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Introduction

Welcome to TempWorks! We are excited to be partnering with your company to provide you
with the latest in technology solutions.

TempWorks has been providing software solutions designed for the staffing industry since
1994. We take great care to ensure that our software reflects the development requests of our
clients, thus allowing our customers to stay ahead of their competition and on top of the
challenges of today’s market.

Continuing in this endeavor we bring you TempWorks' Enterprise software solution, written
using the latest Windows Presentation Foundation (WPF) and .Net version 3.5. Enterprise is a
user-friendly software product that efficiently places the best temporary employees in optimum
work situations.

Our goal in developing Enterprise was to create an application that is extremely simple for
users. We wanted something that people could quickly jump into and be productive with. This
training manual is meant to familiarize you with the Enterprise product.

We at TempWorks realize that none of our clients are exactly alike, so this manual does not
attempt to address your company’s policies or procedures. This manual is merely a tool for
learning your TempWorks software solution.

Certain Enterprise product features can be customized by each user so that the software works
best for you. Other functions, like the content of drop down menus, are determined by your
company.

At the end of this manual there are several “notes” pages you can use for storing your personal
notes right along with your manual. Read on to experience the Enterprise revolution!

How to Read this Manual

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



GETTING TO KNOwW TEMPWORKS

ENTERPRISE

Logging In

To open Enterprise you will first need to locate the TempWorks Enterprise link from your Starr menu or
desktop. Double-click on the icon from the desktop or single-click from the Starr menu to open the
software.

When first logging into TempWorks you may receive a prompt to download the latest version; go ahead
and click yes to begin downloading. Once downloading has been completed you will be brought to the
Enterprise log in window as shown here:

tempworks

- entarnrlse

lzer Mame I

Password

sigh in cancel

Enter your User Name and Password, and then click on the Sign In button to open TempWorks Enterprise
and navigate to the Main Screen. If you do not wish to log into TempWorks Enterprise software, then
click on the Cancel button to exit.

*Note - All information in Enterprise is time and date stamped with your User Name, so it is extremely
important that you are logged in as yourself whenever you do any type of work within the system.



E Menu Functionality

The E menu in the upper left allows the user to create new
records, set up Options, Role, Switch Branch and Server information.

Clicking on the Save button within the menu will save any changes

Mew L
tj S to the open record. You can also use the . icon in the upper
left to save the open record.
@ Refrash

The Role displays whether the user is logged in as a payclerk (PC)
or service rep (SR).

A,

"\:‘;' Cptions
To open the form to select a different branch or hierarchy level,
click on the Switch Branch option. It also displays the current user

|
I E Switch Branch (High Tech Staffing) Branch.
|

Role: PC

Clicking on the Server button will display the Diagnostic

Server TWSOL2005 .
Information form.

When the Options is selected from the E menu the following screen will display where you can determine
the color scheme of your Enterprise software.

CJ options

Appearance Preview

Email

[F] Use Dark Text Color

[%] Show Background Highlights

[%] Show Background Shadows

[%] Show Background Graphic Effect

Wallpaper

) Ink Splash
W Floral
) Sunlight

‘& None

Advanced

[%] Form status animation
[[] Disable High quality animations
[F] Disable High quality gradients

B Save X Cancel



In the Appearance form click on a color square on the left to select your main background color. To the
right you can use the sliding scale to customize your color. The boxes under the Preview area allow you
to change your highlights and shadows, use a dark text color and display graphic effects. The Wallpaper
option at the bottom allows the user to choose a background image in addition to a specific color
scheme. Once the settings have been updated click on the Save button in the lower right to change your
screen. Some samples of various background selections are shown below:




Saving Changes to Records

When a record is updated in Enterprise the new

TerpWors e ST —?——ﬂ information needs to be saved. There are two ways that

I this can be accomplished.

' .;6:. Record has not been saved!

There have been changes since this record was last saved. . .
Would you like to saufyourchanges? ( You can click on the ! button in the upper left of the
Enterprise Main Screen before navigating away from a
< Save and Continue form.
(recornmended) |
& Do NotSavsnd Contiis The second wa}/ is to C|IC.k to naylgate avyay from your
This will cause any changes to be lost. current form without saving. If information has not
N previously been saved the window displayed to the left will
ance . .
e RS e T, pop up and ask you to save information that you've
changed.

S

To add information to the database you will have to click
on Save and Continue.

Enterprise Notification Services

The Notifications function displays pending web Orders, online application submissions, and job board
interest and the details about these alerts. If there are alerts you will see a line at the bottom of your
Enterprise screen that says “You have [Number] Alerts”.

*ﬂ You have 202 aleris. :

Clicking on the button above will display the full screen Notification Manager. You can sort the alerts
based on Event Type, Name, and Description by clicking on the column headers.

202 alerts ]
Event Type =
| Event Type =« Name Description |

H Event Type: Customer Credit Check (3 items)

&) Customer Credit Check Customer: Telethon Mgmt (Primary) Customer Credit Check: Telethon Management (Primar...

4» Customer Credit Check Customer: Vendor Test (Primary) Customer Credit Check: Vendor Test (Primary)

¢¥ Customer Credit Check Customer: Ohio Health (Primary) Customer Credit Checle Ohio Health (Primary)
= Event Type: First Day Call (3 items)

¢ First Day Call Assignment: Carpenter, Kelley (Ohio Health, 14140) First Day Call: -

¢ First Day Call Assignment: Barker, Brian K {Ohio Health, 82320) First Day Call: -

¢ First Day Call Assignment: Dunn, leff (Ohio Health, 14140) First Day Call: -

vent Type: 19 Neaded (18 items)

d Order (57 items)

i Event Type: Weely Call (121 items)

To navigate to the corresponding record for an alert you can right-click on the line of the Notification.
Then select the record from the drop down that you would like to view. To clear a Notification

highlight the line and then click on the @ button in the upper right of the Notification Manager
screen.



i Ml View Order If the Notification is for an Application that has been submitted it

& Close will allow you to navigate to the Employee’s record. If it's for a new
Order that a Customer has submitted the drop down menu will be
similar to the one pictured to the left.

Click on a selection to navigate to the chosen record.

Enterprise Compare View

The Compare View feature allows you to display several records side by side. You can compare two
Employee records to determine which to place on an Order. You can display an Employee record next
to an Order to determine if the Employee meets the qualifications for the Order. To use this feature,

click on the B button in the upper right corner of the open form.

m—
customer if 7 !

Customer Z S 5 _

Department F ‘Best Buy Urban Outfitters
Operations Manager Salesperson
Customer ID 0:00 AM - 7/1/2007 12:00:00 AM 10/15/1995 - 6/15/1998

\ — » |
Worker Comp 8
Biections job details reference check results

Employer Best Buy Reliable Cooperation |

job informe

L Supervisor Ed Loring Attendance Attitude
Required

Phone (995) 693-2343 Bahire'Comment
Address/City Apple Valley, MN ‘

From Date / 12:00:00 AM Attitude Comment

Position Cperations Manager Bunctual Productivty |

Order Type
Job Title

Description
i To Date 7/1/20067 12:00:00 AM

Job Type & Full Time [_] Part Time [_] Temporary Rt alistend ne

e dlll pa 22.50
Dress Code 4 5 Quality of Work

Safety Notes Duties Managed operations

StartDate 08 H Interaction
Buration . Reason for Leaving Tired of working every weekend

Est. End Date 133 Strengths
Shift

reference information Areas of Improvement

Start Time
Ok to Contact? [1Yes[ INo

Reference Sent B Misc Comment

Referance Completed

As you can see in the view above, several records can be displayed on the screen at once. If you are
working on a dual-monitor system you can view different records on each monitor to increase efficiency.
These records are listed as “Read Only” at the top of each form. This means that you will not be able to
make any changes to the record from the Compare View screen. These records will tile at the bottom
of your screen and you can select one to open and view it. To close a record out of Compare View

click on the E button in the upper right corner of the screen.



Enterprise Tasks

The Tasks area displays items that require user follow-up. In addition to being able to create Tasks

from Messages and Incoming Email you can also drag and drop records or click on the E button in the
Tasks area to create new Task records.

tasks @l © & Vv
[ ® Unfilied Order: Legi- Inc

[@lSet up interview for Loretta L...

filter criteria

Show by Task Type

Assigned to

0 results

Drag a column header here to group by that column.

The Tasks box (shown left) is located in the lower left of the

Enterprise Main Screen. Clicking on the E button allows the user
to create a new Task. When an Enterprise record is open
(Employee, Customer, Order, Contact, etc.) a Task can be
created for that record by clicking on the avatar area and dragging
and dropping the record in the Tasks box.

Tasks can also be created within the Follow-up area of any Message

record or from an Incoming Email. When the H button is clicked
the full screen Task Manager will be displayed as shown in the next
picture.

Click the E button to refresh the Tasks area.

Show tasks due between 06/15/2009 B and (06/22/2009 ]

% Find Tasks

Description Due Owerdue

Compleie |

Call back Tammy at Crom

alisha@TEMPWORKS {Due: 6/15/2009)

-

Set up interview for Jesse
. Set up interview

3 ABC Calling List
E- Generate ABC Calling list

-

&
-]
N
N

alisha@TEMPWORKS (Due: 6/16/2009)

Alisha Amold {Due: 6/15/2009)
n
w \Message & Sanders, Rachel |

matts

matts

Tasks can be viewed for the entire branch from this screen and can be filtered by Task Type, Assigned To,

and Creation Date. To create a new Task, click on the E button in the upper right.
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u Set up interview

Alisha Arnold (Due: 6/15/2009)

' Message | & Sanders, Rachel

Edit a Task by dlicking on the ' button. To mark the Task as completed, click on the v button.
You can also right-click in the box on the Task record itself and choose Mark as completed. Change who
the Task is assigned to by clicking on the Assign ro... option and select the RepName from the drop down

menu.
| &) Mew Task Ctrl+MN
[ 4t ‘Open Task Space
W Mark as.completed Del
Assign o,

You can also display Tasks for a specific date by clicking on the | buttons to the right of the Due and

Overdue column headers.

0 results =] ]
Drag a column header here to group by that column. =
Task Due |'?.| Overdue | Complete |
Call back Tammy at Crom (Clear Fitter) RKS (Due: 6/15/2009)
[ 5/8/2008
¥ 6/11/2009
Set up interview 71 6/13/2009 iold (Due: 6/15/2009)
1¥1 6/15/2009
[T 671672009 ‘ Sanders, Rachel l

n Interview for Tammy

Alisha Amold {Due: 6/13/2009)

| o Message | | &DevereaﬁTammy [

Click in the box to the right of the Due date to display Task records with the selected date. In the
Overdue column you can select the True box to display all Tasks that have surpassed their Due date and

are not yet completed.

tasks @l € & Vv
[iCall back Tammy at Crom

[B % Set up interview for Jesse
R

In the example to the left a new Task is being created for
Tammy Devereux by selecting her picture in the avatar area
and dragging the record down to the Tasks box and then
dropping it.

11



task details

Task | Employee: Deyersauy, Tammy

Due & v  Complete []

This task will be linked to Devereaux, Tammy.

This opens a Task record that will be linked to Tammy and will be displayed as a Message in her record.
Add any additional title information to the Task field, enter a Due date and further text can be entered in

the large white box at the bottom. Then click on the Save button to save and close the new Task record

and link it to Tammy’s Employee record.

Enterprise Company Hierarch

To change levels within your company hierarchy click on the E Menu in the upper left of the Main Screen
to display the menu functionality. Then select Switch Branch as shown here:

| ﬁ Switch Branch (High Tach Staffing)

Once this function is clicked the Hierarchy Selector — Select form will be displayed as shown below. Click
on the correct hierarchy level (System, Entity, Branch, etc.) and then double-click on the Branch record
that you need. This will update your hierarchy and bring you back to the Enterprise Main Screen.

hierarchy level and branch selection
Please select the hierarchy level and branch you wish to access.

» Select
Finish

*Note — New data cannot be entered

System

at "System” level. Verify that
Branch
mp— - “System” has not been selected before
el ol double-clicking on the Branch to
e—— update.

Memphis NE (Branch)

MemphisCA (8ranch)
“ NursesNow, Inc (Entity)

NursesNow (Branch)

“ PayrollTest (E:

SameState (Branch)
4 TempWorks Sales (Entity)
Sales (Branch)

4 VIP Placements, Inc (Entity)

Cancel || < Back Next >

12



Enterprise Diagnostic Information

To view Diagnostic Information click on the E Menu in the upper left of the Main Screen to display
the menu functionality. Then select Server as shown here:

The information contained in this form shows who is currently logged in to Enterprise (Rep Name), your
SecRole Name, and your Branch..

ral Information

Versian

Liser Name
System Uiser Name
Host Name
Group Nams
Server Name
DB Name

Hier Name

Hier TypelD
Hier Type Name
Hosbing Server

Endpoint Address

SeniceRep 1D

Rep Name
full Name
SecRaleID
SecRole
Seclole Name
BranchlD
Branch Mame
Hier ID

*Note - All information in Enterprise is time and date stamped with your User Name, so it is extremely
important that you are logged in as yourself whenever you do any type of work within the system.

13



Enterprise Main Screen

Once sign in is complete the Main screen of TempWorks' Enterprise will be displayed. From the Main
screen you can do a Universal Search, look at Employee, Customer, and Order information or view
Tasks that have been assigned to you.

| E TempWorks Encerprise| [ 4= = v | E | - - -
- = ~
n B > B & R = m

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

tasks & W & v
M * Call Tammy D about in...
B @ Employee: John, Gretzky

B @ Test John Gretzky on word

£ Youhave 20Z alerts.

The different areas of the TempWorks Enterprise Main Screen are as follows:

W The E button is located in the upper left of the Enterprise Main

| [ SR AR RS TR screen; from this button you can create new records for

' Employees, Customers, and Contacts, or start a new outgoing
Email.

When the E button is clicked a window opens that displays the different actions that can be completed as
described in the section earlier in this manual on E Menu functionality.
To look up any type of record in Enterprise you can use the Universal

I Search.. o, I Search in the upper right corner of the screen. When you enter a
name (or first few letters of a name) and hit Enzer (on your keyboard)
crd a the Universal Search will display all of the different types of records

that match the criteria you entered.
14



In the example above the letters “Cre” were entered into the Universal Search field. To run the search

to match this criteria you can either hit Enrer on your keyboard or click on the “ button on the right of
the Universal Search field. When the search runs it will display the results on the screen as shown
below:

& Customers:{9)

Drag a column header here to group by that calumn,

Id | LCustomer Department Branch City | State | Phone | Active | Status | SalesYTD
-??9506 133 Nursing Credit Memphis CA  Eagan MN (651) 555-1217x. . Yes Ly 00000
779518 123 Nursing Credit Memphis SE  Eagan MRN Yes A 00000
779137 Creative Intentions Inc Human Resources Memphis SE  Eagan MN Yes A 23040000
J79126 Creative Intentions Inc Primary Memphis SE  Eagan MN (651)452-9786x Yes A 10652.5000
779140 Creative Intentions Inc Shipping Memphis SE  Eagan MN Yes & 1464 0000
779135 Creative Intentions Inc Warehouse Memphis SE  Ezagan MN Yes A 2088.0000
T75445 Creative Solutions Finance MMemphis NE Eagan MN (651) 555-1212x _ Yes A 00000

}&DmEELl?}

b e

Drag a column header here to group by that column.

Id | Customer |Lob Title |Tvpe | Pay | Bill |Etan Status | Reg |Asg | Branch

4934 Creative Intentions Inc/Hu_.  Account Ana._ TE 512,50 $15.00 11/5/2007 Unfilled 3 0 Memphis SE
5231 Creative Intentions Inc/Prim._ Accountant  TE 520.00 525.00 3/17/2008 Unfilled 2 o NMemphis SE
5232 Creative Intentions Inc/Prim... Admin. Assist. DH $30,000.. 57,500.00 3/17/2008 Closed 1 o Memphis SE
5283 Creative Intenticns Inc/Prim_. Central Servi.. TE $9.00 513.00 Af712008 Unfilled 3 1 Memphis SE
5034 Creative Solutions/Primary Human Reso.- TE 530,00 545.00 12/17/2007 Filled 1 2 IWiemphis SE
4884 Creative Intentions Inc/War_. Project Man._ TE $13.00 51560 3/3/2008 Unfilled 3 o Memphis 5E
5032 Creative Intentions Inc/Ship... Seminar Ass_. TE 510.50 $12.60 Filled 1 1 Memphis SE

2 Assignments (4)

You can use the ¥ to expand the list or the “& to minimize the list. When the list is expanded you
will be able to see all of the records that matched the criteria you entered in the Universal Search for
that record type. The types of records that matched will be listed first with Employees, then
Customers, Orders, Assignments and finally Contacts. After the type, the number of matches that
were found for that type will be listed in parentheses. To open a record from the results list, double-click
on the line.

Mouse Hovering Information

When you hover your mouse over a button or feature in Enterprise the size or color of the icon may
change to bring attention to the function. It might also give you more information about what that
button does. A few examples are shown here:

Go To Task Manager

[hes o]

B Mavigate Farward

4034

15



Definition of Record Types

Customer: Information found within this section includes Work Site details, Invoicing
information, and Department listings.

Order: This section contains information about Customer job Orders such as Job Title, Start
Date, Pay and Bill Rates as well as Supervisor and/or Hiring Manager details.

Assignment: This section contains data such as Pay and Bill Rates for an Employee’s
Assignment, individual Starr and End Date and quality control call information.

Contact: Here you will find Contact information including addresses, phone numbers, Email
addresses, Messages and sales call information.

Pay/Bill: This function allows authorized users to access the Time Entry spreadsheet and to
process Employee Payroll and Customer Invoices.

Calendar: This area is where your Appointment Calendar can be accessed.

Reports: Clicking on the Reports icon will navigate you to where all the
Reports are stored.

Email: This is where you can view your incoming Email and sent items.

Methods of Navigation

Back and Forward: These buttons work exactly like the back and forward buttons in a web
browser. Use them to browse back and forth between forms that you've had open recently.

;ﬁ Buttons: You can click on a button such as the Employee or Order as displayed at the
top of the screen, which will open that section of Enterprise.
Contact

16



Hot Keys: This navigation technique allows you to use a combination of keyboard keys to open
functions and/or sections of Enterprise without having to utilize your mouse.

Record Type Navigate to... Add New...
Employee Crrl + 1 Alt + 1
Customer Ctrl +2 Alt +2

Order Ctrl + 3 Alt + 3

Assignment Ctrl +4 Alt +4

Contact Ctrl +5 Alt+5

Record Actions Bar

New records can be created from the E Menu in the upper left corner of the screen. In addition, when
any record area is opened an Actions Bar appears where you can select to create a new record, Search
records, or view your Favorites.

The view to the left displays the Actions Bar
that you would receive when you scroll over or
open the Employee record area.

Assignment  Contact

= Mew Employee O Search Actions Favorites

You can click on the New Employee button to open the Add New Employee form. The Search button will
display the options from the Search form. The Actions button will display any functions that are unique
to the record type or current open form. You can also view records that you have added to your
Favorites area by clicking on the Favorites button. To add a form from any record to your Favorites area,

*

listed in your Favorites area, if it's unfilled then it's not listed in your Favorites.

click on the button in the upper right corner of the form. If the button is grey then the form is

17



EMPLOYEE RECORDS

Entering a New Employee Record (Manuall)

To open the window to add a new Employee record to Enterprise you can go to the E button in the
upper left and click the New button and then select the Employee option from the drop down menu or
select the New Employee button from the Employee record Actions Bar. You can also use the Hot Key
combination of Alr + 1. The window below will be displayed.

L
r

add new employee

personal information
§S# _'__-__l Street

First Nam Street 2
Last Nam: City

v
Initial State

Phone Zip
Email County
School District
Country United States of America

tax setup/other avatar
Branch Memphis SE , Upload a custom avatar by dragging it into this box.

Federal Ex
State Ex
Marital Status

Spec Tax

GG

You can now enter the new Employee’s information and use the Tab key or your mouse to move
between the data entry fields. In the lower right you can select an Avatar by using the Forward and Back
buttons. The Avatar will be displayed in the upper left of the screen when the Employee record is open.
You can also upload and attach a picture by dragging and dropping it into the Avatar area from your
desktop.

*Note - Areas outlined in Red with an Exclamation Point (!) at the front of the field are required and you
will not be able to save the new record without completing the information in those fields.

18




®

W add new employee

personal information

g5 483-94-9495 Street 422 Boston Ave.
First Name Lester Street 2
Last Name Feldstone City Apple Valley
Initial Ray State MN
Phone (499) 349-3494 Zip 55124-

Email lifeldstone@gmail.com County Dakota
School District

Country United States of America

tax setup/other avatar

Branch Memphis SE Upload a custom avatar by dragging it into this box.
Federal Ex 1

State Ex i

Marital Status S Single

Spec Tax

W

GGED

Once you have completed the new Employee’s record click on the Save button to add the Employee to
the database and open their new record to the Details form.

*Note - The School District and County do not need to be selected unless local taxes apply to the
Employee’s Paycheck.
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Employee Avatar Area

The Avatar area displays the Employee’s Avatar or picture, Name and Address as well as indicating if
they are Acrive and/or currently on Assignment.

r
If the Employee is currently “Active” the . in the lower right corner of
the section will be Green, if they have been “Deactivated” the Circle will be

Next to the Active Circle is an D image and when you hover your mouse
over this icon it will display a summary of the Employee’s current

" ' ! _s Assignment(s).
B Assigned

Active assignments for this employee.

Tammy Devereaux

4832 Meil Armstrong Blvd
Eagan, MN 55121

Creative Solutions  Data Entry Clerk

Under the Assignment image the Employee Avatar area may have a D indicator. This image will be
displayed if there is an Assignment Restriction or “Do Not Assign” for the Employee. When the image is
scrolled over it will display any restrictions for the Employee similar to this:

DNA Records The DNA (or Assignment Restriction)
indicates which Customers that an
Employee should not return to.
Employee-initiated Assignment
Restrictions are created in the
Employee record. Customer-initiated
Assignment Restrictions are created from

ABC Incorporated Clerical 778114 the Customer record.

Do-Not-Assign (DNA) statuses exist for this employee and the
customers listed below.

A B icon on the Employee’s record indicates that the payroll information has not yet been set up.

Payroll set up can be finalized from the Pay Setup form. This E symbol will only display in the avatar
area if the Employee should not receive a form W2 at the end of the year (ie. subcontractor or 1099
Employee record). When a document attached in the Required Docs area is missing or expired, a

20



symbol similar to this m will display on the record. When an Employee has an “Incomplete” Task

linked to their record a E symbol will be displayed.

When the BI3 button is clicked in the Employee Avatar area the
information will slide to display the Employee’s /D (Unique identifier
for Enterprise) and their SSN (Social Security Number).

L |
Tammy Devereaux
4832 Meil Armstrong Bhvd
Eagan, MN 55121

To return to the previous view, click on the m button and the
information will once again slide back to revealing the Employee’s
Avatar (or picture).

ID: 12467
55N: 369-99-9999

"BHEHS

Employee Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Visifile form is found in the Employee, Customer, Contact and Order sections of
Enterprise.

a neE >R & f

Employee [OVE G Order Assignment  Contact Pay / Bill Calendar Reports Email

== New Employee Q, Search Actions ¥ Reports ¥ |Favorites ¥ i
Tammy Devereaux ¢ K
4832 Neil Armstrong Bivd employee snapshot phone/email
Eagan, MN 55121 4
Naiio Devereaux, Tammy [X] Resume Received 4 esnsss12120125 2
> = Bt [X] 18 On File
Email Address ammy@aol.com [ Active [ Tammy@aol.com
Desired Location  Eagan, Apple Valley, Burnsville, Inver Grove Heights [%] Assigned q (224) 234-3234
uce Hire Status Placed Full Time Rate Desired $15.00 g (483) 3453445
pay setup >
pay history
documents messages >
messages 2
search Date v |Action Message Rep Contact ]Due |;
6/12/2008  Interview alisha 6/12/2009 I
6/12/2005  Interview alisha 6/13/2009
6/10/2005 Interview alisha 6/16/2009
6/8/2009 PerformanceEval Great job. alisha
4/27/2009  Order Candidate Candidate -- Devereaux, Tammy OrderiD: 3724 - Creative Solutions alisha
4/20/2005  Order Candidate Candidate — Devereaux, Tammy OrderiD: 4365 - Crom Equipment erica -
tasks ® W € & V : 5 CE—
assignments = interest coaes
[Call back Tammy at Crom = 5 . . . . - L 5 3 =
: . - -
% Set up interview for J Title Customer ‘ Cede | Start ‘ End Y. | Bill \ Pay l. Code A |.
c# Creative Solutions. co 7/19/2004  6/1/2009 $2200 $1317 l 12 hour Nurse
Computer Cleaning Telluride Ski Lifts DE 10/31/2008 10/31/2008 $0.00 $0.00 1st Shift
Computer Cleaning Telluride Ski Lifts RC 4/25/2008  10/30/2008 $1357 $1100 2nd Shift
Comptter Cleaning Creative Solutions co 1/3/2008 8/10/2008 $45.00  $30.00 Accountant
Computer Cleaning Crom Equipment co 3/13/2008  8/10/2008 $2000 $10.00 Administrative Assistant
Computer Cleaning Crom Equipment co 3/13/2008  8/10/2008 $2000 $§10.00 | _ Bilingual-Mandarin

The Employee’s Visifile form contains information such as Phone/Email, Messages, Assignment
History, and Interest Codes. Each of the areas of the Visifile will be broken down and covered in detail.
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employee snapshot

Name Devereaux; Tammy

Email Address alisha@tempworks.com

Desired Location Eagan, Apple Valley, Bumsville, Inver Grove Heights

Hire Status Eligible and Active Rate Desired $15.00

The Employee Snapshot section of the Visifile displays the Name, Email Address, Desired [work] Location

and Hire Status. The F=i shortcut shows up at the end of the Email Address field when you scroll over it
and will open a new Email addressed to the Employee. A ™! in the box in front of the Resume Received

indicates that the Employee has a resumé attached to their record. The 19 On File ! shows that the
Employee has completed their I-9 document and provided proof that they are eligible to work in the

United States. The "' in front of Active indicates that the Employee is currently in “Active” status and
the Assigned " shows if they have a current open Assignment.

The Phone/Email area displays all of the Contact Methods for
the Employee. Double-clicking on a record will display the
5;" (851} 555-1212 %133 = Details/ Contact Methods form.

| Tammy&aol.com

phone/email v

q 0 Click on the ®' to add a new Contact Method to the record.

J {483) 345-3445

-
messages (4]
Date ¥ | Action | Message Rep Contact Pue |‘
11/18/2008 Message [Candidzte]/{Devereaux, Tammyl/[Lobby inc] glisha |
11/18/2008 Message [Candidate]/[Deversaux, Tammy]/[Lobby Inc] glisha

B/26/2008 Message [Candidate]/[Devereaux, Tammyl/[Aardvark Industries Inc] erica

Bf26/2008 Message [Candidate]/[Devereaux, Tammyl/[Aardvark Industries Inc] erica

B/7/2008 higssage [Candidatel/[Devereaux, Tammyl/[Crom Equipment} dwood

T/29/2008  Message [Candidate]/[Devereaux, Tammy]/[Worthingron Industries] paul

The Messages section displays all of the notes that have been logged about calls, Emails, or other types
of interaction either with the Employee or on behalf of the Employee. To add a new Message to the

Employee record from the Visifile, click on the = * image.
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assignments

Title Customer |code |stan |ena = | B | eay i‘
cit Creative Solutions co 7/1sfa00d  6/1/2009 32200 §1317 |
Computer Cleaning Telluride Ski Lifts DE 10/31/2008 10/31/2008 50,00 $0.00
Computer Cleaning Telluride Ski Lifts RC 4/25f2008 10/307/2008  §13.57 §11.00
Computer Cleaning Creative Solutions co 1/3/2008 &/10/2008 54500 §30.00
Computer Cleaning Crom Equipment o 3/13/2008 8/10/2008 $20.00 $10.00
Computer Cleaning Crom Equipment o 3/13/2008  B/10/2008 $20.00 $10.00

In the Assignments area you can view the Employee’s Assignment history since they started with your

-

company. When you click on an Assignment line the =* = buttons are displayed. The

button will take you to the Assignment Details form for the selected Assignment. The ™ button
will open the Order Visifile for this Assignment. When you click on the i) button it will add a

timecard into Time Entry for the current WE Date (Weekending) for the Assignment. Clicking on the ™
button will open a Message form that will be linked to the Assignment.

The Interest Codes area displays the Employee’s skills, education,

interest codes 2 T

= languages, etc. Most of the Employee search functionality within
Code = | Enterprise comes from the Interest Codes entered on an Employee
12 hour Murse record.
Ist Shift
et St To add new Interest Codes from the Employee Visifile, click on the
P =" icon to display the window where codes can be selected.
i *Note — Interest Codes can also be added from the Work Interests form
ittt s Pattat l» under the Details section.
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Employee Details Form

The Details Form displays the Employee’s Name and Address, as well as Branch affiliation, Washed

Status, and I-9 information is added here.

4832 Neil Armstrong Bivd personal information address
Eagan, MN 55121 - =
Last Name  Devereaux Street | 4832 Neil Armstrong Bivd
* ~ . ! ./ First Name | Tammy Initial Street 2
o Nl Nickname City Eagan
SSN 369-99-9999 State | MN Zip | 55121-
(3] 12467 ContactID | County School
Country United States of America
Act. Date Deact. Date
work interests
direct hire | hiring information
:asgi;:_‘d:g‘t Testhctions Order Type TF Branch Memphis SE
interpersonal Hire Status Eligible and Active Staffing Specialist  alisha
;:r:;idd::ocn Profession N/A Interviewed By
test scores Washed Status  familiar Entered By alisha
pa;mgk}ymeﬂt Besume On File [X] Vendor. Acme Inc
gﬁﬁ:‘e‘:"é 19.On File x| Job Title
| 4 i 19 ExpireDate | _/_/ ) ¥ | How Heard of N/A
tasks @ .=- e 68 v Orientation Date | 06/05/2009 5] How Heard Details
*IQN;;ded (Abbe, I;rell) Anniversary Date 08/04/2008 Numeric Rating 0
W Unfilled Order: Legi- Inc
T el hackground information
Convictions Security Clearance
equal opportunity
Birth Day 09/18/1971 & Nationality I choose not to disclose [F] Disabled
Date Entered 12/8/2008 10:49:00 AM Gender F [] Veteran
personal information In the Personal Information section you can update the
Last Name Devereaux Last Name, First Name, SSN (Social Security Number),
First Name Tammy Initial L and view the ID (Unique Enterprise ID for Employee).
Nickname .
e ET——— You can add a Nickname and view the Act. Date
5 e BN (Activation Date) and Deact. Date (Deactivation Date).
1248 ontact A . .
The Activation Date is automatically populated when the
fetibate Deact Dt Employee is added to the database. When a
“Deactivation” Message is logged on the Employee
The Address area stores the Street, record the Deactivation Date will be populated.
City, State, and Zip code information
’ .
for the Employee’s main address. address
This is the address where the Street 4832 Neil Armstrong Bivd
Employee’s Paychecks and W2 will s
be sent. w0 —
The County and School fields are gigie. | MN G >0
determined by the Zip code on the County School

record and refer to local taxes that
should be applied to the Paycheck.

Country United States of America
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hiring information
Order Type TF

Hire Status Eligible and Active
Profession N/A

Washed Status  familiar
Resume On Fite  [X]

19 On File [x]
0
Orientation Date 06/05/2009
Anniversary Date 08/04/2008

19 Expire Date

Branch Memphis SE
Staffing Specialist alisha

Interviewed By
Entered By alisha

Vendor Acme Inc
Job Title

How Heard of N/A
How Heard Details

Numeric Rating 0

The Hiring Information area is where the Employee’s Order Type (ie. “Temp”, “Temp to Full time”,
“Direct Hire"”, etc.) can be selected. The Hire Starus displays whether or not the Employee should be
assigned (or hired). The Washed Status is used to indicate whether an Employee can be placed on
Assignment. The Anniversary Date is automatically populated from the Start Date of the Employee’s

first Assignment with your company.

*Note - The 19 On File and 19 Expire Date (used for tracking the expiration date of Visa documents) fields
are very important because they will indicate if an Employee has work eligibility within the United

States. An expiration date on a US driver’s license or passport should not be entered into the 19 Expire

Date field.

*Note — The Employee’s Washed Status must be set to “familiar” before an Assignment can be created

for them.

The Vendor field is only used when the Employee is a 1099 consultant or if they are working for a sub-
contracting vendor. When a Vendor is tied to the Employee the social security humber and main
address do not need to be on the Employee record. The pay remittance is handled through the

remittance address on the Vendors form.

*Note — When a sub-contractor (Employee with a vendor company) is assigned to an Order the

Company field will be updated with the name of the vendor they work for and the W2 check box will be

unchecked on the Assignment Details screen.
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Employee Pay Setup Form

In the Pay Setup form Service Rep (SR) users can add or update Federal [Tax] Exemptions and State
[Tax] Exemptions as well as local taxes that should be applied to the Employee’s Paycheck. Payclerk
users (PC) have access to direct deposit set up, weekly Adjustments, Accruals, and Taxes.

= New Employee Q, Search Actions ¥ Reports ¥ Favorites ¥

Tammy Devereaux
4832 Neil Armstrong Blvd

general information
Eagan, MN 55121

Pay Setup Complete [x]

Employee ID 124587

HERe

" ~
visifile

electiogy

required tax information
Federal Exemptions

State Exemptions

Additional Withholding $0.00
documents
messal
Seamhg&s Dependents 0
Marital Tax Status $ Single
Tax State MN
tasks @ W © & v BaStd
Tax By State @]

[@linterview for Tammy
W Unfilled Order
local taxes

Local taxes are automatically determined by the employee's zip code. Manual changes

should not be necessary.
Exempt

County Tax FEl
City Tax =]
School Tax =]

required tax information
Federal Exemptions 1

State Exemptions i
Additional Withholding  $0.00

Dependents 1]
Marital Tax Status 5 Single
Tax State LA
State Juns LATEX
Tax By State =]

temporary address
Use Temporary Address [
Street

City
State Zip

Coutry United States of America

payment options

Electronic Pay Setup Complete [
Mail Check and/or Stub

Paycheck Delivery Code
Default Pay Rate

Maximum Deduction Percent 50
Note to Payroll

automatic delivery method change

Use these options to automatically change check delivery on the specified activation date.

Activation Date ot

New Delivery Code

Mail to Permanent Address )

In the Required Tax Information section
you can update the Federal Exemptions,
State Exemptions, Dependents, Tax State,
and select a State Juris Override. (The
State Juris Override allows you to select a
different state for withholding taxes from
an Employee’s Paycheck).

*Note - If an Employee indicates that
they are “Exempt” from taxes on their W4
you need to enter "99” in the Federal and
State Exemptions fields.

*Note — Tax By State should be selected if the Employee should only be taxed by their home address and

it's not affected by the Customer’s Worksite.

The Temporary Address area allows you to
enter a different address that the

Employee’s Paycheck should be sent to. St.reet
This address will override the main address ¥

as long as the Use Temporary Address box is State
checked. Country

temporary address
Use Temporary Address L[]

Zip

United States of America
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payment options
Electronic Pay Setup Complete [
Mail Check and/or Stub [x]

Paycheck Deiivery Code

In the Payment Options area you can view if
an Employee has Electronic Pay Setup
Complete. This box will be checked if a

Default Pay Rate direct deposit account or paycard has been
Maximum Deduction Percent 50 set up for the Employee. Mail Check and/or
Note to Payroll Stub will be selected if the Employee’s

Paycheck should be mailed.

*Note — the amount entered into the Default Pay Rate field will automatically override the Pay Rate on any
Assignment for the Employee. This field should be used with caution.

Employee Electronic Pay Form

The Electronic Pay form is found within the Employee Pay Setup section. The Electronic Pay is where a
direct deposit account or paycard account can be created for the Employee.

Tammy L Devereaux

4832 Neil Armstrong Blvd

Eagan, MN 55121 Active X]
a electronic payment type
wn?® HBRZL e
e ank Deposit
details Y Bank Routing Inf | 4+ | Pre-note Sent iy 4 SO =
pay setup — _
» electronic pay Account Numbe| l Pre-note Approved i o &
adjustments 1 : Pre-note Di .
Account T Checking Account e-note Disspproved ./ 5]
g W ccount Type ecking Accoun s
taxes
authorities

Paycard
pay history > BB
documents
messages
search

Before either of the forms will be available for data entry the Acrive box must be checked off. Once that

P

has been completed, dlick onthe  in front of either the Bank Deposit section or the Paycard section.
Bank Deposit
Bank Routing Info | 236549873 | & | Pre-note Sent ey &l
Account Number 4827264386 Pre-note Appraved Lol =)
Confirm Number 4827264386 Pre-note Disapproved . ;, &
Account Type Checking Account

When the Bank Deposit form is selected you will be entering the bank account information that the
Employee provided. Enter the Bank Routing Info, Account Number, re-enter the account number in the
Confirm Number field and select the Account Type. If your company is utilizing the pre-note functionality
then the Pre-note Sent date will automatically be populated with the date that the ACH/Pre-note file was
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created for the Employee’s first “live” Paycheck. The Pre-note Approved date will automatically be
populated a specific number of days after the Pre-note Sent date (usually 7-14), so that any Paychecks
issued to the Employee after the Pre-note Approved date will be pulled into the ACH file and sent via
direct deposit.

If the bank indicates that the account does not exist, the Pre-note Disapproved date should be populated
(manually) and the Active box should be unchecked. This will stop any future Paychecks from being
direct deposited into the invalid account.

*Note — If the first Paycheck should be direct deposited for the Employee and the pre-note
functionality is being utilized, manually enter a date in the Pre-note Sent and Pre-note Approved (can be
same date) fields that is prior to the date that the Paycheck will be created.

Paycard
Card Number 4938584728595837 Paycard Verify By 01/06/2010 =
Confirm Number | 4938584728535837 Paycard Venfy Date  g1/07/2010 =
Expire Date 0172011 El

When the Paycard form is selected enter the Card Number, re-enter the card number in the Confirm
Number field and add the Expire Date. The Paycard Verify By field will automatically populate with today’s
date. The Paycard Verify Date will automatically populate when the paycard activation is complete and
verified.

Employee Adjustments Form

The Adjustments form is found within the Employee Pay Setup section. The Adjustments is where any
weekly withholding is set up for the Employee.

4832 Neil Armstrong Bivd
Eagan, MN 55121

EINC ‘AdjustmentTvpe i |Active Sequence BalanceAmt | YTD Total Lifetime Total ‘MTDTotaI |WTDTc(aI
n® 0 HERL
o 0 401k 5] 4 $0.00 $1,111.50 $1,147.00 $0.00 $0.00
=
details 0 AdvanceBnk x] $0.00 $-81.00 $0.00 $0.00 $0.00
pay setip | 0 Checkingl 3 5 $0.00 $0.00 $0.00 50,00
electronic pay
» adjustments 0 Childsuptl El 2 $0.00 $56.93 $56.92 $000 $0.00
accruals
taxes
authorities
pay history
documents
messages
search
summary [ Main [V Authority
== Category 401k
tasks @ IF © & Y N Note Deduct by (U Specified Amount

[interview for Tammy Frequency U Specified Amount Per Hour

Sequence 4 & Amount By Percentage
W Unfilled Order Date Served 04/02/2008 B (U Net After Levy
Start MaxMonttdy Gross Percentage [x]
End Max Yearly $15,500.00 Net Percentage [T
Max Lifetime Percentage 10.00%
Period Max $0.00

Max Applied per Check
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To create a new weekly Adjustment for the Employee, click on the = button in the upper right. The

form below will open and you can select the Adjustment.

adjustments

- =

Adjustment CHILD'SUPPORT 2

Active &~
Freguency

Start Date

End Date

Select the Adjustment type from the drop down
menu. The form will automatically be checked
as Active when you're adding a new
Adjustment.

*Note — Each Adjustment type should only be
selected once.

The Frequency defaults to “Weekly”, but “48
Weeks"” and “Monthly” are also options.

You can enter a Start Date and/or End Date for
the Adjustment and then click on Save to save
and close the form or New to save the
Adjustment and clear the form so that you can
add another.

*Note — The "48 Weeks"” Frequency should be selected for Adjustments that should not be withheld on the
Paychecks issued during the fifth pay period of the month when paying weekly.

EINC | Adjustmant Typa = ‘ Active | Sequence Balance Amt ‘ YTD Total ‘ Lifetime Total ‘ MTD Total ‘ WTD Totat
0 ChildSuptl [x] 50.00 §0.00 S0.00
summary Pay/Misc Authority
Category ChildSuptl
Active %] Note Deductby &) Specified Amount
Freguency 5 /) Specified Amount Per Hour
o ) Amount By Percentage

Date Served 06/19/2009 E v ) Net After Levy
Start Max Monthly
End Max Yearly

Max Lifetime
Period Max
Max Applied per Check

Max % of Net

Once the Adjustment has been saved, it will be displayed as a line item at the top of the form and the
Main tab will be displayed. In the lower right select how the Adjustment amount should be calculated

and then fill in the corresponding information.
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*Note - Always be sure to verify that the correct Adjustment line is selected before entering any amount
information.

summary [ Main v Autharity
Category ChildSuptl
Active %] Note Deductby &) Specified Amount
Fraquency J Specified Amount Per Hour
Sequence 3
J Amount By Percentage
Diats Served 06/19/2009 i ) Net After Levy
Max Monthhy
bt Amount $67.88
End Max Yearly

Max % of Net |55.00%
Max Lifetime

Period Max $67.88
Max Applied per Check

When entering an Adjustment with a dollar amount, click on the radio button for Specified Amount to select
the correct form (ex: child support). Then enter the weekly Amount to be withheld and the Max % of Net
that should be calculated for this Adjustment. Enter the same amount in the Period Max field so that if
multiple Paychecks are issued to the Employee during the same pay period that the amount will not be
withheld over the Period Max amount entered. The Specified Amount Per Hour radio button would be used
when the Adjustment amount depends on the number of hours the Employee worked during the week.

*Note — The Sequence field can be used to indicate the order in which the Adjustment would be deducted.
For example, if an Employee has three different “Child Support” Adjustments they could all be listed as
Sequence of “1”. That way if the Employee isn't paid enough that pay period to cover the full amounts
of all of the Adjustments, the Sequence “1" Adjustments would be paid first, and if not all of those amounts
could be paid, then a percentage of the full amount would be applied to each.

summary % Pay/Misc Authority
Category 401k
Active %] Note Deduct by ) Specified Amount
Frequency 5 ) Specified Amount Per Hour
A ®) Amount By Percentage
Date Served 06/19/2009 B ) Net After Levy
Start Max Monthfy

Gross Percentage [X]

End Max Yearly $15,500.00 Met Percentage ||
Max Lifetime Percentage 12.00%
Period Max

Max Applied per Check

When entering an Adjustment with a deduction calculated by percentage, click on the Amount By
Percentage radio button to select the correct form (ex: 401K). Put a check mark in either Gross
Percentage (pre-tax calculation) or Ner Percentage (post-tax calculation) and then enter the Percentage. In
the 401K example the Max Yearly amount set by the federal government on this type of pre-tax
withholding should be entered. Once the Adjustment reaches the Max Yearly amount for the tax year it
will be deactivated until the first pay period of the next tax year.
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summary ﬁm Bay/Misc Autharity

Category Garnishl
Active %] Note Deduct by ./ Specified Amount

Freguency 5 ./ Specified Amount Per Hour
e ‘) Amount By Percentage
Date Served 06/19/2009 1] &) Net After Levy
Max Monthhy
Start
N t ¢ 5250
End Max Yearly MNet Amt After Levy | $250.00
Max Lifetime §7.500.00
Period Max

Max Applied per Check

When entering an Adjustment with a levy all except specified amount, click on the Ner Afier Levy radio
button to select the correct form (ex: government levy). Enter the Ner Amount After Levy and if there is a
maximum amount to be withheld for the Adjustment enter it into the Max Lifetime field. Once the Max
Lifetime amount has been reached the Adjustment will be deactivated. Max Monthly is used to limit the
Adjustment t0 a specific amount for the month. Once that amount has been met, it will be deactivated
until the first pay period of the next month.

summary Main Authority
Category Checkingl n s - ) .
Active [X] partial electronic payment miscellaneous adjustment info
Freguency Weekly Routing and Transit 096016794 Misc 1

Account Number Misc 2

Account Type Savings Account Misc 3
Start = t =

PreMote Sent =) EINC 4]
End

PreNote Approved 0] Maonthly Pay Cycle

PreNote Disapproved B Flag Check for Approval :|

Banked |

In the Pay/Misc tab the information for a second and third direct deposit account can be entered. Once
the Adjustment type of “Checking1l” or “Checking2” is selected enter the deduction amount information in
the Main tab and then enter the account information in this tab. A check mark in the Banked box
indicates that the Adjustment is an amount owed and will be deducted until the total banked amount has
been deducted.

*Note — If an Employee has four or more Adjustments select Flag Check for Approval. \WWhen the payroll
run is calculated, a Paycheck for this Employee will generate an error reminder which will allow the
user to view the check details and edit any of the withholding amounts before printing and posting the
Paycheck.
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summary Main Pay/Misc
Category ChildSuptl

Actr *
i L Print Check to Authority  Gavin County
Frequency

Case Number 4734573
Start 12/1/2007
End 4/2/2015

The Authority tab is used to select the authority that the deduction should be remitted to. Select the
authority from the Print Check to Authority drop down menu and then enter the Case Number that should
be referenced with the authority payment.

*Note - Always be sure to verify that the correct Adjustment line is selected before entering any authority
information. If an authority record does not currently show up go to the Authorities form and set it up.

Employee Accruals Form

The Accruals form is found within the Employee Pay Setup section. The Accruals is where Employee
vacation, sick leave or PTO accrual amounts can be selected.

”f Employes REVE&TITS Order Assignment  Contact Pay / Bill Calendar Reports Email

; =4 New Employee Q Search | Actions ¥ Reports Favorites ¥ v K
dove 7z jones
Lo D]
TN
Active | Accrual Type o |EINC  [PerPay |Per Rate Balance | Max Max/Pay | Max yearly by | Yearly Anniv.
P . Period Hour | Earned Yearly | Period Anniy.
[x] vachel 0 ] B 2 (] 00 o0 ]

visifile

details

pay setup
electronic pay
adjustments

» accruals
taxes

To add a new Accrual for the Employee, click on the

acc,;,a,s B <7 button in the upper right. The form to the left will be

P displayed. Select the Accrual Type from the drop down menu.

accrual type The Accrual will automatically default to Active status. Once the
VacPlanAlt Active [X] Accrual Type has been selected the details information will be
details populated.

Description  Annual Vacation Plan Alternate

Balance 0 MaxYearly 500 Click on the Save button to save and close the form or click on
Rate Eamed S, Maxper Pay Periad a8 the New button to save the information and clear the form so
peray Pt (EIE sty by iy 5 that another Accrual can be selected

= .

Per Hour

EINC

Yearly Anniversary

*Note — Creation of new Accrual Types must be done by a
EEC B system administrator before they will be available in the menu.
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Employee Taxes Form

The Taxes form is found within the Employee Pay Setup section. The Taxes is where additional State
income tax withholding can be entered as well as adding the earned income tax credit (EIC).

d VD EVETCalX
4832 Neil Armstrong Bivd
Eagan, MN 55121

Employee Taxes - United States of America

Drag a column header here to group by that column.

| Additional WH Amount

| Additional Allowances

s ' ! b [Juris = [EINC |Exempt | Active |% | Amount | Allowances
::{::.i CFica o [l [x] 0 $0.00 0
pay setup tMed O O x] 0 $0.00 0

:';:;::\? Efia O F ® 0 soo0 0
acoruals EMed o =] x] 0 $0.00 0

. ;Zfoﬁﬁes FUTA o I [x] o $0.00 0
pay history MNSINGLE 0 =1 [®] 0 $0.00 1
documents T o & - ey o
:;?:‘95 OHNA O El X o 1000 T
OHsUTA 0 E x] 0 $0.00 o

uss o [ x] 0 $0.00 it

§0.00
§0.00
$0.00
$0.00
$0.00
8200
$0.00
§0.00
§0.00
§0.00

$0.00
50.00
$0.00
$0.00
50.00
50.00
$0.00
50.00
§0.00
50.00

Once an Employee has been issued a Paycheck the Taxes form will display all taxes that have been
calculated based on the Employee’s Zip code and the Customer Worksite. To add a new tax, click on

the ®¥ button in the upper right. To edit a tax, first highlight the line for that tax and then click on the

" button.

Juris MNSINGLE

EINC 0 Amount $0.00
Exempt il Allowances 1
Active @ Additional Allowances 0

Percentage 0.00% Additional WH Amount $2.00

Once the tax form is displayed
you can add an amount to the
Additional WH Amount field or
check off that the Employee is
Exempt from the tax.

After updating this information
click Save to save and close the
form or New to save the
information and clear the form
so that another tax can be
added (ex. Earned income tax
credit).

*Note — “"USS"” indicates Federal single withholding for the U.S.; "USM” indicates Federal married

withholding for the U.S.
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Employee Authorities Form

The Authorities form is found within the Employee Pay Setup section. This form is used to create and
store remittance information for Employee Adjustment Authority records. The Authorities set up in this
form will be available in the Print Check to Authority drop down menu on the Authority tab of the
Employee Adjustments form.

4832 Neil Armstrong Bhvd authorities Y
Eagan, MN 55121 1
Drag a column header here to group by that column.
~
. ! .’ Name & [Street | City State Zip Other Require Case
visifile 01K 2 BH A 20210 l
details
pay setup Aident Autharity 123 Main 5t Eagan MN 55121 !
electronic pay Another Test 1235t News City MN 55454 ¥
adjustments
SRR BadaBing Pilot's Knab Rd Eagan MN 55123
I Bravard Coulnty 1401 Jefferson St Alexandria MN 56308 &
» authorities 4
pay history Dakota County Child 5. 5454 Yankee Doodle  Eagan MN 55121 testing Il
documents Dakota County lssuing. . 1515 5th Lane Eagan MN 55121 i
messages
search Gavin County 58384 G 5t Eagan MN 55121 #
Ingham County 1234 Main Street Masan Mi 48234 #
Martin County Child 5. 473 New St Fairmont MN 56031 1
= Mel Authaority 123 Main St Eagan MN 55121 =,
tasks & a8 v
' bt My Test Authority 33rd Street Eagan MN 55121
Winterview for Tammy .
Olmstad County 3140 2nd Ave NE Rachester MN 55960 |

To add a new Authority record, click on

the % button in the upper right. The
form to the left will be displayed.

authorities

Fill out the Authority Name, Street, City,
State, and Zip that the Authority check
Authority Name !

should be remitted to.

Street . . ]
C' Additional information about the

J. Authority can be entered in the Orher
State field. If a case number is required
Zip check off the box for Require Case
Other Number.
Require Case Number [T] Once all of the information has been

filled out click Save to add the new
Authority record.
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Employee Pay History Form

The Pay History form gives users access to Check Register, Transaction History, Adjustment History, and

ACH History among other Paycheck history information.

4832 Neil Armstrong Blvd
Eagan, MN 55121

= \
visifile
details l

I.Eii Ei' .ﬂ
transaction history
taxes fo date
adjustment history
accrual history
ach history

|
|

common tasks

Void or Reverse Check
Use this wizard to search for and void or reverse a paycheck.

Employee Check Register Form

The Check Register form is found within the Employee Pay History section. The Check Register displays
a list of Paychecks for the Employee.

4832 Neil Armstrong Bivd
Eagan, MN 55121

Drag a celumn header here to group by that column.

o B

visifile
details
pay setup
pay history
» check register
check summary
staged check summary |
transaction history
taxes fo date
adjustment history
accrual history
ach history
documents
messages
standard searches

 ——— , 0
tasks @ W & v

[l @ Call John to set up intervi...
[ @ Reissue check to Terry

D | Mum | Check... = | Status | Employee | Gross |Tax | Net ‘
437 Devereaux, Tammy L SRRl

b ey D= B/10/2008 Tac $1.17813
AP Bank Account Net  $1 644.87

564 | Devereaux, Tammy L b Snm
Checklts 3679 Dst=c 9/9/2008 Tarc $9.00
Sevessed | AP Bank Account Net: $81.00
c45 Devereaux, Tammy L 51?3‘_2?
e Dated 9/16/2008 T $1662

: AP Bank Account £131.68
10000006 Devereaux, Tammy L 51;000
s | D= 9/30/2008 T 5299
o AP Bank Account Met: $81.01
564 | Devereaux, Tammy L s GE
Checkin 770| Dat=d 10/20/2008 Tax  (§9.00
‘Reversing AP Bank Account Net $0.00
58 Devereaux, Tammy L et O
Gheckip38a0| D= 11/11/2008 Tax 517751
Moided | AP Bank Account Net  $488.490
1111 Devereaux. Tammv L Gross: $120.00

search for checks
Posted & Staged W/

Accounts

Check Dates
From 01/01/2008 (5]

01/20/2009 E
To

Employee
Check Date B

Payroll Run ID

Check Num
Check ID

Gross

Net

‘ ‘f‘ Search |

The Check Register displays the Check Number, Check ID, Check Date, Gross, and Net of the check.

Double-click on the check to view the Check Summary form for the Paycheck.

*Note — A report to print the Employee’s Wage Statement can be run from the Reports drop down menu

in the Actions Bar.

Employee Check Summary Form

This form will be covered in more detail in the Pay/Bill section.

Employee Staged Check Summary Form

This form will be covered in more detail in the Pay/Bill section.
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Employee Transaction History Form

The Transaction History form is found within the Employee Pay History section. The Transaction
History displays line by line Transactions for any Payroll or Invoicing information for the Employee.

4832 Neil Armstrong Blvd

View  Standard View

Eagan, MN 55121

Drag a column header here to group by that column.

b H :
S Weekend Bill * | Weekend Date Customer Skill Code Total Bill ‘ Gross | Check 1D
visifile
details 12/14/2008 12/13/2008 Dans Cleaning Services Warehouse Person $122. s0.00
pay hsel;up 12/14/2008 12/13/2008 Dans Cleaning Services Warehouse Person §-111.10 $0.00
pay history
check register 12/14/2008 12/13/2008 Dans Cleaning Services Warehouse Person $11110 $0.00
L "3"53'3’@3: history 12/14/2008 12/13/2008 Dans Cleaning Services Warehiouse Person $120.00 $0.00
taxes fo date
adjustment history 12714/2008 12/13/2008 Dans Cleaning Services Warehouse Person §-111.10 $0.00
ac:l;;!t history 12/14/2008 12/13/2008 Dans Cleaning Services Warehause Person 11110 $0.00
acl ory
e 1271472008 12/14/2008 122 Nursing Forklift §140.53 $0.00
S 12/14/2008 12/14/2008 123 Nursing Forklift §-120.93 50,00
standard searches
ek 12/14/2008 12/14/2008 123 Nursing Forklift 12003 $0.00
12/7/2008 11/16/2008 123 Nursing Forklift $0.00 $-120.00 3876
= 12/7/2008 11/9/2008 123 Nursin Forklift $0.00 $-400.00 3539
tasks ® W @ v 2
; . . 12/7/2008 11/9/2008 Telluride Ski Lifts Inc. Computer Cleaning $0.00 §-440.00 3930
[E @ Call John to set up intervi...
z 127772008 12/7/2008 123 Nursing Forklift §14512 £120.00 3914

You can view the Customer, Skill Code (Job Title), Total Bill, Gross, and the Check ID (unique identifier for
the check) number of the Employee’s Paycheck. Select “Standard View” or “Hours View” from the
View drop down menu to change the information displayed between rates and hours.

*Note — A report with this information can be run from the Reports drop down in the Employee Actions
Bar.

Employee Taxes To Date Form

The Taxes to Date form is found within the Employee Pay History section and will display all taxes that
have been withheld from the Employee’s Paycheck year to date.

Tammy Dévereaux 4= New Employee Q Search Actions ¥ Reports ¥ Favorites ¥ \'.‘-\»“ | 4
4832 Neil Armstrong Blivd
Eagan, MN 55121 Drag a column header here to group by that column.
P . ID ¥ |luris \ Gross } Taxable | Taxed l Next Yr Gross Next Yr Tax I Next Yr Taxable l
72718 USS $3.475.00 $3.127.59 $779.21 $0.00 $0.00 $0.00
visifile
A 72717 OHSUTA §715.00 $715.00 $1931 $0.00 $0.00 $0.00
pay setup 72716 OHNA $715.00 $643.52 $25.52 $0.00 $0.00 $0.00
pay history
check register 72715 MNSUTA $2,760.00 $2,760.00 $30.36 $0.00 $0.00 $0.00
transaction history 72714 MNSINGLE $2760.00 $2484.07 $142.73 $0.00 $0.00 $0.00
» taxes to date
adjustment history 72713 FUTA $3.475.00 §3475.00 $27.80 $0.00 $0.00 $0.00
accrual history 72712 EMed $3475.00 $3475.00 $50.38 $0.00 $0.00 $0.00
ach history .
decments 72711 EFica £3475.00 $3475.00 $21545 $0.00 $0.00 $0.00
messages 72710 CMed $3,475.00 $3475.00 $50.38 $0.00 $0.00 $0.00
standard searches
5 72708 CFica $3,475.00 $3475.00 $21545 §0.00 $0.00 $0.00

*Note — “USS"” indicates Federal single withholding for the U.S.; "USM” indicates Federal married
withholding for the U.S.
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Employee Adjustment History Form

The Adjustment History form is found within the Employee Pay History section and displays all weekly
and one-time adjustments that have been applied to the Employee’s Paycheck.

4832 Neil Armstrong Bhvd

Eagan, MN 55121 Drag a column header here to group by that column.
Check Date | Employes Adjustment Amount Check ID
PN
12/17/2008 Devereaux, Tammy L DEQ §-0.00 3939
visifile
details 12/17/2008 Devereaux, Tammy L AdvanceBnk $-81.00 3939
pay setup 12/17/2008 Devereaux, Tammy L 401k §-84.00 3933
pay history
check register 12/16/2008 Devereaux, Tammy L DEO $9.00 3914
transaction history 12/16/2008 Devereaux, Tammy L AdvanceBnk $98.65 3914
taxes to date
» adjustment history 12/16/2008 Devereaux, Tammy L 401k $12.00 3914
acerual history 12/9/2008 Devereauy, Tammy L AdvanceBnk $-98.65 3876
ach history
ocaments 12/9/2008 Devereaus, Tammy L 401k $-12.00 3876.
messages 12/1/2008 Devereaux, Tammy L 401k $12.00 3839
standard searches
ok 11/11/2008 Devereaux, Tammy L DEO 59.00 3820
11/11/2008 Devereauy, Tammy L AdvanceBnk $81.00 3820

Employee Accrual History Form

The Accrual History form is found within the Employee Pay History section and displays the earned
accrual Transactions and the Employee’s current balance of vacation, sick leave, paid time off, etc.

Employee ACH History Form

The ACH History form is found within the Employee Pay History section and displays all direct deposit
(ACH) files that have been generated for the Employee’s Paycheck.

123 Main Street

Ithaca, NY 55024 Drag a column header here to group by that column,
P . Crigin Routing Amount Destination Routing Destination Account | Account Type | Employes ‘ Generated
. 678992345 §31744 1111 646457654 Chk Barker, Shannon 4425/2006
;I::::E; 678992345 $131.59 111113311 646467654 Chk Barker, Shannon 4/25/2006
pay 5‘_3tUP 67899 §345.46 111111311 546457654 Chk Barker, Shannan 2/2/2006
payc:elit:zgi‘;ter 096015794 $50.00 111111113 4648431 Chk Barker, Shannon 8/12/2003
transaction history 096016794 $485.39 113111111 646457654 Chk Barker, Shannon 8/12/2003

taxes to date

adjustment history
accrual history
» ach history
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Employee Messages Form

In the Messages form you can view Messages that have been logged from the Employee’s record or
linked to the Employee from other records. Messages can be added from the Employee, Customer,
Order, Assignment and Contact areas of Enterprise. This feature is covered in more detail in the
Front Office Manual.

4832 Neil Armstrong Bivd Filter by Action Code: ; | D
Eagan, MN 55121 e
 1/14/2009 11:07:00 AM Entered By: alisha o
"~ . E [Candidate]/[Devereaux, Tammyl/[Creative Intentions Inc]

Message
visifile
details

pay setup
pay history

E Creative Intentions Inc ‘ fi‘ + Account Analyst
| ¢

Message 1/14/2009 10:47:00 AM Entered By: alisha
p\f Did an excellent would love to have them back.

Incident Report 12/16/2008 9:25:00 AM Entered By: alisha
w Filing report
Message 12/16/2008 9:24:00 AM Entered By: alisha

p} Call about new order

Employee Search Form

The Search form displays all of the Employee records that match the criteria entered in the Search
Criteria area. To open and view a record, double-click on the line for that Employee.

SEaS Hew 3L Last Name dev SSN All Records ) RepName AllReps ¥ | Document Text 3
Eagan, MN 55121 2

First Name 1D m Branch Memphis ¥ Saarch ‘ Heat Gteca
S HR

visifile Advanced Search Saved Searches

details
pay setup Your search returned 1 result. -} .

pay history
documents

gdssaoes D [ Last Name | First Name ] Phone Is Acti... | Is Assi... ! Branch Last Message Zip Code
@ 12467  Deversaux Tammy (651) 555-1212 Li‘ D Memphis SE Available 55121

Last Name | zzal SSN All Becords - ) RepName |AllReps ¥ | Document Text {0

Drag a column header here to group by that column.

First Name D

Clear Critena
Branch Memphis Sk | ‘

At the top of the form you can enter Last Name, First Name, SSN (Social Security Number), ID and choose
the Assigned status Status, RepName and Branch. Then click on the Search button to display matching
Employee records.
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CUSTOMER RECORDS

Entering a New Customer Record

To open the window to add a new Customer record to Enterprise you can go to the E button in the
upper left and click the New button and then select the Customer option from the drop down menu. You
can also use the Hot Key combination of Alr + 2. The window below will be displayed:

"} 'H H{gl add new customer

Customer Phaone

custominame other billing
|

Department Primary Email

main address sales information

Attn, To Account Manager alisha Alisha Arnold

Address Branch Memphis SE
Address2

Sales Team 1 Default

City Active Date 1/20/2060S

State Terms Payment Past Due 20 Days A1 ¥

Zip Note
Country United States of America

Worker Comp 8810 0.68 Clerical/Tele Phone

Enter in the name of the client in the Customer field, add the main address, default Worker Comp code,
contact information, and choose the Account Manager, Branch, and Sales Team. Once this information has
been entered click on Save to add the new Customer to Enterprise and navigate to the new Customer
record.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.
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ll'
rg Y.

a /r. || ;l'al add new customer

customer name other billing
Customer Wabasha Plastics Inc. Phone (223) 423-4323

Department Primary Email

main address sales information

Astn. To Account Manager alisha Alisha Arnold

Address 3 2nd St Branch Memphis SE

Address2 Sales Team 4 greggd

City £agay Active Date 1/20/2009

State VIN Terms Payment Past Due 20 Days A

Zip 3 Note Manufactures plastics for

Countey United States of America automotive uses,

*Note - If your company uses the same Worker Comp code (ie. 8810) in several different states you will
need to make sure that you select the code with the state abbreviation listed before the actual code, as
in the example for the Texas salesperson (TX8742) code above.

Customer Avatar Area

The Avatar area displays the Customer’s Avatar or logo, Name, Department, and Address as well as
indicating if they are Active.

~
If the Customer is currently “Active” the . in the lower left corner will be

Green, if they have been “Deactivated” the Circle will be -

When the IRl button is clicked in the Customer Avatar area the
- information will slide to display their Customer ID (Unique identifier for
Crom Equipment Enterprise) and their Parent ID (Unique identifier for the Parent record).

Customer: 10623
Minneapolis, MN 34950

{651) 555-1212 To return to the previous view, click on the =1 button and the
~ information will once again slide back to revealing the Customer’s
' Avatar (or picture) and their main address.

Primary
123 8th St.
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Customer Visifile Form

The Visifile form is a snapshot of the most pertinent information about the record you are currently
viewing. The Customer’s Visifile form contains information such as Aging, Sales, Messages, and
Contacts. Each of the areas of the Visifile will be broken down and covered in detail.

Crom Equipment 4= New Customer Q@ Search , Actions ¥ Reports ¥ Favorites ¥ : ‘
Primary customer snapshot
Minneaplf)lgi:tl::t‘ S Customer Name  Crom Equipment CustomerID 110623 Branch Memphis SE Status = Active
(651) 555-1212 Parent ID Root ID 10623 Notes
-~ ', Customer Tree |
financials contacts
kg Last Pagment 12/14/2009 YTDSales  $0.00 s = | ofice Phone [~
defaults Balance Due $17,483.35 Lifetime Sales $3,079,260.16 Ao it (651) 452-0366 |
migee:ﬁ AR Balance  $22,606.34 Sales Trailing $360,625.69 < Tom i s
oareh Credit Limit $100,000.00
Frodowald, Eric
Holcomb, Jim Owner {651) 555-1212x123
Hollingsworth, Jim Manager {651} 555-1212 x123
¥
messages
Date | Action Message Rep Contact Due | N
tBSks @ ‘ ﬁ 0 v 1/12/2010 Message Personal call summary: laurab Billings, Barbara
[Call Owen at Linden about lu... 1/12/2010  Order Candidate Rejected -- Devereaux, Tammy OrderiD: 5996 - Crom Equipme... laurab Kozelek, Stephanie
[liSet up interview for Loretta L... 1/12/2010  Absent (Sick} called in not feeling well casey
1/6/2010 Order Candidate Interview -- Alabama, Nick OrderiD: 5281 - Crom Equipment laurab Williams, Leonard
1/6/2010 Order Candidate Candidate -- Alabama, Nick OrderiD: 5281 - Crom Equipment  laurab Williams, Leonard
1/6/2010 Order Candidate Candidate -- Arkansas, Frank OrderlD: 5281 - Crom Equipment  laurab Williams, Leonard
1/5/2010 Order Candidate Refused -- Alaska, Joe OrderiD: 4365 - Crom Equipment laurab
1/5/2010 Order Candidate Candidate — S6, Shanta6 OrderiD; 4950 - Crom Equipment alisha Witliams, Leonard
-t -~ - e - . At s Amsia A~ A amen A - . - PR 193
customer snapshot
Customer Namez | Crom Equipment CustomerID 10623 Branch Memphis SE Status  Active
Parent ID Root ID 10623 Notes

Customer Tree

The Customer Snapshot section displays the Customer Name, Unique ID numbers, Branch, and current
Status (ie. “Active”, “Prospect”, “Hold for Credit Check”, etc.). The Master View allows the user to view all
Contacts, sales, Messages, etc. that apply to the Customer and any associated Departments. Click on
this button to toggle into the Account View and only display information for this specific Department.

financials

e Samen] 10162008 FED I R o2 A 25 The Financials section displays the Balance
B Qi 31671 ) Due, AR (Accounts Receivable) Balance, Credit
AR Balance  815067.05 Sales Trailing  $2,707,213.57

Limit and total Sales information for the

Credit Lirmit.  $100,000.00
Customer.
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The Contacts section displays all of the company’s contacts ]

internal staff with whom you work. To add a new Name Title | office Phone

Contact from the Customer Visifile click on the Biliard, Susan W T (321) 4554444
% button in the upper right corner. To open the B, Baricia Cter it LG e

full Contact record double-click on the line for that Holcomb, Jim Owner {651) 555-1212 x123

person. To send Contacts Email, click on their Hoflingswerth, Jim Manager {651) 555-1217 X123

Iine and then C"Ck on the button. Johnson, Aaron Plant Manager {B51) 555-12172 x123

messages

Date * | Action | Messsge Rep Contact Due ;
12/26/2008 Message [Candidate]/[; Tim]/[Crom Equipmeant] wehCenteruser

12/17/2008 Message Not interested - worked there before alisha

12/15/2008 Message Not interested in warshousé positions hare alisha

12/12f2008 Message [&ccepted]/[Graene, Kelsey]/[Crom Equipment] alisha

12/12/2008 Message [Candidate]/[Aboctorabi, Deborah]/[Crom Equipment] alisha

12/12/2008 Message [Candidate]/[zztest111, zztest111]/{Crom Equipment] alisha

12/12/2008 Message [Candidate]/[ZZQuill, Ginger]/[Crom Equipment] alisha

12/12/2008 Message [Candidate]/[Wilson, Lawrence]/[Crom Equipment] alisha

amianinmn, e mm ama s ombem a om e P

The Messages section displays all of the notes that have been logged about calls, Emails, or other types
of interaction either with the Customer or on behalf of the Customer. To add a new Message to the

Customer record from the Visifile, click on the ~* image.
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Customer Details Form

The Details form displays the Customer’s Name and Address information, as well as Billing Address,
Status, and Work Site information.

Primary customer information customer status
_ 123 8th st. Customer Name Crom Equipment Status A Active
Minneapolis, MN 34950
(651) 555-1212 Department Primary Activation Date  08/20/2009 )
(o Customer 1D 10623 Date Created | 12/6/2001 9:09:00 AM
Parent ID
i rothods | contact information billing address
departments Street 1 | 123 8th St. AttentionTo Bob Smith
worksites . Street 2. | Suite 105 Street 1 PG Box 0123
sales & service
interest codes City Minneapolis Street 2
assignment restrictions || JESF0 MN Zip 34950- City Fort Pierce
vendor management = . 3
invoicing Country | United States of America State FL Zip 34950-
defaults I Country United States of America
messages Website http://www.cromeg.com
documents
search -
contact roles :
2 J v
Sks Q ‘ 0 0 First Name | Last Name 4 | Contact Type I
il % Call Owen at Linden abo... [ Hollingsworth Report To sales tax
JliSet up interview for Loretta L.. Jim Hoflingsworth InvoiceEmail Contact Sales Tax Goods  Portage, CH Sales Tax
Stephanie Kozelek Ordered 8y S A Getvicesd N/A
Paul Pugeot Report To

default worksite
Work Site  gite 26
3480 Golfview Dr
Eagan, MN 55123

customer information The Customer Information section lists the

Customer Name ' Crom Equipment Customer Name, Department, Customer ID, and

Department  Primary Parent [Account] ID, if any.

Customer ID 10623

Parent iD The Contact Information lists the Customer’s
main address with Street 1, Street 2, City, State,

contact information Zip code, and Country.

Street1 123 8th St.

Street 2 Suite 105 At the bottom of this section you can enter the

City Minneapolis Customer’s Website. Once the Website is

State:  MN Zip 34950- ¥

entered click on the < button on the right to
navigate to the Website.

Country United States of America

Website. \yww.cromeqg.com | L |
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In the Customer Status section you can view and/or customer status

update the Customer’s current Status. The Activation — Status A Active
Date displays when the Customer record was Activation Date 08/07/2008
changed to “Active” status. The Date Created is the Date Created  12/6/2001/9:09:00 AM

day that the Customer was added to Enterprise.

*If the Customer Status is not “Active” users will not billing address
be able to create new Assignments on Orders for AttertionTo | Bob Smitt

ob Smith
this Customer. Streetl PO Box 01234
- . Street 2
The Billing Address displays the address where the - =
- . . ity ort Pierce
Customer’s Invoices will be sent. If these fields are
) . . ) State FL Zip 34950-
left blank Enterprise will automatically use the main
. . . . Country United States of America
address information. To copy the main address into
these fields, click on the " & button in the upper right
corner of the box.
aalos tax If Sales Tax applies to goods or services in the
Sales Tax Goods | Portage. OH Sales Tax Customer’s state select the correct location in the
N Sales Tax Goods and/or Sales Tax Services drop
down menus.

default worksite
Work Site Site #6

The Default Worksite section displays the Work Site
A o et B which will automatically populate in new Orders
Eagan, MN 55123 created for this Customer.

*Note - The Work Site is the physical location where Employees are going to work and are very

important because the address information is used in determining Taxes that should be applied to the
Employee’s Paycheck.

In the Contact Roles section the user can set contact roles

up default roles that will be automatically First Name | Last Name a | Contact Type

assigned to new Orders for the Department.

Jim Hollingsworth Report To
The Contact record must first be added for 4™ HORMEWont etnGseloniil Contace
. . Stephanie Kozelek Crdered B
the Customer, then click on the button ¢ J
Paul Pugeot Report To

to open the form below:
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)+ customer contacts

contact

Billings, Barbara

available roles

assigned contact roles

[
| Hiring Mgr

1 HR Coordinator

1’ Supervisor

I Timecard Alt L

[ Timecard Alt 2

[
f Vendor Acct Mgr

Last Name | First Name } Role

Pugeot Paul Report To
Hollingsworth  Jim Report To
Hollingsworth  Jim InvoicaEmail Contact

Kozelek Stephanie Ordered 8y,

Customer Departments Form

Select the person from the Conract drop
down menu. Then select a role from the
list in the Available Roles section.

Click on the ¥ button for the role and
the Contact name and role will be
displayed in the Assigned Contact Roles
section on the right.

Once all default roles have been set up
for this Customer, click on the Save
button in the bottom right corner of the
form.

The Departments form is found within the Customer Details section. The terms Department, Child
Customer and Division are interchangeable as they pertain to the Customer Hierarchy. There are a
number of reasons why it would be important to create a Departiment for a Customer:

0 The Customer would like Invoices for a particular Department sent to a different location than

the billing address on the main Customer record.

The Customer requires different Invoicing criteria for different Departments.

The Department has a different Worker Comp code default.

The Customer would like specific reporting by Department.

There are 2 Branches or 2 Sales Teams servicing the Customer.

Customer terminology — a Customer calls to place an order for the "Human Resources”

ODo0 0D

Department.

There is no limit to the number of levels within a Customer record.

When dealing with Departments, the terms Primary and Parent are interchangeable. The Primary/Parent
record is always at the top of the Customer tree. When creating a Department, the Department record
will inherit all of the properties of the Parent record, and they can be modified at each Department level.
All data entered at the Primary level can be entered or modified at each Department level.

*Note - If Departments have been created for a Customer, it is unlikely that Orders would be created
under the Primary Customer record.
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Primary

123 8th St
Minneapolis, MN 34950 Department Name Primary

g 1 Superyisor Holcomb, Jim

Customer Name Crom Equipment common taSkS

| Show Al

Toggle view from active to all departments,

LT Branch Memphis SE

visifile Status Active

details

contact methods * |Erom Equipment, Primary (Active) |

» departments “ CER Company, Corp [Active)
worksites
sales 8 senvice .
interast codes Crom Equipment, Receiving (Active)

Add a new department under the currently selected recard. If no record is selected, the

“ Crom Equipment, Warehouse (Active) new department will be added under the root customer.

S ‘ Add Department

assignment restrictions Crom Equipment, Shipping (Active)
vendor management

e # Crom Equipment, Accounting [Active)
nvoiang

R R R R FA )

Customer Name Crom Egquipment

Department Name  Pomary

The Department Information section displays

Supervisor Holcomb, fim
Branch Memphis SE the Department record that you currently have
St Active open for the Customer. It will also list the
_— Contact who has been listed as the default
- ] Supervisor for the Customer. This section also

4 CERC G Acts . . .
SRR SORRErS) displays the Branch associated with the record

Crom Equipment, Warehouse (Active)
and the current Status.

“ Crom Equipment, Accounting (Active)

Crom Equipment, Mew Department (Active) . .
e i Below that is a picture of the Customer tree.

To minimize any part of the tree click on the *

“ Crom Equipment, Clenical (Active)

4 Crom Equipment, Accounts Receivable [Active)

& Frons B pment orpaedn et button on the left or click on the '+ button to
Cram Equiprent, Taxes (Active) expand and display more Department
Crom Eguipment, Customer Service (Active) information.

Crom Equipment, Human Resources (Active)
Crom Equipment, North Warehouse (Active)
Crom Equipment, Welding {Active)

In the Common Tasks section you can change the 4 1ymon tasks
Customer tree view so that it only displays “Active”
Departments or click on Show All to display all
“Active” and “Inactive” Departments within the
Customer hierarchy.

Show All

Toggle view from active to all departments;

*When you click on Show All the button will change
to Show Active Only. Click on the button to revert
the display to only those Departments with a Status
of “Active”.

Add Department

Add & new department under the currently selected record. If no record
is selected, the new department will be added under the root customer.
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To add a new Customer Department, click on the Add Department button. The following window will be
displayed:

Adding Department to. Crom Equipment

Department name

mnn

Add the new Department name (ie. “Warehouse”, “"Human Resources”,” Nursing”, etc.) in the Department
field, then click on Save to add and open the Departinent record.

Customer Worksites Form

The Worksites form is found within the Customer Details section. Worksites are the physical locations
where the Employees will go to work. One Customer may have an unlimited number of Worksite
locations.

Primary
123 8th St.
Minneapoalis, MN 34950 Drag a column header here to group by that column.
651) 555-1212
) 1D | Active | Description A | Street ‘ City State Zip
~ =
K 1377 %|  Appleton Branch 400 Main Street Baltimare ME 21202
;kiﬁ!le 1882  [%| Billing Center 3480 Golfview Dr Eagan MN 55121
jetails
contact methods 1727 %|  Corporate Office 3300 Enterprise Drive Fort Pigrce FL 34950
departments 1522 %|  Florida Branch 3300 Enterprise Drive Fort Pierce FL 34950
» worksites =
sales & senvice 1004 %| Green Valley Greenshere Alkana co 57960
interest codes 2051 %] Human Resources 10116 Watersan Trail Jeffersontown Ky 40298
assignment restrictions
vendor management 815 %|  Main Office 3300 Enterprise Drive Upper Ariingtor ~ OH 43320
invoicing 93 [¥]  Main Office 2 10116 Watzrsan Trail Jeffersantown K 40299

To view the details of a Worksite double-click on the record line to open a window and view or edit the

Worksite information. To add a new Worksite to the Customer record click on the ' button to display
the window below:
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r iy 0
| &‘/H ::: iﬂﬂl worksite

= =)

Active State

worksite details tax informaion

Worksit:
Attn To
Streetl

Sales Tax Services

Sates Tax Goods

Street2 Local taxes are automatically determined by the zip
City code,

Exempt
\'s v e
Sate M County Tax [
City Tax

School Tax

County
School
Country  United States of America

other information
Directions Dress Code

Enter the location name as the Customer refers to it in the Worksite field, add the address information
and choose the tax State from the drop down menu. You can also enter Directions and @ Dress Code that
will automatically default into the Order Details when this location is selected.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.
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I
f‘t/ i':{a worksite

- =

worksite details

Worksite Corporate Office

Attn To

Streetl 3300 Enterprise Drive

Street2

City

State Zip 34350-
County

School

Country  United States of America

other information

Birections North to State Line

tax information
State FlincTax
Sales Tax Services  N/A

Sales Tax Goods  N/A

Local taxes are automaticalty determined by the zip
code,

Exempt
County Tax ‘
City Tax
School Tax

Dress Code professional

BSave +New [

Once all of the Worksite information has been added click on the Save button to add the location to the
Customer’s record. To add another Worksite, click on the New button to clear the form and add another

location to Enterprise. Use the If=1 and 3 buttons to navigate between Worksite records for the
Customer.
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Customer Sales & Service Form

The Sales & Service form is found within the Customer Details section. This form contains details
regarding Sales Team, Competition, Notes, and Order default information.

Primary sales information service information
7 123 8th St. Account Manager | gregad Skip weekly calls as department default U Yes: (& No
Minneapolis, MN 34950 A 5 !
(651) 555-1212 Bianch MEmEBESE Skip assign ending calls as department default UYes @ No
(I % Sales Team stephanie
viifile How Heard Of Haley
details How Heard of Detail
contact methods
departments
worksites
» sales & service
interest codes Notes
assignment restrictions
vendor management Competition Kelly, Manpower
invoicing
defaults
messages
documents
search
tasks @ W © & V
% Call Owen at Linden abo...
Business Code
[@liSet up interview for Loretta L.
job order defaults
PO Number 1234 Check Drop T

Supervisor
Entity
Sub Entity/Dept

Location

Customer Extra 1
Customer Extra 2

Customer Extra 3

In this form you can update the Account Manager, Branch or Sales Team for the Customer. You can also
select to Skip weekly calls and Skip assign ending calls by selecting the “Yes” or "No” radio button next to
each.
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Customer Invoicing Form

The Customer Invoicing form displays a complete record of all Invoices issued to the Customer
from your company out of Enterprise.

Crom Equipment A B ) | i SOmmSNY S —
Primary Invoices Detailed View search
123 8th'st. A
Minneapolis, MN 34950 Drag a column header here to group by that column. 1"::’;: S i P
(631) 5351242 .Y [Inv 3 ‘Date 2 \Customer ]Department |8ranch Amount | Paid Balance | To Lifiii] )
M Crom Equipment, Primary |
74" | PO Number Invoice Date 1/6/2010 Amount $81130 itomer
Entity Last Paid Paid $0.00 Bucbate. | /.7 &8
Invoice Due  1/21/2010 Balance $811.30
credit and payroll = = Inv Number
billing setup l Crom Equipment, Primary
adjustments PO Number Invoice Date  12/31/2009 Amount $736.18 InvID
po setup Entity Last Paid osid 5000
ey Invoice Due  1/15/2010 Balance $736.18 Inv Amount
defaults - Balance
g‘essagests | Crom Equipment, Taxes |
oA &8 PO Number Invoice Date 12/17/2009 Amount §1014.13 [ Show only Overdue invoices
search E =g e
ntity Last Paid Psid 50.00
Invoice Due 1/6/2010 Balance $1,014.13 I ,Ji — "
__ Crom Equipment, Warehouse |
£ PO Number 123454321 Invoice Date 10/1/2009 Amount $299.59
Entity Last Paid Paid $0.00
Invoice Due  10/21/2009 Balance $299.59

On the right in the Search area you can select search parameters to find specific Invoices. Enter the
criteria and then click on the Search button to display matching Invoices. Double-click on the Invoice
to open the Invoice Details form for the Invoice. This form will be covered in more detail in the
Pay/Bill area of this manual.

Customer Invoice Detail Form

The Invoice Detail form is found within the Customer Invoicing section. To open and view the details
of an Invoice, select the Invoicing form and double-click on the Invoice you wish to view. This will
open the Invoice Detail for the selected Invoice.

A =+ New Customer |Q, Search Actions Reports Favorites 7
Crom Equipment ‘_| v

Primary Crom Eqmpm ent - Memphis SE Invoice Number 5553563 Weekend Bill 12/27/2009

v 12? 82': :lL S PO Box 0123 Invoice Date 12/31/2009 Pay Date
inneapolis, AP 3 i
{651) 555-1212 kBt Bich e Owed Balance Amount Paid
P $736.18 $0.00
visifile == Invoice ltems item quantity rate weekend date total
details [%] Anderson, Eric  Dispatcher Reg Hours 375 $1839 12/27/2008 $689.63
invoicing
» invoice detail 3689.63
credit and payroll Adjustment Items
billing setup
adjustments $0.00
po setup Tax Items ‘
misc Sales Tax Franklin 546,55 12/27/2009 $46.55
defaults
messages $46.55
documents
search Total $736.18
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Customer Credit & Payroll Form

The Credit & Payroll form is found within the Customer Invoicing section. This form displays the Credit
Limit and Credit Analyst, default Worker Comp code, Payroll information for Employee’s assigned to
Orders for this Customer and Accounts Receivable aging as well as sales.

. 4 New Customer Q Search Actions ¥ Reports Favorites ¥ \.;‘
Crom Equipment i K
Primary credit information financial information
_1zshst Credit Limit  $100,00000 AR Balance 1182545
Minneapolis, MN 34950
(651) 555-1212 Credit Analyst | aaron AR Current $1,547.48
Lol 2
visifile
T AR1-30Days  $0.00
Ll Hold Cod LETTER OF CREDIT HOLD o Do 000
i 1 il 101 oae <
i :’5'3" - AR61-00Days  $0.00
R STRORL 9nic Puyrs Terms Net 15 Days From Date Of Invoice =
billing setup AR Over 90 Days $10,277.97
adjustments Last Checked | 04/30/2008
po setup
misc
defaults BsSo 129
MEsages Sales TVYD $0.00

documents
search

tasks ® W © & Vv
% Call Owen at Linden abo...

[iSet up interview for Loretta L...

Customer Type Core
Credit Note

additional payroll details
Worker Comp GA3681

Check Delivery T

Overtime Plan | PlanSTD

Pay Periods. 52

Week Ends On | Sunday

Pay Cycle 0

Mileage Rate $0.55

Sales Last 12 mo  $354,580.37
Lifetime Sales $2950,116.27

Volume Discount $0.00

Payroll Note
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Customer Billing Setup Form

The Billing Setup form is found within the Customer Invoicing section. This form allows the user to
customize how the Invoice report will look for the Customer. The individual sections of this form are
covered in detail below.

= =+ New Customer @ Search Actions Reports Favorites
Crom Equipment s F g

Primary billing schedule

123 8th St. 3 - 5
: : Bill customer dails Bill monthly?  Bill On...
Minneapolis, MN 34950 ] y [ J
(651) 555-1212 invoicing
[ i .

2 Style Jobs On A Stick Sample Invoice % | Create Separate Invoices For Each
visifile Count 1 [X] Department [T] Branch
ﬂlevt:ilgng Invoice' Method | Print and Email [C] Order [X] Worksite

A - Assignment  [] Supervisor
invoice detail Email Template  Invoice to Contact A I [ sep :
aeditand payroll — [F] Employee Id [] Job Title
» billing setup Currency usb []WeekEnd  [] Sub-entity
Invoice Handling EMAIL INVOICE & TIMESHEETS FROM PAPERVISION [T] Cost Center  [F] Division
Macirvoie $15,000.00 [FlrPo [T} Department Address
defaults =
messages Invoice Recipients ' W @ Invoice Line Items
documents i ?
e Name L | Tite i‘oentt:;; Details No Records Found
Billings, Barbara Owner Email emailtestrecipient@gmail.com
Frodowald, Eric Email ericr@tempworks.com
Kozelek, Stephanie HR Manager Email sairah@tempworks.com
Pugeot, Paul Supervisor Email emailtestrecipient@gmail.com
Williams, Leonard Email invoiceemail@emali.com

The Billing Schedule section allows the user to select the Invoice creation frequency. The system
defaults to weekly Invoicing. If daily Invoicing applies for this customer put a check in the box for Bill
Customer Daily. If monthly Invoicing applies put a check in the Bill Monthly? box and then select the bill
cycle from the Bill On drop down menu.

billing schedule
[F] Bill customer daily [F] Bill monthly?  Bill On...

*Note — For monthly Invoicing, if the Invoice should be created the 5" or last week of the month
select “Ignore Bill Cycle” from the Bill Cycle drop down menu.

invoicing
Style Jobs On A Stick Sampie Invoice 7’\7;
Count 1

Invoice Method  Print and Email

Email Template | Invoice to Contact

o~

Currency ust
Invoice Handling  EMAIL INVOICE & TIMESHEETS FROM PAPERVISION
Max Invoice $15,000.00

The Invoicing section is where you can select the Sryle (Invoice report), select the Count (number of
Invoices printed), Invoice Method (“Print Only”, “Print and Email”, or "Email Only”) and select the Email
Template. Select the Currency (defaults to U.S. Dollars — USD), Invoice Handling and the Max Invoice
amount. The Max Invoice amount is the largest amount that can be created for a single Invoice
number. Any Transactions that would put the Invoice over that amount will be placed onto the next
available Invoice.
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*Note — The Invoice Methods of “Print and Email” and “Email Only” will only apply to those companies that
have elected to include the EDDS (Email Document Distribution System) module. Without this module
the only option available will be “Print Only”.

The Create Separate Invoices for Each section allows the user to

Create Separate Invoices For Each
select how the Customer’s Invoices should be split. The options in

this area are: Department, Order, Assignment, Employee ID, Week End [] Department [ Branch

(worked), Cost Center, PO (Purchase Order), Branch, Worksite, [7| Ordler [X] Worksite
Supervisor (on the Order), Job Title, Sub-Entity, Division, and ["] Assignment [T Supenvisar
Department Address. Several separating criteria can be selected on ("] Employee Id E‘ soh e

each record. The separating criterion allows the user to indicate [[]WeekEnd [ Sub-entity

when a new Invoice number should be used so that only the [T Cost Center E' Hixesiog
information that the Customer wants is included on the Invoice. [[1ro | Department Address

*Note — If all Transactions for the Customer should be included on a single Invoice, then none of the
separating criteria should be selected.

Invoice Recipients w9 g
MName = Title Contact Details
Method
Billings, Barbara Cwner Email emailtestredpient@gmail com
Frodaowald, Eric Email ericri@tempworks.com
Kozelek, Stephanie HE Manager Emiail sairgh@tempworks.com
Pugeot, Paul Supervisor Emiail emziltestrecipient®@gmail.com
Williams, Leonard Emzil invoiceemall@emall.com

In the Invoice Recipients record Contacts can be chosen as recipients for Emailed Invoices. Click on

the =¥ button to open the form where you can select the Contact Recipient and their Contact Method
from the drop down menu, then click Save to add.

Invoice Line Items » The Invoice Line Items section allows the user to
select additional items to be displayed on the
Invoice. Click on the %% button in the upper right

of the section and choose the Line Item Field Type
from the drop down menu, then click Save.

Field Type ~

requisitionnumber

*Note — Adding additional line items may not work correctly with all available Invoice Sryles. For more
information on using this feature please contact Tempworks’ Customer Support Center.
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invoicing
[%] Consolidate Invoice With Parent

(uses parent customer's invaice settings)

[T] Invoice Customer Separately

Styte Create Separate Inveices For Each
Count
Invaice Method Time Image
Email Template a =
Currency
Invoice Handling
Max Inveice
Invoice Recipients Invoice Line Items
.Na.rne ~ | Title Contact Details No Records Found
Method
Billings, Barbara Owner Emiail emailtestrecipient@gmall.com
Frodowald, Eric Email ericr@tempworks.com
Kozelek, Stephanie HE Manager Email sairmh@tempworks.com
Pugeot, Paul Supervisor Email emailtestrecipienti@gmail.com
Williams, Leonard Email invoiceemail@emali.com

When the Billing Setup form is opened in a Department record the screen will default what's shown above.

By default, all Invoicing is consolidated to the Primary account, meaning that the settings selected at

the Primary level apply to all of the Departinent records. This also means that all accounts receivable will

be applied to the Primary account only and will not show up for each Department separately.

To handle the Department Invoicing differently than what is set up on the Primary record click in the

Invoice Customer Separately box to display the form below. The user can now make any changes that
apply for this Department.

inveicing
[7] Consolidate Invoice With Parent

(uses parent customar's invoice settings)

[] Invoice Customer Separately

Style Create Separate Invoices For Each
Count 1 [=] Department [ Branch
Invoice Method | Print and Email with Timecard Image [F] order [T] Worksite
S 7 = ey |:| Assignment |] Supervisor
Email Template  Invoice to Contact £ L= =
- [El EmployeeId [¥] Job Title
Cumrency Usp [ Week End || Sub-entity
Invoice Handling [F]Cost Center  [] Division
PG Department Address
Max Invoice =l I¥] Dep
Invoice Recipients « & 3 Invoice Line Items
Mame o | Title Contact Details Mo Record=Fotnd
Method
Billings, Barbara Cwner Email emailtestrecipient@gmail.com
Frodowald, Eric Emiail ericri@tempworks.com
Kozelek, Stephanie HR Manager Email sairgh@tempworks.com
Pugeot, Paul Supervisor Email emailtestrecipient@email.com
Williams, Leonard Email invoiceemail@emali.com
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Customer Adjustments Form

The Adjustments form is found within the Customer Invoicing section. In this form users can add
Invoice Adjustments that should apply to this Customer. Adjustment types include “Discounts”, “Finance

Charges” and “Rebates”. Click on the =¥ button in the upper right and complete the fields and then click

Save to add.

Primary
123 8th st

Minneapolis, MN 34950

{651) 555-1212

Ll 3

visifile

details

invoicing
invoice detail
«credit and payroll
billing setup

» adjustments
po setup
misc

invoice adjustments

Type ‘ %

Days Qutst... | Text

Discount 300% 0
Credit Card 000%: 5

Customer PO Setup Form

The PO Setup form is found within the Customer Invoicing section. This form allows users to track
Purchase Orders that should be displayed on the Customer Invoice. Use the Filter Options area on the
right to enter criteria, and then click on the Search button to display matching Purchase Orders.

Primary po list filter options
123 8th St.
Minneapolis, MN 34950 PO Number
(651) 555-1212
Status } PO, ~ ]Act ‘Value ‘ Used | Start | End JWam Date kWam A \Customer | Dept }
= l’ Customer
EInherited: False (6 items)
visifile Dept
details ‘ @ 1234 Amount $0.00 ‘
invoicing Crom Equipment, Primary Used §1,360.00 Amount
invoice detail Warn on Date Created  11/30/2006
editand payroll Warn on Balanice $0.00 End Date Balance $0.00
billing setup < TR
adjustments ‘ ® 5018A Amount  $50,00000 | A
Rero setup Crom Equipment, Primary Used $0.00
misc Warn on Date 11/17/2009 Created  9/17/2009
defaults Wan on Balance $37,500.00 End Date 11/27/2009 Balance $50,000.00
messages
LTS ‘ @ 556767 Amount  $80,00000 |
search Crom Equipment, Primary Used $6,488.00
Warn on Date 12/21/2008 Created 12/14/2007
Warn on Balance  $60,000.00 End Date 12/31/2008 Balance $80,000.00

*Note — The default Warn On Date is ten days prior to the PO End Date and the Warn on Balance is 75% of
the total PO Amount.
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From the PO Setup form click on the =¥ putton
to open the form to the left where a new
Purchase Order can be added for the Customer.

0 setu .
P e Enter the alphanumeric PO Number, Value,
PO Number 589458823 Amount Used $0.00

o g 0.0d] Warning Amount.$0.00 and/or End Date. If this Purchase Order should
End Date i v | Warming Date apply to all Departments within the company click
[X] Purchase Order Activated on the check box for Apply to All Child

n Departments.
assign to customer

PR Crom Fquipment v [E) Apply to All Child Departments Click on the Save button to add the Purchase
Order to the Customer record. Or click on the
- New button to clear the form and add another

Purchase Order.

Customer Misc Form

The Misc form is found within the Customer Invoicing section. In this form the user can select an
Alternate Customer ID, Desired GM %, and enter credit card information for the Customer.

Primary miscellaneous credit card

123 8th St. . s -
Minneapolis, MN 34950 EDI Rpt Number/Sort 4561 Card Number  1235654895123217

(651) 555-1212 SIC Code 84854 Card Type
~ " Alternate Customer ID 1355 Card Expiration  01/03

visifile Desired GM % 25.12% Name on Card | Crom Equipment Inc,
details Alternate Branch Name Pri
invoicing Defauit Permanent Order % 21.51%

invoice detail = e

credit and payroll 3rd Shift Starts Sunday %]

billing setup Auto Factor Invoices [x]

adjustments.

po setup
» misc dates
defautts LastCheck  12/14/2009

messages 8 1/6/20
documents Last Invoice 1/6/2010

search Activation Date  8/20/2009
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Customer Messages Form

In the Messages form you can view Messages that have been logged from the Customer’s record or
linked to the Customer from other records. Messages can be added from the Employee, Customer,
Order, Assignment, and Contact areas of Enterprise. This feature is covered in more detail in the
Front Office Manual.

Primary Filter by Action Code:
123 8th St. ——g
Minneapolis, MN 34950 S 1/6/201010:37:00 AM B

(651) 555-1212

Interview -- Alabama, Nick OrderlD: 5281 - Crom Equipment

Order
Lol ;
visifile I 1
details | & Alabama, Nick ’,"‘ Williams, Leonard | | } .+ Forkift
invoicing 3 2
Order Candidate 1/6/2010 10:35:00 AM Entered By: laurab
’ Candidate -- Alabama, Nick OrderID: 5281 - Crom Equipment
Order Candidate 1/6/2010 10:35:00 AM Entered By: laurab
p Candidate - Arkansas, Frank  OrderID: 5281 - Crom Equipment
Order Candidate 1/5/2010 2:23:00 PM Entered By: alisha

' Candidate —- PERLMANE, LORNAZ  OrderlD: 4960 - Crom Equipment

Customer Search Form

The Search form displays all of the Customer records that match the criteria entered in the Search
Criteria area. To open and view a record, double-click on the line for that Customer.

0 T oEW LustNE S gEaln | ewouis nepns ravuines. - 24
Crom Equipment o
Primary Customer Crom Status (: AR e }Rep’iame All Reps 'ﬁ
123 8th St. i e = s TR Clear Criteria
Minneapolis, MN 34950 - (] Inclucle Degartinen D afonencies Search | |
(651) 555-1212
~ l' Advanced Search Saved Searches
visifile Your search returned 4 results. - -
details
invoicing Drag a column header here to group by that column.
CEEU Custo._. ‘ Customer Name | Department Na._ | Branch ‘Attive ‘ Status | Phone | City State
messages
g & 779820 Crom Primary Memphis SE = P Eagan MN
10623  Crom Equipment Primary Memphis SE N (651) 555-1212 Minnezpalis MN
779254 Crom Egquipment Primary Memphis SE I3 A (651)555-1212x123 Minneapolis MN
772088 Crom Equipment Inco.. Corporate Office Memphis SE %] A {651) 555-1212x123 Minneapelis MN
Customer | crom S::atusc . Active )Resi\ame All Reps '<§ :
= = | Clear Criteria |
D [F] include Departments Branch All Branches | |

Search | |

In the Search Criteria area you can enter Customer, ID, select if you wish to Include Departments, choose
the Status, RepName and the Branch. Then click on the Search button to display matching Customer
records.
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ASSIGNMENT RECORDS

Creating a New Assignment Record

There are several ways to create a new Assignment record for an Employee. The Hot Key for
creating a new Assignment is Alr + 4. The other ways are explained below:

z 3 o= New Order Q Search Actions ¥ Reports ¥ Favorites ¥
Creative Intentions [ s 82 g

Inc, Primary

ACCOIRER Drag a column header here to group by that column,
~
First Name |LlastName 4 l Phone Number | Status I Status Date Comments
visifile

details
» candidates Deborah Abootorabi

Steve Aardson (651) 555-1212... Candidate  1/30/2009

:s;mh Joe Alaska (651) 55.'|
job posting John Anderson (651) 55%

DS Anders Branson (651) 55¢ Change Status ¢

documents | .
i conrchies &) Remove Candidate Del

\  Editltem

You can right-click from the Order Candidates form and Assign the Employee, or you can highlight

the Employee line by clicking on it and use the = * button to create a new Assignment (as described
in the Orders area of the Front Office manual).

Order Assignmen onta Fay / be a

== New Order Q Search | Actions ¥ Reports ¥ Favorites ¥

Creative Intentions

i & Gross Profit Calculat
Inc, anary ross Profit Calculator “
Accountant ;s OP3 <, Find Matching Employess

~

Chrstname |lastname A | ver [smtws  [swwsuse |

‘hone

visifile ;

details Steve Aardson. (651) 555-1212... Candidate 1/30/2009
» candidates Deborzh Abootorabi (651) 555-1212... Candidate 1/30/2009

With the Order record open click on the Acrions drop down and select Create New Assignment. When the
form opens select the Employee from the drop down menu. Then click on Save to open the new
Assignment record or Save and Close to add the Assignment but remain in the Order.

*Note - Assignment information is used for creating Time Entry Transactions for Payroll and
Invoicing. If the information is not correct in the Assignment record it will not be correct for the Back
Office processing, so an Employee may receive a Paycheck with the wrong Pay Rate and a Customer
may receive an Invoice with an incorrect Bill Rate.
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Assignment Details Form

The Details form displays the Start and End Date information, Bill and Pay Rates, as well as the Status of
the Employee’s Assignment. The areas of this form are described in greater detail below.

i

& 4= New Assignment Q, Search Actions ¥ Reports Favorites ¥
Greene, Stephanie K 2 £ .
Calendar Wonders Inc assignment information financial details
Shipping And Receiving Clerk Employee Greene, Stephanie K Muitiplier None Overtime Factor 1.5
Aldent 12492 Hourly Bill $17.00 Hourly Pay Rate  $9.50
Salary Bill $0.00 Salary §0.00
Customer Calendar Wonders Inc Unit Bill $0.00 Unit Pay Rate $0.00
Department ~ Warehouse Other Agency Pay
Ol 5570 Overtime Bill $0.00 Overtime Pay $0.00
Doubletime Bill $0.00 Doubletime Pay  $0,00
Assignment ID | 6649
Company HiTech Temps
Temp Phone EINC 0
Status Open w2 [5]
Worker Comp Code 3017
job information Payroll Notes
Job Title Shipping And Receiving Clerk
_ Business Code
tasks @ W © & v [N 11/24/2008 5]
[ECall Owen at Linden about lu... (S ESRNEERI NSRSV )
[WliSet up interview for Loretta L... Actusl Date Ended 5] other information
Sales Team | Regional Assigned | 12/17/2008 12:14:00 PM
Shift Service Rep | Alisha Arold ¥ | Entered By alisha
Start Time End Time Branch Memphis NE [F] Do Not Auto Close
[ Sun [F] Mon [F] Tue [F] Wed [F] Thu: 7] Fri PerfNGte | - onnded by dailvmaint
BUIQENARD DY Gallymains
[7] Sat
assignment information The Assignment Information area displays the
Employes Aardson, Steve name of the Employee, their unique Enterprise ID
Aldent 5753 (Aident), the Customer and Department, Unique

Order Number (Order ID) and the Assignment ID
(Unique identifier for the Assignment).

Customer Creative Intentions

Department Primary
A Temp Phone can be entered where the

Employee can be reached during work hours.

Crder ID 5231
Assignment ID 6634

The Status will remain at “"Open” until the
Employee is ending their Assignment.

Temp Phone
Status Open Open

*Note - The Starus must be changed when an End Date is added to the Assignment. The Assignment
Status determines whether or not a Transaction is created for Time Entry. “Employee Cancel”,
“Customer Cancel”, “Deleted/Mistakenly Entered”, and “No Show/No Call” are examples of Status codes
that don't create Time Entry Transactions. If a Status code is not selected when the Assignment is
ended, the “"CO — Complete” code will automatically be applied.
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The Job Information area displays the
Job Title and Start Date as well as the
Expected End Date. 1t also lists the
Shift as well as the Start Time and End
Time. All of this information is
defaulted into the Assignment from
the Order record.

When the Assignment ends add the
Actual Date Ended and enter the Status
code in the Assignment Information
section as listed above.

job information
Job Title File Clerk I

Business Code

Start Date 09/14/2009
Expected End Date 11/30/2009
Actual Date Ended  09/20/2009

Shift

Start Time

End Time

[F] sun [F] Mon [F] Tue [E] Wed ] Thu [F] Fri [F] Sat

The Financial Details section displays the Multiplier

financial details )
(if any), Hourly Bill Rate, Hourly Pay Rate, as well as

Muttiplier None Overtime Factor 15
Salary (Bill and Pay) information.
Hourly Bill $25.00 Hourly Pay Rate $20.00
Salary Bill $0.00 *Note - Salary Bill and Salary pay should be entered
S Ed 0 S L as the amount per pay period (ie. weekly rate, or bi-

Sesiamno P weekly rate) not the annual salary.

Overtime Bill  $0.00
Doubletime Bill $0.00

Overtime Pay $0.00

Doubletime Pay  $0.00

There is also a field for entering Unit Bill and Unit
Pay Rate for those Employees doing piece work.

Company HiTech Temps
At 9 Any information entered into the Payroll Notes field
= L1 will be displayed for payclerks in the Time Entry

Payroll Notes screens.

*Note - Payroll Notes is not time and date stamped, so you will need to remove notes that no longer
apply or put the date next to the note when you add it to the Assignment.

other information

Sales Team Default Assigned

The Other Information displays the Sales
Team, Service Rep and BranchName from the
Order. The user can also enter a Perf Note
for the Assignment.

w0

/291200

{te]
{¥5]

45:00 PM

w

Service Rep: Alisha Arnold Entered By alisha

Branch Memphis NE
Perf Note

[] Do Not Auto Close

auioended by dailymaint
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CONTACT RECORDS

Entering a New Contact Record

To open the window to add a new Contact record to Enterprise you can go to the E button in the upper
left and click the New button and then select the Contact option from the drop down menu. You can also
use the Hot Key combination of Air + 5. The window below will be displayed.

If a business card

add new contact scanner is hooked up to
the computer the user
can click on the Scan
Business Card button to
parse out the

Import from Outlook

sztr.;i): information Sfmmapnany information information from the
A ;ep;mint card to the appropriate
Title Address fields in Enterprise. A
Nickname picture of the business
Honorific card will be displayed
i o Swimeecem | [contact information when the Contact’s
e — 2:25_ record is opened.
5\?;0;:: AR e Ry Click on the Import from

Zme Outlook tab to have

P

Enterprise search the
contact records from MS
Phone Outlook and list them

3 ~ ‘th" e F .
) g X = out. Then double-click
"4 w 2 Email

Country United States of America

on the Contact to be

other information added and the

Status A Active ‘ information will be
populated into the
appropriate fields.

You can now enter the new Contact’s information and use the Tab key or your mouse to move between
the data entry fields. In the lower right you can select an Avatar by using the Forward and Back buttons.
The Avatar will be displayed in the upper left of the screen when the Contact record is open. You can
also upload and attach a picture by dragging and dropping it into the Avatar area from your desktop.

*Note - Areas highlighted in Red with an Exclamation Point (!) at the front of the field are required and
you will not be able to create the new record without completing the information in those fields.
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’f, 3\| R,

%% add new contact

Import from Outlook

personal information
First Name Jessica

Last Name King
Title HR Mar
Nickname  Jessie

Honorific

choose an avatar
Upload a custom avatar by dragging an image into
this box.

4

£S5 k » ﬁf;,; Pl

company information

Company | AHC
Department Primary
Address Alternative Office
101

annandale, CT 55121

contact information

Street 1 101

Street 2

City znnandals
State CT

Zip 55121-

Country United States of America

Phone  435-345-3453
Fax (345) 345-3434
Email | jking@ahc.com

other information

Status A Active

Once you have completed the new Contact'’s record click on the Save button to add the Contact to the
database and open their new record to the Details screen.
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Contact Visifile Form

The Visifile form displays the Title and Company Name for the Contact, their Contact Methods, and
Messages. These areas are described in detail below.

Hampton, Irv + NewContact Q Search | Actions ¥ Reports ¥ Favorites v K
g;i'::ie;:"“""“s (Primary), <{ontact snapsho’F , phone/email
Title Supervisor Status | Active 47 {651) 555-1212 x123 -
Loty Company Name  Creative Solutions Branch t alisha@tempworks.com
Email alisha@tempworks.com Date emailtestrecipient@gmail.com
Notes Has a dog named Jonas and likes to snow ski £33 (473) 345-3454
2% (651) 555-1212 %123 L
messages g
Date 1 Action Message Rep ] Due | =
12/22/2005 Message casey 12/22/2009
12/2/2008  Message Personal call summary: Dropped off contract alisha
11/20/2009 Cold Call-1stCont  1stcall alisha 11/23/2009
9/30/2009  Email Invoice Email alisha
9/30/2009  Email Invoice Email alisha
9/30/2008 Email Invoice Email alisha
9/30/2009  Email Invoice Email alisha
6/16/2009. Message A WebCenter Invitation was sent alisha@tempworks
-
personal call list . contact groups < @ interest codes O D
~ Date v |Summary Repname | Name a | | code -
tasks ® W © @ 12/2/2008  Dropped off contract: alisha Assembly Group Accountant
Aol Owest < Lindlen ol Data Entry Data Entry
[Set up interview for Loretta L... SMPS EmailCampaign101
contact snapshot The Contact Snapshot section
Titie Supsrvisor Status  Active disp|ays the Contact’s Title,
Company Name | Creative Solutions Send Email flemphis SE Company Name, Email address,
Email If\-'-hampton@creatwemlutmns.cu Date  11/23/2004 12:03:00 PM Status, Branch afﬁliation, and
Notes Has a dog named Jonas and likes to snow ski

Notes.

If you have an Email address for the Contact you can click on the f=e icon that appears at the end of
the field to open a new Email with the Contact’s address pre-populated.

The Phone/Email area displays all of the Contact Methods for phone/email .
the Contact. Double-clicking on a record will display the § (651 555-1212x123

Details/ Contact Methods form. [ inzhampton@creativesolutions.com
2iry (473) 345-3454

Click on the * to add a new Contact Method to the record. £ (651) 555-1212 x123
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messages +
Date - | Action Message Rep Dus }“
5/30/2008 Message Personal call summary: Signed new Contract - added business for new division atisha
1/2B/2008  Letter #2 Sent Sent Marketing information to Irv about our new healthcare division, alisha
1/9/2008 Arrived On Time Showed up on Gime for first day of assisnment. glisha
17/21/2007 React Reactivate alizha
12/21/2007 Contact Spoke with him about his personnel needs. Possible fit for clerical positions in Finance. Sendin_. alisha
12/21/2007 Cold Cali—1st Cont Met him at a networking function. Will follow up to discuss benefits: alisha

The Messages section displays all of the notes that have been logged about calls, emails, or other types
of interaction either with the Contact or on behalf of the Contact. To add a new Message to the

Contact record from the Visfile, click on the

Contact Details Form

* image.

The Details form displays the First and Last Name for the Contact, their Title, Worksite address
information, Company, and current Status.

ampton, Irv
Creative Solutions (Primary),
Supervisor

(651) 555-1212 x123

tasks @ I © &
% Call Owen at Linden abo...

[WSet up interview for Loretta L...

personal information
First Name Irv

Last Name Hampton

Title Supervisor
Nickname

Honorific

Bithday  12-16

Employee

ContactID 854

contact information

Street 1 123 Main St

Street 2
City  Eagan
State | MN v | Zip 55121-

Country United States of America

company information
Company Creative Solutions
Company Name  Creative Solutions
Department Name Primary

Company ID 778501

Address Corporate Office

123 Main St
Eagan, MN 55121

other information

Status A

Rep alisha
Branch Memphis SE
Vendor N/A

How Heard of Internet
Details

Notes Has a dog named lonas and likes to snow ski

*Note - To deactivate a Contact record change their Srarus to “Inactive”. When a Contact is

deactivated they will no longer be displayed as a Contact in the Customer record.
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Contact Methods Form

The Contact Methods form is found within the Contact Details section. The Contact Methods section
stores the main phone, Email address(es), and cell phone for the Contact.

Hampton, Irv

Creative Solutions (Primary), To view or edit a Contact Method
Supervisor double-click on the record. To

{651) 555-1212 x123 | Cell Phone add a new Contact Method click

s on the =¥ icon to bring up the
—— ? (et i window where thfa Type can be
details selected and the information can
» contact methods ; be added.
IMessages | Office Phone ‘
documents
search
& 6505500

Choose the Contact Type from the
drop down menu then enter the
Contact Information. The Active
will automatically be “Yes”; to
inactivate the Contact Method,
click in the "No” radio button.
Add any Notes that apply to this Active (&) Yes (UiNo
information and then click on the
Save button to add the
information to the Contact’s

*I Line
. a' contact methods
|

- =

Contact Type EmailPersonal

Contact Information :,r__\;.hgmp_?.,c;;_g@;,r,eg.t,i}@.&s,ﬂg,ﬂg;;s-con‘l

Notes

record.
‘ Cell Phone To delete a Contact Method, first click on the record
that you wish to delete. This will select the record,
? (651) 555-1212 x123 and then click on the ¥ button to remove this
) - ) Contact Method from the Contact’s information.
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Contact Messages Form

In the Messages form you can view Messages that have been logged from the Contact record or linked
to the Contact from other records. Messages can be added from the Employee, Customer, Order,

Assignment and Contact areas of Enterprise. This feature is covered in more detail in the Front Office
Manual.

Creative Solutions (Primary), Filter by Action Code:
Supervisor .

~

12/22/2000 3:35:00 PM Entered By: casey |~

g | E Creative Solutions (Primary)

Message 12/2/2009 B:50:00 AM

(651) 555-1212 x123
~

visifile

Entered By: alisha

w Personal call summary: Dropped off contract

Cold Call--1st Cont 11/20/2009 10:59:00 AM Entered By: alisha
’ st call

Email 9/30/2009 5:14:00 PM Entered By: alisha
p{ Invoice Email

Contact Search Form

The Search form displays all of the Contact records that match the criteria entered in the Search
Criteria area. To open and view a record, double-click on the line for that Contact.

alfipLon,
Creative Solutions (Primary), SRSV, Contact I Ciltimer D Rep Name | All Reps 2 || |
bptive of o oo | Clear Critena
First Name Status All Records Customer Branch All Branches Sesich
(651) 555-1212 x123 e e )
[
Advanced Search Saved Searches
visifile
it Your search returned 1 result. -
Drag a column header here to group by that column.
Conta... ‘ Last Name | Department ‘ Branch | Active | Status ‘ Phone First Name Customer... |Tiue
B854 Hampton Primary Memphis SE E\ A {651) 555-1212 x123 Iry Creative Sol.. Supervisor
Last Name | hamp Contact 1D CustomerID Rep Name All Reps 3

i c " . N | | clesrcrites
First Name Status All Records Customer Branch All Branches | st |
Search | |

In the Search Criteria area you can enter Last Name, First Name, Contact ID, Customer ID, Customer Name,
Status, RepName and the Branch. Then click on the Search button to display matching Contact records.
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PAY/BILL

When the Pay/Bill icon is selected, a form like the one below will be displayed.

: " b e @

Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reparts Email

= Actions ¥

Payroll / Invoicing

Current Weekend Bill
12/27/2009 information
Your hierarchy does not allow you to close week.
® 22 Unused Timesheets \ , Blease change your hierarchy if you need this
® 6 Timesheets Not Paid T feature.

payroll and invoicing
time entry

incomplete transactions
check register

invoice register

po setup

f 1% Payroll
. — i 7 —

Timecards Proofing

Invoicing

There are three main parts to Payroll and Invoice processing:
e Time Entry
e Proofing

e Processing

68



Pay/Bill Time Entry

To start the Time Entry process, click on the Timecards option from the Pay/Bill form.

Timecards

The Timecards option will expand to
display the form to the left. To start the

“; Create timecards from open assignments

new processing week, click on the ‘3
&) Remove unused timesheets button to Create timecards from open

. assignments.
:}) Navigate to time entry

When the prompt to the left appears,
click Yes to create Time Entry ey
Transactions for all “*Open” Assignments | I:o:l Create new timesheets
for the previous week. Lt

Create timesheets for active assignments?

The Cancel option will stop the
Transaction creation process. 2 Yes

*Note — This prompt may look &
different if Microsoft XP is being used. Cancel

After Yes is selected, Enterprise will search for all Assignments from the previous week that had a Starus
of “Open” or any Assignment that ended during the previous week with a Starus that creates a Time
Entry Transaction. For more information about Starus codes that don't create Time Entry Transactions
refer to the Assignment Record section of this manual.
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®
Once Enterprise has stopped loading Transactions, click on the J Navigate to time entry button or you
can select the Time Entry form from the options on the left-side of the screen. This will display the
Time Entry spreadsheet as shown below:

Actions ¥ [
Aardson, Steve
Crom Equipment, Primary 69 timecards 2 r
C# -
£ Filter Employee Name Starts With Filter Text S| View Standard View [F] Show oniy unused timecards
Drag a column header here to group by that column. i
Mame = | Customer « | Department = |PayC.. = |Shift  |RTH=® |OTHe= |8l = |pay = [WeD. = = |
& Aardson, Steve  Crom Equipment Primary Reg 40.00 0.00 5000  $14.00 12/27/2009
Aardson, Steve  zrzzzz Primary Reg 12 Day 0.00 000  $2000  $1500 12/26/2009
'a Alabama, Mick & ABC Accounting Reg 1 2975 000 $1210  $1000 12/27/2009
3 a Alabama, Mick A ABC Accounting Reg alt 000 000  $3831 52500 12/27/2009
check register p
invoice register & Alabama, Nick A ABC Corporation Primary Reg 1 25.00 0.00 $15.00 59.78 12/27/2009
pOSEnip & Alaska, Joe E Gold star HR Reg il 40,00 000  $1500 $1300 12/27/2009
'- Anderson, Eric Crom Equipment Customer Service Reg el 37.50 0.00 §1839 $12.00 12/27/2009
Anderson, fessica 123 Nursing 1232z Reg 15 3000 0.00 50,00 $000 12/27/2009
& Arkansas Frank  Creative Solutions Primary 2 ie] 1 400 0.00 5000  $13.00 12/27/2009
!- Arkansas, Frank  Creative Solutions Primary PTO Sk 4,00 0.00 $0.00 $15.00 12/27/2009
h Arkansas, Frank  Creative Solutions Primary Reg 1 0.00 0.00 50.00 3000 12/27/2009
ﬁ Arkansas, Frank  Creative Solutions Primary Reg % 000 0.00 50.00 $000 12/27/2009
'- Arkansas, Frank  Creative Solutions Primary Reg 1 30,00 0.00 30.00 $15,00 12/27/2009
i@ Arkansas, Frank  Creative Solutions Primary Reg 1 0.00 .00 5000 §1%00 12/2772009
- S - Arkansas, Frank  Crom Equipment Primary Reg Fred 40.00 000  $2000 51000 12/27/2009
tasks ® W & ® Vv
1! Bangash, Ifan  Ivan Supply Co Primary Reg 1 2500 000  §12.26 $8.00 12/20/2009
[l % Call Owen at Linden abo... |8
g Barker, Jim C Starbucks Inc Primary Reg 1 4000 000  §1200  $1000 12/27/2009
[WSet up interview for Loretta L..
Barker, Jim C Starbucks Inc Primary Reg 1 0.00 000  $1200 $1000 12/279/2009

The Transactions in the spreadsheet are listed in alphabetical order based on the Employee’s Last Name
and then First Name. The columns can be sorted in ascending or descending order by clicking on the
column headers. When Show only unused timecards is checked off, the spreadsheet will display only those
Transactions With no data entered (similar to a missing timecard report).

*Note — To sort by more than one column, first click on the column header for the first sort, then while
holding down the keyboard’s Shift key, click on the column header for the second column.

62 timecards & i

Filter Employee Name Starts With ¥ | Filfer Text S | View | Standard View v | [] Show only unused timecards

The spreadsheet can be filtered by selecting criteria from the Filrer By drop down menu and then
entering in the Filter Text as shown in the example below:

5

10 timecards ¥ i I &

Filter | Customer Name ¥ | Starts With 7z S| View | Standard View [F] Show only unused timecards

Dirag a cclumn header here to group by that column.

Name | Customer ~ | Department 4~ |PayC.. = |Shit  |RTHrs ¥ |OTHe=% |8l = |Pay = |WED. = =
Aardson, Steve  zzzzzz Primary Reg 12 Day i ! 0.00 £20.000  $15.00 12/26/2009
Barker, Shannon  zzCCCompany Checking Reg 1 0.00 $61.30 $40.00 12/27/2009
Catalano, Susie  ZZChristmas Trees Co. Admin Reg % 0.00 0.00 $19.16 $12.50 12/27/2009
Franklin, Susie TZChristmas Trees Co. Admin Reg 1 0.00 0.00 §13.16 §12.50 12/27/2009
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The View drop down menu defaults to “Standard View” but can be changed to “Daily Hour View” which
looks like the example below:

Actions ¥ K

Barker, Roberto -
ZZ5pritely Inc., Chemical L 3LE o0
Electrician Filter By = Customer Name ¥ | Filter Text | View Daily Hour View ¥ | [Z] Show anly unused timecards 102 timecards

Drag a column header here to group by that column, =

Name + | Customer ‘-|RTH!5E|OTHI5E|DaylE|Day2E|Day3E”Day‘lE”DaySE‘DayGEHDay?IE‘

(test Crom Equipment 0.00 0.00 0.00 0.00 0.00 0.00 000 0.00 0.00

Aardson, Steve  ABC 0.00 0.00 0.00 0.00 0.00 0.0 0.00 0.00 000
payroll and invoicing )

» time entry Aardson, Steve  Creative Intentio... 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
incomplete transactions @ Aardson, Steve  Crom Equipment 40.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000
check register
invoiceergegisler Aardson, Steve  Crom Equipment 0.00 0.00 0.00 0.00 D00 0.00 0.00 0.00 oo
po setup Aardson, Steve  Crom Equipment 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Rardenn Cisua Crees Eroinesant nnn nnn nnn nnn nnn nnn nnn nnn nnn

*Note — When the Time Entry is done in the “Daily Hour View”, Enterprise will automatically calculate
overtime based on the Overtime Plan selected in the Order Details form.

= - Actions | ) |
Franklin, Susie -
ZZChristmas Trees Co,, Admin B9 timecards ] 3, 2 L # o o =
Slericl Filter Customer Name Staris With ¥ | Filter Text R =" Daily Hour View | [Tl Show enly unused timecards

Drag a column header here to group by that column,

Name ~ | customer ~ |Department  |PayC.. = [Shit  |RTHs % |OTHms = |8l = |Pay = |[WED. = = |
Franklin, Susie ZZChristmas Trees Co. Admin Reg 1 0.00 000 f19.16 £1250 12/27/2009
e & Graf Meganl  Gregg's IT Consulting Primary Reg 1 4000 500  $2452 $1600 12/27/2009
payroll and invoicing =
» tine entr & GrsfMeganl  Gregg's IT Comsulting Primary Reg 1 -40.00 500 S000  S1600 12/27/2009

When a Transaction line is selected the shortcut buttons in the upper right can be used to add one-time
Adjustments w , havigate to the corresponding Employee & , Assignment ~ , Order "=,
Customer & , add a Duplicate Timesheet %, remove the Transaction line % or Link Timecard Images
~ . These functions can also be accessed by right-clicking on the Transaction line.

*Note — The Link Timecard Images function will only be available to companies that have opted to add
this module onto their EDDS (Email Document Distribution System).

T &8 Khan, Baidar Ivan Supply Co Accounts payable Reg 1 -35.00 0.00 §11.05 §8.50 12/2772009
payroll and invoicing A
» time entry & Khan, Baidar Ivan Supply Co Accounts payable Reg 1 -35.00 000  $1105  $0.00 12/27/2008
incomplete transactions & Khan Baidar  Ivan Supply Co Accounts payable Reg 1 0.00 000 $1105  $0.00 12/27/2009
check register
invoice register & Loop, lonny A zzdanmanca Technical WI Reg 1 1600 000 $25.00 $1850 12/2772009
po setup & Lorent, Rhonda ) Haliburton Accounts Payable Reg 1 3000 000  $2070  $15.00 12/27/2008
i Partington, Kevi.. Dresser Shipping Reg 1 30.00 0.00 §22.99 $15.00 12/27/2009
Partington, Kevi... Legi-Inc Primary Reg 1 0.00 0.00 §0.00 80.00 12/27/2009
h Sarwar, Usman... Ivan Supply Co Primary Reg 1 40.00 600 $1226 $8.00 12/27/2009
simpson, bob google tracking Primary Reg 1 0.00 0.00 $11.70 $10.00 12/2772009
simpson, cory google ads Primary Reg 5 8 4000 0.00 $11.05 §8.50 12/27/2009
simpson, cory google ads warehouse Reg % 0.00 000 $17.82  $1328 12/27/2009

Enter hours by placing the cursor in the RT Hours field with your mouse or by using the Tab or Enter keys
on your keyboard and then entering the number of hours worked. Once the RT Hours have been entered
move to the next field (in example below the OT Hours field) and enter any overtime hours worked.
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e == e, vaua van auppy v LU payewme ney a s vars s v aereseuus
payroll and invoicing

» time entry & Khan, Baidar Ivan Supply Co Accounts paysble Reg s -35.00 0.00 51105 $0.00 12/27/2009

incomplete transactions & Khan, Baidar Ivan Supply Co Accounts payable Reg i 0.00 000 51105 $000 12/27/2009
check register %

invoice register = Loop, lonny A zzdanmanco Technical WI Reg 3 16.00 0.00 $25.00 $18.50 12/27/2009

B e & Lorent Rhonda | Haliburton Accounts Payable Reg 1 30.00 000 82070  §15.00 12/27/2009

a Pariington, Kevi... Dresser Shipping Reg i 30,00 0.00 $22.99 §15.00 12/27/2009

Partington, Kevi... Legi-Inc Primary Reg 1 0.00 0.00 s0.00 $0.00 12/27/2009

a Sarwar, Usman... Ivan Supply Co Primary Reg i 40.00 600 $1226 $8.00 12/27/2009

simpson, bob google tracking Primary Reg 1 0.00 0.00 51170 $10.00 12/27/2009

simpson, cory  google ads Primary Reg 1 4000 S0 si105 $850 12/27/2009

simpson, cory google ads warehouse Reg i 0.00 000 $17.82 $1328 12/2772009

=
simpson, cory
google ads, Primary 69 timecards O 2 & <
HokukntopClerk Filter Customer Name ¥ | StartsWith ¥ | Filter Text A | View Daily Hour View [F] Show only unused timecards
Drag a column header here to group by that column. =
Name ~ | Customer 4 | Department 4 |PayC.. 4 |Shift I RT Hrs ® [ OT Hrs X [ Bill = | Pay © | WED.. E «
simpson; cory google ads Primary Reg 1 40.00 500  $11.05 $8.50 12/27/2009
=% == simpson, cory google ads warehouse Reg 1 0.00 000 $17.82  $1328 12/27/2009
payroll and invoicing
time entry simpson, janice  google ads Primary Reg 1 0.00 000  $1008 $§7.75 12/27/2008
incomplete transactions Smith, Angie  Crom Equipment Customer Service Reg 1 0.00 000 $1992  $1300 12/27/2009
check register
invoice register Smith, Angie Haliburton Accounts Payable Reg 1 0.00 000 $2070  $1500 12/27/2009
Po setup Smith, Angie ZZChristmas Trees Co. Admin Reg 1 0.00 000 $1916  $1250 12/27/2009
ﬂ Thomas, Jackso... Starbucks Inc Primary Reg 1 10.00 000  $1800  $1500 12/27/2009
Thompson, Lon... Starbucks Inc Primary Reg 1 0.00 0.00 $0.00 §0.00 12/27/2009 l
Zz john, kyle ABC Corporation Sales Reg 1 2500 0.00 $0.00 $0.00 12/27/2009
L Trinkn buls ARC Carnaratinn Qalac Ran 1 snnn nna QN0 Linoa 12070008 (v
@ Detailed Timecard
and Bill Rates Adjustments Overrides Codes payroll info
[X] Hourly  [F] Salary WE Bill 12/27/2009 B
5 3 19/27/2 i
daily hours unit pay rates (RER R 122//2000 -
SW © 6 Total Regular Hours 40.00 Units 000 Bill Rate $11.05, WorkDate _/_/__ 2)
] — Total Overtime Hours 5.00 Unit Bill $0.00 o Bill 1658 InvDate _//_ B
[l % Call Owen at Linden abo . :
Total Double Time Hours 0.00 Unit Pay 1$0.00 DT 8ill $22.10 Pay Code Reg
[lSet it for Loretta L..
up interview for Lore Pay Rate $8.50" gl code  Data Entry Clerk v
Number of Days 0.00 OT Pay $0.00 56 Num
DliPay 3000 Payroll Note
Dayl Day2 Day3 Day4 Day5 Day6 Day7 Adj Gross $0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 Adj Net $0.00

OT Plan  PlanSTD

If an Employee worked double time hours for the week you can select their Transaction line and then

click on the o button to open the Detailed Timecard for this Transaction. Then enter double time hours
in the Total Double Time Hours field. Hours by day can also be entered from the Detailed Timecard.

72



& Detailed Timecard

When an Assignment is created with a Salary

Pay and BilRates

Adjustments Overrides Codes amount and/or Salary Blll, when the Detailed Time
[ Houry ] Solary Sheet is displayed it will have the check mark next
salary to the Salary box and will display the Salary and Bill
Salary $1,500.00 Amount. The Total Regular Hours for the week can
B moant Baonm also be entered here for tracking purposes.
Total Regular Hours 40.00

[X] Salary Approved With salary Transactions the Salary Approved check

mark must be added or an error will come up
during the Proofing process.

Different Types of Time Entry Transactions

In the Enterprise Time Entry spreadsheet the Transactions default to a Pay Code of “Reg” or regular
time. Regular time is the standard for weekly Transactions, but there are other types of Transactions that
may occur. Some examples are listed below:

Late Timecards

When an Employee misses the timecard submission deadline and you have the next processing week
open, highlight the Transacrion that the Employee worked and right-click to select Create Duplicate

Timesheet Or use the & button to copy that Transaction as shown.

simpson, cory google ads warehouse Reg i 0.00 0.00 $17.82 $13.28 127272009
simpsan, janice  google ads Primary Reg 1 0.00 0.00 $10.08 §7.05 12/21/2008
Smith, Angie Cro| & Add Adjustment Alt + A Rice Reg 1 0.00 000  $19.92  $13.00 12/27/2009
Smith, Angie Hal| & View Employee ble Reg 1 0.00 000 $2070  $15.00 12/27/2009
| View As<ignme
Smith, Angie Zz] @ | View Assignment Reg 1 0.00 000 §1916  $1250 12/27/2009
i View Orde
Thomas, Jacksa.., Staf = oo Reg 1 1000 000  §1800  $1500 12/27/2009
a
View Customer
Thompson, Lon.. Stai & Reg 1 0.00 0.00 $0.00 $0.00 12/27/2009
W Refresh Timecard from Assignment
Zz john, kyle ABG _ Reg 1 25.00 0,00 $0.00 $0.00 12/27/2009
| W FRefresh Tim
& Zzjohn, kyle G Reg 1 50.00 0.00 $000  $10.00 12/27/2009
Zz sameer, shawn Cra > = Reg 1 0.00 0.00 $15.33 $10.00 12/27/2009
ZiLewis; Loretta... ZZCATEtmas TTEes 0, A Feg 1 0.00 0.00 §19.54 $12.75 12/27/2009

Once the duplicate Transaction is created change the WE Date (weekending) so that it reflects when the
Employee worked the hours. A calendar will appear in the WE Date column when you click on the
arrow.

Cooper, Everett  Uniform Snow Inc  Warehouse Reg i 3500 000 $2200  $10.00

Cooper, Everett:  Uniform Snow Inc Warehouse Reg 1 22.00 0.00 §22.00 $10.00

Cullen, Edward ]  ZZFreedom Inc Human Resourc.., Reg 1 0.00 0.00 $22.00 §14.00

daniel, michels e Dans Cleaning Ser.., Primary Req Day 0.00 0.00 $iL1 §0.00 Su Mo Tu
Devereaux, Tam... 123 Nursing assembly Reg 1 0.00 000  $1234 §ipoo | 1 2 3

Devereaux, Tanm... Dans Cleaning Ser... Primary Reg Day 0.00 0.00 $1L11 $9.00 185 '_36 :E

Enter the number of hours worked and the late timecard Transaction is complete.
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*Note — If the Employee’s current Assignment and the Assignment that the late timecard was
submitted for are not the same, this process should not be used. To add Time Entry Transactions for
inactive Assignments refer to the Employee Visifile section of this manual.

Holiday Pay

When an Employee is eligible for holiday pay, highlight the Transaction that the Employee worked the

week of the holiday pay and right-click to select Create Duplicate Timesheer or use the & button to copy
that Transaction.

DH, leffTestDire... 123 Nursing HR Reg i 0.00 D00 S900.000 §3.000.00 2/22/2009
Dravid, Carrie Electro admin Reg 1 32.00 0.00 $22.00 §$12.00 2/22/2009
Dude, Adam Electro admin Hol i 8.00 0.00 50.00 $38.00 2/22/2009
Dude, Adam Electro admin Reg 1 32.00 0.00 $78.00 £38.00 272272009
Bunn, Jeff ZZAardvark Indust.. HR Reg i 0.00 0.00 $40.00 $18.25 2/22/2009

Then change the Pay Code to “Hol” and enter the number of hours in the RT Hrs column. If the holiday
pay is unbillable change the Bill to “0”, so that only the Employee’s Paycheck is affected by the
Transaction.

Vacation Pay

Same as holiday pay except that Pay Code is “Vacl” or “*Vac2” (or something similar).

Gabrielle, Guern... Calendar Wonder... HR Reg % E.00 0.00 £0.00 S$0.00 2/22/2009
Gabrielle, Guern... Calendar Wonder... HR Vacl 1 32,00 0.00 £0.00 $0.00 2/22/2009
Sick Pay

Same as holiday pay except that Pay Code is "Sick” (or something similar).

Gabnielle; Guemn... Calendar Wonder... HR Reg i 24,00 0.00 S0.00 5000 2/22/2009
Gabrelle, Guemn... Calendar Wonder... HR Sick 1 16.00 0.00 $0.00 $0.00 2/22/2009

Retroactive Raises

When an Employee’s Pay Rate was not updated for the week it started, a retroactive raise Transaction
must be entered for each week the Employee was underpaid. First highlight the Transaction that the

retroactive raise applies to and right-click to select Create Duplicate Timesheer or use the = & button to
copy that Transaction.

Rogers, Aaron Douglas Machine  Primary Retro 40.00 5.00 §1.50 §0.75 |02/08/2C L
Rogers, Aaran Douglas Machine  Primary Retro 1 33.00 0.00 $1.50 §0.75 2/15/2009
Rogers, Aaron Douglas Machine  Primary Reg 40.00 0.00 $20.00 $15.00 2/2272009

Change the Pay Code to “Retro” and enter the number of RT Hrs and OT Hrs that were worked each
week that the raise went unpaid. Change the Bill and Pay fields to reflect the difference between what
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was paid and billed and what should have been. Then update the WE Date to display the correct

weekending worked date.

Unit Pay/Bonuses

Unit Pay can be used for Employee’s working piece work or it can be used for paying bonuses and
commissions. If an Employee needs to be paid unit pay, select their Transaction line and then click on

the X

button to open the Detailed Timecard for this Transaction.

*Note - If the Employee is receiving a bonus or commission in addition to regular hours or salary then a

duplicate timesheet will need to be created before expanding on the Transaction.

Sanders, James L Vendor Test

& Detailed Timecard

Pay and Bill Rates

D Salary
daily hours

Total Regular Hours

EJ Hourly

Total Overtime Hours

Total Double Time Hours

Number of Days

Dayl Day2 Day3 Day4
0.00 0.00 0.00 0.00

D Show Zero Bill on Invoice

Adjustments

Primary

0.00
0.00
0.00

0.00

Day 5
0.00

Day 6

Overrides

0.00

Day 7

Borius 1
Codes

rates

Bill Rate $20.00
T Bill $30.00
DT Bill $40.00
Pay Rate $10.00
OT Pay $0.00
DT Pay $0.00
Adj Gross $0.00
Adj Net $0.00
OT Plan  PlanSTD

0.00 0.00

unit pay
Units 1

Unit Bill $0.00
Unit Pay $150.00

£20.00 $10.00 2/22/2009
payroll info

WE Bill 02/22/2009 ] v
WE Date 02/22/2009 El
Date Worked B
Inv Date &l
Pay Code Bonus

Skill code 11200 Gold Exp
PO Number

Payroll Note

With unit pay the Unir Pay field will pull from the Unit Pay Rate on the Assignment record, as will the
Unit Bill. A unit pay Transaction can have a Pay Code of “Reg”. Enter the number of Units that the
Employee should be paid for. For bonuses and commissions enter Units of “1” (one) and Unit Pay equal
to the bonus or commission amount. If the Transaction is billable add that amount to the Unir Bill field.
Last, change the Pay Code to "Bonus” or “Commission”, accordingly.
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Tips
When an Employee receives cash tips on an Assignment, those tips must be reported for tax purposes

but the Employee already has the cash. In this instance, highlight the Transaction that the tips apply to

and right-click to select Create Duplicate Timesheet or use the & button to copy that Transaction. Then
click on the " button to open the Detailed Time Sheet for this tips Transaction.

Smith, Brandon... Crom Equipment  Corporate Tips Day 0.00 0.00 §1234 £10.00 2/22/2009

& Detailed Timecard

Adpstments Overrides Codes Pa}'m" info
WE Eill 0272272009

WE Date 02/22/2009 |

Pay and Bill Rates |

[¥]| Hourly [T Salary

daily hours rates unit pay Date Worked B
Total Regular Hours 0.00 Bill Rate $12.34 " Units 1 .
Inw Date Y
Total Overtime Hours 0.00 OT Eil §18.51 Unit Bill $0.00 -
: g . Pay Code Tips
okl Baable Firs Hotis: 0.00 DT Bill §24.68  Unit Pay $65.00 i S
Pay Rate $10.00 S i
Number of Days 0.00 OT Pay £0.00 PO Number
Payroll Note
Dayl PDay?2 Day3 Day4 Dayd Day® Day7 Lok 3200
000 |080 000 000 000 |l000 | 000 Ad) Gross $0.00
Adj Met $0.00
[T sShow Zero Bill on Invaice OTPlan  PlanSTD

Enter Units of “1” (one) and Unit Pay equal to the tip amount being claimed. Next, add a one-time

Adjustment for tips by opening the Adjustments tab in the Detailed Timecard or by clicking on the v
button in the upper right.

After the ™ button is selected
from the upper right or from
gy within the Adjustments tab, the
form to the left will open.

adjustments

Adjustment Tips Select “Tips” from the
Adjustment Amount §_ 6500  Bill Amount $0.00 Adjustment drop down menu
and add a negative amount
equal to the amount entered in
the Unir Pay field.

InvoiceText

Then click on Save to add the
Adjustment to the Transaction.
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Direct Placement/Conversion Fees

Direct placement and conversion fees are non-payable Transactions, so when the Assignments are
created the rate fields should all be “0” (zero). The fees for these types of Transactions are added

through one-time Adjustments. Select the line and then click on the ** button in the upper right or click

onthe © button to open the Detailed Timecard for this Transaction and then open the Adjustments tab

and click on the ' button from there.

i
adjustments

Adjustment Placamant
Adjustment Amount $0,00 Bill Amount §_22:300.00

InvoiceText

Smith, Brandon... Crom Equipment  Corporate Tips Day

0.00

After the = button is selected
from the upper right or from
within the Adjustments tab, the
form to the left will open.

Select “Placement” or

“Conversion Fee”, as

appropriate, from the
Adjustment drop down menu.

Then enter the total amount of

the fee in the Bill Amount field.

Last, click on Save to add the
Adjustment to the Transaction.

0.00

$1234  $10.00 2/22/2009

& Detailed Timecard

Pay-and Bill Rates m Owerrides Codes
Ix]
& Adjustment | Amt | Bill Amt | Invoice Text
DHFee $0.00 $22300.00

payroll info

WE Bill 12/27/2009
WEDate  12/27/2009
Work Date _/_/____
Inv Date o
Pay Code  Reg

Skill code | File Clerk

PO Num
Payroll Note

When the one-time Adjustment has been added it will be displayed as a line item in the Adjustments tab.
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Time Entry Adjustments

Adjustments entered through Time Entry (unlike those entered on the Employee record) will need to be
added to the Transaction each time they apply. One-time Adjustments can also be positive (+) or negative
(-) amounts and can affect both/either the Employee’s Paycheck amount or the Customer’s Invoice
total.

Payable Adjustments

Payable Adjustments are those one-time Adjustments that affect only the Employee’s Paycheck. There
is no corresponding billable Transaction. To add a payable Adjustment, select the Transaction line from the
Time Entry spreadsheet and then click on the “¥ putton in the upper right or click on the * button to

open the Detailed Time Sheet for this Transaction and then open the Adjustments tab and click on the v
button from there.

ad ju ctments Once the Adjustments form
opens, select the type of
- =) payable one-time Adjustment
from the Adjustment drop
Adjustment SAFE down menu. Then enter the

amount of the Adjustment in
I the Adjustment Amount field.

Adjustment Amount $-50.00 Bill &mount $0.00

[rvoiceText

Last, click on Save to add the
Adjustment to the Transaction.

*Note — A positive (+) amount will increase the Employee’s Paycheck amount, while a negative (-)
amount will decrease it.

Billable Adjustments

Billable Adjustments are those one-time Adjustments that affect only the Customer’s Invoice. There is
no corresponding payable Transaction. To add a billable Adjustment, select the Transaction line from the

Time Entry spreadsheet and then click on the = putton in the upper right or click on the < button to

open the Detailed Timecard for this Transaction and then open the Adjustments tab and click on the o
button from there.
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adjustments

Once the Adjustments form
opens, select the type of
billable one-time Adjustment
from the Adjustment drop
Adjustment Amount $0.00 Bill Amount $22.00 down menu. Then enter the
lsiz gxl = amount of the Adjustment in
the Bill Amount field.

= =

Adjustment

Last, click on Save to add the
Adjustment to the Transaction.

*Note — A positive (+) amount will increase the Customer’s Invoice amount, while a negative (-)
amount will decrease it.

Payable and Billable Adjustments

Payable and Billable Adjustments are those one-time Adjustments that affect both the Employee’s
Paycheck and the Customer’s Invoice. To add this type of Adjustment, select the Transaction line

from the Time Entry spreadsheet and then click on the =¥ putton in the upper right or click on the <
button to open the Detailed Timecard for this Transaction and then open the Adjustments tab and click on

the * button from there.

adjustments Once the Adjustments form
opens, select the type of payable
| - - and billable one-time Adjustment
from the Adjustment drop down
Adjustment Mileage menu. Then enter the amounts
Adjustment Amount $35.00 Bill Amount $35.00 for the Adjustment in the
InvoiceText | Adjustment Amount and Bill Amount
fields.

Then, click on Save to add the
Adjustment to the Transaction.

*Note — The amounts for payable and billable one-time Adjustments should either both be positive (+) or
both be negative (-), unless a cost split is involved.
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smith, ken Ac Firm Accounting Reg L 0.00 000 $230.00 $180.00 2/22/2009

& Detailed Timecard

Pay and Bill Rates Overrides Codes payroll info
3 WEBl  12/27/2009 B
| Adjustment | Amt [BilAmt | Invoice Tex | WEDate 12/27/2009 E
Mileage £35.00 £35.00 WorkDate _/ /[ )

InvDate _/ / i
Pay Code Reg
Skill code  Admin. Assist.

PO Num

Payroll Note

When the one-time Adjustment has been added it will be displayed as a line item in the Adjustments tab
for this Transaction. To delete it, select the line and then click on the ®* button. To open the Adjustment

and make changes double-click on the line to bring up the Adjustments form. Make necessary changes to
amounts and then click on Save to update.

When a one-time change needs to be made to a weekly Adjustment that has been set up on the
Employee’s record you can access this from the Time Entry form. Expand on the Detailed Timecard
and then go to the Adjustments tab.

Click on the 3 button in the upper right corner of this section to open the following form:
employee adjustment override

Select the Adjustment from the drop
down menu and then enter the
Adjustment Amount that should be
calculated for this override. Next, click
Save to update the Transaction record.

Adjustment ChildSuptl

Adjustment Amount $19.50
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Time Entry Overrides

One-time Transaction overrides can be added from the Overrides tab in the Detailed Timecard by selecting

the Transaction line from the Time Entry spreadsheet and then clicking on the ¥ button at the bottom
of the screen. Once the Detailed Time Sheet is displayed for this Transaction, click on the Overrides tab to
view.

smith, ken Ac Firm Accounting Reg L 0.00 0.00 $230.00 §180.00 2/22/2009

&/ Detailed Timecard

Pay and Bill Rates Adjustments m&! Codes payroll info
one time overrides other WeBil - 12/27/2009
Fed Withholding 8 | Branch Memphis SE Pay Hold WE Date  12/27/2009
State Withholding Acct Code Invoice Hoid Work Date _/_/___
Pay Periods Location Cust Extra 1 InvDate _/ /
Check Delivery Entity Cust Extra 2 Pay Code Reg
|i Do Not E-Pay SubEntity Cust Extra 3 Skill code  Admin. Assist.
[T'] Pay on Separate Check Req Number PO Num
[~ Show Zero Bill on Invoice Supervisor Brown, Jack Payroll Note

In the Overrides tab the tax withholding, and Pay Periods can be changed for this Transaction. Enter the
[tax] withholding amounts in the Fed Withholding and State Withholding fields. Select to cut a “live”
Paycheck for this Transaction by adding a check mark to the Do Not E-Pay box. To have this Transaction
print on a separate Paycheck from other Transactions for this Employee add a check mark to the Pay
on Separate Check box. If the Transaction has no billable data entered but should still display on the
Invoice click in the Show Zero Bill on Invoice check box. Information that should be included on the
Customer’s Invoice will display in the fields in the Other section. The data in these fields is pulled
from the Customer and/or Order records. The information can be manually entered into these data
fields as well.
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Time Entry Payroll Info

To view the Payroll Info for the Transaction, select the line from the Time Entry spreadsheet and then

click on the =

payroll info

WE Bill 12/27/2009
WE Date  12/27/2009
Work Date _/_/

Inv Date /_/

Pay Code Reg

button to open the Detailed Timecard for this Transaction.

The Payroll Info displays the Weekend Bill date for the current week.

The WE Bill is the accounting period that is currently open. The WE
Date field can be changed to reflect the week that the hours were
worked by the Employee. The Work Date field can be populated when

tracking daily pay or number of days.

Skill code  Admin. Assist.

PO Num

Payroll Note

The Pay Code determines the type of Transaction (“regular”, “bonus”,
“holiday”, etc.) The Skill code is the Employee’s Job Title on the
Assignment. The PO Number is included on the Customer’s Invoice;
it is pulled from the Customer and/or Order records.

Pay/Bill Proofing

To start the Proofing process, click on the Proofing option from the Payroll and Invoicing form.

)

Proofing

Proof transactions

Mark transactions as not payable
Mark transactions as not billable
View proofing report

View incomplete transactions

The Proofing option will expand to display
the form to the left. To start the Proofing
process, click on Proof Transactions.

Mark transactions as not payable and Mark
transactions as not billable are covered under
the section on Closing the Week.

The View proofing report Will display available
sessions and you can select to run the
Timecard Session Review report for the
selected session.

Click on View imcomplete transactions or select
Incomplete Transactions from the left
menu bar to view the current status of all
Time Entry Transactions.
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Payroll / Invoicing

Drag 2 column header here to group by that column.

‘Current Weekend Bill Employee ~ | Customer Depariment Job Title Branch Session | Linked | Proofed | Paid |Invuiced | Posted |
12/27/2009 Zz john, kyle ABC Corporation Sales Accountant Memphis SE 1144 | [x] x| | |
@ 19 Unised Timesheets 7z john, kyle ABC Corporation Sales Accountant Memphis SE 1139 x|
® 6 Timesheets Not Paid Smith, Angie Haliburton Accounts Payable  Admin, Assist.  Memphis SE 1130
simpson, janice google ads Primary File Clerk I Memphis SE 1150
payroll and invoicing } . . .
simpson, cory google ads Primary Data Entry Clerk  Memphis SE 1150 [ [} i [ |

Il -
» incomplete transactions Graf, Megan L Gregg's IT Consulting Primary Unknawn Memphis NE 1149 = x] x|

invoice register Graf, Megan L Greag's IT Consulting Primary Unknown Memphis NE 1137 x| %]
po setup Dourgarian, Thomas Gregg's IT Consulting Primary Unknown Memphis NE 1149 E ] ®|
Dourgarian, Thomas Gregg's IT Consulting Primary Unknown Memphis NE 1138 3] ®|

Dourgarian, Thomas Gregg's IT Consulting Primary, Unknown Memphis NE 1123 x x|

Once a Transaction has been completed through Time Entry, Proofing, Payroll, Invoicing and Posting
the Transaction line will be removed from the report.

A session is created for every payclerk user that enters time into Enterprise. When Time Entry is
complete (or at anytime throughout the Time Entry process) the Proofing function can be used. After
selecting Proof Transactions from the Proofing option under Payroll/Invoicing the following form will be
displayed.

Fay J ol

e select session
Transactions Select a transaction session to proof.

Error Checking
Finish Session ID | Service Rep CTXNS Records

Alisha Arnold
jason

Jeff Bradford

Select the session to be proofed by clicking on the line for that session; this will highlight the line. Then
click Next.
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transaction proofing - transactions

transactions
Please review the list of transactions that will be proofed. Clicking Next will begin the proofing process.

Select Session

» Transactions
Error Checking
Finish

Employee [ Customer j Reg Hrs ‘ OT Hrs l Pay [ Bill |
;impson, fanice ' google ads {Primany) ‘ 0.00 0.00 $7.75 ' $’18.08.
Smith, Angie Haliburton {Accounts Payable) 0.00 000 $15.00 $20.70

simpson, cory google ads (Primary) 40.00 500 $8.50 $11.05

| Cancel {‘ < Back

All Transactions entered in the selected session will be displayed. If the wrong session was selected, click
Back. If Transactions are correct select Next. To view an individual Transaction, click on the line and then

select the . button in the upper right or right-click and select View Timesheet.

The error check will run and then the next screen will be displayed if any errors were found. If no errors

were returned skip the next step and move onto finishing the session.

g transaction proofing - error checking

error checking
Error check complete.

Select Session
Transactions

¥ Error Checkiny
9 The following errors were found

Approved l_’f Employee Customer Error

[7] simpson, janice google ads Nonzero salary or salary bill unapproved

r

| 1» < Back

Cancel
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In Enterprise an error can be fixed or verified and approved. The error check process is looking for
Transaction anomalies like no Pay or Bill Rates, “Regular” time hours over 40 for the week, unapproved
salary, no Social Security Number on the Employee’s record, no State Tax on the Customer Worksite
and many others. To view the Transaction that generated the error right-click on the error line and select

View Timesheet or highlight the line and click on the = button.

@ Save changes and retumn to previous screen

6\ Cancel changes and return to previous screen

Filter By v | Filter Text View Standard View v | [T] Show only unused timecards 1 timecards

Drag a column header here to group by that column.

Name | Customer ~ | Department = |PayC.. ~ |Shift  |RTHrs 3 |OTHrs®] |8l [F] |Pay [ |WED.. [F] = |

Cullen, Edward ) ZZFreedom Inc Human Resourc... Reg 1 45,00 0.00 $22.00 14.00 2/22/2009

In the example above the error indicator was “Regular Hours Over Pay Period Limit”. In this instance the
RT Hrs for the week are “45”. In a standard overtime situation the Employee would be entitled to five
hours of overtime pay. Change the RT Hrs to “40” and enter “5” in the OT Hrs field. Once errors have
been fixed, click on Save changes and return to previous screen.

L3} -
B Save changes and retumn to previous screen

lc’ Cancel changes and return to previous screen

Ga-u’—,ﬁ 0‘3

Filter By v | Filter Text View. Standard View [T Show only unused timecards 1 timecards

Drag a column header here to group by that column.

Name ~ | Customer ~ | Department 4 |PayC.. = |Shit  |RTHrs[X] |0THrsBd |Bill [F] |pay [E] |WED.. [F] 4 |
Dude, Adam Electro admin Hol 1 8.00 0.00 $0.00 $38.00 2/22/2009

In the example above the error indicator was “Zero Bill and/or Zero Pay”. In this instance the “0” Bill
entry is correct because this is an unbillable “Holiday” Transaction. Since no changes are necessary due to
this exception, you can either click on Save changes and return to previous screen, or Cancel changes and

return to previous screen.
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69 timecards

Filter Employee Name ¥ @ Starts Wit

h Filter Text

Drag a column header here to group by that column.

A | View Standard View

3

Name 4 |Customer = l Department 4 |PayC.. = |Shift | RT Hrs X | OT Hrs X | Bill = l Pay E I WED., E -
simpson, bob google tracking. Primary Reg 1 0.00 000 $1170  $1000 12/27/2009
simpson, cory  googleay @ Add Adjustment Alt+A Bog 500 $11.05  $850 12/27/2009
View Employee
simpson, cory  googleal & ¢ Emplayee 0.00 000 $17.82  $1328 12/27/2009
5 o & View Assignment
simpson, janice  google af 0.00 0.00 $10.08 $7.75 12/27/2009
i, View Order
Smith, Angie Crom Eqt ) 0.00 000  $1992 $13.00 12/27/2009
§¢ View Customer
Smith, Angie Haliburta i ; 0.00 000  §2070  $15.00 12/27/2009
& Refresh Timecard from Assignment
1 I 1str 1 192 5
4 Smith, Angie ZZChrists ® | Refiesh Tirnecard froii Order 0.00 0.00 $19.16 $1250 12/27/2009
& Thomas, Jackso... Starbucks & Create Duplicate Timesheet Al + C 200 000  $1800  $15.00 12/27/2009
Thompson, Lon... Starbucks ¢y Remove Timesheet 0.00 0.00 $0.00 $0.00 12/27/2009

D Show only unused timecards

-

The error for the above Transaction is “No ssn for w2 transaction”. After selecting View Timesheet the user

will need to navigate from the Transaction to the Employee record to add the SSN to the file. You can

use a right-click and select View Employee from the list or click on the & button in the upper right.
Once the Employee’s record has been updated go back to Pay/Bill and click in the Approved box for

this error.

Select Session error CheCkmg

Transactions Error check complete.

» Error Checking
Finish

The foliowing errors were found

W

Approved m lError

Employee

Customer

[%] Mo ssn for w2 transaction

[%] 2zero Bitand/or Zero Pay

@Re

gular Hours Over Pay Period Limit

j One or more employees have Regular Pay Hours for
¢ week > 40

Cooper, Everett
Dude, Adam

Culten, Edward J

Cullen, Edward J

Uniform Snow Inc
Electro
ZZfreedom Inc

ZZfresdom Inc

PR —
\ Cancel | < Back @’

As errors are verified, place an “X” in front of the error message in the Approved column. If errors are
corrected they will be removed from the errors list. Once all of the errors have been corrected or

Approved click on the Next bu

tton.

86



Heading 2

T Mormal [T Mo Spaci.. Headingl Heading3
| Wit — R

finished

This transaction session has been proofed.

Select Session

Transactions

Error Checking 5 s ; 5 T : S
» Finish Do you wish to close this session? Closing the transaction session will allow these transactions to be
pulled into payroll and invoice runs,

\J Yes, close the session.

&) No, leave the session open.

4 View transaction summary report

In the last form of the Proofing process select to close the session or leave it open by clicking in the
circle (radio button) in front of the selection. Closing the session means that it is ready to be pulled into
Payroll or Invoicing. Transactions can still be edited once the session has been closed as long as the
Payroll and Invoicing have not been completed for the Transaction. By leaving the session open
additional Time Entry Transactions can be added.

Click on View transaction summary report to display the Timecard Session Review report for this session.

Timecard Session Review
High Tech Staffing
Activity for session 781

Entity Level (Hierld 2) te m Pwo rksm

software

Employee

Session 781 (alisha)

Customer

Quantity

9 timecards

MName Cochran, Michael |MName London EnterPrise Reg Hour 40.00 | Pay Rate $25.00 | Reg Bill $30.85
|n] 12534 Dept  Primary Owr Hours 5.00 | Unit Rate 50.00 (Owr Bill $46.28
Week 212212009 [[] 779566 Dbl Hours 3.00 | Salary 51,500.00 | Dbl Bill $61.70
Branch Memphis SE Super Units 0.00 | Adj Gross Salary Bill 52,500.00
Skill Code Telemarketer PO # Pay Code Reg | Adj Met Poss. Bill

Mame Cooper, Everett Mame Uniform Snow Inc Reg Hour 35.00 | Pay Rate $10.00 | Req Bill $22.00
|n] 12872 Dept Warehouse Owr Hours 0.00 | Unit Rate 50.00 [Owr Bill $33.00
Week 212212009 1D 779604 Dbl Hours 0.00 | Salary 50.00 (Dbl Bill $44.00
Branch Memphis SE Super Zinter, Renee Units 0.00 | Adj Gross Salary Bill 50.00
Skill Code Receptionist/swchbr |PO# 67523828 Pay Code Reqg |Adj Met Poss. Bill

Mame Cullen, Edward Mame ZZFreedom Inc Reg Hour 40.00 | Pay Rate $14.00 | Req Bill $22.00
|n] 13266 Dept Human Resources Owr Hours 5.00 | Unit Rate 50.00 (Owr Bill $33.00
Week 212212009 1D 779620 Dbl Hours 0.00 | Salary 50.00 (Dbl Bill $44.00
Branch Memphis SE Super Rivers,Janet Units 0.00 | Adj Gross Salary Bill 50.00
Zkill Code Human Resource & (PO # Pay Code Reg | Adj Met Poss. Bill

Finally, click on Finish to end the Proofing process for this session.

*Note — The Proofing session must be closed before the user will be able to pull it into a Payroll or
Invoice run.
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Pay/Bill Payroll

To start the Payroll process, click on the Payroll option from the Payroll/Invoicing form.

The Payroll option will expand to display the form to
the left. To start the Payroll process, click on Start or
continue a payroll run.

Payroll

l“i

If a Payroll run has already been calculated and it is
just waiting to be printed, select Print a payroll run.

iy Start or continue a payroll run

If a Payroll run has no Transactions or incorrect
Transactions You can select Abandon a payroll run.

= Print a payroll run

9 Abandon a payroll run

T Monage ACH Posive Pay fes The Manage ACH/Positive Pay files option is used to
create the direct deposit (ACH), pre-note and positive
- Test print a paycheck pay ﬁles

Steps to Process and Print Checks

1) Start a Payroll Run.

Select Start or continue a payroll run from the Payroll option in the Payroll and Invoicing form within the
Pay/Bill section. (This will open the payroll wizard) Select Create a New Payroll Run.

payroll wizar

v begin processing payroll
Setup

Existing Runs

Transactions

Verify Transactions - .:;C;:'!?EBET:&:NEWPMOWRW
Caiculate

View Checks < Continue a Payroll Run
Payroll Summary

Print Checks

| Cancel
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2) Setup options.

Verify or change the Check Date, Bank Account and Run Type, then click Next.

The Check Date is the
date that will print on all
Paychecks in this run.

begin processing payroll

Start

» Setup Choose the appropriate options below. H
e P9 The Bank Account is the
Trai‘.sactlcns i account that the payro”
Verify Transactions . .
Calculate e o000 , funds will be withdrawn
View Checks
Payroll Summary Bank Account ' TCF from .
RrntChecks Run Type CheckRun
The Run Type for W2
Paychecks is

“CheckRun” for 1099
Consultant checks select
“SubPay”.

3) Select Transactions.

View available Transactions by selecting Branch, Customer, Check Delivery or Session under the Groups
section and then click in the box in front of the Transactions to be included in the run. Once Transactions
are selected, click Next.
Under Filter Options you
payroll - transactions can select to include
Transactions from All Bank
IDs, E-Pay Only (Direct
ieat:to . . deposit Transactions), My
Existing Runs EilterOptions Sessions Only (only sessions
» Transactions [7] Al Bank IDs  [7] My Sessions Only . .
ey e [C]E-Pay Only  [F] Non E-Pay only associated with the current
S:\(-:,?i:cks Groups Available Transactions user) and Non E-Pay only
Payroll Summary Branch X]3  aiisha (“live check” Transactions).
AR Just click in the box in front

Check Delivery of the option to select it.

Session

select transactions

Print Checks

These filter options wiill
limit the number of
Transactions displayed in

the Available Transactions
| cancel || <Back | ) area.
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4) View Transactions.

Verify that the correct Transactions have been selected and then click Nexr. Choose Back to return to the

previous screen and select different Transactions.

payroll - verify transactions

Start venfy transactions

Setup

Ti8EQ

Existing Runs

Transactions Employee | Customer \Net Adj

» Verify Transactions
Calculate
View Checks Rogers, Aaron Douglas Machine
Payroll Summary
Print Checks

Smith, Brandon Micha Crom Equipment

Dude, Adam Electro

$0.00
$0.00
$0.00

| Salary

50.00
$0.00
$0.00

| Hours

0.00
40.00
800

5) Calculate Payroll.

To remove a Transaction
from the run, right-click
and select Remove
Transaction or highlight the

line and click on the !
button in the upper right.

Click on the Calculate Payroll button and Enterprise will finalize the taxes, weekly adjustments, and net

pay for each Paycheck.

payroll - calculate

o calculating payroll

Setup

Existing Runs

Transactions

Verify Transactions
» Calculate

View Checks

Payroll Summary

Print Checks

‘ Calculate Payroll

Cancel

Check Date: 2/19/2009 Run: 1784 |
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When calculation is completed the payroll wizard will display the following message:

payroll - calculate

e calculating payroll Check Date: 2/19/2009 Run: 1784 || |

Setup
Existing Runs

Transactions *Note — if individual check
Verify Transactions
» Calculate errors are found, proceed
View Checks

Bayroll Summary to Step seven under Steps
baercicets for Fixing Paychecks

later in this manual for an
explanation of how to fix
check errors.

Calculation is complete. No errors were found.

l Cancel H < Back || Next > ‘

If individual Check errors are found it will display the Paychecks with errors and you will need to view
the Check Details and fix any errors before printing the checks.

Click on the '——‘ button in the upper right to view the Sraged Checks report.
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Staged Checks
High Tech Staffing
Staged checks in PayrollRun 1734

Entity Level (Hierld 2)

temp

works

software

Employee

Dude, Adam
Transactions Gross
Electro 5304.00
Taxes Amount Tax
CFica 518.85
Ched 5441
EFica 518.85
EMed 2441
FUTA 5243
MMSINGLE 314.28
THMNA 50.00
THSUTA %58.21
uss 23060
Adjustments Amount
AdvanceBnk 50.00

Rogers, Aaron
Transactions Gross
Douglas Machine 2600.00
Taxes Amount Tax
CFica 337.20

payroll - calculate

e calculating payroll

Setup

Existing Runs

Transactions

Verify Transactions
» Calculate

View Checks

Payroll Summary

Print Checks

Check Date: 2/19/2009 Run:

Calculation is complete. No errors were found.

Cancel

] ' < Back

Click Next to continue and view the Paychecks.

Gross Pay Employee Taxes Adjustments
§304.00 $68.12 $0.00
THours Pay Code

8.00 Haol
Amount Taxable Pre-Tax Adj
304,00 50.00
5304.00 20.00
5304 .00 50.00
5304.00 20.00
304,00 50.00
5304.00 $0.00
5304 .00 50.00
5304.00 30.00
5304 00 5000
Billable Amount Benefit Amount
50.00 $0.00
$600.00 $138.58 50.00
THours Pay Code
40.00 Reg
Amount Taxable Pre-Tax Adj
$600.00 30.00

Net Pay

$235.88

$461.42
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6) View Checks.

Verify that checks look correct and then click Next.

payroll - view checks

checks
These checks will be printed in this run.

Start
Setup
Existing Runs
Transactions
Verify Transactions
Calculate

 View thecks Dude, Adam $30400  $68.12 $0.00 $235.88

Payrell Summary
Print Checks Rogers, Aaron $600.00 $138.58 $0,00 $451.42

Employee | Gross | 7ax | Agj | et |

| Cancel || < Back

To view the check details right-click on the line for the Paycheck and select View Check or click on the

“ button in the upper right. To remove a check from the run highlight the line and click the « putton
or right-click and select Remove Check.

A - R "
[ % 3 e ]
Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

Actions
Payroll / Invoicing s
T 2 5 Weekend Bill 2 09
Tax Marital Status §
EUdg‘ dAdam Tt Check Date  2/19/2009
. Adam Dude Tax Exemptions
Current Wéekend Bill MNSINGLE o TCF
2/22/2009 MN THNA 0 AP Bank Account
uss 0
3 T
: 9 u"“?d Timesheets Earnings rate units _this period S22l
s he S b skt Hol: Regular Hours $38.00 800 530400
Other Benefits this period
= Gross Pay $304.00
payroll and invoicing
time antry = _ . Employer Paid Taxes Amount
ot e Deductions this period e roess
check register E e =
check summary EFica §18.85 CMed $441
;lvialge:jeg(?\ﬂezr summary tMed §a41 FUTA 5243
po setup MNSINGLE 1426  TNSUTA §8.21
THNNA $0.00 Total Employer Taxes $33.90
uss $30.60
= Other
tasks & w®
' Tempworks Specific permanent adjustment used when r... + 50.00
[l @ Call Casey at Spritely
Total Deductions $68.12
[ ® Order lunch for the branch
Net Pay $235.38

[l @ Set up interview with Rog...

The Staged Check Summary above is displayed when View Check is selected. This form will be covered in
more detail later in this manual.
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7) Verify Payroll Run Details (Payroll Summary).

Enterprise will automatically pull the next available Check Number and place it in the Srarting Check Number

field. Select the Check Sort and add a Stub Memo that will print on all Paychecks in the run. Then click
Next.

payroll - payroll summary

T payroll summary —
Satin Please verify the information below. Check Date: 2/19/2009 Run: 1784 'i_]
Existing Runs

Transactions numberlng

Verify Transactions | giadting Check Number 10082

Caiculate

View Checks Starting EPay Check Number 639 D Use EPay check numbers only

* Payroll Summary Check Sort Highest Branch, Employee Name
Print Checks
Stub Memo

summary

Bank Account AP Bank Account Payroll Run Type CheckRun
Check Date 2/19/2009 Weekend Date 2/22/2009
Checks 2 Payroll Run ID 1784

1 Cancel H < Back

*Note — If pre-printed check stock is being used you will need to verify that the Starting Check Number
matches the first number on your check stock. Select Use EPay check numbers only if this is a run that
includes only ACH (direct deposit) Transactions and if you use pre-printed check stock.
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8) Print Checks.

Select the | % button to bring up the printer select prompt and print checks. Click the ) u button
if the run only contains checks with zero amounts or ACH only Transactions where the Employee is going
to be viewing their check stub from the WebCenter Employee Portal.

payroll - print checks

ot print checks

Setup
Existing Runs
Transactions
Verify Transactions
Caiculate
View Checks
Payrall Summary =
* Print Checks | - ‘ Print this payroll run

| tj ‘ Post payroll but do not print.

LI ——)

General |
Select Printer
%}Add Printer I;Ei Dell Laser Printer 171
59 Dell 5100cn PCLG on tudfile 5% Dell Laser Printer 171
0 Dell Color Laser 3110cn PCLE i Dell Laser Printer 51
F3 Del| Color Laser 3110cn PCLE on twbackup00 % Dell Laser Printer 511
4 n | b
Status:  Opening Elrttotic [ Aofomnces) Select _the prfnter from the list and
Location: then C||Ck Print.
Comment: Find Printer... |
Page Range
@ Al Mumber of copies: 1 5 I
Selection Cument Page
122 1128
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9) Post Checks or Reprint.

Once checks are done printing verify that there wasn't a paper jam and then match the first and last

&7
check numbers to the ones listed on this screen. If everything is correct, click on the .- button to
post the Paychecks. Posting the run will close the payroll wizard. Payroll is now complete.

payroll - print checks

print checks

Setup

Existing Runs

Transactions

Verify Transactions Did this payroll run print correctly?

Calculate

View Checks

Payroll Summary First check number: 10082
* Print Checks Last check nurmber: 10083

Plesae verify your starting and ending check numbers on your printed checks.

|« | Yes, post this payroll run as complete.

_
i (% ] | Me. reprint this check run

@

If numbers don't match or if a paper jam (or any other type of printing error occurred) select the ©
button to reprint the run. The next form will offer two options:

|
‘ = | Regprint the entire payroll run,
: To reprint the entire run -- Or —

| - | Reprint a portion of the payroll run,
to enter the numbers to reprint.

numbering
What was the last check number that printed correcty? 10082
What check number should reprinting start at? 10083

Enter the last check that printed correctly, and the check number that should start the reprint. Then click
Next.
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Steps to Continue Processing and Print Checks

1) Continue a Payroll Run.

Select Start or continue a payroll run from the Payroll option in the Payroll/Invoicing form within the
Pay/Bill section. (This will open the payroll wizard) Select Continue a Payroll Run.

payroll wizard

begin processing payroll

Transactions

Verify Transactions
Calculate

View Checks
Payroll Summary
Print Chiecks

=y Create a New Payroll Run

Cancel

2) Select a Payroll Run.

Highlight the run that should be processed and click Nexz. You will now skip over all steps that have been
completed for this run and will be taken to the next step in the process. See steps three through nine
under Steps to Process and Print Checks.

el payroll - existing runs

_ select run
Setup Select a payroll run to continue,

» Existing Runs :
Transactions Run... | Run Type Created Weekend Bill Rep Name | Checks
Verify Transactions = i
Calculate
View Checks
Payroll Summary

1787 ChackRun 2/19/2009 2/22/2009 virani 0

Print Checks
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Steps to Print Checks

1) Open the Print Payroll run.

Select Print a payroll run from the Payroll option in the Payroll/Invoicing form within the Pay/Bill

section.

§ payroll - start

choose payroll run
Payroll Summary Please choose a payroll run to print.
Print Checks

Drag a column header here te group by that column,

RunID | Run Type ! Created | Weekend 8ill

Rep Name

Checks

1783
1785

CheckRun 2/19/2009

2/18/2009

2/22/2009

CheckRun 2/22/2009

Cancel

2) Select a Payroll run.

mikeb

mikeb

Highlight the run that should be printed and click Next. You will now skip over steps two through six and
navigate directly to step seven of Steps to Process and Print Checks. Follow remaining steps from

there.

payroll - start

choose payroll run
Payroll Summary Please choose a payroll run to print.
Print Checks
Drag a column header here to group by that column.

RunID RunType  |Created | Weekend il

Rep Name

2/19/2009
2/18/2009

2/22/2009

2/22/2009

CheckRun

CheckRun

Cancel

mikeb

mikeb
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Pay/Bill Invoicing

To start the Invoicing process, click on the Invoicing option from the Payroll/Invoicing form.

The Invoicing option will expand to display the form to

Invoicing o j
the left. To start the Invoicing process, click on
Process Invoices.
é If an Invoice run has no Transactions or incorrect
Q N Transactions you can select Abandon Invoice Run.
If the Email Document Distribution System (EDDS)
has been selected the Email Invoices form can be
Process Invoices opened to send a mass Email with Invoice PDFs
& Abandon Invoice Run attached to the selected Customer Email Recipients.
! Email Invoices
\%y Pay Invoices The Pay Invoices option allows users to post payments

against Invoices in Accounts Receivable (A/R).

Steps to Process and Print Invoices

1) Start an Invoice Run.

Select Process Invoices from the Invoicing option in the Payroll/Invoicing form within the Pay/Bill
section. (This will open the invoicing wizard) Select Create a New Invoice Run.

invoicing - start

b start or continue an invoice run
tart

Continue

Setup

Select Transactions
View Transactions Create a New Invoice Ruh
Calculate —_
View Invoices Continue an Invoice Run
Print §

Finish

b Cancel
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2) Determine the Setup.

Verify (or change) the Invoice Date, Bank Account and Run Type, and then click Nexz.

invoicing - setup

Sit begin processing invoices

Contintie Choose the appropriate options below.
» Setup

Select Transactions

View Transactions

Cé!cu!ate 3 Invoice Date  03/10/2009

View Invoices

Print Bank Account TCF

Finish Run Type InvWeekly

7Cancei —‘ lrv_;Back

3) Select the Transactions.

First choose the way you want to sort the Transactions from the Groups menu in the middle of the form.
Once the Group has been selected the Transactions will be listed under the Available Transactions. Click
in the box in front of the Transactions that you want to include and then click Nex:.

invoicing - select transactions

select transactions

Choose the transactions to include in this invoice run.

Start
Continue
Setup

» Select Transactions ~ Groups Available Transactions
View Transactions Branch X] 2 alisha
Calculate
View Invoices Customer

Pfirlmt Invoice Method
Finish

Pay Code
Session

Weekend Date
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4) View the Transactions.

This form will display all of the Transactions that have been selected for this Invoice run. To view a

Transaction, highlight the line and click on the “. or to remove one from the run click on the ** button.
Both of these functions can also be accessed through the right-click drop down menu.

invoicing - view transactions

*Note — To avoid creating
more Invoices per

St view transactions Customer than necessary,
Continue if removing one Transaction

Setup

Select Transactions Drag a column header here to group by that column. for the Customer remove
* View Transactions . !
Caiculate Customer |Empioyee | AdjBill | NetAdi | Salay | Hous | all other Transactions that
\;:"; AR Crom Equipment Aardson, Steve $0.00 $0.00 $0.00 40.00 are Current|y included in this
Finish The Home Depot Abontina, Su... $0.00 $0.00 $0.00 000 Invoice run for the same
Customer before
continuing the process. All
Transactions removed from
this run can be pulled into a

future Invoice run.

Cancel H < Back ‘l@
4

5) Calculate Invoices.

At this step in the process Enterprise is looking for last minute Invoice errors such as Customer over
their Credit Limit or a Purchase Order about to expire. If there aren't any errors click Next.

invoicing - calculate

calculate invoices
Please wait while the invoices are calculated.

Start

Continue

Setup

Select Transactions

View Transactions
¥ Calculate

View Invoices

Print

Finish

A
Q/ Calculation complete. No errors

Cancel H, < Back ‘@

4.:5 |
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6) View Invoices.

This form lists out the Invoices that are included in this run. To view an Invoice select the line and

then click on the

button to view the Invoice in the Invoice Register/Invoice Detail form. Click on

the & button to navigate to the Customer record, or click on the % putton to remove the Invoice

from the run. Once all Invoices look correct click Next.

invoicing - view invoices

view invoices
Please review the invoices before printing.

Start
Continue
Setup

Select Transactions i o
View Transactions
Calculate Drag a column header here to group by that column.
¥ View Invoices
Print Num Customer l Amount ]
HiRh 5552782 Crom Equipment $483.73
5552783  The Home Depot $25.00

i LN

Employee  Customer Order Assignment  Contact

L%
Pay / Bill

Actions

kol /lieiang Calendar Wonders Inc - Memphis NE

Current Weekend Bill 2N

3/8/2009

® 141 Unused Timesheets
® 4 Timesheets Not Paid

Cancel || < Back "@

2 m
? v
Calendar Reports Email

Invoice Number 5552784 Weekend Bill 3/8/2009
Invoice Date 3/10/2009 Pay Date

payroll and invoicing

time entry s

incomplete transactions

check register
invoice register

» invoice detail

po setup.

The Invoice Detail above is displayed when View Invoice is selected.

detail later in this manual.

Eagan, MN, 55121 Owed Balance  Amount Paid
_$440.00 $0.00
« Invoice Items quantity  rate weekend date total
[¥] Gabriclle, Guernsey Unknown 2200 $20.00 3/8/2000  $440.00
$440.00
it Items
$0.00
Tax ltems

$0.00
Total $440.00

This form will be covered in more
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7) Print Invoices.

Click on the \1 button to open up the form where the printer can be selected. Or click on the

) tl button to post without printing.

invoicing - print

e print
Contnue Select whether to print or post this invoice run.
Setup
Select Transactions
View Transactions
Calculate
View Invoices
» Print
Finish

I e | Printthis inyoice run

l ﬂ ‘ Post invoices but do not print.

{ Cancel H < Back ’1 Next>

rﬁ! Print LAJ 1
‘ e
General |
Select Prnter
H5._!’-5..'_.1,\'!¢|:Id Printer [E_.Q Dell Laser Printer 17
0 Dell 5100cn PCLB on twfile B9 Dell Laser Printer 171
(== Dell Color Laser 3110cn PCLE 2% Dell Laser Printer 51/
%] Dell Color Laser 3110cn PCLE on twbackup00 5% Dell Laser Printer 511
[ ——T— ¢
Status:  Opering [ Print to file Select the printer from the list and
Location: : .
. then click the Print button.
Comment:
Page Range
@ Al Number of copies: 1 (£
Collate '3 '3
123 [ 2k
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8) Post Invoices to A/R.

Once Invoices have completed printing verify that there wasn't a paper jam or any other printing errors.

%
If everything is correct, click on the --__ button to post the Invoices. Posting the run will close the
invoicing wizard. Invoicing is now complete.

invoicing - print

Sl print
Continue Select whether to print or post this invoice run.
Setup
Select Transactions
View Transactions
Calculate
View Invoices
» Print
Finish

‘ &7 | Ves, post this invoice run as completed.

l '] l No, reprint this invoice ron.

Cance[ _‘ ‘;7< Back —} |

@

If a paper jam (or any other type of printing error occurred) select the
The next form will offer two options:

button to reprint the run.

| == ‘ Reprint the entire invoice run, _ _
— To reprint the entire run  -- Or --

| - | Reprint a portion of the invaoice run, i . .
= to select the Invoice to start the reprint with.

print

Select whether to print or post this invoice run.

Highlight the Invoice line

5552782 Crom Equipment $483.73

- -
5552783 The Home Depot $25.00 and then click the

button to start the
reprint.

|
| o Reprint a portion of the invaoice run.
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9) Finish.

Once posting is complete click on the Finish button to close the invoicing wizard.

invoicing - finish

S finish
Continus
Setup
Select Transactions
View Transactions
Calculate
View Invoices
Print
* Finish

R 4
v Invoice run completed

Steps to Continue Processing and Print Invoices

1) Continue an Invoice Run.

Select Process Invoices from the Invoicing option in the Payroll and Invoicing form within the Pay/Bill
section. (This will open the invoicing wizard) Select Continue an Invoice Run.

invoicing - start

Vs start or continue an invoice run
tart

Continue

Setup

Select Transactions
View Transactions
Calculate

View Invoices

Print

Finish

Create a New Invoice Run

Cancel 1! <Back ||
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2) Select an Invoice Run.

Highlight the run that should be processed and click Next. You will now skip over all steps that have been
completed for this run and will be taken to the next step in the process. See steps three through nine
under Steps to Process and Print Invoices.

invoicing - continue

Start begm processing mnvoices
» Continue Click next to create the run using the selected options.
Setup

Select Transactions Drag a column header here to group by that column.
View Transactions
Calculate RunID Created Run Type Rep Name |Invoices |Weekend Bill
Miew Invoices
Print 1010 3/10/2009 4:23 PM  InvWeekly alisha 0 3/8/2009

Finish

Invoicing

Once the Invoices have been Posted, the Invoice

Run wizard can be closed by clicking Finish. After

the Invoice Run wizard is closed select the P
Invoicing box and choose Email Invoices.

Process Invoices

| | Email Invoices
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Steps to Send Invoice Emails

1) Start

invoicing - start

When Email Invoices is selected the

e sender email options
Select Invoices Select and email address to send from

Email Invoice wizard opens to the
View Emails
ser el L pE——— Invoicing — Start form. Select the

Sender Email Address from the drop

down menu and click Next.

*Note — If the drop down menu is
blank, the Email address needs to be

set up in the E menu Options form.

| cancel || Next> |

invoicing - select invoices

2) Select Invoices

select invoices

) . Star
In the Invoicing — Select Invoices form ll cccimoices  Choose theinvaicesto incude in this emal .
View Emails
= . Serd Erars Groups Available Invoices

choose the Invoices that will be Finish Branch [F]1  Runld: 1161; Created on: 8/26/2009 by chintz
H H = . Customer [T]2  Runld: 1177; Created on: 9/2/2008 by jaredg
InCIUded In the InVOIce Emall run. Tnvoice 712 Runld: 1181; Created on: 9/2/2009 by erica
Once the Invoice(s) have been Invoice Run [F]1  Runld: 1184; Created on: 9/14/2009 by jason

1 Runld: 1187; Created on: 9/16/2009 by alisha
=) Y
i 11 Runld: 1193; Created on: 8/23/2009 by mikeb
selected, click Next. el y
[F116  Runld: 1207; Created on: 9/30/2009 by erica
[T11  Runld: 1208; Created on: 9/30/2009 by erica
[X] 11 Runld: 1212; Created on: 9/30/2009 by alisha

| concel || <Back || nNea>
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invoicing - view emails

o view emails

Select Invoices
» View Emails

Send Emails [ Email

Finish

ZZiuno, Lilith emailtestrecipient@gmail.com

| ZZJuno, Tori emailtestrecipient@gmail.com

Cancel H < Back H Next >

3) View Emails

In the Invoicing — View Emails
form the Email addresses of
the Invoice Email recipients
will be displayed. To remove
a recipient, highlight the line
and click on the & button.
Once all of the recipient info

looks correct, click Next.

In the Invoicing — View Emails form the user can see a preview of the Email (as shown below) by

selecting the line and clicking on the S button. To view the PDF Invoice attachments, double-click on

the document file name.

coiiral

From: imapdummyaccount@gmail.com
Tor emailtestrecipient@gmail.com

Invoice Email

Flinvoice-5552214.pdf | Invoice-5553142pdf 4] Invoice-5553142-1.pdf ] tnvoice-5553344.pdtf

Welcome Irv!

Thank you for joining XYZ Staffing.

*Note — The text of the Email is determined by the Invoice Email Template selected on the Customer

Billing Setup form.
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4) Send Emails

In the Invoicing — Send Emails

form click on the ’_f_’_‘ button
to send the Invoice Emails to the

recipients.

The screen will then update to
show the progress of sending the

Emails.

invoicing - finish

S finish
Select Invoices.
View Emails
Send Emails
» Finish

~ g
\/ Invoices sucessfully sent.

If there are issues with sending the
Emails the Invoicing — Send Emails
form will come back up with an
error notification on it. Address
any issues (improperly formatted
addresses, sender accounts not set

up correctly, etc.)

Then click the ’_‘_'_’_’ button to

send.

invoicing - send emails

o send emails

Select Invoices
View Emails

¥ Send Emails
Finish

}._(, Send Invoices Now

<Back ||

5) Finish

The Invoicing — Finish form will appear
once the Emails have been sent
successfully. Click on the Finish button

to close out of the Invoice Email wizard.

Finish |

invoicing - send emails

S send emails

Select Invoices
View Emails

* Send Emails
Finish Name i Email

@) 7o foliowing invoices did not send correctly.

ZZ)uno, Lilith emailtestrecipient@gmail.com

ZZjuno, Tori emailtastrecipient@gmail.com

- 1 Send Invoices Now

}_ Cancel ‘ ‘ < Back -
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Steps for Reprinting or Fixing Paychecks/Check Register

First look at the chart below to determine what action is necessary for the Paycheck involved.

Was the Check Are the Transactions
Cashed? on the Check Correct? | Action to Take...
No Yes Reissue
No No Void
Yes No Reverse
Then navigate to the Employee’s record to reissue, void, or reverse the Check.

Last Name aa SSN f" | Recon 5"" RepMame All Reps Crocument Text

: o q[S ?’u‘f < _p g T _IJ l"i.- Clear Criteria

First Name ] ¢ Actives Branch All Branc Search

Advanced Search Saved Searcheas

Your search returned 2 results.

Drag a column header here to group by that column

D | Last Name | First Name | Branch Phone Is Acti.. |lsAssi.. | Last Message Zip Code
5759 Aardson Steve Memphis NE (651} 555-1212 %] | Ayailable 55123
5474 Aaskon Masters Memphis SE (651) 555-1212.. - Absent [Sick) 55128

Once you've opened the Employee’s record click on the Pay History form on the left to expand the
menu. Then select Check Register from the expanded menu. The Check Register will display all of the

Employee’s Paychecks with a Check Date between the date range listed in the From and To fields on
the right in the search for checks section.
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Steve Aardson
598 Main St
Eagan, AL 55123

cDhHEHR?

visifile

details

pay setup

pay history

» chedk register

check summary

staged check summary
transaction history
taxes to date

adjustment history
accrual history
ach history
documents
messages

search

tasks @l © & Vv

% Call Owen at Linden abo...

[liSet up interview for Loretta L...

Aardean Stave

Gross:

== New Employee 4, Search Actions ¥ Reports ¥ tavorites N 7
@ ~ search for checks
o @ :
Drag a column header here to group by that column. tosd S
j(s] | Num | Check... ¥ | Status | Employee | Gross Adj Tax Net | Accounts
Gross:  §560
! Aardson, Steve . JO = i
Dated 1/4/2010 T Siack Daies
AP Bank Account Net  $448.02 From 01/01/2009 )
S31300) 5 02/08/2010 5]
i ] 3 (<]
| Aardson, Steve $50.001
Dated 12/29/2009 $32385
AP Bank Account $260.15
1 Employee
Gross:  $280.00
I ~a-an Aardson, Steve : P ” (
19230 | Dated 19/22/2009 f‘i 3 CheckDate _/ / B v
CheckD: 4652 SR =
: AP Bank Account Net:
Payroll Run ID
f -
] G:
I 19211 Aardson, Steve :?SS Check Num
S Dated 12/17/2009 Tax: CheckID
Check 1D: 4629 T e
Z AP Bank Account Net: $326.35
[ G sog00] | %
‘ Aardson, Steve e Net
| Dated 12/17/200% Tax:
| AP Bank Account Net: - ~
\ ‘ ‘<° Search J
| $133.50 L g J

When you navigate to the Employee’s Check Register it displays only Checks for that Employee, but
the search for checks section on the right can be used to look up Paychecks for any Employee by
entering criterion into the appropriate fields and then clicking the Search button at the bottom. Double-
click on an individual Check to view the Check Summary for the Paycheck.

Actions

Payroll / Invoicing

Current Weekend Bill

3/8/2009

598 Main

® 141 Unused Timesheets
® 4 Timesheets Not Paid

Aardson, Steve

Steve Aardson

St

Eagan, MN 55123

Tax Marital Status M

Tax Exemptions
Ohio
Federal- Married
Arizona with 10%

1

ag

1
Louisiana 1 exempt 1

Check Number 10190 Weekend Bill 3/8/2009
Check ID 4158  Check Date 3/10/2009

TCF
AP Bank Account

333322221111

Other this period year to date

. E rate units this period year to date
payroll and invoicing Reg: Regular Hours §10.00 4000  S40000  $3,18000
time entry
incomplete transactions Gross Pa $400.00  $3,240.00
check register
LG, :dSlé‘mm:l‘y 2] this period _year to date

stag eck summary
invoice register Empioyes Tax.es x >
po setup Employee Portion Social Security tax $24.20 $200.88
Employee Portion Medicare tax $5.80 $46.98
Louisiana 1 exempt $874 $41.28
Other
= GAR2 $90.17 $726.33
asks ® W @ Total Deductions $129.51
@ @ Order lunch for branch
Net Pa: 270.49

@ Training

(v Extended Check Details

To view more information
about the Paycheck,

expand on the button to
display the Extended Check
Details form. Then use the
menu on the left to view
Transaction, Adjustment, Tax,
and Accrual details for the
Paycheck.
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Steps for Reprinting Paychecks (Reissue)

1) Select the Paycheck.

In the Check Register form click on the Paycheck that needs to be reissued and then click on the
button to open the reissue check wizard.
Steve Aardson ) = New Employee 4, Search Actions Reports' ¥ tavorites Rl |
. 598 r:iig Sslt23 Oearch for checks
agan, o ;
Drag a column header here to group by that column. votE e oteged i
-
. u ! .l o} |Num |Che<k‘.. ¥ |Status |Employee |Gross Adj Tax |Net | Accounts
visifile 1
9 Gross:  $560.00
details | -
19294 f\ardso:‘ - ,Steve AE, $ Check Dates
pay setup S Da1ed 1/4/2010 ax $51.08 :
pay history B AP Bank Account : From 01/01/2009 B
S o ekt Net:  $448.92
< mezke’;fnf'ma $343.00| T 02/08/2010 &)
| { o
staged check rsyummafy 10248 Aardson, Steve $50.00]
transaction history cm&ﬁ,@ :3-.?: 12;"%9/’2009 Tax s
taxes to date } AP Bank Scotie $260.15
adjustment history Employee
accrual history - ! [
ach history 19230 v i::?;gg:z;;: e Check Date Sl B v
documents Rl AP Bank Account let
messages — Payroll Run ID

Aardson, Steve
Dated 12/17/2009
AP Bank Account

CheckID:4629

% Call Owen at Linden abo...

- iy - 4 3
Dated 12/17/2009 Tax $7.5

| AP Bank Account Net: $0.00

[lISet up interview for Loretta L..

Check 1D: 4626

_<° Search

|
3 33.50!
Aardean Stave G.rossA S]_.-, 3 59

2) Verify the Paycheck.

Click in the Fee box if a reissue fee should apply to this Paycheck and select the Reason from the drop
down menu. If the Paycheck was a direct deposit the EPay box will be checked. To cut a “live” check

for a direct deposit
you will first need
to deactivate the
ACH account in

| reissue - verify checks

verify checks

» Verify Checks
pa\!.,,g'| Summary Please verify the checks to be reissued. the Pay
ot Cleecks Setup/Electronic

Drag a column header here to group by that column,

(3] ] Num | Employes | Net [ Fee

] Reason

4158 10190 Aardson, Steve §27049 5]

Stoplost

Pay form. Then
open/reopen the
reissue wizard and
select the Reason.
Then click Next to
continue with the
reissue process.



3) Verify the Check Number (Payroll Summary).

The Starting Check Number field will automatically pull the next available Check Number. If pre-printed
check stock is being used verify that the number is correct, and if not, fix it before clicking Next.

| reissue - payroll summary

Verify Checks
» Payroll Summary

Print Checks

payroll summary
Please verify the information below.

check numbering
Starting Check Number 10197

Starting EPay Check Number 639

check run summary
Bank Account AP Bank Account
Check Date 3/11/2009
Checks 1

4) Print Checks.

Select the

Start
Setup

Existing Runs
Transacticns
Verify Transactions

Caiculate

View Chedkes
Payrall Summary
* Print Checks

[7] Use ERay chack numbers only

Payroll Run Type
Weekend Date 3/8/2009
Payroll Run 1D 1829

button to bring up the printer select prompt and print checks.

payroll - print checks

print checks

| _ ‘ Print this payroll run

| t'j ‘ Post payroll but do not print.
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General |

Select Printer
%Add Printer QEI Dell Laser Printer 17
B Dell 5100cn PCL6 on twile ¥ Dell Laser Printer 171
= Dell Color Laser 3110cn PCLE = Dell Laser Printer 511

@DE” Color Laser 3110cn PCLE on twbackup00 Pz_‘;!DeII Laser Printer 51
el 11 ]

] 3
' Status:  Opening [ Prirt to file | Preferences

Select the printer from the list and

l Location: | |
: Find Prirter... : .
| Commert: B si e then click Print.
Page Range
| e

@M Number of copies: 1 [

5) Post Checks or Reprint.

Once checks are done printing verify that there wasn't a paper jam and then match the first and last

check numbers to the one listed on this screen. If everything is correct, click on the button to
post the Paychecks. Posting the run will close the payroll wizard. Reissue is how complete.

payroll - print checks

print checks

Start

Setup
Existing Runs
Transactions
Verify Transactions Did this payroll run print correctly?
Calculate
View Checks

Heyroll Surarry First check number: 10082
* Print Checks Last check number: 10083

Plesae verify your starting and ending check numbers on your printed checks.

‘ %7 ‘ Yes, post this payroll run as complete.

‘ o ‘ Mo, reprint this check run.
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o

If numbers don't match or if a paper jam (or any other type of printing error occurred) select the L
button to reprint the run. The next form will offer two options:

‘ == ‘ Regrint the entire payroll run,
I To reprint the entire run -- Or —

| - | Reprint a portion of the payroll run,
— to enter the numbers to reprint.

numbering

What was the last check number that printed correctly? 10082

What check numbershould reprinting start at? 13053'

Enter the last check that printed correctly, and the Check Number that should start the reprint. Then click
Next.

*Note — It is always a good idea to log a Message with the Check Number on the Employee’s record
indicating that a Paycheck has been reissued, voided or reversed.
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Steps for Fixing Paychecks

1) Select the Paycheck.

In the Check Register form click on the Paycheck that needs to be fixed and then click on the « putton
to open the void/reverse check wizard.

== New Employee 4, Search Actions Reports ¥ tavorites
Steve Aardson i ? W
: 98 h:iigssfzs O search for checks
agan, ’ = :
Drag a column header here to group by that column. Posted W/ Staged &
-~
. ! ! ." D | Num | Check... ¥ | Status | Employee | Gross | Adj Tax | Net | Accounts

visifile | i

5 Gross:  $560.00]
details o Aardson, Steve X : 3 e
0 19294 s b Check Dates
pay setup = 5 & Dated 1/4/2010 ax =
pay history BB 0 sank Account i From 01/01/2009 B
» check register | 02/08/2010 B
check summary I 7 | d Gross:  $343.00f To
staged check summary I saq Aardson, Steve Adj: $50.00)
transaction history CheckD: 46 38_‘95 12/29/2009 Tax:
taxes to date AP Bank Account Net  $260.15
adjustment history ' i Employes
accrual history N i -
ach history 19230 g::‘:fggfzgot: - CheckDate [/ / Ch
TS 2/22/
documents ER it AP Bank Accoun Jet:
messages . Payroll Run ID
search
: Aardson, Steve 3l k Num
BN oucec 1271772009 Tax s7a72] 1D
tasks ® W © & CheckiDdsa) O e
= AP Bank Account Net $326.35
% Call Owen at Linden abo... : Gross
[liSet up interview for Loretta L... Adrd Ad: Net
hack 10 4626 Dated 12/17/2009 Tax
| AP Bank Account Net: $0.00 r
| S50 | ﬂ Search

Aardenn Stave G_TOSSI

2) Choose Void or Reverse Paycheck.

Select the Void check option if the Paycheck has not been cashed. Choose Void Check and reverse
payment to employee if the Paycheck was cashed or if the Employee received the payment via a direct
deposit to their account.

check management - start

e manage checks
Verify Checks How do you want to correct the selected check(s)?

Finish

Void check

Use this option if the employee has rot cashed the
check and you have destroyed or voided the printed
paycheck

Void Check and reverse payment to employee.

Use thic option if the the employee has aiready cashed
the check and that payment needs to be recouped.
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*Note — the reversing process creates an “Advanced Bank” Adjustment in the Employee’s record. This
Adjustment will be withheld from the Employee’s future Paychecks until the balance amount for the
Adjustment is zero.

3) Verify checks.

If the wrong Check has been selected click the Cancel button. If it's the right Check then verify that the
correct Reason has been selected (ie. Reversing or Voiding). If the Invoice is affected by this change
put an “x” in the
check management - verify checks Rev. Billing box.
This will insert a
billing Transaction
Start verify checks that will fix the

» Verify Checks Click next to finish correcting the listed check(s). .
Finish Invoice as well.

Drag a column header here to group by that column, Then CIiCk Next

1D | Num | Employee | Net | Paycard... |Reason ] Rev. Billing

4132 10157  Aardson, Steve §237.16 $000 Reversing [F] *Note — The “Best
Practice” is to
handle the Invoice
corrections
separately from the
Paycheck
corrections.

i Cancsl

4) Finish.

Once the void/reverse wizard has inserted the correcting Transactions into Time Entry the last form
appears to indicate that this part of the process is finished. Click on the Finish button to close the form.

check management - finish

_ finish
Verify Checks Please wait while the checks are corrected.
* Finish

Q? Finished.

*Note — It is always a good idea to log a Message with the Check Number on the Employee’s record
indicating that a Paycheck has been reissued, voided or reversed.
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5) Reenter corrected transaction.

Navigate to the Pay/Bill section and open the Time Entry spreadsheet. There will be a negative
(correcting) Transaction inserted for the Employee whose Paycheck you just voided or reversed.

s bt { 3 -y E ! L
q'l / Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

Actions [ ]

, test
Crom Equipment, Corporate DL sLE ot
Forldift Filter By Filter Text View Standard View [F] Show only unused timecards 151 timecant

Drag a column header here to group by that column.

Name 4 | Customer « |Department ~ [PayC.. = |shift  |RTHs | |OTHs[K (8 [F] |pay [F] |wWED.. [« |
est Crom Egquipment Corporate Reg Day 0.00 000  $1357  $11.00 3/8/2009
Aardson, Steve  ABC Accounting Reg Evening 40.00 0.00 $0.00 $0.00 3/8/2009
payroll and invoicing :
time entry Aardson, Steve  ABC Accounting Reg Shift 000 0bo  $30.00 31500 3/8/2009
incomplete transactions Aardson, Steve  ABC Accounting vacl I 0.00 0.00 S280.000 S200.00 3/8/2009
<check register X
invoice register Aardson, Steve  Creative Intentions Inc Primary Reg 1 0.00 0.00 $25.00 52000 3/8/2009
po setup Aardson, Steve  Crom Eguipment Accounting Reg 1 0.00 000  $1851 $1500 3/8/2009
r- Aardson, Steve  Crom Equipment Corporate Reg Day -35.00 0.00 5000 $10,00 2/22/2009
Aardson, Steve  Crom Eguipment Corporate Reg Day 0.00 000  $1357  $11.00 3/8/2009

Right-click on the negative Transaction and select Create Duplicate Timesheet from the drop down menu.
This will insert a Transaction line with the same WE Date (Weekending Date) as the voided/reversed
Transaction.

& Aardson, Steve  Crom Equipment Corporate Reg Day -35.00 0.00 50.00 $10.00 2/22/2009
Aardson, Steve  Crom Equipment Corparate Reg Day 22,00 0.00 $0.00 $10000 2/22/2009

Enter the corrected Transaction information. Updated Rates, Hours, Adjustments, etc. and then proceed to
Proofing.

6) Proofing.

Follow the steps for Proofing as outlined earlier in this section. Some common errors you will find when
re-entering corrected Transactions are “Txn already been processed for this Aident/weekend date”, “Zero
Bill and/or Zero Pay”, and “One or more employees have Regular Pay hours for week > 40”. Approve or
fix the errors and continue with the Proofing process.
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7) Payroll Processing.

Follow steps one through five under Steps to Process and Print Checks. After step five you may
encounter calculation errors like the one below. Right-click on the line, and select View Check from the

drop down menu.

payroll - calculate

Start

Setup

Existing Runs

Transactions

Verify Transactions
* Calculate

View Checks

Payroll Summary

Print Checks

Payroll / Invoicing

‘Current Weekend Bill
3/8/2009

® 138 Unused Timesheets
® 7 Timesheets Not Paid

payrell and invoicing
time entry
incomplete transactions
check register

check summary
» staged check summary
invoice register
po setup

tasks @ W &
[ % New Task
@ Training

calculating payroll

errors

2)

Check Date: 3/11/2009 Run: 1835 | |-

Approve

j Employee

Error Message

[F] Barker, Roberto

Net pay is null, zero or negative

ustomer Order ignme! onta
Barker, Roberto Tax Marital Status §
Roberto Barker Tax Exemptions
432 New 5t NDSINGLE =l
Eagan, MN 55121 uss 1
MNSINGLE 1
Earnings rate units _this period
Reg: Regular Hours 518.00 10.00 §180.00
Gross Pay $180.00
Deductions this period
Employee Taxes
EFica $1L.16
EMed §261
MNSINGLE §4.02
Uss 30.00
Other
Tempworks Specific permanent adjustment used when reversing checks, tracks... + $554.58
Total Deductions §572.37
Net Pa 392.37

This will open the Staged
Check Summary form and will
display the details of the
Check. If a reversing
Transaction was used where
an “Advanced Bank”
Adjustment was added, the
check error is “Net pay is null,
zero, or negative” as
displayed to the left. In the
Staged Check Summary form
select the Fix Negative Check
option from the Actions Bar
drop down menu at the top
under Form Actions.

vay i

\Weekend Bill 3/8/2009
Check Date  3/11/2009

TCF

AP Bank Account

333322221111

Other Benefits this period
Employer Paid Taxes Amount
CFica $i1.16
Chied 52,61/
FUTA §144
MNSUTA $1.88|

Total Employer Taxes $17.19
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e s A i T e
e, Actions ¥
Payroll / Invoicin \ . 2
yrall 9 Barker, Roberto Tax Marital Status §  Weekend Bill 3/8/2000
- B' - o vt Check Date 3/11/2009
7 oberto Barker a Exemptions
e 432 New St. NDSINGLE 1 TCF
3/8/2009 £agan, MN 55121 uss 1 AP Bank Account
MNSINGLE L
® 138 Unused Timesheets Earnings rate units _this period SRR
® 7' Timesheets Not Paid Reg: Regular Haurs $18.00 1000  $180.00
Other Benefits this period
S v X
payroll and invoicing sacs i a Sl
time entry D . . 5 Employer Paid Taxes Amount
incomplete transactions ichions Lt pesion] CFica 41116
check register Employee Taxes :
check summary EFica $11.15 I GHEL e
» staged check summary Med s2561 FUTA §144
invoice register -
e MNSINGLE 402 MNSUTA §198
i i Total Employer Taxes $17.19
Other
_ Tempworks Specific permanent adjustment used when reversing checks, tracks... + $162.21)
tasks & W @
Total Deductions $180.00
[ % New Task
[l ® Training Net Pay $0.00

Once the negative Paycheck has been fixed open the payroll run wizard and click in the box under the
Approve column.

*Note — The Fix Negative Check process should only be used with “Banked” Adjustments. (The “Banked”
term refers to Adjustments that are owed even if the Employee doesn’t work like Employee benefit
contributions and overpaid Paycheck amounts). If the Paycheck is negative due to other weekly or
one-time Adjustments you will need to update the Adjusrment amounts manually to bring the Check up to
a zero or positive amount.

payroll - calculate

. calculating payroll Check Date: 3/11/2009 Run: 1835 [ | |

Setup 3

Existing Runs errors e W

Transactions

Verify Transactions
» Calculate [5¢]

View Checks

Payroll Summary

Print Checks

Approve | Employee Error Massage [

Barker, Reberto Net pay is null, zero or negative

T )

After all errors have been approved click Next and continue the payroll run wizard (steps six through nine
in the Steps to Process and Print Checks section).

*Note — If only zero amount Checks are included in the run select the Posr payroll but do not print option
to save time, paper, and ink.
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Steps for Fixing Invoices

1) Select the Invoice.

In the Invoice Register form click on the Invoice that needs to be fixed and then choose Edit Invoice from
the Actions drop down menu.

» b
Lo N B

Employee  Customer Order Assignment  Contact

Payroll / Invoicing

H %9 New Message | Email Invoice

View Invoice Payments

Current Weekend Bill

12/27/2009

® 19 Unused Timesheets
® 9 Timesheets Not Paid

|
“ 4, Print Preview

‘o Mark as Do Not Email

RCil

re——

30 52070

[%| Bear, Janelle Admin. Assist. Reg Hours 1212772000 $621.00
e [%] Hanes, Tom Admin, Assist Reg Hours 3525 $2070 12/27/2009 $729.68
payroll and invoicing = . :
L [%] Jones, Heather ~ Admin. Assist. Reg Hours 20 $20.70 12/27/2009 $414.00
incomplete transactions [X] Lorent, Rhonda  Admin, Assist. Reg Hours 30 $20.70 12/27/2009 $621.00
check register
invoice register $2,385.68
» invoice detail Adjustment Items
sety
po setup $0.00
Tax Items
$0.00
asks @ F © ® v Total $2,385.68

[l % Call Owen at Linden abo...

[liSet up interview for Loretta L...

2) Fix Job Title or select Edit button.

If the Job Title is incorrect, it can be updated by highlighting the current information and then typing the

correction. If the rates or hours need to be updated, click on the .-) button (as circled).

Payroll / Invoicing

"

Employee  Customer Order

Actions ¥

Boyer - Memphis SE

Loura 5t

Assignment  Contact

iy
Pay / Bill

Invoice Number 5552802 Weekend Bill 2/8/2009

Invoice Date 3/12/2009 Pay Date

Current Weekend Bill i :
4/12/2009 hbi 25121 Owed Balance ~ Amount Paid
$600.00 $0.00
® 93 Unused Timesheets < 2 :
® 8 Timesheets Not Paid ice teni item quantity rate weekend date tatal
ine; Jessica.  Bank Teller 40,00 $15.00 2/8/2009 $600.00
payroll and invoicing
time entry 5600.00
incomplete transactions Adjustment Items
check register 000
invoice register Tax Ite
» invoice detail SENENS
po setup
$0.00
Total $600.00
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3) Edit Transactions.

Highlight the field that needs to be corrected. Reg Hours, Overtime Hours, Units, Salary, Reg Bill, Overtime
Bill, and Unir Bill can all be changed.

- Invoice Items item quantity  rate weekend date total
(%] 4 ) Greine lessica  Bank Teller 4000 $15.00 2/8/2003  $600.00
Reg Hours A000 Owvertime Hours 0.00  Units p.oo  Salary 0.00
Reg Bill §15.00 Overtime Bill ¢22:50 Unit Bill £0.00

Once the information has been updated (as shown below) the update can be saved by clicking on the

E button at the top of the screen.

- Invoice Items item guantity  rate weekend date total
]| } Greine, Jessica  Bank Teller 4000 $15.00 2/8/2009  $600.00
Reg Hours _351}1;1 Owertime Hours po0 Units 000 Salary 0.00
Reg Bill §15.00 Owertime Bill 2250 Uit Bill £0.00

If any other Transactions on the Invoice need to be updated follow the steps outlined above and then
Save when all changes have been made.

*Note — By saving the corrected Transactions a correcting Invoice (credit or debit memo) is created that
is tied to the original (ex: original Invoice #100323, correcting Invoice #100323-1).
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4) Reprint corrected Invoice.

After saving the update(s) click on the Actions drop down menu and select Print or Print Preview to print
out the corrected Invoice.

Actions ¥ K
Payroll / Invoicing ‘ New Meccaos | Email Invoice
3 <, Print Preview View Invoice Payments
Current Weekend Bill |
12/27/2009 - Print 4 Mark as Do Not Email
“Edit invoice
® 19 Unused Timesheets . :
® 9 Timesheets Not Paid — - -
[ Bear, Janefle Admin, Assist Reg Hours 30 §20.70 1272772009 Te2100
e [%] Bear, Janallz Admin. Assist. Reg Hours 25 §2070 12737/2009 §517.50
payroll and invoicing = i 2
time entry || Bear, Janelle Adrmn. Assist. Reg Hours -30 $2050 1272772009 {3621.00)
incomplete transactions EI Hanes, Tom Admin, Assist. Reg Hours 3525 §20.70 12272009 §720.68
check register [%| Jones, Heather  Admin. Assist. Reg Hours 20 $2070 1272772009 §41400
invoice register [%| Lorent Rhonda  Admin. Assist Reg Hours 30 $2070 12/27/2009 §621.00
» invoice detail
R $2,282.18
Adjustment Items
§0.00
Tax Items
tasks @ © & Vv 5000
Gall O it Linden abo...
A Total $2,282.18

[lSet up interview for Loretta L.

Steps for Reprinting Invoices and Logging Collections Calls

First navigate to the Customer’s record or the Pay/Bill section to open the Invoice Register.

isifil . . .
;Etairg In the Pay/Bill section, select Invoice
SE—— Register from the list on the left of the

In the Customer
screen (as shown below).

record click on the

» invoice detail

Ll aird d 0“ . -
blilling setul::- yr Invoicing form and payroll and invoicing

- — double-click on an _time entry _
incomplete transactions

po setup Invoice to open the

misc Invoice Detail form. i —
messages :

documents
search

From the Customer record only Invoices for that Customer will be displayed unless the search criteria
on the right is used. From the Pay/Bill section all Invoices will be displayed.
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Actions [14]

Payroll / Invoicing

invoices search

| Invoice Dates

Drag a column header here to group by that column,
¢ Sl | fon  oviop00e &

Current Weekend Bill

be 3
-’/8/2009 Invoice Nu.. ™ | Date b ‘Amuunt | Paid Balance Customer Branch To 03/11/2000 B
® 138 Unused Timesheets " Calendar Wonders Inc o
® 6 Timesheets Not Paid § PO Number Invoice Date  3/10/2009 Amount $440.00
| Entity Paid Paid o Due Date [
payroll and invoicing Invoice Due  3/10/2009 Ealance $440.00
time entry Inv Number
'“C"’I':P'E‘_‘* Tansamons Creative Intentions Inc D
Seckicgrc % PO Number 488234 Invoice Date 3/9/2009 Amount $1,236.90
> uw_w.e_leglz.tel | Entity Last Paid Paid 50.00
invoice detail iy Amaant
pasatin InvoiceDue  3/9/2009 Balance $1,236.90 S
o 123 Nursing [7] Show enly Overdue invoices
| PG Number 4 Invoice Date 3/9/2009 Amount 553815
| Entity 11 Last Paid Paid 50.00 .
= IvoicaDuz  3/8/2000 Ealance $538.15 | <, Search
tasks @ W &
@ * New Task 123 Nursing
) i /9 B
@ Training PO .Nuth 3/9/2009 A;::un 545521?3
Invoice Due  3/9/2009 Balance $483.73

To limit the search results enter criteria into the search form on the left and then click on the Search
button at the bottom. Double-click on an Invoice to open and view the Invoice details.

Steps for Reprinting Invoices
1) Select the Invoice.

Double-click on the Invoice to display the Invoice Detail form.

Actions

Payroll / Invoicing 5552765 Weckend Bill 2/22/2009

2/24/2002 Pay Date

Invaice Number
Invoice Date

Crom Equipment - Mempbhis SE
123 Main Street

Cureit Weeie el Bk Fart Pierce, FL, 34950

Owed Balance  Amount Paid
3/8/2009
$2,888.08 $0.00
® 138 Unused Timesheets 1 e Thes .
® 6 Timesheets Not Paid =g ‘nvoice tems quantity  rate weekend date total
(] Anderson, John Forklift 2500 $1234 2/22{2009 $308.50
-~ [] Aardsen, Steve - Forkiift 3000 $1357 2/22/2009 $407.10
payroll and invoicing [¥] Aardson, Steve Forkiift 3500 §1234  2/22/2009 §431.00
time entry [%] Kozelek, Jardan Forkiift 4800 §1234 2/22/2009 $592.32
incomplete transactions [%] Smith, Brandon Forkiift 3200 §1234 2/15/2009 §394.88
check register [%] Smith, Brandan: Forkiift 800 §1234 2/22/2009 8872
invoice register [X] Rodewald, Eric Forkiift 4000 $1234 2/22/2009 $493.60
[3¢] ZZQuill, Ginger Forklift 1000 $2200 2/22/2009 §220.00
$2.947.02
Adj Items
$0.00
Tax Items
RV
B * New Task 00
[ @ Training Total $2,888.08

~ | Extended Invoice Details
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2) Reprint the Invoice.
Once the correct Invoice is displayed select the Print option from the Form Actions in the Actions Bar.

Actions ¥ K

Payroll / Invoicing | ‘

) New Message | Email Invoice

o <, Print Preview = View Invoice Payments
Current Weekend Bill |
12/27/2009 @ 4§ Mark as Do Not Email
areevoice

® 19 Unused Timesheets

® 9 Timesheets Not Paid

17| Bear, Janefle Admin, Assist Reg Hours 1272772009 Te2100
e [%] Bear, Janallz Admin. Assist. Reg Hours 25 $2070 12737/2009 §517.50
payroll and invoicing = ; =
time entry || Bear, Janelle Admin. Assist. Reg Hours -30 §2070 1272772009 ($621.60)
incomplete transactions [®] Hanes, Tom Admin, Assist. Reg Hours 3525 §20.70 124272009 S7Z9.68
check register [%| Jones, Heather  Admin. Assist. Reg Hours 20 %2070 12727/2009 §414.00
invoice register [%| Lorent Rhonda  Admin. Assist Reg Hours 30 $2070 12/27/2009 §621.00
» invoice detail
po setup $2,282.18
Adjustment Items
§0.00
Tax Items
tasks @ IF € & V 50.00
Call O t Linden abo...
M8 A Omen = e Total $2,282.18

[lSet up interview for Loretta L.

Steps for Logging Collections Calls

1) Select the Invoice.
Double-click on the Invoice to display the Invoice Detail form.
2) Select New Message.

Once the correct Invoice is displayed select the New Message option from the Form Actions in the Actions
Bar.

Actions ¥ K
Payro" / Invoicing . L 2 New Messags | Email Invoice
3 Y VI = View Invoice Payments
Current Weekend Bill "
12/27/2009 | wa Print 4 Mark as Do Not Email
* Edit Invoice

® 19 Unused Timesheets
® 9 Timesheets Not Paid

12/2772009 T6o100

17| Bear, Janefle Admin, Assist Reg Hours
e [%] Bear, Janallz Admin. Assist. Reg Hours 25 $2070 12737/2009 §517.50
payroll and invoicing = ; =
time entry || Bear, Janelle Admin. Assist. Reg Hours -30 §2070 1272772009 ($621.60)
incomplete transactions [®] Hanes, Tom Admin, Assist. Reg Hours 3525 §20.70 124272009 S7Z9.68
check register [%] Jones, Heather  Admin. Assist Reg Hours 20 %2070 12727/2009 §414.00
invoice register [%| Lorent Rhonda  Admin. Assist Reg Hours 30 $2070 12/27/2009 §621.00
» invoice detail
po setup $2,282.18
Adjustment Items
§0.00
Tax Items
tasks @ IF € & V 50.00
Call O t Linden abo...
M8 A Omen = e Total $2,282.18

[lSet up interview for Loretta L.
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3) Enter Message Text.

Select the Acrion from the drop down menu and add the Message text. Create a task and Task Subject and
Due Date to get a reminder for follow up. Then click Save to add the Message to the Enterprise database.

Action AR - 1stCall

Collections call made because payment is 30 days past due, Promise to pay by 3-18-09.

details follow-up

Date/Time 3/11/2009 4;25:09 PM Task Subject  Pmt for Invoice #5552764
Rep Name alisha Due Date 03/18/2009

Link Employee Assigned To alisha

Link Contact v Complete Date

Re-sending Invoice Emails

‘2% B 2 R & b ¥

Customer Order  Assignment Pay / Bill Calendar Reports Email

=4 New Customer Q Search Actions ¥ Reports Favorites ¥ By

Z7ZJuno Inc.

Prima(y 4] View Assignments & Gross Profit Calculator &) New Message » Edit Invoice ‘

5823 Mlew St 1) View Orders ;3‘ Add Department %, Print Preview
Eagan, MN 55121 ;

(483) 834-5838 i) New Order @ View Map we Print SSSTDIce Payments

~ ¥&, New Customer Contact

To resend an Email Invoice or to send an Invoice via Email that was originally printed, open the
Customer Invoicing form and double-click on the Invoice to view the Invoice Details. Or from the
Pay/Bill area select the Invoice Register and open the Invoice Details from there. Then click on the
Actions drop down and select Email Invoice. This will open an outgoing Email with a PDF copy of the

Invoice attached. Choose the recipients and click Send.
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Posting Invoice Payments

To start the Posting process, click on the Invoicing option from the Payroll and Invoicing form.

Invoicing

@ The Pay Invoices option allows users to post payments
@ against Invoices in Accounts Receivable (A/R).
Process Invoices
3 Abandon Invoice Run
| | Email Invoices
-‘%fr Pay Invoices

Steps for Posting Invoice Payments

1) Select Pay Invoices.

Select the Pay Invoices option from the Invoicing form within Payroll and Invoicing.

Invoicing

Process Invoices
o Abandon Invoice Run

| Email Invoices

i%‘] Pay Invoices
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2) Choose Posting Option.

Select the tab for Find Invoices or Quick Pay. Find Invoices allows the user to look up outstanding
Invoices based on a date range, Customer Name, Customer ID, Branch Name and Invoice Number. Use the
Find Invoices tab to enter multiple payments for one client, or payments on a single check that applies to
multiple Invoices.

i§| payments - amounts

enter payment amounts

» Amounts
I Post Payments "
| Find Invoices Quick Pay
| ey =
Start Date & Customer Name | cro Branch Name ﬂ‘
Search
End Date & Customer 1D Invoice Number [

Quick Pay allows the user to enter the Invoice Number, Check Number, and Amount to quickly post
payments to one Invoice at a time.

payments - amounts

s enter payment amounts

Post Payments
Find Invoices

Invoice Number Check Number Amount
Pay

3A) Quick Pay Posting.

If the Invoice Number is included on the check and the check applies to only one Invoice select the Quick
Pay tab. Enter the Invoice Number, Check Number and Amount listed on the check. Then click on the Pay
button. This will enter the payment and clear the fields so that another can be entered.

> Arnounts enter payment amounts

Post Payments

Find Invoices . )
Invoice Number Check Number Amount o
552625 48382 $811.30

Once all payments have been entered click Next at the bottom of the form. Now skip step 3B and
continue directly to step four in the payment posting process.
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3B) Find Invoices Posting.

If the Invoice Number is not listed on the check or if one check needs to be applied to multiple Invoices
select the Find Invoices tab. Enter the criteria into the appropriate fields and click Search to display
matching Invoices.

* Amounts
Post Payments

enter payment amounts

Start Date
End Date

Quick Pay

Customer Name

Customer ID

Branch Name

Invoice Number ]

Show Zero Dollar Invoices D - Searchi
& }).
Drag 2 column header here te group by that column, =
Invoice # }' Customer ] Dept | Date ‘ Total | Balance | Action | Pmt Date Reason | Check # | Pay Amount ]
5552199 ABC Primary 8/22/2008 $4,566.77 $-0.13 Payment 1/8/2010 $0.00
5552247  Crom Equipmentl... Corporat.. 8/22/2008 $89750.00 $-87.810.00 Payment 1/8/2010 $0.00
5552253  Harper Designs Primary  8/22/2008 $2,574.00 §-2973.83 Payment 1/8/2010 $0.00
5552254  Kane Production Primary  8/22/2008 $288225.00 $286,670.00 Payment 1/8/2010 $0.00
5552257  Telluride Skilifts L. Primary  8/22/2008 $683.20 $-52500 Payment 1/8/2010 $0.00
5552253  Tree Toppers Primary  8/22/2008 $823.20 $-226.80 Payment 1/8/2010 $0.00

Locate the Invoice in the list displayed and enter the Reason (if appropriate), Check # and Pay Amount

from the check. If the check amount equals the Invoice Total, use the “" button in the upper right to
pay the balance in full.

» Amounts
Post Payments

Start Date
End Date

enter payment amounts

Quick Pay

Customer Name

Customer ID

Branch Name

Invoice Number

Show Zero Dotiar Invoices D

Drag a column header here to group by that column,

Invoice # | Customer | Dept

[ Date

] Total | Balance } Action | Pmt Date

} Reason | Check # | Pay Amount ]

5552306
5552513
5552567
5552619
5552625

Creative Intention...
Creative Intention...
Creative Intention...
Creative Intention...

Creative Intention...

Primary
Primary
Primary
Primary

Primary

9/11/2008
10/17/20...
11/24/20...
12/12/20...
12/12/20...

$32043
$1,064.83
$1,46034
$993.84
£811.30

§39043
$152.12
$666.32
$993.84
£811.30

Payment
Payment
Payment
Payment

Payment

1/8/2010
1/8/2010
1/8/2010
1/8/2010
1/8/2010

$0.00
$0.00
$0.00
$0.00
$0.00
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*Note — When making Invoice adjustments, click on the i&#l button to insert a duplicate line, change the
Action to “Adjustment” and select the Reason (“"NSF”, “Partial Pay”, etc.) from the drop down menu, then
enter the adjustment amount in the Pay Amounr field.

» Amounts
Post Payments

enter payment amounts

Quick Pay
Start Date Y7 25K /S ) Customer Name  g/& Branch Name
End Date 7 L A () Customer ID Invoice Number

Show Zero Dollar Invoices ] | Search

Drag a column header here to group by that column.

Invoice | Customer | Dept [ Date ] Total | Balance ] Actien | Pmt Date

5552306  Creative Intention... Primary  9/11/2008 $390.43 $390.43 Payment 1/8/2010
5552513 Creative Intention... Primary  10/17/20.. $1.064.83 $152.12 Payment 1/8/2010
5552567 Creative Intention... Primary 11/24/20... §1.460.34 $666.32 Payment 1/8/2010
5552619 Creative Intention... Primary  12/12/20.. $993.84 $293.84 Payment 1/8/201¢
5552625  Crestive Intention.. Primary  12/12/20.. $811.30 $811.30 Payment 1/8/2010
5552693 Creative Intention... Primary 1/16/2008 $131.84 $153.72 Payment 1/8f2010
5552720 Creative Intention... Primary  1/30/2008 £633.83 $633.83 Paymen 01/08/2010 ~
5553141  Creative Intention... Primary  5/25/2009 $342.12 $34212 Payment 1/8/2010
5553142 Creative Solutions  Primary  5/25/2009 $882.00 $661.50 Payment 1/8/2010

SaTE AT D ate ranan ennn T

Total Payments: $0.00

Use the keyboard's Ctrl (Control for selecting individual lines) or Shift (for selecting a group of lines) while
left-clicking to select Invoices to be paid by a lump sum check (as shown above) and then click on the

button to display the form below.
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In the form to the left enter the
Check Number and Amount from the
check and click Save to post against
the Invoices selected.

Check Number 82458

Amount $1,203.54

» Amounts
Post Payments

enter payment amounts

Quick Pay
Start Date Rl A B Customer Name  grg Branch Name
End Date S B Customer ID Invoice Number
Show Zero Dollar Invoices [ | | Search |

Drag a column header here to group by that column.

[ — I

Invoice # | Customer ] Dept [ Date |Total j Balance |Action ‘ Pmt Date Reason |Check # ] Pay Amount [
5552306  Creative Intention.. Primary  8/11/2008 $350.43 $39043 Payment 1/8/2010 $0.00
5552513  Creative Intention... Primary  10/17/20.. $1,064.83 $§152.12 Payment 1/8/2010 49382 §152:12
5552567  Creative Intention... Primary  11/24/20.. $1460.34 $666.32 Payment 1/8/2010 938285 $656.32
5552619  Creative Intention.. Primary  12/12/20.. $993.84 $093.84 Payment 1/8/2010 $0.00
5552625  Creative Intention.. Primary  12/12/20.. £811.30 £811.30 Payment 1/8/2010 $0.00
5552693 Creative Intention... Primary 1/16/2005 §131.84 §153.72 Payment 1/8/2010 598123 $150.00
5552720  Creative Intention... Primary  1/30/200% $633.83 $633.83 Payment 1/8/2010 $0.00
5553141  Creative Intention... Primary  5/25/2009 $342.12 $34212 Paymen 01/08/2010 = $0.00
5553142  Creative Solutions  Primary  5/25/200% $882.00 $661.50 Payment 1/8/2010 $0.00

rrEaasT e e e S R ~infanna ey A £ATT AT Beiaeama A ininnsn fainn YL

Total Payments: $968.44

The oldest Invoices of those selected will be paid off first when using the lump sum option. Once all
payments have been entered click Nexr to continue with the payment posting process.

*Note — Any Invoices that are short paid will have the Pay Amount highlighted in red as displayed above.
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4) Post Payments.

Click Post Payments to finalize your payment posting batch. The total payments for the batch will be listed
at the top.

| payments - post payments

post payments
Total Payments: ($53,585.45)

Amounts
» Post Payments

P,
kQ/// Post Payments
Print Batch Report

Print GL Batch Report
*Note — If auto-posting is turned on in your system, step number four can be skipped.

5) Print Reports.

Once Post Payments has been selected the user can display and print the batch reports. The Batch Report
lists out all payments/adjustments posted in the batch (as shown below).

AR Batch Deposit

High Tech Staffing entyLevelpieisz) LN PWO rks
AR Posting Batch 1D: 222 software
Action Inv Ident Invoice Date Invoice Amount Balance Amount Pay Amount Pay Date
Customer ID: 779088 Crom Equipment Incorporated
Check #: Check Totals: ($87,800.00)
Payment 3863 B8/22/2008 ($87,800.00) ($10.00) ($87,800.00) 3112009
CustomerTotals: ($37,500.00)
Customer ID: 10623 Crom Equipment
Check #: 483923 Check Totals: $13,994.00
Payment 4237 12/2/2008 54.609.46 50.00 54,609.46 3112009
Payment 4285 1211212008 54,024.40 £0.00 54,024.40 3112009
Payment 4377 2M6/2009 S5, 360.14 £0.00 £6,360.14 3M11/2009
Check #: Check Totals: $1,761.00
Payment 4244 12/2/2008 £1,088.00 £0.84 £1,088.00 31112009
Payment 4291 12/15/2008 S673.00 (S0.50) £673.00 31112009
CustomerTotals: $15,755.00
Customer ID: 778105 Crom Equipment
Check #: 453923 Check Totals: $213.50
Payment 4245 12/2/2008 5213.50 20.00 £213.50 3M1/2009
CustomerTotals: $213.50
Customer ID: 779254 Crom Equipment

The GL Batch Report is a summary of the GL entries that will be affected by these payments.
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AR Batch GL -
High Tech Staffing Entity Level (Hierld 2) tem PWO rks

AR Posting Batch 1D: 222 software
Debit Account Credit Account Amount
Cash AR (553,585.45)
Report Totals ($53,585.45)
page 1 of 1 generated 3/M1/2008 3:36:13 PM by TEMPWORKS\alisha .

6) Finish.

Once payments have been posted and the reports have been viewed and/or printed, click on the Finish
button in the lower right to close the payment posting form.

Closing the Week

Closing the Week finalizes all of the sales and gross profit numbers and allows users to start time entry
processing for the next Weekend Bill. Before the week can be closed the following steps need to be
taken.

1) Check the Incomplete Transactions Report.

If any time entry Transactions are listed in the Incomplete Transactions form it means that further
action needs to be taken to complete the Transactions through the posting process. All Transactions must
be completed through the posting process before the week can be closed.

i Actions [ 4
Pﬂer" / MOKING Drag a column header here to group by that calumn.
Current Weekend Bill Employee > | Customer Depariment Job | Proofed ‘ Paid |Invc|iced | Posted |
3/8/2009 Gallagher, Matt E Crom Equipment Primary Data Entry [x] 1] [x] [
2 i i i 37 [x X E
© 138 Unised Timeshoets Dunn, leff ZZAardvark Industries HR Test Repair Ope. D D IJ E
® 6 Timesheets Not Paid bommett, adrew Electro admin Adminsupport/..  [%] [x] | [
bommett, adrew Electro: admin Adminsepportf..  [X] [%] =l =]
payroll and invoicin: =
< Barker, Shannon zzAaronTest Brimary Unknown E‘ D D u
€ eny
» incomplete transactions Barker, Roberto ZzSprtely Inc. Chemical Electrician [x] %] ] Ll
T Barker, Roberto ZZSpritely Inc. Chemical Electrician 5] [%] =] [m]
po setup Abootorabi, Deborah Cram Equipment Corporate Forkiift [x] [ [m] il
Abontinag, Susie The Home Depot Accounting Accounts Payable |£| D IE D
Aardson, Steve Cram Equipment Corporate Forklift 3] =] =] [=]
Aardson, Steve ABC Accounting Forklift |i| D D [®]

This form is located in the Pay/Bill section. Click on Incomplete Transactions from the menu on the
left to display. Use this form to determine where Transactions are at in the process.
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2) Complete Transactions through Proofing.

Fay £ bill Carenaa

select session
Select a transaction session to proof.

Session ID J Service Rep CTXNS Records [

If there are unfinished
7 Proofing sessions they
Jeft Bradtord 1 need to be completed.
Follow the steps in the
Proofing section earlier
in this manual.

Alisha Arnold 9

jason

3) Complete Transactions through Payroll.

If there are unfinished Payroll sessions they need to be completed. Follow the steps in the Payroll
section earlier in this manual.

choose payroll run
Payroll Summary Please choose a payroll run to print.
Print Checks
Drag a column header here to group by that column,

RunID | Run Type ! Created | Weekend 8ill Rep Name Checks

1783 CheckRun 2/19/2009 2/22/2009 mikeb

1785 CheckRun 2/19/2009 2/22/2009 mikeb
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Payroll

If a Payroll run has no Transactions or
incorrect Transactions you can select
Abandon a payroll run.

iy Start or continue a payroll run
= Printa payroll run

> Abandon a payroll run
Q. Manage ACH / Positive Pay files

- Test print a paycheck

choose payroll run
Abanden Run Please choose a payroll run to abanden.

Select the Payroll run to be
abandoned and then click
Next.

Drag a column header here to group by that column.

RunID Run Type \ Created Weekend Bill | Rep Name Checks
1833 CheckRun 3/11/2009 3/8/2003 alisha

Cancel

payroll - abandon run

abandoning run
* Abandon Run

Once the run has been
abandoned, click Finish to
close the form.

Q / Selected payroll runs were abandoned
W




Payroll

All Direct Deposit (ACH), Prenote and
Positive Pay files must be created.
Click on Manage ACH/Positive Pay Files
to create these files before closing the
week.

iy Start or continue a payroll run
= Printa payroll run

> Abandon a payroll run
\{/ Manage ACH / Positive Pay files

- Test print a paycheck

-

P ach management - start

ach file type
Choose which fype of ACH run to start

» Start
Setup
Save File

Select the type of file(s)
that need to be created
and then click Next.

-
» Create payment and prenate ACH file

4", Create payment only ACH File

-
g Create prenote-only ACH file

ﬁ Create positive pay file

payment and prenote file settings

Start
. Complete the information below
Verify (and/or change) i =
the ACH Processing Date ACH Processing Date 03/11/2009
Weekend Bill Dats 3/8/2008 12:00:00 AM
and Bank Account then e o=
click Next.

‘ Cancel ‘ [ < Back \ [

136



e page caption
' 2:::3;“& Click the save button to download and save the ACH file CI|Ck on Save Flle tO Open
your file directory. Enter
the File Name and then

click on Save.
L Cancel 11
ach management - save file
S page caption
Setup Click the save button to download and save the ACH file Once the ﬁle haS been
peactie saved click on Finish to

close the form.

Save complete.

4) Complete Transactions through Invoicing.

If there are unfinished Invoice sessions they need to be completed. Follow the steps in the Invoicing
section earlier in this manual.

137



invoicing - continue

Start begm processing mvoices

» Continue Click next to create the run using the selected options.
Setup
Select Transactions Drag a celumn header here to group by that column.
View Transactions

Calculate RunID | Created | Run Type | Rep Mame |Invoices |Weekend Bill
Wiew Invoices 2
Print 1012 3/12/2009 941 AM  InvWeekly alisha 0 3/8/2009

Finish 1013 3/12/2009 241 AM  HoldOffMo alisha 0 3/8/2008

Cancel H < Back

Invoicing

If an Invoice run has no Transactions
or incorrect Transactions you can select
Abandon Invoice Run.

Process Invoices
9 Abandon Invoice Run

{ Email Invoices

@ Pay Invoices
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abandon invoice run

choose invoice run

- » Start
Se|eCt the InVOIce run to Abaandcn Run Please choose a invoice run to abandon.
be abandoned and then Drag a column header here to group by that column.
CIICk Next. 0 I Created Run Type Rep Name Invoices ] Weekend Bill

1012 3/12/2009 94L AM InvWeekiy alisha 0 3/872009
1013  3/12/2009 9:41 AM HoldOffMo alisha 0 3/8/2009

invoicing - abandon run

ot abandon run

» Abandon Run

Once the run has been
abandoned, click Finish to
close the form.

>/ ey
@' Selected invoice runs were abandoned.

>
)
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5) Send out Invoices that need to be Emailed.

If not all of the Invoice Emails have been sent they need to be completed through the Invoice Email
process. Follow the Steps to Send Invoice Emails section earlier in this manual.

Invoicing

») 0

Process Invoices
5 Abandon Invoice Run
L)
i Email Invoices

f%'f Pay Invoices

6) Finalize Payment Posting Batches.

If there are unfinished Payment Posting Sessions they need to be completed. Follow the steps in the
Steps for Posting Invoice Payments section earlier in this manual.

Invoicing

Process Invoices

) Abandon Invoice Run

j @ Pay Invoices
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7) Mark Transactions as not Payable.

If any of the Transactions processed for this Weekend Bill are “Bill Only” they need to be marked as such.

. Proofing

: =

—l_

{'_-.
Open the Proofing option under o
the Pay/Bill section and choose
Mark transactions as not payable. —— Proof transactions
I_£' - : Mark transactions s not payable

—— Mark transactions as not billable
View proofing report

View incomplete transactions

mark transactions as not payable - select session

S Select Sessian select transactions
Finish Please select transactions to mark as not payable.

Click on the \*" button to
check off all of the
Transactions as not payable.

Drag a column header here to group by that column,

Not Payable [«| |Employee 4 | Customer Skill Code Bill |

(%] Aardson, Steve ABC Forklift $0.00
X| Abontina, Susie The Home Depot Accounts Paya... $26.53

Right-click on the Transaction
line to view the timecard for
that Transaction.

Once the Transactions have
been selected, click Next.
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mark transactions as not payable - finish

o finished
Select Session
¥ Finish Transactions marked as complete

Once the Transactions have
been saved as “Paid
Complete”, click Finish to
close the form.

Transactions have been saved as paid complete, Press the FINISH button to close this window.

8) Mark Transactions as not Billable.

If any of the Transactions processed for this Weekend Bill are “Pay Only” they need to be marked as such.

| Proofing

Wa 4 Open the Proofing option under
the Pay/Bill section and choose
~— Proof transactions  Mark transactions as not billable.

—. Mark transactions as not payable

—

S 5 3
.« __-| Mark transactions as not billable

i View proofing report

| View incomplete transactions
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Click on the [ button to
check off all of the
Transactions as not billable.

Right-click on the Transaction
line to view the timecard for
that Transaction.

Once the Transactions have
been selected, click Nex:.

mark transactions as not billable - select session

P Sl Sesson select transactions

Einish Please select transactions to mark as not billable.

Drag a celumn header here to group by that column.

Not Billable / | Employee

a | Customer

Skill Code

Pay |

%] Aardson, Steve
Aardson, Steve
Aardson, Steve
Abootorabi, Deborah
Barker, Roberto
Barker, Roberto

bommett; adrew

ABC

Crom Equipment
Crom Equipment
Crom Equipment
ZZSpritely Inc.
ZZSpritely Inc.

Electro

Cancel

mark transactions as not billable - finish

finished

Select Session

¥ Finish Transactions marked azs not billable

Transactions have been saved as not billable. Press the FINISH button to close this window,

*Note — Once steps two through seven have been completed the Incomplete Transactions form

Forklift
Forklift
Forklift
Forklift
Electrician
Electrician

Admin.suppor...

$0.00
$10.00
$10.00
$10.00
$18.00
$18.00
$12.00

Once the Transactions have
been saved as “Not
Billable”, click Finish to
close the form.

should not display any Transactions. If there are still Transactions listed, one of the steps above has not

been completed.
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9) Close the Week.

Navigate to the Pay/Bill section and select the Acrions drop down menu from the Actions Bar. Select
Close week from the Record Actions to finalize all Transactions for this Weekend Bill.

[ ; B !P u
i - o i ®
Employee  Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

__‘ ;. Actions. ¥ K
Payrall / Invoicing ' I |
Current Weekend Bill _ Farm Actions
5/31/2009 i Payroll
® 118 Unused'ﬁmesheet;
oz ek - — If you don't change your hierarchy level prior to

selecting Close Week the prompt to the left will be

|0| You need to be in System at Memphis SE level to close the week.
displayed. Select Change Hierarchy and Continue t0

) Change Hierachy and Continue update your hierarchy level to “"System” and continue
Change the hierarchy to System .
and continue the close week process, W|th the C|Ose Week pI‘OCGSS.

= Cancel

L Cancel the close week process now. | Click Cancel to end the close week process at this
= — — point.

| close week

The close week wizard

. . . N s start
will now list out any time Do . , =
s You must finish all proofing sessions, payroll runs, invoice runs, and AR payment sessions
entry Prooﬁ ng sessK)ns, f:gzt R before you can close week. Use the list below to help you finish processing.
= | AR Payments Once all items are finished you will be able to close the week.
Payroll runs, Invoice | [

runs, or AR posting
batches that remain
incomplete.

Proofing Sessions
Payroll Runs
Invoice Runs

AR Batches

| cancet | [ Next> |

*Note - If any of these remain open you will not be able to close the week. Any open Proofing
sessions, Payroll runs, Invoice runs or AR posting batches must be finalized before the week can be
closed successfully.
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| close week - invoice run

invoice run
There are incomplete invoice runs. Please abandon or finish these runs.

Start
Proofing
Payroll

* Invoice Run

By clicking on the line of any sessions,
runs or batches that remain open it will
display a form similar to the one
pictured on the left.

AR Payments = "
Bk _R,Lm ‘ Rep. ‘ Hier A | Hier Type ‘ Ran

1079 mkramer TempWoarks S.... Entity 6/3/2009

Printed Take note of the unique ID number
and open that section of Pay/Bill to

complete the associated process.

*Note — You will have to change your
hierarchy out of “System” level to be
able to complete these functions.

l Cancel ‘7

| close week

¥ Start
Proofing
Payrall
Invoice Run
AR Payments
Once all of the Proofing .
sessions, Payroll runs, Invoice
runs, and AR batches have “0”

items listed click Next.

| close week - finish

il

finish

The week is ready to be closed.

Start

Procfing

Payroll

Invoice Run

AR Payments
¥ Finish

Closing the week cannot be undone. Please verify the information below:.

Closing Week: 5/31/2009 12:00:00 AM
Opening New Week: 6/7/2009 12:00:00 AM

7 1 Close Week

[ cancel J[ <ack J[ nexo

start

You must finish all proofing sessions, payrall runs, inveice runs, and AR payment sessions
before you can close week, Use the list below to help you finish processing.

Gnce all items are finished you will be able to close the week.

Proofing Sessions
Payroll Runs
Invoice Runs

AR Batches

¢
Click on the .. button to

close the week.

The user can now start the new
week by opening the Timecards
option and Create timecards from
open assignments for the new
Weekend Bill.
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