tempwvorks Help Documents

Email Paycheck Stubs

How to read this Document:

*Terms listed in BOLD are names of main records or sections (ie: Employee or Visifile).

*Terms listed in ITALICS are field names or buttons (ie: PayRate or Save).

*Terms listed in BOLD ITALICS are sub-sections of 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.

*Information listed in BLUE are reports which pertain to that particular section.

Employees can receive their Paycheck Stubs via various methods including receiving them by email.

To be able to email Paycheck Stubs you must have email address(es) set up in the Mass Mailer area
from which to send them and Email Template(s) with the verbiage you would like to use in the emails.

TempWorks Enterpri
Mass Mailer Email Addresses: Within the M area click on Options/Mass

Mailer:

Click Add Account to add an email address which can be used for Mass Emailing:

A t Inf it Remove Account . . .
ceount fnformatien Enter necessary information such as the Email
Email Address: tempworkshosted@iphouse. com Address, SMTP address, select ports, enter

Description: Invoice Emailer 1T user name and password.

shared System Account .
*Note — Mass Mailer accounts allow you to
QOutgoing Mail Server (SMTP): smtp.iphouse.com mass mail items such as Invoices and
Paychecks using a “system” email address.

| Advanced SMTP Settings

) Use default ports (25, 465, 587) It is recommended Shared System Account

) Use custom port: | 75 be checked. This will allow anyone who is
[C] Use Secure Sockets Layer (SSL} delivering invoices or paychecks to be able to
Authentication: | au¢h plain ~| | access this email address.

User Name:  tempworkshosted@iphouse,com

Password:

*Note — your email provider will be able to supply information regarding the server, port and
authentication information.
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Email Templates: From A// Options/ Email, click on
E TempWorks Enterprise | 4 [] (¢= = ¥

Template Manager-

2 Email

QCumste * 2enly W Reply All
CEED '
i Al Mail (8)

4

Click the button to create a new Email

Template Type
Template. ‘
Name Description
Employee Template Used for templates that will be sent to employees.
Contact Template Used for templates that will be sent to contacts.
. Check Stub Email Used for sending Check Stubs to Employees

Select Template Type of Check Stub Email. [creck s ———

Invoice Email Template for sending invoice emails to Contacts.

Order Packet Sends assignment information to contacts.

Enter a 7Template Name and Description.
Enter what you would like to be the Message Subject each time this Template is used.
Enter the body of the Message you would like sent each time this Template is used.

Merge fields from the Employee record, Paycheck information and your Staffing Company
information by double-clicking on or dragging the fields to insert into the message.
Once done, click Save to save your Template.

B x |

EES

asial A =
: v e @ - = @
B I U = AL a2, Spel\ Table Insert Insert Horizontal Show Attach

Check - Image ~  Link Line HTML Document
h nsert Edit Mode chments

Template Name Email Paycheck Stub #1

Description Email Paycheck Stub #1

Message Subject | Staffing Company Faycheck Stub

Hi ##Recipient employee FirstName##,

|»

Insert a data field by double-clicking]
or dragging into the message box.

Your paycheck stub for ##haster paystub WeekendBil## is attached. Please review

. Pay Stub Data Fields
it for accuracy

Check Date

Thank you for your continued dedication to ##Master paystub TxnshaxCustName## Weekend Bill

Employer Name

We hope you have a wonderful weekend Employer Address Line 1

Employer Address Line 2
Payroll Department|

#itdaster paystub Txn sMaxCusthlames# e

#ihaster paystub Street 1## Emgloyer State

Hihaster. paystub City#, dMaster paystub StatedHt Employer Zip Code

#ihaster paystub 7ip## mstoyee e Flés
SecureQueryString -
First Name
Last Name

| wmiddle mnitial

Address Line 1
Address Line 2
City _
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To indicate the Employee wants their Paycheck delivered via Email:

Navigate to the Employee/PaySetup form:

James Anderson
456 Seneca Street |D: 4294972543
Ithaca, NY 14850 S5N: ox-xx-6725

wne 8=

general information
Pay Setup Complete [x]

Employee ID 4254972543
electronic pay

adjustments required tax information

1 Susiefinterview ffu 1 Application Fin|

1 Irenefinterviewr Barbara/Crom)

+ % & % 2|Q 4+ ¥ | » tasks appoiniments social email

payment options
Electronic Pay Setup Complete
Mail Check and/or Stub

| Email Pay Check
Paycard Requested

(I [ ES

Click to check the Email Pay Check box.

Processing a Paycheck:

Enter time, proof and process your paychecks like usual.

able to see that a check is Email Ready:

After the Payroll Run Calculation you will be

=l payroll - view checks

checks

These checks will be printed in this run.

Start
Setup
Existing Runs
Transactions
Verify Transactions
Calculate

» View Checks
Payroll Summary
Print Checks

Email Ready

Payee Grass

Anderson, lames $180.00

| o

Check Date: 5/31/2013 Run: 4545'.

QA xH

| adi | et

52339 $30.00 5126 61

In the Payroll Summary form, of the
Payroll Run, to Email Paycheck Stubs click to
check Email Pay Stubs.

Within the Email section select the Email
address from which the Paycheck Stub
should be sent and the Email Template
you'd like to use.

All Email Paycheck Stubs will be delivered to
your Employees.

payroll - payroll summary

payroll summary

Please verify the information below.

Start Check Date: 5/31/2013 Run- 4545 €}

Setup.

Existing Runs .

Transactions numbering

venfy Transactions | - searving Check Number 20856 Frintall checks

Calculate

View Checks Starting EPay Check Number | ¢gz [7] Use EPay check numbers only
+ Payroll Summary

Print Checks [X] Email Pay stubs

7] Number and mark checks as printed (Mo checks will be printed)

Check Sort Highast 8ranch, Employes Name
Stub Memo Happy Memorial Day||
email

Send from Account

tempwarksnosted@iphouse.com

Email Template Email Paycheck Stub #1

summary

8ank Account AP Bank Account Payroll Run Type  CheckRun
CheckDate  5/31/2013 Waekend Date  5/19/2013
Checks 1 Payroll Run 1D 4546
EPays 1

Cancal < Back

*Note — as long as a Payroll Run has not been marked as “completed” you can email Paycheck Stubs.

Still Have Questions?

For more information about the Emailing Paycheck Stubs, to schedule training on the Emailing Paycheck

Stubs, submit suggestions on how to improve

this document, or to request documentation on other

Enterprise functionality please contact our Training Department at trainers@TempWorks.com.
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