system from the Adminis tration form in that same menu.

To select a vendor, click on the % button in the upper right. This will open the form below:

Select the Vendor Compangnd the Statusfrom

add vendor to order
the drop down menus.

Select the When Visibledate from the calendar
and enter the Max Candidates PeReqthat the

Vendor Compan .
L vendor can submit to the Order .

Status

When Visible ) Then click on Saveto add the vendor
Max Candidates Per Reqg 0 information.

*Note 1 if the WebCenter Vendor Portal is being
utilized the Statuswill automatically update when
the vendor takes action on the Order .
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te mpmg;ks (continued)

Assignment Actions

Open an Assignment record and the Actionsbutton in the ActionsBar will allow you to navigat e to the Order ,

Customer , or Employee records as well as open the GrossProfit Calculator.

> R & N
Contact Heports

Employee  Customer Azzignmernit Pay / Bl Calendar
+ New Asugnment 4 Seacch dctons ¥  Reports Favocites ™
U View Customer ‘ View Employee O Detend Assignment

N View Order & Gross Proft Calculator

J g

*Note T The Extend Assignmemption available under Form Actionsin the Actions Barof the Assignment allows the user
to create a new Assignment that is linked to the current Assignment and is used when a rate change applies.

Assignment Messages

Messagegan now be logged at the Assignment level from the Messages form and will automatically link to the

Emp | oy eeeofisand the associated Customer and Order records. Click on the = putton in the upper right to

add a new Message

=+ New Assignment Q, Search Actions ¥ Reports ¥ Favorites ¥
Wood, Jen i
Creative Solutions Filter by Action Code: -
Human Resource Consultant P———
\\_ 6/8/2009 1:39:00 PM Entered By: alisha
-~ Great job.

PerformanceEval

details

> messages
calls
search

‘ ﬁ Creative Solutions lk + Human Resource Consultant

Contact Actions

When a Contact record is open the Actionsbutton in the ActionsBar will allow you to open the corresponding Customer

record, export the Contact record to Microsoft Outlook or invite the Contact to the Customer portal of WebCenter.

5 e y I B
g J 3 3
" Y t; . : ‘A b

Employee  Customer Order Assignment RSl Pay / Bill

= New Contact Q Search Actions ¥ Reports ¥ Favorites ¥

ﬁ View Customer ~ Export To Cutlook ‘: Invite to WebCenter
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tempﬂﬂﬂ‘s (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 com pletes 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
emalil that directs them to the WebCenter log in
page where they can select their own User Name
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 » B manage webcenter account
to the right is displayed. You can update the
User Nameand Password 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 Uzerhtane i
that this Contact has access to). Once this Password Lo
information has been added or changed, click Is Password Encrypted [T

Lock out of WebCenter [ |
Role Cust Supervisor 2
Last Login Date 7/8/2008 3:19:41 PM

on the Savebutton in the lower right.

*Note i The WebCenter Customer Portal is an
ancillary product, please contacta T e mp Wc
representative for more information about this
web solution.
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tEumﬂ(S (continued)

Enhanced Search Functionality

We have added additional search functionality to some of
Search form. From the Advanced Searchutton new searches can be created and run. These searches can then be
saved and accessed from the Saved Searchdsutton.

" ', BB R & Rk "

Employee QRETSET Order Assignment  Contact Pay / Bill Calendar Reports Email
Tammy Devereaux

4832 Neil Armstrong Blvd
Eagan, MN 55121

4 NewEmployee Q Search | Actions Reports ¥ Favorites ¥ v K

Last Name | First Name Assigned All Records RepName -l“ \7‘
eeevesernsal | -
SSN D status  ((OActives) Branch | Clear Criteria
Search | |

°bHER - B

visifile Advanced Search Saved Searches

details

pay setup Your search returned 2 results. - b

pay history

i Drag a column header here to group by that column.

messages ID i Last Name I First Name | Phone Branch [ Is Active | Is Assigned | Last Message Zip Code

» search e —

12467 Deversaux Tammy {651) 555-1212° Memphis SE E] E\ Available 55121
12536 Devon Deitrich (651) 555-1212x123 Memphis NE E} D Message 55121

To create a new search, click on the Advanced Searchutton. Then select the category from the information on the left

and enter in the details in the appropriate fields.

Last Name Erat Nae -'--‘..,"(_I.‘ All Recares ‘; RepName 2
10 Statut (“' m__’;, Branc : » Claw Cntena
\—4 narch
;",-,:jvanced Searc;: Saved Searches The q icon will be

Job History Y displayed r_1ext to any
Location search option that has
Profile q  [sAdive Q information entered.

Is Assigned @
Parsonal s
Assignments Mrtsage Action Once all of the details

Message Text
Financial Goder Time -G have been added,

' < = click on the Search

Intmiest Code Show » Resulty

. Data Ener 3 button at the top of

the form.
4 Add

Document Texa

Message Date

To add this search to the Saved Searchesrea click on the @ button at the top of the screen.
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tempworks (continued)

Once the @ button has been clicked
the form to the left will be di splayed.
Enter in the Nameand Description If
you would like to share your search with
other users in your branch, click in the
Share Searchox.

Description s are active. unassigned. ¢ - type of TE and Interest Code,

At the bottom of the form you can

select if the search should prompt for
any of the inputs.

Share search? [X]

In the exampl e to the left the

Select any columns you wish to prompt for each time this search is run. Employee sr et urned wi | |
(] 3s Active (True) AfUnassi gne doer Typeolv e
D‘S Assigned (Faise) ﬁ TE O an d t h en 1t W1
i Interest Codeto be added.

[_] Order Type (TE)

(%] Interest Code (Prompt) Once all of the information has been
entered click on the Savebutton to add
it to the Saved Searclsdorm.

7

Last Name First Name Assigned All Records RepName «,
Clear Criteria
SSN ID tatus Active W Bran Soarih:

Advanced Search Saved Searches
Best Buy search Interest Code
= Data Entry B
—

Alisha's Data Entry Search
Results are active, unassigned, order type of TE and

Interest Code. X Delete Search Q, Run Search

Available Search

Zipcode
Search employees by zip code

Skill

Search employees by interest code

Interest Code Search
Search employees by interest codes

From the Saved Searchdsrm select the search from the list on the left, enter any information that the search prompts for
and then click Run Search
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tEumﬂ(S (continued)

Vendor Records

In the upper right section of the Enterprise Main Screen the E! button contains additional functionality that can be
used. The Vendors form can be accessed by selecting it from the drop down menu.

*Note - Vendor records can be added to the system from the Administration  form in that same menu under the
Company form. Only those with the required user permissions will be able to add new vendor records.

pre \ E -y =
. i i il
verdorict Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Emai
details Actions ¥ K
contacts
by

Drag a column header here to group by that column.

Company Type Dept Generate 1099 |
City of Roseville Staffing Primary [¥]
Cable Company Staffing Primary ]
City of Eagan Staffing Primary 7]
2nd Staffing Staffing Primary [F]
Rite-Aid Staffing Primary [x]
Alisha s company LLC Vendor Primary [=]
Select Staffing Services, LLC Staffing Primary (%]

The Vendor List above will be displayed when the Vendors form is selected from the drop down m enu. Double-click on

the line or click on the " button in the upper right to view the vendor Details form.
Vi rlist DIOY U O UG ASSIO onita Y _d Wda DOINS
» details Actions ¥ [ 4
contacts
company corporate address government req
Company Ident 163 Street1 5234 New St [X] s Vendor
Company ID Happy Time Temp Street 2
Parent Company ID City Eagan [F] Small Business
EINC -79 State | MN Zip Code 55121-
3 [F]sBA Registered
Status Inactive Country USA
E] Generate 1099

contact information v e pr

Full Company Name Happy Time Temporaries LLC ; 3 -
Street® | 5234 New St. [T invoice Pay Required
Company Phone
Street 2

Email D Minority Owned
: s
Contact Name Sy 2920
State | MN Zip Code 55121- [F] Women Owned
vendor / subcontractor setup Country USA
. [7] Certificate On File
Company Type List Staffing
= Vendor Account Number remittance address [F] Supplies the Disabled
v 234 New St
tasks @ ' o ® Fed Employer ID Street1 5234 New St
[@sales call to Cory et Atont Street 2 [T Payroll Tax Vendor
- i Eagan
Pay Beginning - el 2 [F] Payroll Ded Vendor
Pay Delay In Days 0 tate MN Zip Code 55121-
Payment Terms Country | USA [7] Sales Tax Vendor
note
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sofoamre (continued)

The Details form will list out all of the vendor company address and payment remittance information. The Contacts
form will list all Contact records that are associated with this vendor company. To add a new vendor Contact , click on
the New Contactbutton in the Actionsmenu from the Contact record and select the vendor name from the Companydrop
down menu. Distribution of Orders to vendor companies is covered earlier in this document.

*Note T A vendor management help document will soon be available that will cover this functionality and the vendor
payroll process in more detalil.

Rate Sheet Entry

In the upper right section of the Enterprise Main Screen the E! button contains additional functionality that can be
used. The Rate Sheet can be accessed by selecting it from the drop down menu.
”

neP DR & R -

Orcles Asugrevert Pay / Bill Calenchar Reparty Email

Contact

3= New Empioyee  C Seacch AL =000 Favortes
q‘ Jolh O
o3 ame e v J‘ Cortact
SSK It el ' . OrRac
Advanced Search Saved Searche
VT ear S earches &f:. —_— .
Your search returmned 56 results. —~
g o column heacer here to group by that column. ‘e 2 s
D Lan Name [£e11 Narwe mone 15 Action | 18 Assignea | Beancn | sa5 Mesage |ZwoCooe 4 Eveluatiors
Current Rateswill be displayed in the form below:
v o9
Drag a column header here to group by that column.
Work Site | Customer Job Title | sill |Pay  |Department  |Branch Shift GPPct |
123 Nursing Unbillable Overtime $13.00 $10.00 assembly Memphis SE 23.08%
Crom Equipment Accounting Clerk 1 $1350 $10.00 Primary Memphis NE 2593%
123 Nursing Payroll Clerk IT $4800 §$1500 HR Memphis CA 68.75%
123 Nursing $2000 $10.00 assembly Evening 50.00%
123 Nursing $26.00 $12.00 assembly Memphis NE 53.85%
Crom Crom Equipment Forklift $30.00 $20.00 Primary 3333%

© 2005, TempWorks Software, Inc. All rights reserved

Page 19 of 50



tempﬂﬁﬂ‘s (continued)

To add a new Rateto the form c lick on the ** button in the upper right. This will open the Rate Detailsform as shown
below:

Enter information into the Customer
Work Site Vendor Job Title, Shift,
rate details Branch WorkerCompCode Pay Rate
OvertimePay Rate Multiplier Code
(required), Bill Rate OvertimeBill
Rate and Double TimeBill Rate

criteria

Customer Job Title

*Note 1 the more information th at is
added into these fields the more

Apply to Departments =] Branch None SpeCific the Ratewill be.
Vendor None Worker Comp Code None

Work Site None Shift

Once all of the information for the
Ratehas been added click on the
Savebutton at the bottom of the
form. Whenever the information
contained in the criteria area for this
Rateis selected in the Order , the
Gross Profit Percentage 0.00% information in the rates part of the
form will automatically populate into
the Order Details form.

rates

Pay Rate $0.00 Bill Rate $0.00
Overtime Pay Rate $0.00 Overtime Bill Rate $0.00
Muitiplier Code 15 Double Time Bill Rate  $0.00

Updated Resume Parser

When the Resume Parser is selected from the drop down menu the following form will appear:

Employee  Customer Assignment  Contact Pay / Bill Calendar Reports Email
Actions B
unproofed resumes QIOv R o

Drag a column header here to group by that column.

Last Name 4 | First Name -~ | Email I Phone Address l City | State I Zip | Dup |
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 [x]
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 [x]
Bridgman CHRONOLOGICAL Alfred Bridgman_Al@yaho... 3756 Hill Avenue Gardena CA 98743 (5]
Brown Marcy stillnschool@vetme... 123 Anywhere Street Puliman WA 99163  [[]
Cooper B bwcooper@hotmail... r 1807 MP Cutoff Rd Plaucheville LA 71362 (=]
Davis Maggie (404) 444-4444 4848 Long Ave Atlanta GA 30337 =]
Edwards Aaron 1444 Brittany Road Hastings MN 55033 [x]

To parse a new resume, click on the " button in the upper right. The following form will be displayed:
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tempﬂﬂﬂ‘s (continued)

_. resume parsing

- Select how the resumes should
- be parsed by selecting File
(Word doc or PDF), Folder, or
Text Then select the location of
the document or folder by

Parse Resume by: & File U Folder U Text

clicking on the button and
once selected, click on Parse
File.

Select A File To Parse
If the Textoption is selected,

copy and paste the information
into the form provided and then
click on Parse File

X Close

4

Jose V. Rodriguez

48858 Toronado Path

Bloomington, MN 55118

858-455-3454 (cell) or 488-594-5949 (home)

Objective:To find a rewarding career in Human Resources with a strong company
that will allow me to expand my knowledge and experience within my chosen field while adding increased value to the business.

Work Staff Manager — Compact Solutions — Bloomington,

Experience: MN Feb. *05

to Sept. “05

Job Duties: Leading the staffing team of 3 employees, regulating Visa status, writing offer and declination letters, writing and
posting new positions, mentoring and training my team, working with GE employees to verify application status, phone screens,

__in-nerson inferviewing  annnal reviews reviewine comnensation and benefits nroorams communicatine with hiring manacers v
2 Bl - ——+
@ First Name Jose Initial V Address | 48858 Toronado Path
Emplyment ) Last Name Rodriguez Address 2
Education (0) Phone Number (488) 594-5949 City Bloomington
Skills (3) Secondary Phone | (858) 455-3454 State MN
Fax Number Zip 55118-

Con=ll

Once the parsing is complete the information will be displayed in the form as shown. Verify that the information is

correct in each of the tabs: General] Employment(Past Job}, Education and Skills (Interest Codels To create the new

=
Employee record from the parsed information, click on the % putton in the upper right of the form.
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tempﬂﬁﬂ‘s (continued)

Time Entry Weekly Adjustment Overrides

When a one-time change needs to be made to a weekly Adjustmenthat has been setuponthe Emp | oy eeeofd you
can access this from the Time Entry form. Expand on the Detailed Timesheeind then go to the Adjustmentgab.

2 timecards ) 5, & 5 ﬁ (3]
Tammy L Fil Empl N S Wit QA Vi S d Vi [F] sh I d ti - d
E t 2 View Stand
122 Nursing. assembly ilter  Employee Name tarts With dev A iew Standard Viev ow only unused timecards
Forklift
Drag a column header here to group by that column.

Name | Customer ~ | Department 4 |PayC.. ~ |shift  |RTHrs 3 |OTHrs® |Bil [F] |pay [E] |WED.. [F] = |

Devereaux, Tam... 123 Nursing assembly Reg 1 0.00 000 $1234  §10.00 5/31/2009

Devereaux, Tam... Dans Cleaning Se... Primary Reg Day 0.00 0.00 $1111 $9.00 5/30/2009

payroll and invoicing
» time entry
incomplete transactions
check register
invoice register
po setup

& Detailed Timecard

Pay and Bill Rates Overrides Codes payroll info

. ]  WEBIl 05/31/2009 £

WE Date  05/31/2009 5]
No Records Found

tash @ ' S & Work Date 55

Inv D Ll »
[Sales call to Cory nv Date
Pay Code Reg

Skill code  Forklift

PONum 4
Payroll Note

Click on the ? button in the upper right corner of this section to open the following for m:

employee adjustment override

Select the Adjustmenfrom the drop down
menu and then enter the Adjustment Amount
that should be calculated for this override.
Adjustment Amount $19.50 Next, click Saveto update the Transaction
record.

Adjustment ChildSuptl
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tempworks (continued)

WebCenter Time Entry functionality

When a timecard is completed online either through the WebCenter online time entry available from the Employee and

Customer Portals or via the Te frandactionesl@isplay wik a ',‘totdnddefts)fdhbut i on
record. There are several different Statusesfor WebCenter time entry as shown below:

o' Detailed Timecard After an Employee creates a timecard in the
: ; WebCenter Employee Prtal the time entry
|_Pay and Bl Rates [V IRU et Eiitien Transactionwill be visible in Enterprise. The
Webcenter time - Not Submitted first Statusof a timecard that is Employee -
Dayl Day2 Day3 Day4 Day5 Day6 Day7 entered i s ANot Submit
153:(1: Out ﬁ_’ggg e ?ggg the Detailed Timecardiiew and click on the = *
LunchIn 13:00 13:00 button to view the Log of the Statuseghat the
Day Out 17:00 17:00 17:00
Break 1 0 0 0 0 0 0 0 Transactionhas been in. Click on the
iag 2 o S L 2 2 8 button to view the Consultant Timecard
S 2 2 8 8 2 8 8 Verification Reportabout the Transactionor
Totals 800 800 000 800 000 000 000 A
v ‘ — click on the button to Override the
Reg Hrs 2400 Units 0.00 No WebCenter comment WebCenter time entry that the Employee has
OT Hrs 0.00 Unit Bill 0.00 done so far.
DT Hrs 0.00' Unit Pay 0.00
Once an Employee finalizes a timecard in @ Detailed Timecord
the WebCenter Employee Portal and submits
it (online) to their Supervisotthe Statusof the T EEEELREES Adjustments Overrides Codes
Transactioni s A Submittedo. Webcenter time - Submitted re
timecard will not pull into a Proofing session Dayl Day2 Day3 Day4 Day5 Day6 Day7 Bil
unt il it has be émperﬁserp Day In 08:00 ©08:00 0800 ©08:00 08:00 0800 08:00 o
or other Customer Contact is not able to tz:z: g‘“ 51
approve the time from the WebCenter DayOut 1200 1200 1200 1200 1200 1200 1200 Pa
Customer Portal, the Enterprise user can click Break 1 0 0 0 0 0 0 0 N
A Break 2 0 0 0 0 0 0 0
on the "= button to Force Approval The Break 3 0 0 0 0 0 0 0 D
database will track the user who clicked the Totals 400 400 400 400 | 400 400 400 Ac
!’
" button and will display this information in Reg Hrs 28.00 Units 000 No WebCenter comment "
the Log and the Consultant Timecard OT Hrs 0.00. Unit Bill 0.00 o
Verification Report DT Hrs 0.00 Unit Pay 0.00

*Note 1 Use of the Force Approvalfunction is outside of the normal constraints for WebCenter time entry and will
generate an error during the Proofing process.
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(continued)

Once the Supevisor (or Timecard Alternate
approves a timecard from the WebCenter

Customer Portal or entersthe Emp | oy @mebd s
(online) and submits it, the TransactionSatusin
Enterprise wild.l be updat

Once a WebCenter timecard has aStatusof
i Appr ovedo, it caPRroofing pul
session.

*Note 1 If the Employee or Supervisorsubmits or
approves the WebCenter timecard in error,

clicking on the "# " button will Resethe timecard
and it will show the Statuso f A Not Subn
After this has been done the Employee (or
Supervisor if time is entered in the WebCenter
Customer Portal) can resubmit their timecard to
their Supervisorfor approval.

Pay and Bill Rates Adjustments Overrides
Webcenter time - Canceled
Dayl Day2 Day3 Day4 Day5 Dayb
Day In 08:00 09:00 08:00
Lunch Out  12:00 12:00
LunchIn 13:00 13:00
Day Out 1700 17:00 17:00
Break 1 0 0 0 0 0 0
Break 2 0 0 0 15 0 0
Break 3 0 0 0 0 0 0
Totals 8.00 8.00 0.00 8.00 0.00 0.00
Reg Hrs 2400 Units 0.00/ No WebCenter comment
OT Hrs 0.00 Unit Bill 0.00
DT Hrs 0.00 Unit Pay 0.00

Codes

Day 7

(o B B |

0.00

Day 6

0
0
0

0.00

@' Detailed Timecard
Pay and Bill Rates Adjustments Overrides
Webcenter time - Approved
Dayl Day2 Day3 Day4 Day5
Day In 08:00 08:00 08:00 08:00 08:00
Lunch Out
Lunch In
Day Out 1600 1600 1600 1600 16:00
Break 1 0 0 0 0 0
Break 2 0 0 0 0 0
Break 3 0 0 0 0 0
Totals 8.00 8.00 8.00 8.00 8.00
Reg Hrs 40.00 Units 000 No WebCenter comment
OT Hrs 0.00 Unit Bill 0.00
DT Hrs 0.00 Unit Pay 0.00

Codes

Day 7

Lo Bl Bl

0.00

The user can override the WebCenter timecard

Transactionby clicking on the
Once the Overridebutton has been clicked,

button.

enter in the number of Reg Hrs OT Hrs and
DT Hrs, or enter the Totalsby day. Then use
’

the "~ button to Force Approval

*Note T Use of the Override and Force
Appro val buttons is outside of the normal
constraints for WebCenter time entry. It will
create an error during the Proofing process
and should ONLY be used as alast resort.

If the WebCenter timecard that the - -
i X @' Detailed Timecard
Employee submitted is not correct the g =
Supervisowi | | c hRejsect @ til Adjustments
Transaction The Statusof the timecard will Webcenter time - Rejected
automatically be upda Dayl Day2 Day3
Enterprise. The timecard is sent back to the DayIn 0800 0800 08:00
. Lunch Out 1200 12:00

Employ_ee to be r_ewsed an_d then TR e S
res_ubml_tted to their Supervisor DayOut 1700 1700 1700
This entire process can be tracked by Break 1 0 0 0

L Fﬁ . Break 2 0 0 0
clicking on the button to view the Log of Break 3 0 0 0
the Statuseshat the Transactionhas been in. Totals 900 800 800
Or choose the button to view the Reg Hrs 40.00 Units 0.00
Consultant Timecard Verification Reportfor OT Hrs 1.00 Unit Bill 0.00
this WebCenter timecard Transaction DT Hrs 0.00 Unit Pay 0.00

Overrides
Day4 Day5 Day$
08:00 0800
1200 12:00
13:00 13:00
17:00 17:00
0 0 0
0 0 0
0 0 0
8.00 8.00 0.00

No WebCenter comment

Codes

Day7

o OO

0.00

= S |

O r » OO0 ®» O O

*Note 1 If the WebCenter timecard is Resetthe Enterprise user will need to notify the Employee or Supervisoras there

arendét any automatic

We bsébeiated with this pnacéss.

not i fi

cat.i

ons

a
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Once WebCentr timecards have been approved (or submitted if Supervisorentered) these Transactionsare assigned to a
user and pulled into a session from the Time Entry Actionsdrop down menu. Select Create WebCenter Proofing Session
continue processing WebCenter Transactions

Actions ¥

Devereaux,
Tammy L

Proof My Timecards H
: Proof Timecards
123 Nursing, assembly

Forklift Create Webcenter Proofing Session

Create Timecards

-
TempWorks Enterprise - -

_"\":. Create a proofing session for Webcenter

timecards ClickYest o pull TfAApprovedo WabC
Proofing session. ClickCancelto exit this process.

< Yes

< Cancel

*Note - The WebCenter timecard Proofing session will only pull in Transactionsvitha Statuso f A Appr ovedo whe
current WE Bill (Weekend Bill) date is greater than or equal to the WE Date(Weekending Worked). For example, if the

current WE Bill date is 06/07/2009 and there is an approved WebCenter timecard for WE Date06/14/2009, this

Transactionwill not be pulled into a Proofing session until the following week.

The number of timecards that have been pulled into the Proofing session will be listed at the bottom of the screen.

Next navigate to Payroll and Invoicing  and select the Proofing box. Then click on Proof Transactions The WebCenter
timecard Transactionawill be listed as belonging to the user that created the Proofi ng session. Continue to process
through Proofing as explained in the 12R6 Enterprise Back Office Training Manual

*Note i The WebCenter Employee and CustomerPortals are ancillary products, pl ease contact a Temp
representative for more information about WebCenter timekeeping.
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Payroll Wizard Update

The updatedpayrol |  wi zard all ows useayo taon d ofi SilSluaPWGhms 0 ArSwrb Pt y p e ¢
processing).

beain processing payroll

Choose the aporaprnate cpha beiow

» Set:

[ eancions *Note T A separate Help document

Yerify Transactiont . .

Calculate L that explains subcontractor payroll will

fowt Checks H

Pl Seomnary. | [BOAR RGOS, TCF be forthcoming and can be
downloaded from the Help Documents

section on the TempWorks website.

Prnt Chocka Ihin Tyme

Checkfun Crestes o regular chack run

theck delsy run

g check from delayed tras

select transactions

) '_‘;‘U 0 Filter Options
The Transaction selector updates S Tidtasiiions AESank IDs  [1"] My Satsicng Only

E-Pay Only Nan E-Pay anly

allow the user to select Filter Options YN Haatacton
like E-Pay Only(Direct Deposit View Checies Groups Avajlable Transactions
Transactionsonly) or Non EPay Only Sy SO inesy 23 e

(Only fAlived check Customer
Check Delivery

Session
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payroll - view checks

G checks —
Setup These checks will be printed in this run, Check Date: 2/19/2009 Run: 1784 |“
Existing Runs
Transactions
Verify Transactions
Calculate

> View Checks Dude, Adam $30400 86812 50.00 §235.88 From th.e View Checks form the user
Payroll Summary . e s o can navigate to view the Staged
1 Ers, Aaron A B a . A
Retres o Check Summanpf the individu al
check.

Employee | Gross [ 7ax | Acj | Net

To view the check details right-click on the line for the Paycheck and select View Checlor click on the “ button in the
upper right.

Payroll / Invoicing

Dude, Adam

- Acdars Duce Ta1 feerg N
Cutremt ﬂv- L) s s
2/22/2009 s
uss
® M Umnaest [emesteety Earmings e it (e paiiad
S e Faisoncts Betvs ¥k Sequiw Houn =TT R0 SHAM
Othor Benefits 1his peind
gt andd imvesang GrombPay S350
e wrlry Employer Paid Taxes
ot ansactions S Srupeise cra
chech regnter fmployes |sery
[ p— (Fica siggs: CWed
* staged chock wummary Ihhed s FUTA $243
e pegrder B o
PO wlup MECSINGLE $14.29 = 31
" Total Trvgioyer Tuwes $33%
NNA AL
uss £3040
Ottver
tasks 5
s Tenpw Spedilic pe waed when k2 $0.1x
B @ Calt Canwy at Sprtady
Total OnducSians wsay
B @ Oscer unch Soc the beanch
B @ St up marvew with fiog.. Net Fay $235.88
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e payroll - calculate

calculating payroll Chock Oate; 3/11/2009 fun: 1835
If a reversing Transactionwas used
; Aaxiove L evrot Ncraes i where an fAAdvancec

Ve At : P p—— Adjustmentvas added, the check
Mool error is fANet pay
(gt negat i v playeddoshe Bft. $n
the Staged Check Summaiprm
select the Fix Negative Checkiption
from the Actions Bardrop down
menu at the top under Form Actions

ernors

Check Reqister Update

+ New Employes Q Search Actions Reports Favorites | 9

Lot Isame Favt Name Asugnea | All Reccrds ) Replamw )
. h Cear Oritena

SN D Gats ‘*——v Brancy Sathh
Advanced Search Saved Searches

Your search returned 56 results, =R

Drag & column hesder hare to group by that column

D | Last Name | hr-.:V\me Phane 1§ Acttve | s Astigred | Last Messege Sewxh Ip Code
blol] Mwgraa Frank 851) S5S-1212 228 x| Mestage Memphs NE 2530
2045 Bares Shannan [B51) 5554212 223 ) Lualatre Memptus 38 53024
50 Narnes Ytephen 1658) 5551212 A2 x| Message Memptus Nf g

Once youdveEmptet oy eeofilkliek on the Pay History form on the left to expand the menu. Then select
Check Registefrom the expanded menu. The Check Registewill display all of the E mp | o y Paydhexcks with a Check
Date between the date range listed in the From and To fields on the right in the search for checks section.

Decder Asagerrent  Tonlact Pay / 84

4

Steve Aardson

395 Mon St ¥ « search for checks
Eagan, MN 55123
Crag » cobamn Readier here to growg By that cotermn < o
-
. . » Nun |[Owede. = (Suna Empiopee | Grota A Tan et A o
wtiifle -
ety | 10037 Aardson, Steve .
pay s=tup T et . 384 Choecic Drtas
pay hstory w Senk Accams Nec 20382 Fram
» check eegriter S $400.00
ek sumsary 10047 Aardson, Steve - e 1
staged check summary L Bt S _san
Maradtion hislory 2k i . het 526834
tas f0 date
st history 10060 A‘rds.o.n, ?“v' frciaywe
aconual hesteey Pemmmay U ot ;
ch hetoty -~ 3 ve $402 &4 Chmcx Oare
Goouments ' Aardson, Steve e s
messages 10157 oo — : Parpenki st D
standand searches o T b
& - Orey Bum
| — R
Crack |1
- - Aardson, Steve
tasks % W 10tia ceshers v :
18 @ Ordes hunch for branch BRI 57 fank A2t Net:
B® Tuainng 10190 Aardson, Steve sutal - $40030 hiet
e 37000000
Dt B0 dine
- A SN ' §270.4% 2
L, Seu
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When you navigate tothe Emp | o y E€hedk Reisterit displays only Checks for that Employee , but the search for
checks section on the right can be used to look up Paychecks for any Employee by entering criterion into the
appropriate fields and then clicking the Searchbutton at the bottom. Double -click on an individual Check to view the
Check Summanyfor the Paycheck .

*Note T Viewing the Check Summarynavigates the user to the Pay/Bill section.

i;. - Achiorm
Payroll icing Namoes
RAORL XN Aardson, Steve ppcansbr W =t
Currect Wechend B8 S5 Mam St it : 1o
3/8/2009 Eagan, M 1312 Fedeal: Mavied 9 £ Bk Bacinim
Argara with LN
® 141 Umioert Timeshocts (ousans I svempt 3 FPAARS
® 4 Tirvenhorts Not Pact
Eamnings twtn units iy putiod gest to date  Other Benefits  this peviod _yeur 1o date
payvedl andd ewosany Rag: Ragalar Haury L0 Qo 0020 P ERT T
e oty yorervea v ——pryene
gl trrmachoms GromPay 38000  53200.00
G0 e —— e - To view more information
e g C et 1} ol year to o
s ceckmary | — o about the Paycheck ,
Nc.'a o o Employes Sortion Socel Secanty tax SN $00 A8
P Emgloyes Fortion Medicare tav 1550 san9p W
Loviiana | exerpt W sud expand on the button to
Other 1
e <= display the Extended Check
AW S e i 5 T Detailsform. Then use the
g NetPay  $27049 menu on the left to view

Bk Transaction Adjustment Tax,

and Accrual details for the
Paycheck .

v Extended Check Detals

W
To view more information about the Paycheck , expand on the button to display the Extended CheclDetails form.
Then use the menu on the left to view Transactiors, Adjustmens, Taxes and Accruals detail for the Paycheck .

s -

Payroll / Invoicing .
Murray, Nicholas
Pt Mo

Convest Weekend Bt & Ereptiaes
Teast - N: Siate Wesacking & L0

3872009 " e ¢ o
® 122 Unoed Toombeers R & S
O 34 Tamesveen Nt Ranl o Brierdedt Chaik Dot

Extovdmd Owtain e

ntpioty o Trensctem Fopee Type
i ovtty
moompkete transachom Eqaarrreny ek 84
chwck 1ot Tt

» chedk summary

stacpcd chwck vareraey
AINORON COQUTi e =0
[ Ee

A=

tasks S W &
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(continued)

Steps for Reprinting or Fixing Paychecks

First look at the chart below to determine what action is necessary for th e Paycheck involved.

Was the Check Are the Transactions
Cashed? on the Check Correct? | Action to Take...
No Yes Reissue
No No Void
Yes No Reverse

Then navigate tothe E mp | o y eeeofd $o reissue, void, or reverse the Check .

Steps for Reprinting Paychecks (Reissue)

1) Select the Paycheck.

In the Check Registeform click on the Paycheck that needs to be reissued and then click on the
reissue check wizard.

Steve Aardson
598 Main St
Eagan, MN 55123

oD E
visifile
details
pay setup
pay history
» check register
check summary
staged check summary |
transaction history
taxes to date
adjustment history
accrual history
ach history
documents
messages
standard searches

tasks ® W &
@ Order lunch for branch
@ Training

10114

Dated 2/27/2009
ADD

Aardson, Steve
Dated 3/10/2009
AP Bank Account

4 New Employee Q Search Actions ¥ Reports ¥ Favorites ¥
Drag a column header here to group by that column.
| Num | Check... = | Status | Employes |Gross | Adj Tax Net
o Gross:  $300.00
10037 Aardson, Steve Ads 6794
S aod Dated 1/23/2009 Tax: $28.24
- AP Bank Account Net $203.82
Gross:  $400.00
10047 Aardson, Steve Ady $8945
PR Dated 2/5/2009 Tax:
8 AP Bank Account Net:
10068 Aardson, Steve G,{:fs:
o B 2/17/2009 Tax:
AP Bank Account Net:
e Aardson, Steve tn=s3
SO s A
s Dated 2/19/2009 3w
= | AP Bank Account Net:
Aardson, Steve Sroes
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tempworks (continued)

2) Verify the Paycheck.

Click in the Feebox if a reissue fee should apply to this Paycheck and select the Reasorfrom the drop down menu. If

the Paycheck was a direct deposit the EPaybo x  wi | | be checked.foradiréctdepsdityoawili | i veo
first need to deactivate the

ACH account in the Pay

Setup /Electronic Payform.

Then open/reopen the

verify checks reissue wizard qnd select the
Plesse verify the checks to be reissued Reason Then CI'Ck NeXtto
continue with the reissue
Drag s column header here to group by that column
process.

D Num Empioyee Net F Reason

10130 Aschon Steve 77045

3) Verify the Check Number (Payroll Summary).

The Starting Check Numbdield will automatically pull the next available Check Number If pre -printed check stock is being
used verify that the number is correct , and if not, fix it before clicking Next

| reissue - payroll summary

Verify Checks payroll summary
» Payroll Summary Please verify the information below.
Print Checks
check numbering

Starting Check Number 10197

Starting EPay Check Number 632 [7] Use EPay check numbers only

check run summary

Bank Account AP Bank Account Payroll Run Type

Check Date 3/11/2009 Weekend Date ~ 3/8/2009
Checks 1 Payroll Run ID 1829
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4) Print Checks.

Select the | “*__ button to bring up the p rinter select prompt and print Checks . Click the i u button if the run only
contains Checks with zero amounts or ACH only Transactionswhere the Emplo yee is going to be viewing their Check
stub from the WebCenter Employee Portal.

payroll - print checks

e print checks

Setup
Existing Runs
Transactions
Verify Transactions
Caiculate
View Checks
Payroll Summary =
* Print Checks ‘ - ’ Print this payroll run

‘ u ’ Post payroll but do not print.

General n
Select Printer
%Add Printer % Dell Laser Printer 17/
@ Dell 5100cn PCL6 on twfile 59 Dell Laser Printer 17!
=% Dell Color Laser 3110cn PCLG @0 Dell Laser Printer 51/
%3 Dell Color Laser 3110cn PCL6 on twbackup00 %82 Dell Laser Printer 51/
* i ’ : Select the printer from the list and

Status:  Opening ] Print to file then click Print.

Location:

Comment:
Page Range

@ Al Number of copies: 1 |5+
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5) Post Checks or Reprint.

Once checks are done printing v e théenimatchthh first and lase Check Mabemstdthe a p

one listed on this screen. If everything is correct, click on the
close the payroll wizard. Reissueis now complete.

button to post the Paychecks . Posting the run will

payroll - print checks

oy print checks

Setup

Existing Runs

Transactions

Verify Transactions Did this payroll run print correctly?

Calculate

View Checks

Payroll Summary First check number: 10082
» Print Checks Last check number: 10083

Plesae verify your starting and ending check numbers on your printed checks,

| &7 ‘ Yes, post this payroll run as complete.

! (3 ‘ No; reprint this check run.

I f numbers dondédt match or i f a paper jam (or‘dlbpttormtonemimt typ
the run. The next form will offer two options:

‘ =2 J Reprint the entire payroll run,
To reprint the entire run  -- Or i

’ ) ; Reprint a portion of the payroll run,
to enter the numbers to reprint.

numbering
What was the last check number that printed correctiy? 10082
What check number should reprinting start at? 10083

Enter the last check that printed correctly, and the CheckNumberthat should start the reprint. Then click Next

*Note T It is always a good idea to log a Messagewith the Check Numbeon the E mp | o y eeeofd éndicating that a
Paycheck has been reissued, voided or reversed.
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Steps for Fixing Paychecks

1) Select the Paycheck.

In the Check Registeform click on the Paycheck that needs to be fixed and then click on the “ putton to open the
void/reverse check wizard.

=4 New Employee Q Search Actions ¥ Reports Favorites ¥

Steve Aardson
598 Main St =
Eagan, MN 55123

Drag a column header here to group by that column.

P
. ! D | Num | Check... = | Status | Employee | Gross Adj Tax Net
visifile : -
details 10037 @ Aardson, Steve Gloss S S00.00
pay setup o apgy D=t=41/23/2009 Tax $28.24
pay history . AP Bank Account Net $203.82
» check register 7
checigsummary 10047 Aardson, Steve Sho 00,00
staged check summary | bsog D034 2/5/2009 Tax: $4221
transaction history b AP Bank Account Net:
taxes to date Gross:
adjustment history 10068 D‘:i:g;‘:%geve Ads:
accrual history CheckiD: %060 . . —
ach history AP Bank Account Net
documents 10157 Aardson, Steve Bt A
messages s s D 2/19/2009 Tax 3378
standard searches il AP Bank Account Net $237.16
S —
tasks @ W ® 10114 Aardson, Steve G,{ffg 310,00
s 00 2/27/2009 Tax
@ Order lunch for branch gt _ADD a
@ Training = Aardson, Steve G:;:.ss: §4
nls mo Dated 3/10/2009 Tax:

AP Bank Account Net:

2) Choose Void or Reverse Paycheck.

Select the Void checkoption if the Paycheck has not been cashed. ChooseVoid Check and reverse paymémemployeéf
the Paycheck was cashed or if the Employee received the payment via a direct deposit to their account.

check management - start

manage checks

How do yoo want 1o coerect the selacted chacds)?

Void chack

Ure 1103 aphon It 1he e=giosee Ras 5ot Carted the
CRECH 20 yOu) M GRITOPD OF woi0dd e iened
Dhp=wn

"
Void Check and pay to employ
Ve thar wphon if the e emtiicyes has srasdy cwhec
e check andd that papmerd needs S ks recoused

*Note it he reversing process cAdjasanerdrsthe&mpi A ¢ weeeorls €hits Aduatmentyill be
withheld fromthe E mp | o y &utaeré Paychecks until the balance amount for the Adjustmenis zero.
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3) Verify checks.

If the wrong Check has been selected click theCancelb ut t o n .

| fChechk then veriftbat theicgrect Reason

has been selected (ie. fiReversingo or iVoidingd). If the Invoice is affected by this change put a n i x 0 Rev.Billingh e

check management - verify checks

S verify checks
» \)cvify Checks Chck next 1o finish correcting the listed checkis)
Fimsh

Dvag & column header hare t2 croup by that calumn

i0 M | Employes Met Paycard... |Reason Rev, Billing

10157  Asrdson Steve $237.18 $000  Reversing

4) Finish.

box. This will insert a billing
Transactionthat will fix the
Invoice as well. Then click
Next

*Note i The fABest P
to handle the Invoice
corrections separately from the
Paycheck corrections.

Once the void/reverse wizard has inserted the correcting Transactionsnto Time Entry the last form appears to indicate

that this part of the process is finished. Click on the Finishbutton to close the form.

finish

Pluase wat whis 1

*Note 1 It is always a good idea to log a Messagewith the Check Numbeon the E mp | o y eeeod sndicating that a

Paycheck has been reissued, voided or reversed.

© 2005, TempWorks Software, Inc. All rights reserved Page 35 of 50



tEumﬂ(S (continued)

5) Reenter corrected transaction.

Navigate to the Pay/Bill section and open the Time Entry spreadsheet. There will be a negative (correcting)
Transactioninserted for the Employee whose Paycheck you just voided or reversed.

. y 5 7 - > 3 >
N Employes  Custommt  Orler  Asugement  Contset  [USURNEIN Caencder  Reports ]
Acsure [ ]
, test
Crum buprmem Cisporats Qi aB ot
fordsr Fie 2y Fite Text View Standand View Shaw oy Urusad hivecHngs 151 Tecam
Drag & cobumnn hescier hare 13 group by that column
Nare * | Cantormet # Dapartmemt = (PayC. » |Shit AT s 81 | OT M X! | 20 Sy WED -
=t Trem Egipmem Corpoe Regy Day 0d0 000 F1337  SLLDD: WRTOM
Axzton Uewe  ABC &ecooring ] Besing Q00 Q00 0o fUE Y ]
prayved] anvd invosong 2 o
i entry Asrmnn Steve AN bcTogpmng ] Sl coo 0n0 M 1500 W
oMyl e Ewnsachon Ardiion, Stese  ABC Accouning wcl 1 oo 000 S0 S2X00 VNAE
chack regrter
FNCICD BgERY Aartion Slewe Creative Ytertmes Je Frimany Rey i coo oo o0 300 SW2008
po wrtup Asrdian, Stewe  Crom Equipmen Ascocitng Fay 1 o o0 §iasy
- Awrmon Stewe Crem Sgugemem Torpamie flsg Day Bnoo 0o oo
Larinn Steve Crum Tyuement Lonparme Rey Day oo Lol 11w

Right-click on the negative Transactionand select Create Duplicate Timeshe&om the drop down menu. This will insert a
Transactionline with the same WE Date(Weekending Date) as the voided/reversed Transaction

6 Aardson, Steve  Crom Equipment Corporate Reg Day -35.00 0.00 $0.00 $10.00 2/22/2009
Aardson, Steve  Crom Equipment Corporate Reg Day 2200 0.00 $0.00 $10.00 2/22/2009

Enter the corrected Transactioninformation. Update Rates Hours Adjustmentsetc. and then proceed to Proofing.
6) Proofing.

Follow the steps for Proofing as outlined in the 12R6 Enterprise Back Office Training Manual Some common errors you
will find when reentering corrected Transactionsar e A Txn already been processed

andlor Zer o Payo, and fiOne or more employees have Regul ar

continue with the Proofing process.

f
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sofoamre (continued)

7) Payroll Processing.

Follow steps one through five under Steps to Process and Print Chec

ks in the 12R6 Enterprise Back Office Training

Manual. After step five you may encounter calculation errors like the one below. Right-click on the line, and select View

Checkfrom the drop down menu.

payroll - calculate

calculating payroll

V112008 Fun 1835

Chock Date;

enors

This will open the Staged
Check Summaryform and will
display the details of the
Check. If a reversing
Transactiorwas used where

Transad

Approve Empicyes Error Message

Verdy Tiarsactions
* Calculate

View Checks

Payrall Summary

Barter, Bogerto M=t pay 1 e, 2270 f negetye

Pamt Checks

Cancel

e

Payroll / Invoicing

Conmest Weshend B3

3/8/2009

® 18 Urnsed Twnesheets
® 7 Tmesheets Not Pad

fuayroll andd ivocing
e ontvy

noomglete tansachons Shis pisiud
check egidid
chock sammary 11136
* staged dhodk summary 124
FIVOKE RGN0 2
PO Mop G §450
50
Tenpwirns Spechc permarmt sdusinet uted when reversng Checs, Nads * §354 50
Tutal Dettwgtiom vy
Net Pay (539237

an AAdvanced B¢
Adjustmentvas added, the

check error is
zero, oOor negat.i

displayed to the left. Inthe
Staged Check Sumary form
select the Fix Negative Check
option from the Actions Bar
drop down menu at the top
under Form Actions

Employer Pald Taxes At
Chn 51114
CMegt L2t

FUTA fLa4

MNSUTA

Tuwd I'mplq;‘ 7;-

© 2005, TempWorks Software, Inc. All rights reserved Page 37 of 50



tempworks

(continued)

Payroll / Inwoicing Batker Robert
>l K DOEITO

Foberto Barkrr

Curverat Winserod $04

Tas Everpiic
NDSNGLE

Westares Eut A

ack Dutw 15/2000

= VO [
3/8/2000 LSS 1 4 Sk M
MNSNCLE 8
® I35 Ut Tmeshocts sale R i ’
® 7 Tummhests Not Pad tiase 12800 LLEA 00
. - Other Benafita Wity et
ls e m
poyerdl and swosang
S entry Emplayer Pald Tases Amausa
Deducti -~ ~ - g
Incomplete tramaation: o Herpemed CFaa $11.10
check reghti L Taxen
check summary Firs ' o CMed 0
» Staged Cick Sumenary RUTA e
126
Nrvosce regrster Ata MNSUTA 1108
PO w=hup MNGINGLE “ : o
ik e Tirtal Emplirger Tames $17.1%
O e
Tempaans Spenfc pasmanest ddjstment wsed whet reversing Checks, Yacks * 262
Tetdl Oeahictionn fimio
Net Pay $0.00

Once the negative Paycheck has been fixed open the payroll run wizard and click in the box under the Approvecolumn.

*Note 1 The Fix Negative Checkrocess will most likely only need to be used when a Check has been reversed and an

i Adv anc e AdjuSmentkobeated. Ifan Emp | oy E€hedk Ss negative due to improperly set up weekly Adjustments
or due to a low gross amount with a large number of weekly or one -time Adjustmentsthe amounts should be adjusted
manually, so that the Paycheck equals zero or a positive amount.

payroll - calculate

o calculating payroll

Setup

Existing Runs

Transactions

Verify Transactions
¥ Calculate

View Checks

Payroll Summary

Print Checks

errors

Approve
5]

| Employee Error Message

Barker, Roberto Net pay is null, zere or negative

\ Cancel H < Back

After all errors have been approved click Nextand continue the payroll run wizard (steps six through nine in the Steps to
Process and Print Checks  section of the 12R6 Enterprise Back Office Training Manua).

*Note 1 If only zero amount Checks are included in the run select the Post payroll but do not prinbption to save time,
paper, and ink.
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Reprinting Invoices

In the Invoice Registerform click on the Invoice that needs to be printed and then choose Print or Print Previewfrom the
Actionsdrop down menu.

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

\ 3 Actions ¥
e [
Payroll / Invoicing ‘; »d New Messagq 4, PrintPreview g Print + Edit Invoice ‘
Current Weekend Bill = : ‘ =
Eagan, MN.'55121 ["Owed Balance Amount Paid |
4/12/2009 '
$882.00 $0.00
® 92 Unused Timesheets z 5 - S i
® 8 Timesheets Not Paid =z Invoice Items item quantity rate date total
E Wood, Jen  Human Resource Consultant Reg Hours 10.00 $45.00 4/12/2009 $450.00
IE Wood, Alison Human Resource Consultant Reg Hours 10.00 $45.00 4/12/2009 £450.00
payroll and invoicing
time entry $900.00
incomplete transactions Adjustment Items
CHET SO Discount (818.00) ($18.00)
invoice register
» invoice detail ($18.00)
po setup Tax Items
$0.00
Total $882.00

tasks @ W &

[@ * 19 Needed

Step s for Reprinting or Fixing Invoices

1) Select the Invoice.

In the Invoice Registerform click on the Invoice that needs to be fixed and then choose Edit Invoicefrom the Actionsdrop
down menu.
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