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EMPLOYEE PORTAL

1. Purpose:

The Employee Portal (WebCenter) gives you access to important information including paycheck stubs, assignment
info, and important documents.
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Welcome to the CGS Client & Employee Portal. Please log in to access your account..

O Keep me logged in

Forgot username? | Forgot password?

2. Prerequisites

You must have an email address to access CGS’s Employee Portal. If you do not have one, you can create free email
with Google here, or you will need to set up one with another provider.

3. Setting up your Employee Portal Account

Existing employees must receive an invitation from CGS to set up your login information to access CGS’s Employee
Portal. Employees who applied through the CGS Applicant portal, accounts were set up at that time.

3.1. Request Access to Employee Portal
Complete the Request Online Access form here to request an invite be sent to you.

3.2. Employee Portal Invite

1. Click the link in the invitation and follow the steps to create your account.
Create a username
Create a password
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https://accounts.google.com/signup/v2/createaccount?flowName=GlifWebSignIn&flowEntry=SignUp
https://cgsglobal.com/employee-login/

EMPLOYEE PORTAL

#ZEmpName#,

You have been invited to use Employee Portal functionality. CGS's Employee Portal is an online resource for access to your employement information and communications with CGS.

Before being able to use Employee Portal, you will first need to register by navigating to the link below.

To continue setting up an account, click here.

To unsubscribe from this notification, please click here.

Thank you,

CGS

4. Navigating Employee Portal

Employee: The Home Tab

Employee: The Orders Tabs

Employee: The Assignment Tabs
Employee: The Calendar Tabs
Employee: The TimeCards Tab
Employee: The Pay History Tab
Employee: The Documents Tab
Employee: The JobBoard Tab
Employee: The HRCenter Tab
Employee: How to Reset Your Password
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EMPLOYEE PORTAL

4.1. Employee: Home Tab

Represents a space designed to give you a quick glance of all the important information going on with your
record.

¢ Yourtodolist:

This section represents items that need your attention. This area also houses your information, the
management of your W2's, and paystubs.

My Information: update your email, address, cell phone preferences, resumes, and more.
e WebCenter Notifications: update the notifications you would like to receive
Manage W2’s: Manage options for receiving W2
Manage Paystub: manage options for receiving paystub
d Messages:

This is a general message board your staffing specialist/agency might use to post useful reminders.
d  Availability:

Once every 24 hours you can let CGS know you are looking and ready for jobs. Marking yourself as available is
a great way to let us know you’re ready for whatever we send your way.
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4.2. Employee: Orders Tab

, CGS Global “ | y
s amzmuA | s AL | G65 CENTRAL
05 XST | S St | o WSt
Orders

Calendar Documents  JobBoard  HRCenter

Assignments Pay History

Y v ) Q) () Exact Matches Only

Showing 1-6 of 6 « Previous |1_] Next » of Accept Order Reject
Start Date Customer Worksite Subject
Default
4/3/2023 BrightView Landscape - 5D 103931
OrderID: 8372 Customer: Brightview
BrightView Landscape - SD 1030002 StartTime:  7-00 AM Landscape - SD

Start Date: 47372023 Department:  Corporate

Hardrock Concrete 202 Map: Google Map
End Time: 3:00 PM
Hardrock Concrete Job #2315 Est: End Dt Address: ;;ﬁﬂatzxehgsfa
3/19/2023  Fletchline Companies Johnson Bros 200533-IN Pay Rate: $18.00 Cagmba
Dress Code:
Fletchline Companies Amazon - 200311-UT

No description available

4.3. Employee: Assignment tab

In Employee Portal, you can easily and quickly access and print your assignment information. Alternatively, your
current assignments will also be displayed under your to do list.

XYZ Company g(;-"!“ H ‘, [.2 m U i = 5 - U LD

el
Home Orders QSSELLCLIsHM Calendar Timecards  Pay History Documents  JobBoard  HRCenter

Current (1) m ( All vl Q) () Exact Matches Only

Showing 1-1 of 1 « Previous | 1| Next»
— @ View Timecards for this Assignment
Customer Job Title Worksite Start Date ¥  Asgn. ID
i + Create NEW timecard for this Assignment
XYZ Compan Labor Main Warehouse 4/6/2023 12345
= ol Labor
Showing 1-1 of 1 « Previous {11 Next » XYZ Company
Asgn ID: 12345 Start Date: 4/6/2023
OrderID: 12345 Est. End Date: -
Map: Bing Map Act. End Date: -
SoopleMan Dress Code:
Address:
123 Street St Safety Notes:
City, AZ, 12345 Cost Center:
Shift: SubEntity:
Start Time: - Pay Rate: $17.00
End Time:
warehouse
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EMPLOYEE PORTAL

4.4, Employee: Calendar Tab

If you would like to print your assignment(s), navigate to the 'Calendar' tab. Print your assignments by clicking to

select Print Selected Assignments.

Wy [ - ) N o
e . & \_J — v
5 EAST | €08 SOUTHEAST | CG5 wes1
Home  Orders Assignments QEEICLLETEN Timecards  Pay History Documents  JobBoard  HRCenter
2023 v | New Recurring Availability Print Selected Assignments
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
26 27 28 30 3 1
2 Labor at XYZ Labor at XYZ Labor at XYZ Labor at XYZ Labor at XYZ 8
Company Company Company Company Company
Main Main Main Main Main
Warehouse Warehouse Warehouse Warehouse Warehouse
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 1 2 3 4 ) 6

4.5. Employee: TimeCards Tab

Offers you the ability to create and submit your own timecards in the Employee Portal (WebCenter). Depending

on your workflow, those submissions may go off to your jobsite supervisor or hiring manager for approval.

= WO,

[e-1C,EI 8 Timecards

» CGS Global

/O AR | CIS CALIFORNA | 055 CENTRAL
C6S EAST | L5 SOUTHEAST | OGS WES:

Home Orders  Assignments Pay History  Documents  JobBoard  HRCenter

Needs Attention (1) | Submitted | Completed ) (_JVAH ~ \:) r\ O\\w () Exact Matches Only
Week ending on April 9, 2023
Paycode
- T G *
Due Cost Corporate - Asgn 12345 0.00
Center hours

0.00 Total Hours

Show More Timecards ~

v.2023.0
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EMPLOYEE PORTAL

4.6. Employee: Pay History Tab

Access, view, and print your paychecks.

Orders

Home Assignments  Calendar Timecards [E=VARIHGN Documents

No checks found.

Showing 0-0 of 0 « Previous Next»

4.7. Employee: Documents Tab

Documents such as employee handbooks or other information relative to your employment.

v.2023.0

JobBoard

(Al v ¥ Q) () Exact Matches Only
This year: Manage W-2s | Manage Paystubs
Gross Pay: $0.00 Net Pay: $0.00 Adjustments Total: $0.00 Tax Total:
Total Hours: 4] State Allowances: 1 Federal Allowances: 30.00
Showing 0-0 of 0 « Previous Next »
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¥, CGS Global

58 AT | €55 CA|IFORMA, | (55 CENTRAL “ D

005 EASY | €58 SOUTHIAST | C68 WEST

Home Orders  Assignments Calendar Timecards JobBoard  HRCenter

.( All v Q) () Exact Matches Only
[ CGS Employee Handbook B
Last Updated 3/13/2023
Download

CGS Manuel del Employees

pownad  EMpleado
Last Updated 3/13/2023

No More Documents

4.8. Employee: JobBoard Tab

View & apply to current CGS jobs available.

CGS BGlobal /2 0
= 1
TR

b
Home  Orders  Assignments C- Timecards  Pay History Documents [LLELETGE HRCenter

Show Favorites

Jobs for “electrician”

What jobs are you looking for? Where?

electrician ‘ ‘ Enter a City and State/Province or a Zip/Postal code ‘ Search Jobs

Electrician HERMITAGE, TN Temp 1 Week ago

Contact: John

Order: 8361
Electrician DICKSON, TN Temp 1 Week ago
No description posted

Order: 8362

® 2023 - TempWorks Software Incorporated. All rights reserved.

4.9. Employee: HRCenter Tab

Allows you quick access to documents and workflows sent to you by CGS.
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Home  Orders  Assignments Calendar Timecards Pay History Documents  JobBoard [alietl 4

Dashboard

Welcome to your Dashboard. Here you will be able to navigate to each of your current
and completed workflows

Incomplete Workflows

Basic Application

Application Completed Completed 6 days ago *
Ls CGSs Cyber Security and Privacy Acknowledgement 4
L Applicant Acknowledgement L
Onboarding Incomplete Started 6 days ago
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4.10. Employee: How to Reset Your Password

Click the - Forgot password — to have an email sent to reset your password. You can also contact CGS if
you need assistance.

| B =
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CGS ARIZONA | CGS CALIFORNIA | CGS CENTRAL
CGS EAST | CGS SOUTHEAST | CGS WEST

Welcome to the CGS Client & Employee Portal. Please log in to access your account..

Username: | |

Password: | |

O Keep me logged in ST

Forgot username? | Forgot password?

5. TempWorks Knowledge Base

Employee: The Home Tab

Employee: The Assignment Tabs
Employee: The Calendar Tabs
Employee: The Pay History Tab
Employee: The HRCenter Tab
Employee: The Timecards Tab
Employee: How to Reset your Password
Employee: WebCenter Notifications
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https://cgsglobal.com/contact-us/
https://kb.tempworks.com/help/employee-the-home-tab
https://kb.tempworks.com/help/wc-ee-access-and-print-assignments
https://kb.tempworks.com/help/wc-ee-access-and-print-assignments
https://kb.tempworks.com/help/wc-pay-history
https://kb.tempworks.com/help/employeethe-hrcenter-tab
https://kb.tempworks.com/help/wc-ee-entering-and-submitting-timecards
https://kb.tempworks.com/help/employees-how-to-reset-your-password
https://kb.tempworks.com/help/employee-webcenter-notifications

EMPLOYEE PORTAL

6. Version History

, Changes | Approvals
Version Name Date
(Indicate section numbers)

2023.0 Created Scheibel 4/11/2023
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