Worl<)Records

Adding Workers & Upload Photos:
Overview

Overview

When using WorkRecords, you can add workers at the time that you are creating an order. As an
alternative, you can add workers as a separate activity, even if they are not currently assigned to a
job. Many of your customers will also require uploading a digital security photograph of workers.

This document will walk you through the steps to enter new workers and add photos to new or

existing workers in WorkRecords.
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Getting Started

. Go to www.workrecords.com.

Worl-)Records

. Log into the system. Go to Orders> rYPrm—

Supplier: Add Workers/Upload Photos

Training Supplier

My Account Timecards Invaices

Creste Templates

Create Orders — Add Workers

Create Orders - Add Workers

Close Orders in Groups

Un-Completed Orders

Worl-)Records

. Click on your Selling Location in blue.

Worker Selection

My Account Orders  Timecards Invoices

. You will the see the Worker Selection list.
(Your list may be empty or may have
workers listed from previous sessions.)

Select a selling location.

Atlanta, GA 2
Dallas, TX 2

. The next step is to either: [ Worker Selection

Current Location is: Dallas, TX

(1) Add an Existing Worker to your list

Choose Another Location

(one already entered in the WorkRecords)

Add Existing Worker To List | Create a New Worker

worker Info:
Click on a Contractor Name for Detailed Info

or 1 2
(2) Create New Worker profile (which will
add them to the list).
. [ Worker Selection
6. To find a worker already entered:
Current Location is: Dallas, TX  Choose Another Location
o Click on Add Existing Worker to List. = e
Name to find: |ackson
o Type in the name (last name, first name) Tt
or name fragment of the worker you are
looking for.
e Click Search
Create a New Worker
e Find the worker on the list i L
Worked at:
o Click on the check box to Add Checked .
Workers to List

Jackson, Roylynn
No Jobs

[13ackson, Steven
[Last Date | Pay Rate || Wesks
9

04-11-10 2

Four Seasons

If you do not find the worker in the list, first
make sure you have entered the name or
partial name correctly. If the worker still
does not appear in the list, add the worker
by following step 6.
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7. To add workers to WorkRecords:

Worker Selection

My Account

Orders  Timecards Invoices

e Click on Create a New Worker

Current Location is: Dallas, TX  Choose Another

55N 111223331

e Enter the worker’s SSN, first name and last
name. Do not enter an email address if this

Add Existing Worker To List{Create a New Worker

First Name Janet

Last Name Smith|

worker will be punching in/out on a kiosk.
Email is only required if the worker is
entering their hours at a computer.

e Click on Create This Worker

Updated Version 08-2012 WorkRecords, Inc.

EMail
Do not enter an emai
punch-ir-ef

{ Creat

| address if the waorker will
ather than at a computer.
b

| Cancel

This Worker
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8. When you click on Create This Worker, one
of three things will occur:

e The worker will be added to your list
with no changes.

e The worker will be added to your list, but
the name or spelling may be different
than what you entered. This occurs
when you have added a SSN that

55N 111-22-3331

First
. Janet
matches a worker already entered into NE'[';';
WorkRecords, but for another staffing Name SN
supplier. If corrections are needed, EMail _ _ _
. Do not enter an email address if the worker will
pIease email punch in on a kiosk, rather than at a computer.
Support@workrecordscom Create This Worker ] [CE.I"ICE|I ES

This 55N already exists at yvour company. Contractor
named: Test A. Contractor. Please close and use the Add
Existing Contractor link

e The worker will not be added because
they are already in your database. Just
follow the instructions to find the worker.

9. At this point you can do several tasks: Workers Ready to Work . .
7 Start Order w/ checked Warkers [fDelete Checked Workers from List] §Print Badges for checked warkers|
1. Start an Order with Checked Workers il
["| cornelious, Kirby[87594Fhoto | [ Jackson, Roylynn[4181] FPhotoz | [C] Smith, Elaine[6790] Fhotoo
Please refer to the training document “Using oo o o

Templates to Create Order Confirmations” for
How To | details on starting a new order.

2. Delete Checked Workers from List

Check the box next to the workers you want
to remove from the list, then click Delete
Checked Workers from List. This only
removes the workers from the list, not from
your WorkRecords database.

3. Print Badges for Checked Workers

Note: Printing badges is rarely needed any more
% as it was replaced by magnetic cards. Please
Ole refer to the training document — Mag Card Badge
Registration Process

4. Upload Photo (see details on last page)
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10. Add a photo of the worker by following Workers Ready to Work . ..
7 Start Order w/ checked Workers [Delete Checked Waorkers from List| JPrint Badges for checked workers|
these steps: [ Chedk Al
X ["| cornelious, Kirby[8759}Fhotc| [ Jackson, Roylynn[4181] Fhotoz| "] Smith, Elaine[6790] Fhotoo
e Click the Photo button next to the No Jobs o Jobs o Jobs

worker’s name then click Add New Photo

Current Image

Note: if there is a smiley face next to Photo, Select File:
] .
there is one already uploaded for this worker.

Note: Optimum file size is 100-200kb.

* Just like you upload photos to Facebook, SR i e
FI|Ckr a nd Othel’ SOftwa re tOOlS, C|ICk Please reduce the size of pictures taken by your camera or
. Icheck out this information about reducing large pictures after
Browse to find the photo on your ey are taken.
computer/network. b now photo

¢ Find the photo, select it and click Open
and then Upload the file

e Drag the flashing box open to its largest
size, then move it until it is centered over
the picture

o Click Crop and Accept and Close
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