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WebCenter v. 5 Vendor Portal 

 
The following document will give you an overview of how the different functions work within the WebCenter v. 5 Vendor 

Portal.  You can also refer to the in-page help if you click on the Help link in the upper left corner on any page.  Below is 

a picture of the Home page.  This is the first page that you will see once you have logged into WebCenter. 

 

The Home page contains messages that have been added for you to view and you can open an email and reply to these 

messages by clicking on the Reply link on the right.  You will also be able to see the last time you logged into WebCenter 

and the name and contact information for your vendor management company contact on the left of the screen. 
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At the bottom of the Home page the recently distributed orders will be displayed.  Click on the  icon in front of any 

order to view the details as shown below: 

 

If you would like to accept the order opportunity, click on the link in the Tasks area to Accept Order.  To decline the order 

choose the Refused Reason from the drop down menu, you can enter in a Refused Reason Comment and then click on the 

link to Refuse Order.  Once the order has been refused or accepted it will be removed from the list on the Home page and 

will be displayed in the Orders page. 

A prompt similar to the one below will appear at the top of the page to indicate the action that has been taken on the 

order: 
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The Orders page allows you to view all distributed orders.  The State column will indicate if the order was accepted or 

refused.  The Status column will indicate the current order status (i.e. Unfilled, Filled, Cancelled, etc.).  On the left of the 

screen you can look up orders in the Search area.  To expand on an order and view the number of candidates submitted 

versus the number of employees’ assigned click on the  button in front of the order.  To view the order details as 

shown earlier in this document click on the  icon.  In the upper left of the screen it will display the following link 

instead of accepting or refusing the order: 

  

Click on the Add/Search Candidates link to open the form where current 

employees can be selected or new employees can be added. 



                                         
(continued) 

 
 

 
© 2005, TempWorks Software, Inc.  All rights reserved                             Page 4 of 8 

 

You can use the Search functionality to look up employee records or scroll through the list of available employees.  To 

submit an employee to the order, click on the  icon in front of their name.  Clicking on the  icon will display the 

details for the employee.  Click on the Add New Candidate link to open the form to enter a new employee. 

 

Enter in the First Name, 

Middle Initial, Last Name, 

City, and Zip for the 

employee (or any other 

basic information that you 

choose) and then click on 

the button to Create 

Employee Record and Add as 

Order Candidate. 
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Once the employee has been added to the order the prompt will be displayed at the top of the screen and you will have 

links on the left to add additional information to the employee’s record. 

 

You can attach resumes by clicking on the Resumes link on the left and then either use the copy and paste in Attach resume 

text or use the Browse button to locate a resume in a file folder and attach it to the record by clicking on the Upload 

Resume button. 
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Enter education and skills by selecting the Education/Qualifications link.  Enter in education information and click on 

Add/Update Education Experience.  Select a Skill/Qualification form the drop down menu and enter the number of Years 

then click on Add Skill to update the employee’s record. 

 

Add work experience by selecting the Employment History link and then entering in the work history information.  When a 

record has been completed click on Add Employment History to update the employee’s record. 
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The Associates page displays all employees that you have entered into the WebCenter v. 5 Vendor Portal.  You can look 

up employees by using the Search information on the left of the screen.  To view or update the employee’s record, click 

on the  icon in front of their name.  If the employee is currently on assignment they will have a check mark in the 

Assigned column. 
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In the Reports page you can view, print and export your own reports with real-time data so you can be proactive about 

making sure that your employees’ time has been submitted and orders are being filled in a timely manner. 

 
 

Select a report by clicking on the  icon in front of the report name.  When the report opens enter any report 

parameters required (i.e. date range, department name, etc.) and then click on the button to View Report.  You can also 

select to export the report.  Choose the format that the report should be exported into and then click on the Export link. 

 


