tempwvorks Help Documents

14R2 Enterprise Internal Staff Payroll

TempWorks' Enterprise consolidates internal staff and external temporary Employee Payroll processing
into one system. This is made possible by the internal company hierarchy. In most instances, only a few
users will have access to the “Staff” entity within Enterprise. If a user does not have access to the “Staff”

entity, they will not see it listed in the Switch Branch functionality from the E menu.

Selecting the Branch

Before adding new staff Employee records or Assignments and before doing Time Entry and
Payroll, the user must first select the “Staff” Branch from the hierarchy selector. To access the "“Staff”

Branch open the E menu in the upper left and select Switch Branch.

Bli)s Enterprise -V

rl'l

wizard - select - select

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

System
SupEntity
Entity
Branch

Grouping

4 ARA Inc (Entity)
4 Staff_EINC53 (Class)
[ARA Inc. - Philadel_Staff (Branch)]
4 Temp_EINC53 (Class)
ARA Inc. - Philadelphia (Branch)

In the view above you can see the form that opens when Switch Branch is selected. You will choose the
appropriate hierarchy level (“Class” level in the example above) for your company and then select the
Branch listed under the “Staff” entity ("ARA Inc — Philadel_Staff” above). Then click Next at the bottom of

the form.

On the Summary screen of the hierarchy wizard it will display

Hierarcy Level Class

Branch ARA Inc. - Philadel_Staff the Hierarchy Level and Branch that have been selected.

Click the Finish button at the bottom of the form to update Enterprise to the “Staff” Branch.

*Note — The Hierarchy Level that you select for your internal staff Payroll may differ from what is shown

here.
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Adding Staff Employees

Once the “Staff” Branch has been selected, open the Employee record area and add the staff Employee

in the same way that a temp Employee is added. The Branch that the Employee is associated with will

be “Staff”.

4 New Employee Q Search Actions Reports Favorites & ’
Taylor L Thompson :
7194 1st Ave. personal information address
Eaan Last Name Thompson Street | 7194 1st Ave.
~ First Name Taylor Initial Street 2
i j Nickname City Eagan
o ssn 695-83-8347 State | MN Zip | 55121
O » methods D 178276 Contact ID County Dakota School
ast jobs
aorkjemence Act. Date 4/5/2010 9:32:00 AM  Deact. Date Country United States of America
education I .
Sl hiring information
direct hire Order Type TE I Branch ARA Inc. - Philadel_Staff
;i:i;lndr?:;ynt restrictions Hire Status Eligible for Hire tatfing Specialist alisha 2.
interpersonal Profession All Interviewed By alisha
;T:;;zdn::?n Washed Status  familiar Entered By alisha
test scores Resume On File [] Vendor N/A
unemployment -
KW | [90nFie [x] Job Title
tasks o3 i e ® Vv B Expire Date =] How Heard of N/A
There are o tasks to display. Orientation Date How Heard Details
You can adjust your filter P
settings to customize this Anniversary Date Z5| Numeric Rating 0
view. : >
background information
Convictions Security Clearance
equal opportunity
Birth Day 4/5/1877 A5} Nationality American Indian or Alaska Native [F] Disabled
Gender M [] Veteran

The Employee Details form above shows the Branch is "ARA Inc — Philadel_Staff”. Make sure that the
Last Name, First Name, SSN, Street, City, State, Zip, and Branch are correct before processing Payroll for

this Employee.

*Note — It is extremely important that the Zip code for the Employee is accurate because it is used for
calculating Payroll Taxes for the Employee’s Paycheck. The Zip code indicates if any local Taxes are

applicable based on where the Employee lives.

As this Employee is internal to your company, most of the Employee forms will not need to be
completed. If you wish to track information like Past Jobs, Contact Methods, Education, etc. for your
internal staff, the functionality is certainly available. However, since you are not looking to place these

people in other positions it's not necessary to have this information in the database.

*Note — If you need to track equal employment opportunity information for the Employee it will need to
be filled out on the Details form as shown above.
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R — _ox

. = - .
0 a R & b =
'( Employee JRETRGTITS Order Assignment  Contact Pay / Bill Calendar Reports Email
4 NewEmployee Q Search Actions Reports Favorites > K
Taylor L Thompson e
7194 1st Ave. general information temporary address
Eagan, MN 55121 Pay Setup Complete [X] Use Temporary Address [I]
178276
P Employee ID 17 Street _
City
VISIﬁ!e State Zip Ca— !
» pay setup Country
OTiC pay
adjustments required tax information payment options
accruals Federal Exemptions 2 Electronic Pay Setup Complete [~
s Mail Check and/or Stub x|
pay history State Exemptions 2 S ICEKANOLCH
documents Federal Add. Withholding  $0.00 e e
Ll o Default Pay Rate
search 3 3 5
Dependents 0 Maximum Deduction Percent 50
Marital Tax Status S Single Note to Payroll
Tax State MN
i MNMAR
tasks @ '- S8 Vv State Juris
) There are no tasks to display. Tax By State [F]
~ You can adjust your filter
settings to customize this
view. local taxes automatic delivery method change
Local taxes are automatically determined by the employee's zip code. Use these options to automatically change check delivery on the
Manual changes should not be necessary. specified activation date.
Exempt
County Tax [E Activation Date (e
City Tax | New Delivery Code
School Tax Mail to Permanent Address [I]

On the Employee Pay Setup form make sure that the Federal Exemptions, State Exemptions (if

applicable), Federal Add. Withholding, Marital Tax Status, Tax State, and State Juris (if applicable) are correct.

If the Employee works remotely from their home in another state, click in the Tax By State check box.
Using the Tax By State functionality will override the Work Site information from the Order and only Taxes

the Employee based on their Tax State.

*Note — if the Employee wishes to receive their Paycheck or check stub at a different address than
their main address, fill out the Street, City, State, and Zip fields in the Temporary Address section. Then
check off the box for Use Temporary Address. The Tax calculations will not change; they will still be based

on the Zip code selected in the Employee’s Address section on the Details form.

Once the Pay Setup form is completed with the correct information, you can add a direct deposit
account to the Electronic Pay form, enter recurring (weekly) deductions from the Adjustments form, add

Accruals, and additional Taxes.

*Note — It is extremely important that the Employee’s Tax deductions (including County Tax, City Tax,
and School [District] Tax if applicable) are set up correctly before the first Paycheck is issued, otherwise

the check may need to be reversed or voided.
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Setting up the Company Customer Record

Once the “Staff” Branch has been selected, open the Customer record area and add the Customer in
the same way that a temp Customer is added. The Branch that the Customer is associated with will be
“Staff” (displayed on the Sales & Service form).

— —— — — ~

| E rempworis Encerprise | ) = = v _ox

"2 A" E 2R &R "
Qv

(TG Customer Order Assignment  Contact Pay / Bill Calendar Reports Email

4 New Customer Q Search Actions Reports Favorites <>
ARA Staffing Inc 5
Primary customer information
3140 Neil Armstrong Blvd Customer Name ARA Staffing Inc Status Z Non A/R Transactions. Do not invoice.
Eagan, MN 55121 =
Department Primary ctivation Date 72010 i)
P Customer ID 779851 Date Created  4/5/2010 10:25:00 AM
Parent ID
W e contact information billing address
departments Street 1 3140 Neil Armstrong Bivd Attention To
worksites Street 2 Street 1
sales & service : =
interest codes Gty =3930 Street 2
assignment restrictions State MN Zip 55121- City
z E ,rma R Country United States of America State Zip =
invoicing
defaults Country United States of America
messages Website
documents

search -
tasks @ © & Vv
Send Resume to Supervisor

contact roles

No Records Found sales tax

Sales Tax Goods ~ N/A

[l Candidate Follow-up
[ Sales Tax Services  N/A

‘ Candidate Follow-up

default worksite

Work Site.| ARA 53140 Neil
3140 Neil Armstrong Bivd
Eagan,MN 55121

| 2 & (@] ] $ You have 2 alerts.

The Customer Details form should have the Customer Name, Street 1, Street 2 (if applicable), City, State,
and Zip code for the main Branch. As no Invoices will be created, the Billing Address section can remain

blank. The Customer Status should be “*Z Non A/R Transactions. Do not invoice.” (as outlined in red

above).
v = e e T T T T—SS—_—_—m"—"—j—mmnm—§—5.——§5
== MNew Customer O Search Actions Reports Favorites <=
ARA Staffing Inc v
Primary

3140 Neil Armstrong Bivd m ; o o al

Eagan, MN 55121 rag a column header here to group by that column.

D | Active | Description 4 | Street | City State Zip
- 2536 X Corporate Office 3140 Neil Armstrong Bivd Eagan MN 55121

visifile 2537 %|  Minneapolis Branch 5948 3rd Ave. Minneapolis MN 55404
details

contact methods 2539 X Plymouth Branch 5838 1st Ave, Plymouth MM 55441

_ “\ 2540 X Savage Branch 5084 West Ave. Savage MM 55378
» worksites

N e 2538 X 5t. Paul Branch 5839 Wabasha 5t. Saint Paul MM 55104

interest codes 2541 x Stillwater Branch 6847 River St. Stillwater MM 35082

Set up Worksites for the Branch locations. Each Order that is created will have one of the Branch

Worksites selected.
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*Note — It is extremely important that the Worksites are set up with the correct Streetl, Street2 (if

applicable), City, and Zip in the Worksite Details section and that the correct State is selected in the Tax

Information section. The Worksite is used to determine any Tax reciprocity rules that exist between the

locations where the Employee lives and where they work (based on the Work Site chosen in the Order).

Creating Staff Orders

Once the “Staff” Branch has been selected and the company Customer record has been set up, open the

Customer record area and add the Order in the same way that a temp Order is added (Actions drop

down menu/New Order). The Branch that the Order is associated with will be “Staff”.

N >

ARA Staffing ...
Not Specified

e

interest codes
required documents
vendors

candidates

Jjob posting

messages

documents

search

tasks @ W © & Vv
There are no tasks to display.
You can adjust your filter
settings to customize this
view.

4 NewOrder Q Search

customer information
ARA Staffing Inc

Actions ¥ Reports ¥ Favorites ¥

Web Options

Customer Work Site Corporate Office
3140 Neil Armstr

Department Primary Eagan, MN 55121

CustomerID 6120

Directions

Worker Comp MN8810

job information
Required 1 Assigned 0

Order Type PR Payrolled

Job Title

Description

Not Specified

Dress Code
Safety Notes
Start Date 1/1/2008
Duration Indef
Est. End Date

Shift

Start Time End Time

Shift Notes

[F] Sun [F] Mon [F] TuesT] Wed [F] Thu [F] Fri [F] Sat

financial details

Pay Rate $0.00
Bill Rate $0.00
Overtime Bill

Doubletime Bill

Overtime Plan ~ Salary
contacts

Multiplier None
Pay Periods 24
GP Percent

GP Estimate

Desired GM %

No Records Found

other information
Status Unfilled
Taken By  alisha
Sales Team ARA

Branch

ARA Inc. - Philadel_Staff

- =

Notes

The Order needs to have the correct Work Site and Worker Comp code. The Order Type chosen should be

“PR Payrolled” as the internal staff Employees will be on long-term Assignments. The Overtime Plan

("Salary” or “PlanSTD") and Pay Periods need to be selected on the Order.

*Note — The correct Work Site and Worker Comp code need to be chosen on the Order before any

Assignments are created, as neither of these fields can be changed on the individual Assignment

record.

The Job Title, Start Date, and Pay Rate can be selected on the individual Assignment record. If a

different Work Site, Worker Comp code, Overtime Plan, or Pay Periods is needed, a separate Order will

need to be created.
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*Note — If the internal staff are paid weekly select “52” (default) from the Pay Periods drop down menu,

for bi-weekly staff Payroll select “26”, semi-monthly is “24” and monthly is “12".

Assigning Staff Employees

Once the “Staff” Branch has been selected and the Order record has been set up, open the Order record
area and add the Assignment in the same way that a temp Assignment is added (Actions drop down
menu/Create New Assignment or Assign [insert open employee record here] to this Order). The “Staff”

Branch will be associated with this Assignment.

. = New Assignment Q Search | Actions ¥ Reports ¥ Favorites ¥
Wentz, Ingrid W ¢ i W
ARA Staffing Inc assignment information financial details
Not Specified Employee Wentz, Ingrid W Multiplier None Overtime Factor | 1.5
Aldent 178279 Hourly Bill $0.00
e timer ARA Staffing Inc Salary Bill $0.00
- Unit Bl $0.00
Department Primary
Other Agency Pay
el e Overtime Bill $0.00 Overtime Pay  $0.00
Assignment ID 61048 Doubletime Bill $0.00 Doubletime Pay  $0.00
Temp Phone  (952) 341-6958 Company ARA Inc.
Status Open EINC 53
w2 X
job information Worker Comp Code  MN8S10
Job Title Recruiter Payroll Notes
Business Code
Start Date /1/2008
tasks @ W © & v EEIEETEEHES
There are no tasks to display. Actual Date Ended N :
You can adjust your filter other information
s'ettings to customize this Shift Sales Team ARA Assigned  4/5/2010 11:32:00 AM
view.
Start Time End Time Service Rep alisha Entered By alisha
Shift Notes Branch ARAInc.- Pl [F] Do Not Auto Close

Perf Note
|:] Sun D Mon [:l Tue [F] Wed [F] Thu D Fri [F] Sat

Enter the Employee’s office number in the Temp Phone field, the Status should be “Open”, select the Job
Title, Start Date, enter a Start Time and End Time, and add the Hourly Pay Rate or Salary. The Hourly Bill
and Salary Bill fields will remain blank.

*Note — For exempt (salaried) Employees the amount entered into the Salary [Pay] field should be the
amount they receive per pay period. In the example above the Employee’s annual salary is $43,000
paid bi-weekly (26 pay periods) so the amount entered is “$1,653.85". If the Employee was paid semi-

monthly (24 pay periods) the amount would be “$1791.67"” for the same annual salary.
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. =4 New Assignment Q, Search Actions Reports Favorites ¥ <>
Mathison, Wendy i o
ARA Staffing Inc assignment information financial details
Not Specified Employee Mathison, Wendy Multiplier None Overtime Factor 1.5
Aldent 178277 Hourly Bill $0.00 Hourly Pay Rate | $14.50
S omer ARA Staffing Inc Salary Bill $0.00 alary 00
3 Unit Bill $0.00 Unit Pay Rate $0.00
Department  Primary
Other Agency Pay

Order ID 18932 il

Overtime Bill $0.00 Overtime Pay $21.75
Assignment ID 61045 Doubletime Bill $0.00 Doubletime Pay  $0.00
Temp Phone  (952) 341-4837 Company ARA Inc.
Status Cpen EINC 53

W2 x|

job information

Worker Comp Code MN8810
Job Title Receptionist/Typist i

tasks @ W © ® Vv
) There are no tasks to display.
~ You can adjust your filter

Business Code

Start Date 1/1/2008
Expected End Date

Actual Date Ended

Payroll Notes ]

other information

settings to customize this
view.

Shift Sales Team ARA Assigned  4/5/2010 11:31:00 AM

Service Rep  alisha Entered By alisha

Start Time End Time

Shift Notes Branch
Perf Note

ARAInc. - Pl [F] Do Not Auto Close

[F] Sun [F] Mon [F] Tue [F] Wed [F] Thu [F] Fri [F] Sat

The screen shot above displays an Assignment created for a non-exempt (hourly) staff Employee.
The Hourly Pay Rate is entered (outlined in red) and during Time Entry the number of hours that the

Employee worked will be input.

If a staff Employee leaves or is let go, enter the last day of their employment with your company in the

Actual Date Ended field and change the Status to “Complete”.

*Note — The Status, Start Date, and Actual Date Ended fields will determine if a Transaction is created for

the Assignment record so that Time Entry can be completed.

If a rate change is going to be applied to this Employee for a future Start Date, use the Extend
Assignment functionality available from the Form Actions section of the Actions drop down menu. For more
information on this function download the help document entitled “14R2 Enterprise Assignment Rate
Changes” from the following link:

http://www.tempworks.com/ClientServices/documents/14R2EnterpriseAssignmentRateChanges. pdf
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Paying Staff Employees

Once the “Staff” Branch has been selected and the Employees’ Assignments are set up, click on the
tab for Pay/Bill to complete Time Entry, Proofing, and Payroll for the internal staff.

@ el e B

Employee  Customer  Order  Assignment Contact [ESVWETIM Calendar  Reports Email

Actions [ 4
Kent, Jonas R

ARA Staffing Inc, Primary 5 timecards P >
grelliE=esl Filter Employee Name 7 | Starts With Filter Text o % [E] Show only unused timecards

Drag a column header here to group by that column.

5. | Name 4 |customer & |Department o |Pay. © a |Shift |RTHrs  |OTHrs x |Bill | Pay |WEDa.. ©
Kent, Jonas R ARA Stzffing Inc  Primary Reg 0.00 ] $0.00 $18.50 6/1/2008
Mathison, Wendy ARA Staffing Inc  Primary Reg 0 0 $0.00 $1450 6/1/2008
Moss, Charlie @ ARA StaffingInc  Primary Reg 0 ] $0.00 $0.00 6/1/2008
Thompson, Taylor L ARA Staffing Inc  Primary Reg 0 0 $0.00 $000 6/1/2008
Wentz, Ingrid W ARA StaffingInc  Primary Reg 0 0 $0.00 $0.00 6/1/2008

invoice register
po setup

Follow the steps listed in the 12R8 Enterprise Back Office Training Manual to create the Transactions that

appear in the Time Entry form. For all non-exempt (hourly) Employees enter the RT Hrs (regular time)

and OT Hrs in the appropriate fields.

*Note — The non-exempt Employees will have an actual amount in the Pay field. The exempt

Employees will have a “$0” amount listed there.

Actions | 4

Moss, Charlie Q
ARA Staffing Inc, Primary 5 timecards p o
Recruiter Filter Employee Name Starts With Filter Text a [E] Show e i

Drag a column header here to group by that column.

S.. | Name 4 | Customer A | Department a | Pay.. 4 | Shift j RTHrs % ‘ OTHrs % I Bill | Pay | WE Da... - |

7rl(eTt,Jonas R - ARA ;mfﬁng Inc e Primary = Reg - - 4(7)7 0 SODOW 3718.5077 6/1/2008
Mathison, Wendy ARA Staffing Inc ~ Primary Reg 40 2 $0.00 $14.50 6/1/2008
Moss, CharlieQ  ARAStaffinginc  Primary Reg 0 0 $0.00 $0.00 6/1/2008
Thompson, Taylor L ARA Staffing Inc  Primary Reg 0 0 $0.00 $0.00 6/1/2008
Wentz, Ingrid W ARA Staffinginc  Primary Reg 0 0 $0.00 $0.00 6/1/2008

invoice register
po setup

&' Detailed Timecard

Adjustments Overrides Codes

[F] Hourly  [x] Salary payroll info
salary units WE Bill
5173077 WEDate  6/1/2008 &)
Salary $1,730.77 Units 0.00
tasks @ &8 v ;
o I ¢ $0.00 Unit Bill | $0.00 Work Date (&)

) There are no tasks to display. Bill Amount
You can adjust your filter Total Reqular Hours 0.00 Unit Pay $0.00 Inv Date

settings to customize this Re
view. [X] Salary Approved Pay Code Reg
Skill code  Recruiter

PO Num
Payroll Note

For the exempt (salaried) Employees, select their Transaction line and expand on the Detailed Timecard
section (shown above). The Salary box will be checked because the Assignment is set up with a Salary
instead of an Hourly Pay Rate. The Salary from the Assignment will be listed. Click in the Salary

Approved check box (outlined in red) to indicate that the Salary for this Transaction is approved. The Total
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Regular Hours can be entered for Reporting purposes, but a salaried Employee will not be paid based
on the number of hours they worked.

Actions K
Thompson, Taylor
L 5 timecards - i 2 5}
Filter Employee Name Starts With Filter Text 5 [F] Show only unused timecards

ARA Staffing Inc, Primary

Drag a column header here to group by that column.

S... | Name a | Customer 4 | Department a |Pay.. & | Shift | RT Hrs x | OTHrs % ] Bill | Pay | WE Da... -

> Kent, Jonas R ARA StaffingInc  Primary Reg 40 0 $0.00 $18.50 6/1/2008

2 Mathison, Wendy ARA Staffinginc  Primary Reg 40 2 $0.00 $14,50 6/1/2008

POl and vong * Moss, Charl ARA Staffing Inc P R 6/1/2008

> time entry loss, Charlie Q. taffing Inc rimary eg 0 0 $0.00 $0.00 /:

incomplete transactions * Th Taylor L ARA Staffing Inc__ Primary Reg 0 0 $0.00 $0.00 6/1/2008
check register Add Adius t t+ A

eg Wentz, Ingrid W | & Add Adjustment Alt + A 0 0 $0.00 5000 6/1/2008

invoice register

po setup View Assignment

-«
§¢ View Customer
z View Employee

View Order

W Refresh Timecard from Assignment

tasks @ W © & v
There are no tasks to display.
~ You can adjust your filter

setting stomize th

If an Employee should be paid commission, right-click on their Transaction line from the Time Entry

Create Duplicate Timesheet

spreadsheet then select Create Duplicate Timesheet from the drop down menu. This will insert another

Transaction line for the Employee with the same information from their Assignment.

-
Actions ¥ K
Thompson, Taylor
L 6 timecards - £ 2 )
Filter Employee Name Starts With Fitter Text Q [F] Show only unused timecards
ARA Staffing Inc, Primary
Salesperson Drag a column header here to group by that column. m
S... | Name ~ |Customer & |Department a |Pay.. © a |shift |RTHrs % |OTHrs % |Bil | Pay |WEDa.. # o
4 Mathison, Wendy ARA StaffingInc  Primary Reg 40 2 $0.00 $1450 6/1/2008
" Moss, CharlieQ  ARAStaffinginc  Primary Reg 0 0 $0.00 $0.00 6/1/2008
aaalband invoicin:
@ 9 Thompson, Taylor L ARA Staffing Inc  Primary Comm 0 0 $0.00 $0.00 6/1/2008
— ransactions " Thompson, Taylor L ARA StaffingInc  Primary Reg 0 0 $0.00 $0.00 6/1/2008
KYOatT Wi Ingrid W ARA Staffing | Pri R $ 6/1/2008
invoice register entz, Ingri taffing Inc rimary eg 0 0 $0.00 0.00 vl
PO =ctip @ Detailed Timecard
Pay and Bill Rates Adjustments Overrides Codes
[F]Hourly  [X] Salary payroll info
salary units PNE Bl
<00 . 1 WE Date | 6/1/2008 [
Salai $0.00 Units i i
tasks @ W © ® v : e 0.00 #Bill | $0.00 Work Date (25
There are no tasks to display. Bill Amount $0.00 B $0.0
You can adjust your filter Total Regular Hours 0.00 Unit Pay $456.33 Inv Date
settings to customize this C
iew. [7] salary Approved b2y, Cade -
Skill code  Salesperson v
PO Num
Payroll Note

In the Detailed Timecard for the newly created Transaction change the Salary to “$0”, enter *1” in the
Units, enter the commission amount in the Unit Pay field and change the Pay Code to “Comm”

("Commission”). A bonus is handled the same way except that the Pay Code will be “Bonus”.
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Proofing Internal Staff Time Entry

Once all of the Time Entry (includes entering hours, approving salary, adding one-time Adjustments,
bonuses, commissions, PTO, vacation, etc.) has been completed click on the Payroll and Invoicing

option from the menu on the left and then select the Proofing option.

\\ke;‘, B Actions | 4

Payroll / Invoicing

Current Weekend Bill

6/1/2008

® 1 Unused Timesheets | Prooﬁng
“ 0 Timesheets Not Paid f

» payroll and invoicing

incomplete transactions
check register

invoice register

po setup

— Proof transactions
—. Mark transactions as not payable

— Mark transactions as not billable
tasks @ W © & Vv
There are no tasks to display.
"~ You can adjust your filter
settings to customize this
view.

View proofing report

i View incomplete transactions

Choose Proof Transactions from the Proofing box. This will open to display the Time Entry sessions of

any users that have access to the “Staff” Branch.

*Note — Until some type of input has been entered in the Time Entry form, the Transaction will not be
added to the user’s session. If the Employee is only being paid their Salary (no bonuses, commission,
one-time Adjustments, etc.) for the pay period, then the Salary Approved check box must be checked off

before the Transaction will show up in a Proofing session.

Follow the steps for Proofing as shown in the 12R8 Enterprise Back Office Training Manual.

*Note - If you receive an error that states “Nonzero salary or salary bill unapproved”, navigate to the
Transaction, expand the Detailed Timecard and click in the Salary Approved check box in the Salary form if

the Salary is correct. If not, enter the corrected amount.

Once the Proofing has been completed, follow the steps for Payroll as detailed in the 12R8 Enterprise
Back Office Training Manual. This manual can be downloaded from the following link:

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseBackOfficeTrainingManual.pdf
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Prior to Closing the Week

. . . Before the week can be
mark transactions as not billable - select session

closed the internal staff

Time Entry Transactions

e select transactions

ECh Please select transactions to mark as not billable. need tO be ﬂaQQEd as

Mot Billable |« Employee & | Customer Skill Code

“Invoice Complete”. To

E‘ Kent, Jonas R ARA Staffing Inc Payroll Clerk |1
Mathison, Wendy ARA Staffing Inc Receptionist/Typist dO thIS, Open the

Maoss, Charlie O ARA Staffing Inc Recruiter P roofl ng Optlon from the
Thompson, Taylor L ARA Staffing Inc Salesperson
Thompson, Taylor L ARA Staffing Inc Salesperson Payro“ a nd Invoici ng
Wentz, Ingrid W ARA Staffing Inc Recruiter . -

form in the Pay/Bill tab.
Then select Mark

Transactions as not Billable

to open the form
displayed to the left.

Select Session finished
i » Finish Transactions marked as not billable

The form to the right will be
displayed to indicate that the

Transactions have been

posted as “not billable”.
Click the Finish button to

Transactions have been saved as not billable. Press the FINISH button to close this window.

close the form.

Still Have Questions?

For more information about internal staff payroll contact our customer support group at 651-452-0366 or

by sending an email to support@tempworks.com.

To schedule training on internal staff payroll, submit suggestions on how to improve this document, or to
request documentation on other Enterprise functionality please contact Alisha Arnold (Corporate Trainer)
at 651-287-8370 or by sending an email to Alisha@tempworks.com.
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