Tempworks Customer Quick User Guide e

Open a web browswer and navigate to Oasis Staffing URL
https://webcenter.tempworks.com/Oasis/Account/Logln.

Enter your username and password provided by your Oasis Staffing Professional Sales
Consultant of Staffing Services Coordinator to access your self -service Web Center

How to Read this Manual
*Terms listed in BOLD are the names of main records or sections (ie. Employee or Visifile).

*Terms listed in /talics are field names or buttons (ie. Pay Rate or Save).
*Terms listed in Bold Italics are sub-sections in a record (ie. Messages or Contact Methods).
*Terms listed in “Quotation Marks” are inputs for the fields or drop down menus (ie. “Available™).

*Information listed in red are “best practices” or information about required fields.
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As a Customer of Oasis Staffing you will be issued a username and password which will
enable you to access your records via the internet. With this access you will be able to view
your orders and employees, view and reprint invoices, enter and submit timecards, run, view
and print reports, download documents.

To access your records please navigate to: . Key in your username &
password. You will be brought to your home screen:

Home Screen:

O D D
on a stick Branding Opportunity

Jobs |  company Logo

Orders Employees Invoices Timecards Reports Documents

Meszage From Received
Timecards
- All
- Review (6)
- Past Due (36) From ejames on 11/21/2011
Thank you for your order. We will work on submitting qualified candidates as soon as possible.
We appreciate your business!
Orders
p - Al
- Unfilled (4)

- Filled (3)
- Closed (1)

Each Icon across the top of the Web Center screen indicates a different area of the WebSite:

Home Orders Employees Invoices Timecards Reports Documents

The Home Screen displays a summary of items from your record:
e Timecards
0 Clicking any option within 7imecards will navigate to the Timecards area:
= A//will display all Timecards, regardless of status
=  Review displays all Timecards which need your attention — this may include
submitted Timecards
= Rejected will display all Timecards which you have rejected.
= Past Due will display all Timecards which are Past Due and need immediate
attention
= Exceptions will display all Timecards received via TimeClock
e Orders
0 Clicking any option within Orders will navigate to the Orders area:
= A//will display all Orders, regardless of status
= Unfilled will display all Unfilled Orders
= Pending will display all Orders which are “on hold”
= Filled will display all filled Orders
= Closed will display all Orders which have been completed
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e Messages
0 This area will display any messages sent from your Staffing Company

. Your Profile . . . .
Clicking | | in the upper right corner will open the Profile area where you can

update various information in your record:

General Info

Email Address

Current email address: <no email address> - Update Email Address

Password

Change Your Password

Notifications

Place a check next to each notification that you would like to receive. Remove a check from each notification that
you would like to be unsubscribed from. Then click "Update™ to save the choices.

AddedOrderCandidate Sent when a candidate is added to an order through Job Board,
WebCenter or Enterprise

CreateOrderRequest Sent when a customer contact submits a new order reguest

OrderRequestApprovedEvent Sent when a customer contact approves an order reguest

OrderRequestRejectedEvent Sent when a customer contact rejects an order request

OrderRequestReviewEvent Sent when a customer contact submits order request and
another customer contact needs to review that request

PasswordRequest Sent when a user requests to change their password

TimeCardApprovedEvent Sent when a timecard is approved

TimeCardRejectedEvent Sent when a timecard is rejected

TimeCardSubmittedEvent Sent when a timecard is submitted

WebCenterlnvitationForCustomer Sent when a customer contact or vendor is given WebCenter

login credentials by a service rep through Enterprise

Check All - Uncheck All

The General Info form will allow you to change your email address or password as well as set

notifications:
Email Address

Click Update Email Address to change your Current email address: <np email address>
Email Address.

Mew Email Address: |

Change Email

Click Change Your Password to Change your

password Password

New passwords are required to be a minimum of 7 characters in length.

Current Password:

New Password:

Confirm New Password:

CED D
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Enter the appropriate information then click the Change button to update your email address or
password. Or, click Cancel/to cancel this action.
You are also able to modify your Notifications settings from this area:

Notifications

Place a check next to each notification that you would like to receive. Remove a check from each notification that
you would like vo be unsubscribed from. Then click "Update” to save the choices.

AddedOrderCandidate Sent when a candidate is added to an order through Job Board,
WebCenter or Enterprisze

CreateQOrderReguest Sent when a customer contact submits a new order request

OrderRequestApprovedEvent Sent when a customer contact approves an order request

OrderRequestRejectedEvent Sent when a customer contact rejects an order request

OrderRequestReviewEvent Sent when a customer contact submits order request and
another customer contact needs to review that request

PasswordRequest Sent when a user requests to change their password

TimeCardApprovedEvent Sent when a timecard is approved

TimeCardRejectedEvent Sent when a timecard is rejected

TimeCardSubmittedEvent Sent when a timecard is submitted

WebCenterlnvitationForCustomer Sent when a customer contact or vendor is given WebCenter

login credentials by a service rep through Enterprise

Check All - Uncheck All

it

Notifications can be sent to you based on different actions which are taken. Check any notification you
would like to receive. Uncheck any you would not like to receive. Use the Check All — Uncheck All button
to select enmass.

Click Update to save your selection of notifications.

*Note — all notifications are based on how your Web Portal is configured by your Staffing Provider.

Oasis Staffing WebCenter Instruction - Customer 4



Orders:
Orders displays a history of all of your Orders.
Orders can be displayd by A/, Unfilled, Pending, Filled, Closed Orders and Orders requiring your Review.

Pending || Filled (3) || Closed (4) | Review |

Q = Select the criteria by which to search Orders then select or

10001 key in the data by which to search.
6/4/2010
9/1/2010 This will narrow down the Order list by the criteria selected.

t|Bill Rate

Click on an Order to highlight it and display the details of that Order to the right:

Showing 1-13 of 13 Pre

[S‘ copyOrder () enter Time  #(f} candidates

.....

Paralegal

Unknown Unfilled  Corporate 1 Start Date: 5/7/2012

Office
Unknown Unfilled Corporate 1 ekt rpatment.  Priwiny

Office Unfilled
Assembler Unfilled  Corporate 1 5/2/2012

Office

Indef

Unknown Unfilled  Corporate 1

Office e
Paralsgal Unfilled  Corporate 5/7/2012 1 0

Office

52175

Paralegal Unfilled  Corporate 5/7/2012 5

Office $15.00
Bookkeeper Unfilled  Corporate 5/2/2012 2

Office ey
Assembler Unfilled  Corporate 1

Office Supervisor Brandi Alexander 4056057808
Receptionist Unfilled  Corporate 4123/2012 4

Office

The Job Description tab will display the Description of this Order.

A
Experienced Paralegal in International Corporate Law

The Contact tab will display all Customer Contacts affiliated with this Order:
==
Supervisor Brandi Alexander 4056057808
The Assignments tab displays all Assignments related to this Order:

Y

Betts, Dorothy L Dates: 5/7/2012 - 1/1/0001 on Shift:
K06-K¢-B598 - View Bill Rate: $21.75
Status: Open

Clicking View will navigate you to that Employee’s record in the Employee Section.

The Reviewers tab displays anyone within your company who will Review this Order:
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.

No reviewers on this order
*Note — your system must be configured for Order Reviewers by your Staffing Provider.

New Orders:

(+) Create Order Request

In the upper right corner of the Orders area click to submit a new Order to your

Staffing Provider:

|i| New Order Request Q
]
Pay Rate |16 00 ‘
Job Description |Pack boxes with Oranges. Minimum -
12 boxes per hour. - . .
st e [5750 ‘ Enter the necessary information for
SrcTime [06:00 | = your new Order then click Submit
Start Date [01/04/2012 | Request to send this Order to your
st D2y = Staffing Provider.
You Staffing Provider will receive
notification of your Order Request.

Candidates:
In the upper right corner of the Order form is an option to view Candidates:

- -
Clicking ‘[EI] S will display the Candidates for the Order which is highlighted :

*Note, if no Candidates are associated with this Order, the Candidates icon will be grayed out.

If a Resume is attached to the Candidate’s record, there
will be a Full Resume link. When clicked, this Candidate’s

ema, Christing .
i 40 Rus .
- Additional commenta [optionall resume will IaunCh'
7y BIRDOW, Zac — CC&ElD
@ Penn Valley, CA * o R
Additional cemmenta (opTasnal]
Burns, Nancy o Reiim
asd
@ Brel Ootyce -

will display additional information about that Candidate:

®

Clicking on the

Oasis Staffing WebCenter Instruction - Customer 6



® Brell, Dalyce
| Dalyce Brell

Skills
M= Relevant to Order

Data Entry 0 years
Forklift 0 years
Accountant 5 years

e Assignments completed will display the number of Assignments this Candidate has completed.
e Positive Feedback will display the % of Positive responses from Clients where this Candate has
worked previously.
e Skills will display the Skills the Candate possesses, including the number of years experience.
e Highlighted Skills are Skills that are relevent to this Order.
Select a Status for each Candidate:

_ When finished click Save Changes.
And, enter any comments desired:

Approved ] The information entered here will be directly
communicated to your Staffing Provider.

Full Resume

If possible please schedule an interview -
for Monday morning for this Candidate.Thx -

[®@] save Changes

Enter Time:

@ Enter Time

Enter Time: Employees on Order 24

Clicking on
rdr.

will allow you to create a timecard for any or all Employees assigned to this

Sedect
Employees

o : Select any or all Employees assigned to this Order

for whom you would like to create Timecards.
8 09/26/2011 thru 10702720117 .
iy © un If you have selected an Employee accidentally or
EFGHIJKLANOPQRSTUVWXYZ 1 Selected % Remove change your mind about creating a Timecard for

them, click ~Albama, Nick ¥ Remoe ramove to
remove that Employee.

Once all Employees have been selected click
Create Timecard to procee
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e Enter the hours by day or by week for all St _Create

Employees Timecard

Employees selected fpr thig Timecard : .
e Adjust the PayCode, if applicable
e Adjust the CostCode, if applicable I

Daily Hours Weekly Hours

e If adjustments should be applied to this q d[ a[ g[ s )

Timecard select the appropriate Adjustment Pay Code  Cost Code 40

then enter the amount by which to adjust the - B W LeeE

pay Adjustments
*Note — positive amounts will increase the pay/bill, {1000 *
negative amounts will decrease the pay/bill. 10.00
e If you need to go back to the Selection process [P

. « Select Employees
click P

| |
Once complete click to continue.

The confirmation form will display the data just entered:
Once all of the information is confirmed

Select Crea Confirmati —
Emplojees  Tmeeard o onon . Confirm and See Results »
click .

4

If any changes or corrections need to be
Create 40 hour timecards with $10.00 in
« Create Timecard

adjustments for the week ending on for the 1 d lick t igat
employees listed below: made clic 0 navigate
backward through the process.

- Alabama, Nick

« Create Timecard Confirm and See Results »
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Employees:

In the Employee area, all Employees who have been assigned to a job for you by your Staffing Provider
will be listed.

Showing 1-9 of 9 Previous | 1| Next :
@ enter Time  #((Y candidacies
Name Current Jobs 1] .
: Nick Alabama
Alabama, Mick 1 882
XXx-xX-6465 | Started 9-1-2010
Arthur, James 2 751
“Assignments meca
tkins, Ava 1 51 e
Collins, Michele 1 Bd4 Assembler
S ] - Jrder 167 - Primary Department 9/30/2011
Diaz, Cortney 1 818 Packaging 9/11/2011
Hawkins, Albert 1 802 Quality Control
Henry, Donald 1 869 drder 158 - Primary Depart /412011
Thomson, Lisa 1 900 Qf-fice_Ma_nager _ 8/1/2011
showing 1-9 of 9 Previous (1] Next Electrician 7/4/2011
Collector 10/1/2010
Word Processor 9/1/2010
(A ) [ Past(1) |

Employees can be viewed by ~—— by clicking on the desired option.

Employees can also be searched based on:

Last Mame
Search By...
Last Hame

First Name Last Name Alabama Clear %
Curmrent Jobs El ( Q -')

Select the criteria by which to search then enter the date into the search field:

Candidacies
ID Humber

Clear this criteria by clicking ©'#ar*

This will determine which Employees are displayed in the form.

The Employee form will display Employees who have or are currently assigned to you. Displayed are:
‘Name Current Jobs (0}

e The Employee’s name

Adbama, Hck : o e Number of Job the Employee is
Arthur, James 2 751 currently assigned to
Atkins, Ava 1 £51 e Employee ID number

Click on an Employee’s name to highlight them. This will display that Employee’s information to the
right:
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Showing 1-9 of 9 « Previous | 1| Next

o o 0 @Emerﬂme {1 candidacies
. James Arthur

Alabama, Nick 1 882
R — S o 00¢-xx-9789 | Started 8-8-2011
ke A : PR e | Timecards [ sits |

Collins, Michele 1 Ba4 Assembler

Cooks, Miguel 1 741 Drder 167 - Primary C 12/12/2011

Diaz, Cortney 1 818 Office Manager 8/8/2011
The Assignments tab will display all Assignments for this Employee.

@M %) Candidacies The Timecards tab will display all
James Arthur Timecards for this Employee.

000-xx-9789 | Started 8-8-2011

[ Ao Jommemmeen] s

Check #226 9/11/2011
Office Manager (155) - 20.00 hours View Invoice
Check #314 9/18/2011
Office Manager (155) - 38.00 hours View Invoice

By clicking Y1ew Invoice you will be navigated to the invoice this Timecard is linked to.

Invoice Date Due Date Department Invoice Number PO Number(s) Balance Due

Degils 9/16/2011 Thi%cﬁg ?%gﬁrf Primary 10125 $1,168.48

of 51,168.48
The Skills tab will display the skills possessed by this Employee:

@ Enter Time - ¥ candidacies Enter Time will allow you to create a
James Arthur Timecard for this Employee.

xxx-xx-9789 | Started 8-8-2011

@ Candidacies will display the Orders for

which this Employee is being considered.

MSWord 10
Accountant 3
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Invoices:

Invoices displays all of your Invoice history. It allows you to view Invoice details and reprint an Invoice.

ﬁ[ Unpaid (6) || Paid (1) |
Filter for Invoices by clicking : l

Invoices can also be searched based on:

Search By...
Search By...
Invoice Number

Select the criteria by which to search then enter the date into the search field:

Due Date -
Eg}aoum y Department E| (F'rlmar, Q) Clear %
Clear this criteria by clicking Clear % .
@D v | pauen ) SearchBy. [=]) | —Please Selec
Invoice Date Due Date  Department Invoice Number PO Number(s) Balance Due
9/23/2011 _16}'13/2:'& f Primary 10175 543:;15?__35-555%
11/1/2011 “172172011  Primary 10079-1 $0.00 Paid
9/9/2011 " Jdg/ 29;20? ‘T Primary 10079 $ 1:’1?0590

£ Show Details »

No More Invoices

View the details of the Invoice by clicking either petalls o £ Show Details » . This will expand the
Invoice to display the details of the Invoice:

O!ce so3ne S — g Use the Scroll if not all the
pret Dy 102572011 i transactions are displayed.
® s | To Hide the Details click:
L £ Hide Details ¥
Use ® to display the details of the Timecard used Collector
to create the transaction: e

A grayed out
online.

Oasis Staffing

IN LIN LOUT OUT B1 BZ B3 Total
Day 4 8:00 AM B:00 PM 12.00

indicates that time was not entered i 1200 01000 DI-000

Adjustments
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Timecards:
The Timecards area allows you to approve, edit and submit time for your Temporary Workers.

ﬁ| Review (6) || || Past Due (36) || | Search By... E| + Please Select Q, | Clear®
+ Add Missing Timecards  Select All  Select None Column Mode Weekly & Daily
. m| -
8 Alabama, Nick Res [=] 57e 0 Con _9.75Hours & &
Unlock 300¢-3X-6465 - — - - S 5100.00 Adjustments  copy Details
9.75 M
O 24.00 v
Paycode RT or oT B
Hawkins, Albert 24.00 Hours
] XXX-XX-ESZ.E - Past Due |24'DD| | [].[][]| | G'BD| 50.00 Adjustments
24.00 L
O 72.50 v
Paycode RT oT DT
& Alabama, Nick v 5] 00 0o S0 3.00 Hours
Unlock »00¢-3-6465 - - - 50.00 Adjustments
Alabama, Nick e con 000 D00 5.00 Hours
a 30X 3x6468 - In Payroll e [7] o e S 50.00 Adjustments
Arthur, James ) 850 0.00 0.00 8.50 Hours
O XK-Xx-9789 - Past Due E — R 50.00 Adjustments
Collins, Michele Fra 0.00 Hours
B 2% %-9165 - Past Due Reg [=] | U.UD| | [].[][]| | G'BD| 50.00 Adjustments

VN Review (6) || Rejecied |[ PastDue (36) || Excepiions

Filter for Timecards by clicking

Timecards can also be searched based on:
( Search By...

Select the criteria by which to search then enter the date into the search field:

Timecard Status E| (:In Review Q:) Clear %

Clear this criteria by clicking Clear % .
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+ Add Missing Timecards

Add any missing Timecards by clicking This will allow you to create timecards

for any Employee who does not currently have a Timecard.

Select All missing timecards for this week —or- Choose week and employees for which to create time.

All missing timecards for this week
[®i Choose week and employees

When selecting Choose Week and Employees, you will
be directed though a wizard which will allow you to
Choose the Week:

o Add Missing Timecards By Week O

Choose
Week

December 2011

After Choosing the Week click Select Employees to
continue.

Select Empioyees »

0 Add Missing Timecards By Week 0

Choose Select
Wesl Employees

Select the Employees for which to create the Timecards by
clicking a check mark into the check box.

| |
After Selecting the Employees click to

continue.
P o . « Choose Week
e To return to the Choose Week for click .
0 Add Missing Timecards By Week )
QU e, cmmit |
o
R S A 3 Review the Timecards being added then click

2015.
-
to Confirm.

« Chaose Emplayees ‘Add Timecards
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Choose to display the hours by Weekly total or Daily total by selecting:

Column Mode: @ week y *] Daily
) 9.75
Paycode RT oT DT
[ Alabama, Nick . 78 0 : 9.75 Hours
Weekly total Unlock 30X-XX-6465 . sibicinl e
= 9.75
Paycode Mon Tue Wed Thu Fri Sat Sun

) & Alabama, Nick
Daily total: “" sk

Enter hours as needed for each timecard.
Edit Paycodes, if applicable.

Timecard Details:
&

Details

To view the details of each Timecard, to select a Cost Code or add Adjustments click , to the right

of the Timecard. Or, click on the Timecard to highlight it then click & Show Details > . The details of

that Timecard will be displayed.
Using the dropdown, select the proper Cost Code.

. (+) Add Adjustment . R
Click to add any adjustments to this Timecard.
From the dropdown select the type of adjustment:

s[ 10,00 %

Then enter the amount of the adjustment;
*Note — Positive amounts will increase pay/bill,negative amounts will decrease pay/bill.

=

Copy a Timecard by clicking "

Cost Codes.

. Copy a Timecard so you can submit time with different Paycodes or
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When complete, click to select each transaction to be submitted then click Submit Selected Timecards:

Click Select All at the top of the Timecard form to select all Timecards. €/ectAll  Select None

Paycode RT oT DT

6 Alabama, Nick P 3.00

Unlock 00¢-Xx-6465 -

n

@ Alabama, Nick Reg 5.00
X-3x-6465 - In Payroll

8.50 Hours

50.00 Adjustments

Arthur, James

Yook-x0x-9789 - Past Due Reo 8 00 0
Collins, Michele Fra = 15.00 Hours
f_,\f—\,{-g'\,ﬁf - Past Due Reg 15.00 0.00 0.00 50.00 Adjustments

@'gagi peidni Reg 40.00 400 0.00 =
] E’Jff:gc_?[t'}iyt - Reg 8.00 0.00 0.00 B,OO]LHTiI"S
m Diaz, Cortney Res [=] 0.00 0.00 000 SHE e
@ Hawkins, Albert e [7] 0.00 000 0.00 SH e
Ll et " o] [oo] oo U oy oo o0

50.00 Adjustments Copy Details Delete

83.50

3 of 33 timecards selectec: ﬁm

¢’ Show Details »

o Submit Timecards >

You will receive a prompt notifying you of the
number of Timecards submitted:

Each Timecard will display it's status below the Employee’s name and next to their SSN:

& Alabama, Nick
Unlock 2006-Xx-6465 -
Timecards can be edited if they are “In Review” by

@ Alabama, Nick clicking the Unlock button.

XXH-XX-6465 - In Payroll
& Arthur, James Once a Timecard is in Payroll it will be locked,

Unlock 00¢-xx-9789 - indicated by: a
& Collins, Michele Fra

Unlock 2004-Xx%-9165 -

& Cooks, Miguel DeAdri

Unlock 00¢-Xx-8985 -
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Reports:

Various reports can be run, printed or exported from Web Center.

Group E| O\ 4
i : Shows a list of approved timecards, their ¥y breakdown of :
B‘ ApprDVEd Web Timecards : ioifs list of approved timecards, their employee and a breakdown o . Tiricshaat
i ast Updated:
B Repait - 9/7/2011 11:23:00 AM
7 : Shows a list of all approved timecar at were submitted througl .
B‘ ApprDVEd Web Tlmecards i C‘l"eoon’_encln_sr all approved timecards that were submitted through . Timeshest
9 Detail Last Updated:
B Repait - - 9/7/2011 11:23:00 AM
B‘ ASSigﬂ ment History by ;. Getall assignments within a date range and sorted by department . Assi.gnmenis
s Department ast Updated:
HRERO . - 9/7/2011 11:23:00 AM
T : View a line chart of average assignment lengths within ate rang ;
E‘ Average Assignment . View a line chart of average assignment lengths within a chosen date range | ssignments
Run Report Length . Last Updated:

¢ 9/7/2011 11:23:00 AM

View Reports by criteria:

Search By...
Search By... . . . g
Name Once criteria is selected, enter specific data:
Description .
| 3
Group Grou Employees Clear % L .
’ =) (Employ ) To clear criteria and view all

Last Modified

reports click Clear.

Run Report

To run a report click the button buton to the left of the Report name.

Clicking on the Report Category to the right of the Report name and description will list all reports within
that category:

Approved Web Timeca rds Shows a list of all approved timecards that were submitted through $ T
Run Report

. WebCenter
Detail Last Updated:
9/7/2011 11:23:00 AM

When running a Report, some criteria may be needed to run that report:

Once a Report has been run it can be printed or saved:
Start Date i End Date i |
Enter the necessary criteria then click View Report.

Use the Export icon to export Or Print the report using the Print icon:
the data:
= — Start Date  11/1/2011 =3 End Date  12/29/2011 =3
i
——
XML file with report data 4 4 1 ofl b b ] 100% [+] Find | Next w =)
CSV (comma delimited) Assignment History By Department
POE Pine Bluff Primary
Assignments with a start date between 11/1/2011 and 12/292011
MHTML (web archive) Employee Order Job Title Start Date EndDate il Rate
Excel Department: Primary
Arthur, James 187 Assembler 1201272011 519.00
TIFF file
Word page 10of 1 generated 12/29/2011 2:44:15 PM by user
TAB (Tab delimited text file)
TXT (Text file)
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Documents:
Your Staffing Provider may provide documents which can be downloaded.

Filter documents by various criteria:

Search By...

Description
- | Group
* [Last Modified

0

. Once the Search By criteria is selected enter the specific data:

Mame E| Welcome_to_webcenter. bd Q ) Clear® . .
C g To clear criteria click Clear.

To download a Document click down/oad.

SearchBy.. [m]) ~ Please Select

Results are filtered by search. Clear search to see all results.

. Thanks for using WebCenter. Here are a few notes from us to help get you started being
D‘ WE|C0me_t0_WEbcenter.tX[ more productive and getting previously |aborious tasks done quicker.

Last Updated 9/26/2011 3:53:00 PM

Download Documentation

This will open that document in it's original format.
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