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Introduction

TempWorks has been providing solutions designed for the staffing industry since 1994. Our
customer base consists entirely of staffing companies. Therefore we take great care to ensure
that our software reflects the development requests of those staffing companies, thus allowing
our customers to stay ahead of their competition and on top of the challenges of today’s market.

WebCenter fx, a complete ground-up rebuild that replaces the old WebCenter product,

was designed using entirely new technology and features the integration of the TempWorks
Applicant Portal and Job Board, Notifications Services, an exciting new interface and an extreme
depth of functionality. Recent Microsoft® technologies were used to create the new WebCenter
fx. .Net 2.0 served as the platform to rewrite the application’s modules, making it possible to
deliver high-demand features. Windows Workflow was woven in to drive the timecard approval
process, directing the process from start to finish without the need for manual/human
interaction. The new Notification Services enables WebCenter fx to deploy messages via several
delivery methods including Email, text messaging, SMS messaging and potentially, through a
speech server to make phone calls. Through their accounts, users can set which types of
notifications to receive and their preferred delivery method.

Also unique to the new version of WebCenter is SQL Reporting Services, which replaced the
previous Crystal Reports. Chosen for its simplicity, the new reporting engine intuitively creates
and schedules reports run from the core TempWorks database.

The new WebCenter fx offers several enhancements to all modules of the application. Noteworthy
in the Employee Portal is the ability to view and print current and previous year’s W2's and pay
check details. Users of both the Customer and Employee Portals now benefit from the new web
timecard system, which presents amplified customization options, new features and a user-
interface promoting easier navigation and reduced error probability.

The components of WebCenter fx are designed to drive client and employee retention while
streamlining recruitment processes and increasing staff efficiency. The Customer Portal offers a
staffing firm’s clients greater control over their procurement process and opens access to
information crucial to decision making. With the Employee Portal, the doors of communication
are unlocked and employees gain a sense of value and independence. The Applicant Portal and
Job Board make it simple for candidates to search and apply for open jobs online, right from a
company’s website.

*Note — Each Staffing Company can customize WebCenter fx as they choose. This
documentation is written and displays screen shots pertaining to the out-of-the-box WebCenter
solution. Any customizations created for your company will not be included in this
documentation.

How to Read this Manual

*Terms listed in BOLD are the names of main pages or sections of the website (ie. Home page).
*Terms listed in Italics are field names, buttons or tabs within a webpage (ie. History tab).
*Terms listed in Underlined Italics are links to other pages within the website (forgot password?
link).

*Terms that are Underlined are sub-sections of the webpage (ie. Contact Information).

*Terms listed in “Quotation Marks” are inputs for the fields or drop down menus (ie. “Vacation”).




Administrator — Login Page

When an administrator first opens the WebCenter they will see the Login page as shown below:

rks

WebCehtei'

please sign in

User MName || |

Passward | |

[JRemember me next time.

Forgat Passward!

This Login page is where they should enter their User Name and Password to sign into WebCenter fx. If
this user will be accessing the WebCenter from a computer that only they will use they can click in the
Remember me next time check box to leave a check mark. When this is selected the user will
automatically be brought to their WebCenter fx Home page the next time they select the WebCenter
link.

lease sien in After the administrator
P g has entered their User
User Mame |a|isha | Name and Password
they can click on the
Fassword |"“"" | signin button (as

. circled). This will
[1Remember me next time. navigate the user to
@ their Home page.

If the user cannot remember their
fo rg ot pPasswo rd password they can click on the Forgot
Password? link to navigate to the view to
the left. After they enter their User Name
Generate Mew Password they can click on Generate New Password
to have a new password created.

Forgot Passward!

User Marme | alisha |




Administrator — Home Page

Once the administrator has logged in they will be brought directly to their Home page. The Home
page displays the last time the user logged in and gives them access to the administrator Control
Panel.

£
=
Control
Panel

Last Logon: 1/31/2007 Newy Messages Archived Messages

Contact Information

No new messages

Information not available

Welcome, alisha My Settings | Logout

On the left side of the screen the administrator can view their Last Logon date in the WebCenter Login
Stats.

The lower left side of the screen displays the user who is currently logged in. The message will read
“Welcome, User Name” (In this instance “alisha” is displayed).

*Note — If the contact’s name is not displayed next to the "Welcome” text, then they should click on
the Logout link on the lower right to log out the current user which also navigates them back to the
WebCenter fx log in page where they can enter their User Name and Password.

*Note to Tempworks users — At this point administrator messaging is currently under development.
More information will be available on this feature as this project is completed.



Administrator — Control Panel

To enter the Control Panel page in WebCenter fx the customer contact should click on the Control

Panel link in the upper right of the screen. The page below will be displayed. On this page the user
can access all of the administrator functions available for the different applications within WebCenter fx.

€
=]

Control
Panel

(= Contral Panel Home
[= Users
® Search and Impersonate
m Add Mew User
® Users In Roles
m Roles
® User Config
m Order Request Config
= Timecard Configuration
m Pay Codes
m Cost Codes
m Create Timecard Template
= Spesch
®m Candidate Availability
= Reports
®m YWiew Reports
® Add Reports
m Batch Add Reporting Services Reports |
= Applicants
m Site Settings
® Questionnaire and Agreement
m Branch Configuration
m EEQ Header and Footer -

Welcome, alisha My Settings | Logout

On the left side of the screen is the Control Panel Home link that allows the user to access different
functions and format forms in the Employee and Customer portal as well as the Online Application and
Online Job Board.

Click on the “-" to minimize the functionality list on any of the different sections of the Control Panel
view (as shown below).

= trol Panel Home

Once expanded, the Control Panel Home link will list out all of the administrator functions on the left
side of the screen. Any of the main headers can be expanded or minimized by clicking on the “+” or
“-" key in front of the line.

= Control Panel Home

An example of this would be

= Contral Panel Harme L . Users
the minimized view of the =5
Users Users function to the left and B Search and Impersonate
m Roles the expanded version of the m Add Mew User

same function to the right.

m User Config ® Users In Roles

m Order Request Config m Roles



Administrator — Users

There are many features within the Users function including: impersonating other users, adding users
and assigning (or creating) roles for the employees and customer contacts utilizing the WebCenter fx

product.

= Control Panel Home

=l Users

® Search and Impersonate
® Add New User
m Users In Roles

= Roles

m User Config

m Order Request Config

To access the Users function click first on the Control Panel in the upper right (from the administrator
Home page) and if the view above is not displayed, click on the “+" in front of the Users line to expand
the list.

Search and Impersonate
The Search and Impersonate functionality allows an administrator user to find a contact or employee user
and then view the screen as if they were logging in as that employee or customer contact.

£
=}

Control
Panel

= Control Panel Home Select User Type ) APCDEFGHIIKLMNOPOQRSTUVWXYZ

= Users

» Search and Impersonate Username; ‘ | Name:| | Search

m Add Mew User

® Users In Roles
m Roles
® User Config

m Order Request Config

When the Search and Impersonate link is selected the view above will be displayed. From the Select User
Type drop down menu the administrator can select “"Employee”, “Customer Contact”, “Applicant”, etc.
and then use the Letters, Username, or Name look up fields to find the person who should be
impersonated.

To use the Letters look up, select the type of user from the menu and then click on the letter that
corresponds with the first letter of the user’s Last Name. This will return a list of all users of the
selected type with a last name beginning with the letter chosen (ie. “F” for “Freeman, Jason).

£
=

Control

R

= Control Panel Home Employee o) ABCDEEGHIJKLMNOPQRSTUVWXYZ
= Users
® Search and Impersonate Username: | | Hame: | | Search
m Add Mew User
m Users In Roles JasonFreeman Freeman, lasan Impersonate

m Raoles



To use the Username or Name look up fields enter the corresponding information and then click on the
Search link to return the list of users that match the criteria chosen.

*Note — Leaving the Username and Name fields blank will return all users of the specified type when the
Search link is clicked (as shown in the example below).

&>
=

Control
Panel

= Control Panel Home Employes | ABCDEFGHIIKLMNORPOQRSTUVW XY Z
& Users [
m Search and Impersonate HETRE | ‘ MR | ‘ Search
®m Add New User
®m Users In Roles JasonFreeman Freeman, Jason Impersonate
®m Roles samabbott Abbott, sam Impersonate |
W User Config Malabama Alabama, Morgan Impersanate |
m Order Request Canfig MNAalabama Alabama, Nick Impersonate |
; 3 B ] |
@ Timscard Configuration mat@marshall curr! Marshall, Mathew Impersonate |
dalyce@tempworks.com Wood, Dalyce Impersonate 7
®m Pay Codes
ericgruntemployee Melson, Roger Impersonate

® Cost Codes

To select the person to be impersonated, click on the Impersonate link on the same line as the name of
the user. Once a user is selected WebCenter fx will display the screen as if the administrator were

logging in as the chosen user.

Control
Home Assignments Payroll Timecards Panel

Last Logon: 1/30/2007 Mew Messages Archived Messages

chever: 11972006 3:47 PM Expiration Date: Reply
DO NOT BE LATE TODAYII EXECS IN OFFICE!

Contact Information

mkramer

Memphis SE 1604

123 Main St. Eagan, MN 55123
Phone: .ddd

Fax: 555-555-1212

Click here to send an email

Welcome, JasonFreeman [ Stop Impersonation ) My Settings | Logout

The above screen is a view of employee user, Jason Freeman’s WebCenter Home page. The only
differences that an administrator will see that Jason would not, are the Control Panel link in the upper
right ant the Sop Impersonation link in the lower left after the individual’s Username. The administrator
can now view Assignments, print a W-2 form, view or create Timecards or any other user function
available to the employee.

*Note — For more information about the Employee and Customer Portal features please refer to the
corresponding manuals.



When an administrator is done impersonating a user they merely need to dlick on the Sop Impersonation
link in the lower left of the screen. This will return the administrator to their Home page where the
Control Panel can be opened by clicking on the button in the upper right.

Add New User
The Add New User functionality allows an administrator user to locate records in the core Tempworks
product and add them as users to the WebCenter.

>
=

Control

Panel

Select the type of user;
Select User Type... -

= Control Panel Home
[=l Users
m Search and Impersonate
m Aadd New User

m Users In Roles

The administrator will first choose the type of user (ie "Employee” or “Customer Contact”) from the
Select User Type drop down menu as shown in the view above. The view below displays the way that
the users can be found.

>
=

Control

Panel

= Control Panel Home Select the type of user:

= Users Ele Q
m Search and Impersonate
m Add New User Search for users by Name or by 10:
= Users In Roles Quick search first letter: ABCDEFGHIJKLMNOPQRETUNVMW RYZ
m Roles 10: (aldent f CDntaI:tID)| | Name:| ‘ Search

m User Config

To use the Letters look up, select the type of user from the drop down menu and then click on the
letter that corresponds with the first letter of the user’s name. This will return a list of all users of the
selected type with a last name (or first name) beginning with the letter chosen (ie. “C" for “Canada,
Joe” or “Brown, Chester”).

£
=

Control

Panel

o Contral Pansl Hame Select the type of user:

o Users Employes ‘Q
®m Search and Impersonate
m Add New User Search for users by Mame or by ID:
™ Users In Roles Quick search first letter: ABCOEFGHIIKLMNOPORSTUVWXYZ
m Roles ID: (Aldent / ContactID) ‘ | Name: ‘ Search
m User Config
u Gider ReguestiEanti 5795 Brown, Chester Select X
N " 11844 Cambride Water Production, Cambridge \Water Select
= Timecard Configuration "
5697 Canada, Joe Select
m Pay Codes "
5384 Canadiano, Joe Select
. Costisedes 5063 Catalano, Susie Select
m Create Timecard Template 5706 Chandler, James Select
= Speech 5799 Charge, Charles Select
® Candidate Availability Soe4 Charleston, Mark Select
= Reparts 5768 City of Roseville, City of Rosevil Select
m Yiew Reports 11850 Clevinger, Chad Select —




The administrator can also look up records by entering their I1D: (Aident/ContactID) or Name and then
clicking on the Search link to return a list of individuals that match the criteria entered.

*Note — Leaving the ID: (Aident/Contact|D) and Name fields blank will return all users of the specified
type when the Search link is clicked (as shown in the example below).

’n
=

Control

Panel

A

= Control Panel Home Select the type of user:

= Users LY ES \i‘J
®m Search and Impersonate
m Add New User Search for users by Mame or by ID:
® Users In Roles Quick search first letter: AB CDEFGHIJKLMNOPORSTUVWXYYZ
m Roles ID: (Aldent / CUntaUtID)| | Mame: | | Search
m User Config
m Order Request Config L1848 ! Select
@ Tiriscard Cafatraton 5820 2nd Staffing, 2nd Staffing Select
5759 Aardson, Steven Select
B Pay Codes
5412 Abbott, sam Select
miCoslicUdes 5021 Abootorabi, Debbie Select
m Create Timecard Template 5g22 abron, Jil Selact
& spesch 5801 Adjustment 1, Tester Select
m Candidate Availability 5802 Adjustment 2, Tester Select
1=l Reparts 5804 Adjustment 3, Tester Select
® Yiew Reports 5805 Adjustment 5, Tester Select
» Add Reports 5033 Anderson, Andrea Select
- A D N e 11815 Anderson, Debbie Select

An administrator can select an individual from the list by clicking on the Select link for the
corresponding line.

’n
=

Control

Panel

= Control Panel Home Select the type of user:

= Users LR \;J
®m Search and Impersonate
m Add Mew User Search for users by Mame or by ID;
W Users In Rales Quick search firstletter: ABECDEFGHIJKLMHNOPORSTUYWXYZ
= Roles ID: {aldent / CUntaUtID)| | Name:| Search
m User Config
m Order Reguest Config Confirm User Identity and enter UserName and Password
= Timecard Configuration =
® Pay Codes Mame: |H3Wk”"‘3. Katie |Or|g\nID: |5129 |Or\ngypeID: 1
m Cost Codes UserMame: | |F‘asswurd: | ‘
m Creste Timecard Template Add User
= Speech

m Candidate Availability

The Name, OriginlD, and OriginTypel D will automatically be populated with the information from the
chosen record. The administrator will then create a Username and Password for the person and click on
the Add User link to create the new user as displayed below.



£
=

Py Control
Panel

~

= Control Panel Home Select the type of user:

Employes =
= Users L. )

m Search and Impersonate

» Add Mew User Search for users by Name or by ID:

W Users In Roles Quick search first letter; ABCDEFGHIJKLMNOPORSTUNWRYZ
= Roles 1D: (AIdenthDntal:tID)| | Name:| ‘ Search
® User Config
® Order Request Config Confirm User Identity and enter UserName and Password
= Timecard Configuration E:
u Pay Codes Name! ‘Hawkins Katie |OriginID: |51_/'9 |OriginTypeID: 1
m Cost Codes UserMame: |kat\ehawkms |Passwurd: ‘"" ‘
® Create Timecard Template Add User

= Sneech

Once a user has been added to the WebCenter a verification message will be displayed in green that
the user was successfully added and will also list the type of user that was added as seen in the view
below.

@ -Added New User-
User Name: jacobburns
Full Name: Burns, Jacob

-Default Roles added-
Employee: Employee

Users in Roles
The Usersin Roles functionality allows an administrator to edit the default role for a user. Configuring
Roles will be covered in the next section, but this section will cover how to assign an individual

WebCenter user to a specific role.

£
=1

e0e Control
ED T

~

= Contral Panel Home
[ =R EL1-1 .S ——————
® Search and Impersonate

= Add Mew User

Username: Mame: Search

m Users In Roles i —
—_— User Name Role Name
® Roles

Mo records to display.

m User Config

The original type of role should be selected from the Please select anitem drop down menu (ie.
“Applicant”, “"Employee”, etc.) Once the type is chosen the administrator can use the look up features
to find the record.

To use the Letters look up, select the type of record origin from the drop down menu and then click on
the letter that corresponds with the first letter of the user’s name. This will return a list of all users of
the selected type with a last hame (or first name) beginning with the letter chosen (ie. “"C” for “Canada,

Joe” or “Brown, Chester”).

To use the Username or Name look up fields enter the corresponding information and then click on the
Search link to return the list of users that match the criteria chosen.
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*Note — Leaving the Username and Name fields blank will return all users of the specified type when the
Search link is clicked (as shown in the example below).

£
=1

Control
R Panel

~

= Contral Panel Home

= Users & T/ mmomanmem e e e e e e e
®m Search and Impersonate
Usermame: MName: Search
® Add New User
n - .
Users In Roles User Name Hame Role Name
® Roles
, Eciit " . Customer
m User Config B DBlitz Bilitz, Dave (Amalgamated Fluorodynamics DEMO [ RED) Supervisor
®m Order Request Config Edit . B = Customer
= o - Fole Craig Bradley, Craig (Lawnwood Hospital [ Primary) Supervisor
imecard Configuration = =
2L Alice Combs, Alice (Crom Equipmert § Morth Warehouse) Cus‘lum.er 3
B Psy Codes Faole Supervisar
» Cost Cod Edt  DarnyD Duncan, Danny (Srom Equipmert J Primary) Shei
ECO Raole 4 : 4 HEI B Supervisor
® SreateTimecarailElAg %ﬁ G 3, codename (Amalgamated Fluorodynamics DEMO [ Security) gﬂﬂ::\?;rm
= Speech S o
Ect jimi@a0l .com Halcotmk, Jim (Crom Egquipment £ Primary) Sesiging,
m Candidate Availability Role 1 ) ' AR ¥, Supervisor
=l Reports Edit Dihicland Midland, Douglas (Amalgamated Fluorodynamics DEMO [ Primary) Cusium_er
Role Supervisor
m View Reports [
E 2 ericgruntcustomer Olson, Roger (Acme Amalgomsted [ Primary) Cus‘lum.er
» Add Reports Fole Supervisor
. . Eciit AFDChad Roberts, Chad (Amalgamatecd Fluorodynamics DEMO ¢ Customer
m Batch Add Reporting Services Reports | Raole ShippingaReceiving) Supervisar —

The administrator will then choose the record where the role should be changed by clicking on the Edit
Role link on the line of the corresponding record.

Edit role for: Blitz, Dave Once a user is selected the administrator can
choose a role from the drop down menu (ie.
“Clerk”, “Cust Hiring Mgr”, “*Customer Supervisor”

Cance|
Customer Supervisor | = | (Change Raole D etc.). To change the role the administrator will

Clerk click on the Change Rale link as circled.

I S lelng Mgr _

Once the role has been changed a notification will be listed at the top of the screen in green as shown:

() Blitz, Dave has been changed to role Cust Hiring Mgr

11



Roles
The Roles functionality allows an administrator to edit the types of roles and what the users assigned to
that role can view in WebCenter. To edit roles click on the Roles link on the left side of the screen.

£
=
| Control
Panel
-~
= Control Panel Home Role Tnstructions
= Users To beqgin please select the origin type you are interested in.

m Search and Impersonate

m addines ey \WebCenter Origin Type:

m Users In Roles Select Role Type \Q'J
m Rales
® User Config WehCenter Role Hame WehCenter Role Description Origin Type Name Default Role

m Order Request Config

Mo records to display
= Timecard Configuration =

First, select the original type of role from the Select Role Type drop down menu. Next, all of the roles
with that origin type will be displayed as in the view below.

'm
=
. Control
Panel
~
= Contral Panel Home Role Instructions
= Users To begin please select the origin type you are interested in.

®m Search and Impersonate

= Add New User WebCenter Origin Type:

Employes Ig

m Users In Roles

m Roles

W User Canfig WebCenter Role Name WebCenter Role Description Origin Type Name Default Role

m Order Request Config

gy

Employee True Make Defaul

Emploves Employee

= Timecard Configuration

To view the role configuration click on the Paper and Pencil icon to the left of the role as circled above.
When the icon is clicked the following view will be shown.

WehCenter Origin Type:

Employes Ii—.J

WebCenter Role Name WebCenter Role Description Origin Type Name Default Role

,_g LJ Employes Employes Employes True ke Detati

= — To hide a form from the user type selected click on
i the Xin a Circle icon as shown to the left. By

o add Form e ror Bane] clicking on this icon the form on the corresponding
— e — line will not be viewable to users of the selected
type.

Ssignmerrt Detsilz  Forms/&ssignmentidssignmentDetails aspx To add a form to the selected user type, choose

b Assignmert List Farmsifssignment/AzsignmentList azpx the form from the drop down menu next to the A_dd
e Paycheck Detail FormaPayralPaycheckDetail asp:x m link. Once a form is SeIeCted/ click on the

© Fayrol History sl Add Form link to include the form for the selected
6 Timecard Ertry CommondForms/TimeCardiTimeCardiaster sspx user type

€ Timecards Forms/EmployesTimecardDashboard aspx To hide the form panel and return to the view

€ w2 petai Forms/Payralitiz2Detal aspx shown previously click on the Hide Form Pandl link.
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Lis
=

Control
Panel

~

= Contral Panel Home Role Instructions
= Users To begin please select the origin type you are interested in.

®m Search and Impersonate

m Add New User

WwehCenter Origin Type:

Employes Ig

m Users In Roles

m Roles

W User Canfig ‘WebCenter Role Name WebCenter Role Description Origin Type Name Default Role

m Order Request Config 5
= Timecard Configuration *4 g mployes Employes Employes Trug Iake Default

To add a new type of role that can be assigned to users click on the Layered paper icon as circled
above. This will create a copy of the selected role and then a new role hame can be selected as well as
selecting forms that users in that role can view.

WwehCenter Crigin Type:

Employes Q

WebCenter Role Hame WehCenter Role Description Origin Type Hame Default Role

,_é :J Emplayee Employee Employee True fake Default

Once the role has been copied the Role Name and
Role Copy Role Description should be entered in the appropriate
fields. After this information is entered the
administrator should click on the Copy Rale link to

Selected Role: Employes

Role Name: Ernployes?

o create the new role type.
Role Description: Mo Payroll or Timecard If the role type should not be created, click on the
Cancel Role Copy Copy Role Cancel Role Copy link to return to the previous view.

Once a role has been created the following prompt will be displayed on the screen.
i) New role created successfully.

The new role will be displayed in the list. The administrator can choose to set this role as the default
for new users of the selected type by clicking on the Make Default link on the right side of the line.

WebCenter Origin Type:

Employes -

WebCenter Role NHame WebCenter Role Description Origin Type Name Default Role
,_é | Employee Employes Employee True lake Default
,_é CJ 6 Employee2 Ma Payrall or Timecard Employee Falze Mlake Default

To delete the role click on the XinaCircle icon to the left of the role name. To edit the new role follow
the steps earlier in this section for adding or deleting forms.

*Note — If a role is deleted, any users assigned to that role will automatically be returned to the default
role for their user type.

13



User Config
The User Config functionality allows an administrator to edit the pages that users are able to view in the
WebCenter. To access the configuration functionality the administrator will click on the User Config link

on the left of the screen.

£
=

Control
Panel

~

I=l Contral Panel Home WPl el (el

= Users Select an tem P

® Search and Impersonate
m Add New User
m Users In Roles

m Roles

m User Config

m Order Request Config

To configure a property select it from the Select anitem drop down menu. The next views will cover the
seventeen user configurations that can be completed by an administrator at the time of this manual’s
creation.

*Note - As other user configuration forms are completed they will be added to the WebCenter fx
administrator manual.

Timecard Template
The Timecard Template allows the administrator to select what type of timecard the selected user type

will be able to view.

User Config Property:

Z
|I:-
fui
('l

Timecard Template

When Origin Type = Contact

Edit Delete .
use Daily Totals

When WebCenter Application Name = Default WebCenter5 Installation

Edit Delete
use Federal

Clicking on the Edit link will allow the administrator to change the current setting by choosing a new
type of timecard from the drop down menu.

User Config Property:

Timecard Template
YWhen Origin Type = Contact

Lse Daily Totals

Edit Delete

When WebCenter Application Name = Default WebCenter5 Installation
Update Cancel

use Federal (=4

Once the new timecard has been selected, click on the Update link to change the configuration or click
on the Cancel link to cancel the change. To create a new configuration click on the Add link as circled

above.

14



User Config Property:

Timecard Template

-
[l
('l

Add new configuration value

When User Role - Emnployes2 (Mo Payroll or Timecard)

use Alisha's Template

-
e

Add new entry

When Origin Type = Contact

Edit Delete .
use Daily Totals

When WebCenter Application Name = Default WebCenter5 Installation

Edit Delete
use Federal

To configure the new information use the drop down menu in the upper left to select the type of role.
Once this is selected the 2™ drop down menu will be automatically populated with records matching
the role type selected. The last drop down menu is where the timecard for the selected role (or
individual) should be selected. Once all fields have been populated, click on the Add new entry link to
create the new configuration.

User Config Property:

Titnecard Template

-
0
0

When User Role = Employee?2

Edit Delete . ,
Lse Alisha's Template
. \When Origin Type = Contact
Edit Delete i . o
Lse Daily Totals
\When WebCenter Application Name = Default WebhCenter5 Installation
Edit Delete

Lse Federal

To delete a timecard configuration from the list, click on the Delete link on the left of the corresponding
line.

Workflow Type

The Workflow Type allows the administrator to select what kind of approval process is involved in the
timecard workflow.

User Config Property:
Wiarkflose: Type

i
(s
[=%

Yhen Origin Type = Contact

Edit Delete . . .
use Instant Approval (Automatically approves submitted timecard.)

When WebCenter Application Name = Default WebCenter5 Installation

Edit Delete
use Simple Timecard (Basic Workflow for timecards with single approval)

15



*Note — The steps for editing and deleting in the Workflow Type configuration are the same as in the
Timecard Template. The administrator should use the drop down menu provided to change the
configuration.

User Config Property:
Warkflowe Type Q add

Add new configuration value

When User Role - = Employee? (Mo Payrall or Timecard) =3

use Instant &pproval (Automatically approves submitted timecard ) ——
Add new entry

When Origin Type = Contact

Edit Delete . . .
use Instant Approval { Automatically approves submitted timecard.)

When WebCenter &pplication Name = Default WebCenter5 Installation

Edit Delete
use Simple Timecard (Basic Workflow for timecards with single approval)

*Note — The steps for adding a new Workflow Type configuration are the same as in the Timecard
Template. The administrator should use the drop down menus provided to change the configuration.

Order Request Form

The Order Request Form configuration allows the administrator to choose the type of order request
form that the selected user type or individual is able to view in WebCenter. The types of orders are
created in the Order Request Config which will be explained in the next section.

User Config Property:
Crder Request Form — £dd

YWhen Origin Type = Contact

Edit Delete .
use Generic

*Note — The steps for editing and deleting in the Order Request Form configuration are the same as in
the Timecard Template. The administrator should use the drop down menu provided to change the
configuration.

User Config Property:

Crder Reguest Form i Add

Add newr configuration value

When User Role A Employvee? (Mo Payroll or Timecard) -
Uuse Generic -

Add new entry

When Origin Type = Contact

Update Cancel
Use Genetic —

16



*Note — The steps for adding a new Order Request Form configuration are the same as in the Timecard
Template. The administrator should use the drop down menus provided to change the configuration.

Allow Customer Timecard Entry
The Allow Customer Timecard Entry configuration allows the administrator to choose if a customer

contact can create or modify timecards.

IUser Config Property:
Alloyy Customer Timecard Entry (Allovw the Customer contact to create and modify timecards) = Add

. When WebCenter Application Name = Default WebCenter5 Installation
Edit Delete

use false

*Note — The steps for editing and deleting in the Allow Customer Timecard Entry configuration are the
same as in the Timecard Template. The administrator should use the drop down menu provided to
change the configuration.

User Config Property:
Allowy Customer Timecard Entry (Allowy the Customer contact to creste and modify timecards) -4 Add

Add new configuration value

When User Role - Employes2 (Mo Payrall ar Timecard) -4

use True ——
Add new entry

YWhen WebCenter Application Name = Default WebCenter5 Installation

Edit Delete

]

use false

*Note — The steps for adding a new Allow Customer Timecard Entry configuration are the same as in
the Timecard Template. The administrator should use the drop down menus provided to change the
configuration.

Allow Employee Timecard Entry
The Allow Employee Timecard Entry configuration allows the administrator to choose if an employee

can create or modify timecards.

User Config Property:
Allowy Employes Timecard Entry (Allovy the Emploves to create and modify timecards) = &dd

\When Origin Type = Employee

Edit Delete
use true

*Note — The steps for editing and deleting in the Allow Employee Timecard Entry configuration are the
same as in the Timecard Template. The administrator should use the drop down menu provided to

change the configuration.
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User Config Property:

Allowy Employee Timecard Entry (Allow the Employvee to create and modify timecards) =4 Add
Add new configuration value
When User Role = Employee2 (Mo Payroll or Timecard) -
use True —
add new entry
. Whan Origin Type = Employee
Edit Delete
use true

*Note — The steps for adding a new Allow Employee Timecard Entry configuration are the same as in
the Timecard Template. The administrator should use the drop down menus provided to change the
configuration.

Employee Paycheck View
The Employee Paycheck View configuration allows the administrator to choose how many days into the
past the employee can view their paycheck history.

IUser Config Property:
Employes Paycheck YWiew (Mumber of days into the past to show pavchecks)

r
|I=-
[l
[l

When Origin Type = Employee
use 365

Edit Delete

Clicking on the Edit link will allow the administrator to change the current setting by manually entering
the number of days into the past that the employee can view their paychecks.

User Config Property:

Employee Paycheck Yiewy (Mumber of days into the past to showe paychecks)

When Origin Type = Employee
use |355 |

Update Cancel

Once the number of days has been entered, click on the Update link to change the configuration or click
on the Cancel link to cancel the change. To create a new configuration click on the Add link as circled
above.
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User Config Property:
Employee Paycheck Yiew (Mumber of days into the past to show paychecks) =4 Add

Add new configuration value

When User Raole

- = Employee2 (Mo Payroll or Timecard) =4
Lise |45D| |
Add new entry
: \When Origin Type = Employee
Edit Delete g P ploy

Uuse 363

To configure the new information use the drop down menu in the upper left to select the type of role.
Once this is selected the 2™ drop down menu will be automatically populated with records matching
the role type selected. The last field is where the number of days should be manually entered. Once
all fields have been populated, click on the Add new entry link to create the new configuration.

Employee Timecard View

The Employee Timecard View configuration allows the administrator to choose how many days into the
past the employee can view timecards that they have created.

User Config Property:
Employes Timecard Yiew (Mumber of days into the past to show timecards) - Add

When Origin Type = Employee
use -20

Edit Delete

*Note — The steps for editing and deleting in the Employee Timecard View configuration are the same
as in the Employee Paycheck View. The administrator should manually enter the number of days.

User Caonfig Property:

Employes Timecard Yiew (Number of days into the past to show timecards) - Add

Add new configuration value

When User Role

- = Employee? (Mo Payroll ar Timecard) -
use |35 |
Add new entry
) ¥Wwhen Origin Type = Employee
Edit Delete 9 P ploy

use -20

*Note — The steps for adding a new Employee Timecard View configuration are the same as in the

Employee Paycheck View. The administrator should use the drop down menus provided and manually
change the number of days to add the configuration.
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Employee Past Assignment View

The Employee Past Assignment View configuration allows the administrator to choose how many days
into the past the employee can view their assignment history.

User Config Property:
Etnploves Past Azsignment View (Mumber of Days to view past assignments in employes assig - Add

YWhen Origin Type = Employee
use -70

Edit Delete

*Note — The steps for editing and deleting in the Employee Past Assignment View configuration are the

same as in the Employee Paycheck View. The administrator should manually enter the number of
days.

User Config Property:
Employes Past Assignment “iew (Mumber of Days to viesy past assignments in employee assig - Add

Add new configuration value

When User Raole ) = Etnployes2 (Mo Payroll or Timecard) =4
Lse |-35 |

Add new entry

YWhen Origin Type = Employee
use -70

Edit Delete

*Note — The steps for adding a new Employee Past Assignment View configuration are the same as in
the Employee Paycheck View. The administrator should use the drop down menus provided and
manually change the number of days to add the configuration.

Branding Logo

The Branding Logo configuration allows the administrator to customize a customer client’s view of
WebCenter fx by adding the client’s logo to their customer portal Home page.

User Config Property:
Branding Logo (Relative path for branded logo images) =3 Add

When Department = Clerical - NY (778771)
use ~fimages/dept_ 778771 _logo.png

m
=
=

Delate

When Customer = ACME Auto Parts (777956)
use ~fimages/oust 777956 _|ogo.png

m
=
=

Delete

YWhen Origin Type = Contact
use ~fimages,/custom_logo.png

m
=
=

Delete

*Note — The steps for editing and deleting in the Branding Logo configuration are the same as in the
Employee Paycheck View. The administrator should manually enter the file location where the logo
image should be pulled from.
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& ¢ % & O %

Home Orders Employees Timecards Invoices Reports Tasks

=
(| staffing Company Logo > Message Center
\ Branding Opportunity

Mewr Messages Archived Messages

‘WehCenter Login Stats mkramer: 102472006 11:18 AM Expiration Date: Repl
Welcome to our company,

Last Logon: 2/1/2007 Eric Anderson : 9152006 8:50 AM Expiration Date: Reply
This is a test WebCenter message

Contact Information

Derek Micholls

Mermphis SE 1604
123 Main St. Eagan, MM 55123
Phone: .ddd

Fax; 555-555-1212

Click here to send an email

The area circled above in the customer contact record is what will be affected by the Branding Logo
configuration.

User Config Property:
Brranding Logo (Relstive path for branded logo images) - Add

Add news configuration value

When Customer * | = Alnha Corp (778718) -

use |~fimages/dept 778771 logo.png | |

Add new entry

When Department = Clerical - NY (778771)

Edit Delete .
use ~fimages/dept_778771_logo.png
: \When Customer = ACME Auto Parts { 777956)
Edit Delete .
use ~fimages,/cust_777956_logo.phng
) \When Origin Type = Contact
Edit Delete . L

use ~fimages/custom_logo.png

*Note — The steps for adding a new Branding Logo configuration are the same as in the Employee
Paycheck View. The administrator should use the drop down menus provided and manually enter the
file location where the logo image should be pulled from.

WebCenter Logo
The WebCenter Logo configuration allows the administrator to customize WebCenter fx by adding the

staffing company logo in the upper left corner of the page (instead of the Tempworks WebCenter logo
that’s shown throughout this manual).

User Config Propery:
WiehCenter Logo (Relative path for WebCenter main logo) - Add

When WebCenter Application Name = Default WebCenter5 Installation

Edit Delete : .
use ~fimages/logo.gif
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*Note — The steps for editing and deleting in the WebCenter Logo configuration are the same as in the
Employee Paycheck View. The administrator should manually enter the file location where the logo
image should be pulled from.

User Config Property:
WebiCerter Logo (Relative path for WehCenter main logo) - | Add

Add new configuration value

When Select anitem... Q = |='J

use |

Add new entry

When WebCenter Application Name = Default WebCenter5 Installation

Edit ) .
use ~fimagesflogo.gif

ml

elete

*Note — The steps for adding a new WebCenter Logo configuration are the same as in the Employee
Paycheck View. The administrator should use the drop down menus provided and manually enter the
file location where the logo image should be pulled from.

Notifications: From Address
The Notifications: From Address configuration allows the administrator to create or change the “Reply
To"” address for email notifications sent from the WebCenter.

User Config Property:
Matifications: From Address (The Email Address to be sent a5 the Reply To property on notificst - | Add

YWhen WebCenter Application Name = Default WebCenter5 Installation

Edit Delete
use Tworks TWDEYOD.SQL2OD0S@tempworks.com

*Note — The steps for editing and deleting in the Notifications: From Address configuration are the
same as in the Employee Paycheck View. The administrator should manually enter the email address
that will be listed as the “Reply To” address on notifications emails.

User Config Property:
Motifications: From &ddress (The Email Address to be zent as the Reply To property on notificat =~ Add

Add new configuration value

When Select anitem.. Ié.l = Ié.l

use | |

Add new entry

When WebCenter Application Name = Default WebCenter5 Installation

Edit Delete
use Tworks TWDEWOD.SQOLZ00S@tempworks.com
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*Note — The steps for adding a new Notifications: From Address configuration are the same as in the
Employee Paycheck View. The administrator should use the drop down menus provided and manually
enter the email address that will be listed as the “Reply To” address on notifications emails.

Notifications: From Name
The Notifications: From Name configuration allows the administrator to create or change the name that
email notifications are “From” in WebCenter.

User Config Property:

Motifications: From Mame (The Mame to be sent a= the From property on notificstions) =4 Add
. When Origin Type = Employee
Edit Delete ; L T
use Employee User on WebCenter S
When Origin Type = Contact
Edit Delete g P
Lse Contact User on YWehCenter 5
=i Bt When WebCenter Application Name = Default WebCenter5 Installation
it Delete
use WebCenter 5 on twsgl00.sgl2005 twarks

*Note — The steps for editing and deleting in the Notifications: From Name configuration are the same
as in the Employee Paycheck View. The administrator should manually enter the name that will be
listed as the “From” person on notifications emails.

User Config Property:

Motifications: From Mame (The Mame to be sent a5 the From property on notifications) - Add

Add new configuration value

When Select an item.. S -
use | |

Add new entry

YWhen Origin Type = Employee

Edit Delete
use Employee User on WehCenter 5
. When Origin Type = Contact
Edit Delete . LI
use Contackt User on WebCenter 5
. YWhen WebCenter Application Name = Default WebCenter5 Installation
Edit Delete

use WebCenter 5 on twsqld0,sgl2005 twaorks

*Note — The steps for adding a new Notifications: From Name configuration are the same as in the
Employee Paycheck View. The administrator should use the drop down menus provided and manually
enter the name that will be listed as the “From” person on notifications emails.
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AppPortal: Registration Method
The AppPortal: Registration Method configuration allows the administrator to determine the registration
method for users of the applicant portal.

User Config Property:
AppPortal Registration Method (the registration methodd to use for uzsers of the applicant portal) = Add

“When User Role = Applicant
use default

Edit Delete

*Note — The steps for editing and deleting in the AppPortal: Registration Method configuration are the
same as in the Employee Paycheck View. The administrator should manually enter the registration to
use.

User Config Property:
AppPortal: Registration Method (the registration method to use for users of the applicart portal) (= Add

Add new configuration value

When User Role - Applicant (Applicant Role) —

use | |

Add new entry

When User Role = Applicant
use default

Edit Delete

*Note — The steps for adding a new AppPortal: Registration Method configuration are the same as in
the Employee Paycheck View. The administrator should use the drop down menus provided and
manually enter the registration to use.

Employee Payroll Detail Show Accruals
The Employee Payroll Detail Show Accruals configuration allows the administrator to determine if an
employee can view accruals on the check details in the employee Payroll page.

User Config Property:
Enployes Payroll Detail Show Accruals (Toggle whether or nat & user will zee the Accrual brea — Add

. When Origin Type = Employee
Edit Delete 9 P ploy

use true

*Note — The steps for editing and deleting in the Employee Paryroll Detail Show Accruals configuration
are the same as in the Employee Paycheck View. The administrator should manually enter “true” if the
employee can view accruals on the check details or “false” if the employee cannot view accruals.

24



User Config Property:
Etmplovee Payroll Detail Showe Accruals (Toggle whether or not & user will see the Acorual bres - Add

Add new configuration value

When User Role + | = Applicant (Applicant Role) =

use | |
Add new entry

\When Origin Type = Employee

Edit Delete
use true

*Note — The steps for adding a new Employee Paryroll Detail Show Accruals configuration are the same
as in the Employee Paycheck View. The administrator should use the drop down menus provided and
manually enter “true” if the employee can view accruals on the check details or “false” if the employee

cannot view accruals.

Employee Payroll Detail Show Adjustments
The Employee Payroll Detail Show Adjustments configuration allows the administrator to determine if
an employee can view adjustments on the check details in the employee Payroll page.

User Config Property:
Employee Payroll Detail Show Sdiustments (Togole whether or not & user will e the Adiustmer | > | Add

When Origin Type = Employee
use true

*Note — The steps for editing and deleting in the Employee Paryroll Detail Show Adjustments
configuration are the same as in the Employee Paycheck View. The administrator should manually
enter “true” if the employee can view adjustments on the check details or “false” if the employee
cannot view adjustments.

LUser Config Property:
Employee Payroll Detail Show Sdjustments (Togale whether or not 2 user will see the Adjustmea | = [ Add

Add news configuration value

When User Role * | = Applicant (Applicant Role) =

use |
Add new entry

When Origin Type = Employee

Edit Delete
Lse true

*Note — The steps for adding a new Employee Paryroll Detail Show Adjustments configuration are the
same as in the Employee Paycheck View. The administrator should use the drop down menus provided
and manually enter “true” if the employee can view adjustments on the check details or “false” if the

employee cannot view adjustments.
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Employee Payroll Detail Show Tax
The Employee Payroll Detail Show Tax configuration allows the administrator to determine if an

employee can view taxes on the check details in the employee Payroll page.

User Config Property:
Employee Payroll Detail Show Tax (Toggle whether or not & user will see the Tax breakdown in - Add

When Origin Type = Employee

Edit Delete
use true

*Note — The steps for editing and deleting in the Employee Paryroll Detail Show Tax configuration are
the same as in the Employee Paycheck View. The administrator should manually enter “true” if the
employee can view taxes on the check details or “false” if the employee cannot view taxes.

User Config Property:
Etnployes Payroll Detail Show Tae (Toggle whether or not & user will zee the Tax breakdovwen in — Add

Add new configuration value

When User Role . = Applicant (Applicant Raole) -

use |
Add new entry

When Origin Type = Employee

Edit Delete
use true

*Note — The steps for adding a new Employee Paryroll Detail Show Tax configuration are the same as
in the Employee Paycheck View. The administrator should use the drop down menus provided and
manually enter “true” if the employee can view taxes on the check details or “false” if the employee

cannot view taxes.

Employee Enable Punch Clock
The Employee Enable Punch Clock configuration allows the administrator to determine if an employee

can view the Punch Clock tab from their Home page.

User Config Property:
Employes Enable Punch Clock (Toggle whether or not the Punch Clock will apear on an employe - Add

) When User Role = Employee2
Edit Delete
use false
: When User Role = Employee
Edit Delete
use false
) When WebCenter Application Mame = Default WebCenter5 Installation
Edit Delete al
use false
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*Note — The steps for editing and deleting in the Employee Enable Punch Clock configuration are the
same as in the Employee Paycheck View. The administrator should manually enter “true” if the
employee can view the Punch Clock tab or “false” if the employee cannot view the tab.

User Config Property:
Emmployee Enable Punch Clock (Toggle swhether ar not the Punch Clock will apear on an employe =~ Add

Add new configuration value

When User Role !' = Applicant (Applicant Rale) !'

use |
Add new entry

YWhen User Role = Employee2

Edit Delete
use false
. When User Role = Employee
Edit Delete
use false
. YWhen WebCenter Application Name = Default WebCenter5 Installation
Edit Delete

use false

*Note — The steps for adding a new Employee Enable Punch Clock configuration are the same as in the
Employee Paycheck View. The administrator should use the drop down menus provided and manually
enter “true” if the employee can view the Punch Clock tab or “false” if the employee cannot view the
tab.
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Order Request Config

The Order Request Config functionality allows an administrator to create or edit Order Request form
screens for different customer contacts. To create a new Order Request form, enter the name of the
form in the Order Request Form Name field, choose the fields to be Active, Required, or Read Only (by
clicking in the appropriate check boxes) and determine the order in which the fields will be displayed by
entering the number in the Display Order field. Once the form is completed, click on the Create button
(as circled) to make the new Order Request form.

£
B

Control

Panel

& Control:Panel bicei S o=t s e e LN et e O e e e e e e e e e e e e e e e e e
= Users e
Order Request Farm Name:
m Search and Impersonate 1

m Add New User

® Users In Rales Item Name Active Required Read Only Display Order ‘
= Raol i
i Site Code: O
m User Config
m Order Reguest Config Job Description: |
(= Timecard Configuration i 5
Duration: Fl ‘
m Pay Codes
B Cost Codes Humber of Personnel
Required: o

®m Create Timecard Template
Requested By;

= Speech
m Candidate Availability Pay Rate:
=l Reports
m Yiew Reports Job Title:
® Add Reports
Start Date: |

m Batch Add Reporting Services Reports

= Applicants Start Time:
B Site Settings

E E
M ®
[0 [ W [ [

]
&
=
L] o

=
&

® Questionnaire and Agreement Phone Number:

®m Branch Configuration
m EEC Header and Footer ‘

Wwelcome, alisha My Settings | Logout
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Administrator — Timecard Configuration

The are many features within the Timecard Configuration function including: creating paycodes, cost
codes and creating or editing timecards for the WebCenter fx product.

Lk
=

Control

Panel

= Control Panel Home
= Users
® Search and Impersonate
m Add Mew User
®m Users In Roles
m Roles
m User Config

m Order Request Config

[= Timecard Configuration
B Pay Codes
m Cost Codes

m Create Timecard Template

Pay Codes
The Pay Codes functionality allows an administrator to create or edit time entry pay codes used in
WebCenter. To access this function, click on the Pay Codes link on the left.

>
=]

Control

Panel

= Contral Panel Home

= Users

Pay Code  Descripti Applylo Al Customer Department
m Search and Impersonate ol AL PRly to A filisdsaia
m Add Hew User Reg Regulsr earnings. Hard coded for payment of termp payroll Delete
= Users In Roles Wact “acation. Hardooded paycode for temp vacation week 1 Delete
= Roles
Vac? wacation. Hardooded paycode for tetmp vacation week 2 Delete
m User Config
m Order Regquest Config
= Timecard Configuration Create a New Pay Code
® Pay Codes
® Cost Codes Pay Code: b
®m Create Timecard Template Apply to Al Customers: [
= Speech
® Candidate Availability
=l Reports

= Yiew Reports Create Timecard Paycode
®m add Reports

®m Batch Add Reporting Services Reports —

= Applicants
m Site Sethings
% . |
‘Welcome, alisha My Settings | Logout

To delete a pay code, click on the Delete link on the right side of the corresponding line. To add a new
pay code for a customer (or all customers) choose the code from the Pay Code drop down menu. If the
code should be applied to all customers click in the box for Apply to All Customers. If the code only
applies to one customer enter their unique Tempworks created number in the Customer ID field. Once
the correct fields are populated, click on the Create Timecard Paycode button to add the new code.
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Cost Codes
The Cost Codes functionality allows an administrator to create or edit invoicing cost codes used in
WebCenter. To access this function, click on the Cogt Codes link on the left.

’n
=

Control

(=l Contral Panel Home

[=l Users

®m Search and Impersonate

m Add Mew User 523462 first cost code Amalgamated Fluorodynamics DEMO Primary Delete

m Users In Roles

® Roles

Create a New Cost Code

®m User Config

m Order Request Config
Cost Code: |HR dept
= Timecard Configuration =
= ray Codes Deseription:
B Cost Cod
gl Customer ID: 223455|
®m Create Timecard Template
= Speech apply to all Customers: [

m Candidate Availability

= Reports " Create Timecard Cost Code ||

m View Reports

® Add Reports

B Batch Add Reporting Services Reports =
= Applicants

m Site Settings

Welcome, alisha My Settings | Logout

To delete a cost code, click on the Delete link on the right side of the corresponding line. To add a new
cost code for a customer (or all customers) enter the code name in the Cost Code field and enter the
description for the code in the Description field. If the code only applies to one customer enter their
unique Tempworks created number in the Customer 1D field. If the code should be applied to all
customers click in the box for Apply to All Customers. Once the correct fields are populated, click on the
Create Timecard Cos Code button to add the new code.
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Create Timecard Template
The Create Timecard Template functionality allows an administrator to add new timecards that can be
viewed by different users. To access this function, click on the Create Timecard Template link on the left.

& Cantral Panel Hame Create Time Card Template e

= Users

Dessription:
m Search and Impersonate
m Add Mew User Time Card Type: | Daily Totals e

® Users In Roles
m Raoles
m User Config
m Order Request Config
= Timecard Configuration
m Pay Codes
m Cost Codes

® Create Timecard Template

= Speech

m Candidate Availability
= Reports

m Yiew Reports

Show Adjustments:

Allow Qvertime Entry:

Show Break 1:

Show Break 2:

Show Break 3:

Show Comment:

Show Cost Codes:

Show Day Total:

Show Doubletime Hours:

Show Footer Totals:

m add Reports

> Is a Group Timecard?
®m Batch Add Reporting Services Reports

Show Lunch In:

= Applicants
m Site Settings Show Lunch Out:
m Questionnaire and Agreement Show Overtime Hours:

mB h Confi i
ranch Configuration Sy ey Cudles

®m EEQ Header and Footer

Show Regular Hours:

Show Time In:

Show Time Out:

KERFOROREEODODODREROODORR

Show Week Total:

‘ Add Template b
~

welcome, alisha My Settings | Logout

To create a new Timecard, enter the name of the timecard in the Description field. Choose the type of
timecard to be used from the Time Card Type drop down menu. Next, select the fields that should be
visible in the timecard by clicking in the box in the corresponding row. When all of this has been
completed, click on the Add Template button to create the new timecard.
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Administrator — Reports

There are many features within the Reports function including: setting permissions for accessing
reports, adding new reports to the WebCenter and miscellaneous reporting services.

£2
=
Control
Panel

(1 1]

|

= Control Panel Home

= Users
m Zearch and Impersonate
m Aadd New User
m Users [n Roles

m Raoles

m User Config

m Order Request Config

= Timecard Configuration
m Pay Codes
®m Cost Codes
m Create Timecard Template

= Speech

= Reports
m View Reports
m Add Reports
m Batch Add Reporting Services Reports b

View Reports
The View Reports functionality allows an administrator to edit reports and assign report permissions
within WebCenter. To access this function, click on the View Reports link on the left.

£
=

T Control

Panel
-~
= Control Panel Home Renontiiles
= Users Name Description Last Modified Download Count
M S=archiand;ininer-Oodts Furchase Ordlers by Department 1/812007 2:42:00 PM 7 EditPermission  Delets
m Add New User X - T
Cwertime by Department 1/9/2007 2:42:00 Pt 3 Edlit Permission Delete
B Users In Raoles
Wi Unpaidl Invoice Detail 1/8/2007 2:42:00 P 2 Edit/Permission Delete
m User Config Paymenit Ledger /812007 2:42:00 P 1 Ecit/Permission Delete
m Order Request Config Upeating Assigriments by Department 1/5/2007 2:41:00 Phd 1 Eciit/Pertission Delete
@ Timscand oy Spending by Depsriment 1/812007 2:40:00 M 3 EdiPermission  Delete 3
B Pay Codes
Order Filled Ratio 1/8/2007 2:42:00 P 3 Edlit Permission Delete
m Cost Codes
w Create Timecard Template Hours by Departmert 1/9/2007 2:41:00 Pht 5 Ediit Permission Delete
= Speech Currert Azsignments by Department 418/2007 2:44:00 PM 6 Edit/Permission Delete
= Candidate Availability Invoice Paymert Breakdown 10972007 2:41:00 P G Edlit Permission Delete
=l Reports
Mo-Showe Assignments 10972007 2:41:00 P 2 Edlit Permission Delete
®m Yiew Reports
» Add Reports Ended Assignments by Department 119/2007 2:41:00 Pt 5 Ediit Permission Delete
® Batch Add Reporting Services Repaorts Ended Assignments by Reason 109/2007 2:41:00 P 6 Ediit Permission Delete
= Applicants Azsignment History by Department 11872007 2:41:00 Pr 13 Ediit/Permission Delete
B Site Settings
o o o
Welcome, alisha My Settings | Logout

To delete a report, click on the Delete link on the corresponding line. To edit an existing report or
assign permissions to users able to view the report, click on the Edit/Permission link to select the report
to be edited.
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When the Edit/Permission link is clicked, the following view will be displayed.

= Contral Pansl Home Edit Report Information

1= Users Report Mame: Purchase Orders by Department
m Search and Impersonate Description:
m Add New User
m Users In Roles Esnorttiaugt Spemdng] Ig') (8lF

u Raoles File Type: ROL

® User Config File Type Description: Reporting Services Report

apply Changes
m Order Request Config Apply Changes

[= Timecard Configuration
Add Permission

W Pay Codes
m Cost Codes Permission Type =
m Create Timecard Template ;
Permission Yalue ~
= Speech
m Candidate Availability Is Allowed: Allowved )
(=l Reports Add Reporting Permission

Wi RepErE Report Permissions

u Add Reports Permission Type Description Permission Type Is Allowed
®m Batch Add Reporting Services Reports Customer ABC Corparation / Primary (778844) [] Update Permission Delete B
= Applicants

m Site Settings

Welcome, alisha My Settings | Logout

In the Edit Report Information section the report can be edited by changing or adding information to
the following fields: Report Name, Description, or Report Group (drop down menu or open input field).
When the changes have been completed, click on the Apply Changes link to update the report.

In the Add Permission section the administrator can determine what types of users (individuals or
clients) that can or cannot view the report. Use the drop down menus to select the Permission Type,
Permission Value, and Is Allowed and then click on the Add Reporting Permission link to add the
permission to the report.

If a report’s permission should be changed, the administrator will use the Report Permissions section.
To change a report from allowing access to denying access (or vice versa), click in the Is Allowed check
box and then click on the Update Permission link. To delete a current permission click on the Délete link
on the corresponding line.
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Add Reports
The Add Reports functionality allows an administrator to add reports to reporting services, or upload

reports from a file. To access this function, click on the Add Reports link on the left.

£2
=

Control
Panel

= Control Panel Home Directions
& sers 1. To add a report please select the report type you're interested in.
m Search and Impersonate 2, If Reporting Services is not available then the ReportingServices option will be grayed out,

3. If you are adding a Reporting Services report, any Reporting Services repart that you've already added will
not display in the list. 4. The file option allows you to upload a file to be viewed by your clients.
u Users In Roles 5. Once the report has been added you will be redirected to the edit/permission page. This page will allow
® Roles you to edit information of the report that was just submitted ar permission it.
6. If a3 repart does not have an associated permission then it will be viewable to no one.
7. ¥ou can edit or permission an existing report at any time by clicking on the Edit/Permission link that can
m Order Request Config be seen in the Yiew Reports section,

® add Mew User

m User Config

= Timecard Configuration
What type of report would you like to add?

Select Report Type... -

®m Pay Codes

m Cost Codes

B Create Timecard Template
= Speech

®m Candidate Availability
=l Reports

m Yiew Reports

® Add Reports

m Batch Add Reporting Services Reports T
= Applicants

B Site Settings

Welcome, alisha My Settings | Logout

To add a new report to the WebCenter follow the information as listed in the Directions section. First
select a report from the Sdlect Report Type drop down menu. If the user selects “Reporting Services”
from the menu then the following view will be displayed.

Directions

1. To add a report please select the report type you're interested in.

2. If Reporting Services is not available then the ReportingServices option will be grayed out.

3. If you are adding a Reparting Services report, any Reporting Services report that you've already added will
not display in the list. 4. The file option allows you to upload a file to be viewed by your clients.

5. Once the report has been added you will be redirected to the edit/permission page. This page will allow
yvou to edit information of the report that was just submitted or permission it.

6. If a report does not have an associated permission then it will be viewable to no one.

7. ¥ou can edit or permission an existing report at any time by clicking on the Edit/Permission link that can
be seen in the Yiew Reports section.

What type of report would you like to add?
Reporting Services |='J

Plzase select the report: =
Override existing report name with your own: (Optional)
Please create a description:

Please select a group or create your own: Azsignments | OF
Add Report

Choose a report from the Please select the report drop down menu. If the user would like to change the
report name enter the new name in the Override existing report name with your own field. Enter a
description for the report in the Please create a description field. In the Please select a group or create your



own field choose a group from the drop down menu or enter a group manually in the field on the right.
Once all of the fields have been populated, click on the Add Report link on the right.

£
=

Control
Panel

= Control Panel Horme Directions
= Users

1. To add a report please select the report type you're interested in.
m Search and Impersonate 2. If Reporting Services is not available then the ReportingServices option will be grayed out.
3, If you are adding a Reporting Services report, any Reporting Services report that you've already added will
not display in the list. 4. The file option allows you to upload a file to be viewed by yvour clients.
B Users In Rales 5. Once the report has been added you will be redirected to the edit/permission page. This page will allow
® Roles yvou to edit information of the report that was just submitted or permission it.
6, If a report does not have an associated permission then it will be viewable to no one,
7. ¥ou can edit or permission an existing report at any time by clicking on the Edit/Permission link that can
= Order Request Config be seen in the View Reports section,

m add Mew User

m User Config

[= Timecard Configuration

B
m Pay Codes What type of report would vou like to add

File =
B Cost Codes O
m Create Ti d T |t
e it AT Upload a document: H Browse... |
= Speech
) - Please create a description:

m Candidate Availability
= Reports Flease select a group or create your own; Assignments &i ar

B View Reports Upload File

m Add Reports

If the user selects “File” from the menu then the view above will be displayed. Upload the document
by adding the file name location to the Upload a document field or use the Browse button to open and
view documents on a shared drive or hard drive. Enter the necessary information in the Please create a
description field and then set up the group by using the drop down menu or manual input for the Please
select a group or create your own field. Once the information has been entered click on the Upload File
link to attach the file to WebCenter.

Once the report has been added to WebCenter navigate to the View Reports functionality to assign
permissions and make the report visible to users.
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Batch Add Reporting Services Reports
The Batch Add Reporting Services Reports functionality allows an administrator to add a group of reports
from reporting services. To access this function, click on the Batch Add Reporting Services Reports link on

the left.
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TS Control
Panel

B Control ParelsHorrc = | ©='o= = boes e ke b e s e e e T e T s e e R e e e e e e e e e e e e R
HUsers Select which reports you would like to add:

m =Zearch and Impersonate

Report Group: Order &
m add Mew User
Or override the available report groups with your own:

® Users In Roles
m Roles £dd Reports
m User Canfig
m Order Request Config
= Timecard Configuration =
m Pay Codes
® Cost Codes
®m Create Timecard Template
= Speech
m Candidate Availability
= Reports
= Yiew Reports
® add Reports
m Batch Add Reporting Services Reports

= Applicants
® Site Settings

Welcome, alisha My Settings | Logout

To add reports using the batch add function, choose a group from the Report Group drop down menu.
The administrator can enter information in the Or override the available report groups with your own field
to change the group names. The user can then click on the Add Reports link to upload the group of

reports.
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Administrator — Applicants

There are many features within the Applicants function including: setting how the site looks,
questionnaire information and configuring the branch.

£
=]

Control
Panel

[E2

®m Search and Impersonate
= Add New User
m Users In Roles
m Roles
m User Config
® Order Request Config
= Timecard Configuration
m Pay Codes
m Cost Codes
m Create Timecard Template
= Speech
®m Candidate Availability 5
= Repaorts
®m Yiew Reports
®m Add Reports
®m Batch Add Reporting Services Reports

= Applicants
B Site Settings
m Questionnaire and Agreement

®m Branch Configuration

m EEQ Header and Footer ]

Welcome, alisha My Settings | Logout

Site Settings
The Ste Settings functionality allows an administrator to select registration methods for applicants as
well as configuring the application. To access this function, click on the Ste Settings link on the left.

£
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Control

Panel

B Control P ane H om e

(=l Users U N Cetti T m
Ser Name 5ettings:! Name iz chozen x
m Search and Impersonate IE
Password Settings: Passward is chasen =
u add New User & o)

B UsErsiin Roles Branch Selection Settings: Branch name is choser | = |

®m Roles SSH Settings: Full SSh (Recommend 1 | =
m User Config Owerride BranchName settings with Branch Name from arder Address (Job Board) [
m Order Request Config Require an Email Address: [

= Tirmecard Configuration Walidate full name: D =

validate email address:

®m Pay Codes .
L walidate SSN:
L] 05 odes &
[ Lpdate Registration Method ]
®m Create Timecard Template
LR ApplicationiContigurationy ool n i
m Candidate availability

Transportation Mode: O Text Entry (5 Drop Down List
Require at least 1 Skill code on the application: []
Require at least 1 work experience on the application: []
Enable filtering skill codes by category:

Enable Moving Skill codes to a full page selection:

=l Reports
m View Reports
® Add Reports
®m Batch Add Reporting Services Reports

= Applicants Enable shift drop down: []
= Site Setfings [ Update Application Configuration ]
v
Welcome, alisha My Settings | Logout

In the Registration Methods area the administrator can determine how an applicant registers
themselves in the WebCenter. There are drop down menus for User Name Settings, Password Settings,
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Branch Salection Settings, and SN settings. There are check boxes for Override BranchName settings with
Branch Name from order Address, Require an Email Address, Validate full name, Validate email address, and
Validate SSN. Once all of these fields are appropriately populated, click on the Update Registration
Method button to change the applicant registration settings.

In the Application Configuration section the administrator can determine which fields on the application
will be considered “required entry” fields. In the Transportation Mode circles click to determine if the
applicant will use a drop down menu in the application or if they will be able to manually enter their
mode of transportation. All of the other check boxes in this section will determine what the applicant is
required to fill out or determines how the applicant is able to view information from the Online
application. Once all of the fields have been appropriately checked, click on the Update Application
Configuration button to change the application settings and requirements.

Questionnaire and Agreement

The Questionnaire and Agreement functionality allows an administrator to change questions included in
the questionnaire in the Online Application. To access this function, click on the Questionnaire and
Agreement link on the left.

£
=

Control
Panel

& Control Panel Home QuestionnaireContiglration. .- e o s e
A Questionnaire is a page of guestions, there can he multiple Questionnaire pages, see the FSM.xml file or contact
= Users TempWorks to addfremovefrearrange pages. Each Question will have a Question Text, Yes Answer, and Mo Answer.

The correct answer can be either Yes or Mo, A Question can be set to Auto Reject the application if incorrect. Each
Applicant will only be asked a question once, their answers are stored to the database, any incorrect answers are
m Add New User attached to thier application. This section will allow you to Add, Move, Reconfigure, or Remove questions.

m Zearch and Impersonate

® Users In Rales B
Add a new Question:

m Roles H -
= User Canfig Page: | Ouestomais i e vee ) Appication: Y &9
m Order Request Config Yes Text: Yes Mo Text: Mo
= Timecard Configuration .
= Fay Codss Question Text:
® Cost Codes Add Question
®m Create Timecard Template _E_Eﬂifs_!i_r_lg_ Q_U_Q?‘_t_i_‘?n?'_: ___________________________________________________________________________________________________
= Speech
m Candidate availability 1i;
=) Reports
. U:dw Reparts Questionnaire Page: Guestionnaire ) REjel:tD |
B Add Reports
®m Batch Add Reporting Services Reports [ Retioie l [ MRS ] [ AL e
= Applicants
m Site Settings 5 4
Welcome, alisha My Settings | Logout

To add questions to the Questionnaire or Agreement select the appropriate choice from the
Questionnaire Page drop down menu. The user will then select the Accepted Answer and Reject
Application choices from the appropriate drop down menus. Next the question should be added in the
Question Text open form field. Once this is completed, click on the Add Question link.
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Once a question has been added, a view like the one below will be displayed.

= Control Panel Home @ Updated successfully.
=l Users . . . .
Questionnaire Configuraton
® Search and Impersonate A Questionnaire is a page of questions, there can be multiple Questionnaire pages, see the FSM.xml file or contact
m Add New User TempWaorks to add/remove/rearrange pages. Each Question will have a Question Text, Yes Answer, and No Answer,
The correct answer can be either Yes or No, & Question can be set to Auto Reject the application if incorrect, Each
W Users In Roles Applicant will only be asked a guestion once, their answers are stored to the database, any incorrect answers are
& o attached to thier application. This section will allow you to Add, Move, Reconfigure, or Remove questions,
m User Config Add a new Question;
m Order Request Config Questionnaire . | Accepted . Reject -
Page: A L i answer: i &= application: hiCS ) =

[= Timecard Configuration
es Text: Tes Mo Text: Mo
W Pay Codes
= Cost Codes Question Text:
m Create Timecard Template

= Speech
m Candidate Availability Existing Questions:

Add Question

=l Reports

1. Have you ever been convicted of a felony?
m \iew Reports

ol . Ansyr 18
u Add Reports fes Mo Answer
®m Batch Add Reporting Services Reports Update | Questionnaire Page: Guestionnaire E—J Reject [¥]
= Applicants [ Remaove ] [ Mowe Lp ] [ Move Do ]
W Site Settings -]
| B
Welcome, alisha My Settings | Logout

To make changes to existing questions the user can choose a different selection from the Questionnaire
Page drop down menu. The user can also add (or remove) the check mark from the Reject check box.
Click on the Update button once all of the changes are complete. If the question should not be on the
form, click on the Remove button. To change the question order for the selected question use the Move
Up or Move Down buttons as appropriate.
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Branch Configuration
The Branch Configuration functionality allows an administrator to change the branch settings for
WebCenter fx. To access this function, click on the Branch Configuration link on the left.
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=]

Control

Panel

= Control Pansl Home Branch Yiewability Options .
B Users Branch Name Address Branch Full Name (Applicant Viewable) Is Web Public
® Search and Impersonate Memphis SE 123 Main St. Eagan, MN 55123 Mermnphis SE 1604
Add M u
5 StiEl MursesMow 123 Main St, Eagan, MN 55123 Mernphis SE 1604
® Users In Roles
WIPMidtown 123 Main 5t Eagan, MN 55123 Memphis SE 1604

® Roles
Cancel Branch Changes Submit Branch Changes

m User Config
m Order Request Config
= Timecard Configuration Job Search Branch Aliasing

Warning: Branches that are aliased ignore the IswebPublic flag for the Job Board.

m Pay Codes
B Cost Codes Add a new Branch alias:
& Branch Alias will remove the specified branch from the job search options, replacing it with its alias. Multiple

m Create Timecard Template Branches can share an Alias to allow multiple branches to be searched by one Alias, A Branch can have Multiple Alias
B Spesch for advanced alias groups.

m Candidate Availability Alias Name:
= Reports Branch Name: namphiz SE i)

®m Yiew Reports Add Alias

® add Reports
m Batch Add Reporting Services Reports  Existing Branch Alias: 3

= applicants BranchName Alias Name
u: Sit Sattings | Delete Selected Aliases

® Questionnaire and Agreement

® Branch Confiquration
® EEO Header and Footer 3

Welcome, alisha My Settings | Logout

In the Branch Viewability Options section the administrator can change how the branch name is viewed
by entering or changing the information in the Branch Full Name field. The check box for Is Web Public
should be checked if the branch should be visible for all WebCenter users. If the branch information
has been changed but the user does not want to submit the changes, click on the Cancel Branch
Changes link to revert to previous entries. If the information should be changed, click on the Submit
Branch Changes link to update the information.

In the Job Search Branch Aliasing section the user can add an Alias Name in the manual input field and
choose the Branch Name from the drop down that should receive that alias. Once an alias has been
entered the administrator should click on the Add Alias button to create the new branch alias.

In the Existing Branch Alias section any branches with current aliases will be displayed.

Existing Branch Alias: To delete an existing branch alias, click

in the check box to the left of the

BranchName and then click on the
FI MLrseshow Mew Branch Delete Selected Aliases button.

@elete Selected Aliases  [>
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EEO Header and Footer
The EEO Header and Footer functionality allows an administrator to customize the equal opportunity
statement listed on the Online application in WebCenter fx. To access this function, click on the EEO

Header and Footer link on the left.

= Control Panel Home
(=l Users
®m Zearch and Impersonate
m Add New User
® Users In Rales
m Roles
m User Config
m Order Reguest Config
= Timecard Configuration
W Pay Codes
m Cost Codes
W Create Timecard Template
= Speech
m Candidate Availability
=) Repaorts
m iew Reports
® Add Reports
m Batch Add Reporting Services Reports
= Applicants
m Site Settings
® Questionnaire and Agreement
®m Branch Configuration

m EEO Header and Footer

In the EEO Header HTML free form field an administrator can add the text that should be visible on the

Online application.

£
=

Control
ED T

EEQ Heade and Eo0 e B M
The following can be used to edit the HTML the footer and header HTML. It is not nessescary to insert HTML if you do
not like, you can also insert plain text, When you enter a carriadge return in either one of the the textboxes the
system will auto-replace with the HTML carraidge return tag when you update. The preview panels are available for
Your convenience to view the layout without having to load the Application.

EEO Header HTML: =
State Government Policy prohibits discrimination based on race, sex, color, creed, national origin, age, or

disability. The infarmation requested in no way affects you as an applicant. This form will be retained in

Hurman Resources, ItEs sole use is to ensure our recruitment effarts reach all segments of the population,

EEO Footer HTML:

«p=<u=Disability</u==<br /=4 disability is any impairment, which substantially limits one or more life
activities. A disabled person is one who (i} actually has such an impairment; {ii) has a record of such an
impairment, or {iii} is regarded as having such an impairment. You may identify yourself as 5 person with a
disability at any time during your emplayment. Disclosure is voluntary.</p>

Update FEOQ Header and Footer HTML

Header HTML Preview:

State Government Policy prohibits discrimination based on race, sex, color, creed, national origin, age, or disability.
The information requested in no way affects you as an applicant. This form will be retained in Human Resources. [IWEs
sole use is to ensure our recruitment efforts reach all segments of the population,

Footer HTML Preview:

Disability
A disahility is any impairment, which substantially limits one or more life activities. & disabled person is one whao (i)

actually has such an impairment; (i) has a record of such an impairment, or (i) is regarded as having such an
impairment. ¥ou may identify yourself as a person with a disahility at any time during your employment. Disclosure is
voluntary.

v

My Settings | Logout
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EEQ Header HTML:

State Government Policy prohibits discrimination based on race, sex, color, creed, national arigin, age, or
disability, The information requested in no way affects you as an applicant, This formm will be retained in
Hurman Resources, ItEs sole use is to ensure our recruitment efforts reach all segments of the population.

In the EEO Footer HTML free form field an administrator can add the text that should be visible on the
Online application.

EEOQ Footer HTML:

<p=<u=Disabilty=/ux=<br /=& disability is any impairment, which substantially limits one aor more life
activities. A disabled person is one who (i) actually has such an impairment; (i) has a record of such an
impairment, or (i) is reqgarded as having such an impairment. You may identify yvourself as a person with a
disability at any tirme during your employment, Disclosure is voluntary.</p=

pdate EEC Header and Footer HTML

Once the information in the header or footer has been updated, click on the Update EEO Header and
Footer HTML link to make the changes to the Online Application.

Once the changes have been made they will be visible at the bottom of the page (as shown below).

Header HTML Preview:

State Government Policy prohibits discrimination based on race, sex, color, creed, national origin, age, or disahility,
The information requested in no way affects you as an applicant, This form will be retained in Human Resources, IHEs
sole use is to ensure our recruitment efforts reach all segments of the population,

Footer HTML Preview:

Disability

A& disability is any impairment, which substantially limits one or more life activities, A disabled person is one who (1)
actually has such an impairment; (i) has a record of such an impairment, ar (i) is regarded as having such an
impairment. You may identify yourself as a person with a disability at any time during your employment. Disclosure is
voluntary,
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Administrator — My Settings Page

In the lower right corner of the webpage is the My Settings link which will navigate the user to the My
Settings page where the administrator can change their password or update their email address. To
navigate to this page click on the My Settings link as circled below.

Last Logon: 1/31/2007 My Messages Archived Messages

Contact Information . Monew messages

Information not available

Welcome, alisha My Settings | Logout

After the user clicks on the My Settings link the following webpage will be displayed:

Change Password -

To change your password, please type your old password
and then enter your new password inthe boxes below.

Old Password: I:l
New Password: I:l
New Password Retype: I:l

Change Email

Current Email Address: alisha@tempwaorks.com
To change your email, please type in your new email address
below

Change Email

Welcome, alisha My Settings | Logout



In the My Settings page there are two tabs: Personal Settings and Notification Settings. The Personal
Settings tab view will be displayed when a user first navigates to the My Settings page. In this tab

there are two sections: Change Password and Change Email.

Change Passwaord

To change your password, please type yvour old
password and then enter your new password in the
boxes below,

Old Password: |
MNew Password: | |
|

Mew Password Retype:

[(Change Passw@

Change Email

Current Email Address: chris@tempworks.com
To change your email, please type in your new email
address below

Email Address: | |

@nge Er@

To change the users WebCenter fx
password they will have to enter the
current password in the Old Password input
field. Next think of a new password and
enter it in the New Password input field.
The administrator should then duplicate
the new password entry in the New
Password Retype input field. Once all fields
have been populated correctly click on the
Change Password button (as circled) to
create the password.

To change the user’s notification email
address for WebCenter fx the
administrator should enter the desired
email address in the Email Address input
field. Once this is completed click on the
Change Email button (as circled) to
update.

*Note — The Notification Settings tab is currently under development. This manual will be updated as

more features and functionality are created for WebCenter fx.



