tempworks

software

Help Documents

14R2 Enterprise Invoice Set Up

Enterprise offers a lot of flexibility when it comes to Invoices. The system default is a

Invoice processing schedule with a print Counto f

Invoice for the Customer.
*Note—T h e

frequency being equal.

"

"

2TV Customer

Creative Solutions

Primary billing schedule

123 Main St
Eagan, MN 55121
(651) 555-1212 x123

[F] Bill customer daily

invoicing

~ Style 0
Visifile : Count 3-
details 4, Invoice Method
invoicing

invoice detail 5. tmail Template

= R Currency 6.
billing D
agjusanent 7- Invoice Handling
s Ll Max Invoice 8-
po setup
misc ' .
defaults Invoice Recipients

messages

4 New Customer Q Search Actions Reports Favorites

1.

[F] Bill monthly?  Bill On...

Invoice

ik

Print Only

Invoice to Contact

usb

9.

No Records Found

Order Assignment  Contact Pay / Bill

“ 1" Transattiorsdorisolidated on a single

system def dnvbicingdsfrefefriligetaakd uys”t o mPayirol and Invoice

f

Reports Email

Call-Em-All

)

Create Separate Invoices For Each

[F] Department [7] Branch 0
[] Order [F] Worksite -
[F] Assignment  [] Supervisor
— [F] Employee Id [] Job Title
[F]WeekEnd  [] Sub-entity
[F] Cost Center 7] Division
[F]ro ['] Department Address

4 Invoice Line Items 11. w

No Records Found

documents
search

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

% You have 1 alerts. |

To view or edit the set up, open the Customer record to the Invoicing/Billing Setup form.

Areas of the Primary Customer Billing Setup form (numbers in red above):
1) Billing Frequency-Def aul t s t o “ We e Paysoll and Indoice freguentygaret h a t

equal. Other options are Bill Customer Dailyand Bill Monthly. Il f-weekhgi frequency i
selected the Bill On field must be populated with the week of the month that the Invoice will be
printed.

*Note — When the Invoice should print the last week of the month in a month with five processing

weeks

or emirime nt o8 yitw e k Inyoice printingis neededselect “1 gnore Bill Cyc

Bill On drop down menu.
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tempworks (continued)

2) Style— This is the Invoice report; it determines the content, layout, and font of the Invoice.
If additional information is needed on the Invoice or it needs to be sent to the Worksiteaddress
instead of the Billing Address (Details form) then a different Styleis needed. Click on the [l button
at the end of the field to display a print preview of the selected Style
*Note — Your system will have a default Invoice Stylethat will be applied to all new Customer records
when they’ re ad.d®dake mew Ewdice Stplesavalable in this drop down menu contact

TempWorks Support to have the report created.

3) Count- This is the number of Invoice copies that will be printed during Invoice processing for
this Customer.
4) Invoice Method-The default f or t hiThsisthe enly dptionshatisihcludedt Onl y”
wi t h t tofetheh@wt” Enterprise solution.
*Note - The following options become available in the Invoice Methoddrop down menu when the
following modules are added:
EDDS (Email Document Distribution System)—-Adds “ Pr i ntanalnd EBmdill "Onl y " .
Timecard Image Linking—Adds “Print With Timecard | mage"”.
If both of the above modules are available—-Adds “ Ema@ai me®watt | mage” and “Print
with Timecard | mage”.

*Note — For more information on Timecard Image Linking refer to the 12R8 Enterprise Timecard Image

Linking help document.

5) Email Template- This fieldisonlyused i n conjunction with the EDDS m
Email” or “Email Oimoige’"Methosrop dowreneenuethe:n thisfield determines
the text of the Email that the Invoice PDF is attached to. Click on the [& button at the end of the
field to display a preview of the selected Email Template
*Note — Email Templatesire created in the Template Manager of the Email Inbox form. For more

information on Invoice Emailing refer to the 12R8 Enterprise Invoice Emailing help document.

6) Currency-The default for this field i sdetérioigePiowtheni t ed S
Invoice currency will be displayed.

7) Invoice Handling— Selecting an option from this drop down menu will apply special handling

instructions that can be printed on the Invoice. For example, “Send Invoice t
8) Max Invoice- An amount in this field can be used to help insure speedier payments of Invoices

by not exceeding amounts that require additional permission before being paid. When an amount

is entered into the Max Invoicefield, Enterprise will not create an Invoice with a total greater than

that amount. Any Transactionsxceeding that amount would be placed on the next Invoice#.
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tempworks (continued)

9) Invoice Recipients — This section is only used in conjunction with the EDDS module. Click on
the button to attach Contacts as recipients for mass-Emailed Invoices.

*Note — For more information on Invoice Emailing refer to the 12R8 Enterprise Invoice Emailing help

document.

10) Create Separate Invoices For Each — This section allows the user to select under what
conditions a separate Invoice (different Invoice #)should be created. To select an option click in
the check box in front of it. The options for this section are described below and more than one
option at a time can be selected for the Customer:
Department Creates a separate Invoice for each Departmentrecord when billable Time Entry
Transactionsare entered for Assignments in different Departmentsfor the Customer.
*Note — The Invoice will display the Departmentname, but the address will still be pulled from the Billing
Address on the Details form of the Primary Customer record. Please be aware that if the Invoice is

customized for your company, it may not be configured to display the Departmentname.

Order — Creates a separate Invoice for each Order ID number when billable Time Entry Transactionsare
entered for Assignments on that Order number.

Assignment Creates a separate Invoice for each Assignment IDnumber when billable Time Entry
Transactionsare entered for that Assignment.

Employee ID- Creates a separate Invoice for each Employee IDnumber when billable Time Entry
Transactionsare entered for their Assignment(s).

*Note — Assignmenand Employee IDdiffer in that if an Employee is working more than one
Assignment for the same Customer, all of the Time Entry Transactionsor that Employee would be

combined on one Invoice where separating by Assignmentvould put them on different Invoice #.

Week End- Creates a separate Invoice for each WE Datel weekendi ng date) that's ent e
Employee turns in a late timecard that Transactionwould be put on a separate Invoice because the

Time Entry Transactionwould have a different WE Datethan the rest.

Cost Center Creates a separate Invoice for each CostCentec o de t hat’'s entered.

PO — Creates a separate Invoice foreach PO( Pur chase Order) that’'s entered.
*Note — If the Cost Centercode or the PO number should be printed on the Invoice, a customized

Invoice Stylewill need to be created and selected for this Cu s t o meecor@ & addition to selecting the

appropriate check box.

Branch- Creates a separate Invoice for each Branch(pulled from the Assignment record) that had
Time Entry Transactionsentered for that week.
Worksite— Creates a separate Invoice for each Worksite(pulled from the Order record) that had Time

Entry Transactionsentered for Assignments for that week.
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*Note — If the Invoice should be sent to the Worksiteaddress instead of the Billing Address (Details
form) then a customized Invoice Stylewill need to be created and selected for this Cu s t o meecoid@ s

in addition to selecting the appropriate check box.

Superviso~ Creates a separate Invoice for each Superviso(pulled from the Order Details) that had
Time Entry Transactionsentered for Assignments for that week.

*Note — If the Branchor the Supervisomame should be printed on the Invoice, a customized Invoice
Stylewill need to be created and selected for this Cu s t o meecor@ e addition to selecting the

appropriate check box.

Job Title— Creates a separate Invoice for each Job Title(pulled from the Assignment Details) that had

Time Entry Transactionsntered for that week.

SubkEntity — Creates a separate Invoice for each SubEntity (entered on the Order Details/PO Setup

form) that had Time Entry Transactionsentered for that week.

Division — Creates a separate Invoice for each Division (determined by the Division ID associated with

the Job Titleselected on the Assignment Details form) that had Time Entry Transactions
*Note—-Depending on your company’' s iSukEetityard Divisionmaynaot c hy t he

be useful options for you as many companies only have Entity and Branchlevels.

Department Address Creates a separate Invoice for each Departmentrecord that has a different address
in the Billing Address section of the Customer Details form when billable Time Entry Transactionsare
entered for Assignments associated with that Department

*Note — The Invoice will display the Departmentname and will be sent to the Billing Address on the
Details form of the Departmentrecord.

11) Invoice Line Items — This section allows the user to select additional information that should

be printed on the Invoice.

T Click on the button to open the form to
add invoice line items
the left then select the Line Item FieldType
from the drop down menu. Once
) Line Item Field Type selected, click Saveto close the form and

add the information to the Invoice.

*Note — The Invoice Style selected for the Customer must be configured so that it allows for additional

data selected in this section to be displayed.
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tem p\s/(\)/ftowar:eks (continued)

Order

Calendar

SuGE N Customer Assignment  Contact Pay / Bill Reports Email Call-Em-All

a - 4 New Customer Q Search Actions Reports Favorites <>
Creative Solutions o
Finance billing schedule
123 Main St [] Bill customer daily [I] Bill monthly?  Bill On...
Eagan, MN 55121
(651) 555-1212 x123 invoicing

L~ [x] Apply All Billing To Parent 1.

visifile M [[]Invoice Customer Separately 2
details

invoicing Style Oice S Create Separate Invoices For Each
invoice detail
credit and payroll

» billing setup Invoice Method
adjustments
payments
po setup Currency
misc

defaults

messages Max Invoice

documents

search M [nvoice Recipients Invoice Line Items

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

Count

Email Template

Invoice Handling

No Records Found No Records Found

$ You have 1 alerts. .

Differences of the Customer DepartmentBilling Setup form (numbers in red above):

1) Apply All Billing to Parent- This check box will automatically be checked off on new
Departmentrecords that are set up for the Customer. This indicates that all of the Invoice
set up is handled at the Primary Customer level and the accounts receivable will be tracked
at the Primary level as well.

2) Invoice Customer SeparatelyIf the Invoicing requirements for the Departmentdiffer from
that of the Primary or Parentrecord and the accounts receivable will be tracked at the
Departmentlevel check off this box. Selecting this option will automatically deselect the box
for Apply All Billing to Parentand it will also make all of the fields on this form available so

that changes can be made for this Departmentrecord (screenshot on next page).

*Note — For more information about creating Departmert records refer to the 12R8 Enterprise

Departments Set up help document.
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& ! ) a L
AN B h R & A « @ nm
[T Y Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All
0 % = New Customer Q Search Actions Reports ¥ Favorites <>
Creative Solutions K
Finance billing schedule
123 Main St [E] Bill customer daily [F] Bill monthly? il On...
Eagan, MN 55121
(651) 555-1212 x123 invoicing
z [] Apply All Billing To Parent
ViSiﬁ!e [¥] Invoice Customer Separately
details
invoicing Style Invoice % | Create Separate Invoices For Each
mg;e d;tasl - Cotint 1 [] Department [ Branch
credit and payrol :
» billing setup Invoice Method  Print Only [F] Order [F] Worksite

[F] Assignment ] Supervisor

adjustments

il Te lat: i t 4

s Email Template  Invoice to Contact | [F] Employee1d [F] Job Title

po setup Currency usD [[]WeekEnd  [[] Sub-entity

misc Invoice Handling [F] Cost Center [] Division
defaults
e M ivsice [F] PO ['] Department Address
documents
search M [nvoice Recipients . 4 Invoice Line Items

tasks @ ' e® v No Records Found No Records Found

There are no tasks to display.

" You can adjust your filter
settings to customize this
view.

*Note — When the Invoice Customer Separatetheck box is selected the Billing Address on the Details

form of the Departmentrecord must be populated or the address will not print out on the Invoice.

Scenarios/Examples

1) All Invoices are printed, go to the same location (Billing Address), and are consolidated onto a

single Invoice for the Customer and the Billing Frequencyi s “ Week | y”

The above scenario is the default Billing Setup for all new Customers in Enterprise. When you open the

Invoicing/Billing Setup form for a new Customer it will look like this:

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

invoicing
Style Invoice % |  Create Separate Invoices For Each
Count 1 [T] Department 7] Branch
Invoice Method  Print Only [[] Order [[] Worksite
Assignment Supervisor
Email Template  Invoice to Contact ) ‘ a < [E] Sup
— ] Employee Id [7] Job Title
Currency uso ["|WeekEnd [ ] Sub-entity
Invoice Handling [F] Cost Center  [7] Division
Max Invoice Flro [] Department Address
Invoice Recipients . 4 Invoice Line Items
No Records Found Mo Records Found
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software

2) Same settings as number one except that the Customer has requested that Transactionswith
different WE DateqWeekending Dates — week the hours were completed) be on a separate

Invoice #so that the bill can be filed in folder for the week the hours were worked.

The second scenario would occur if the Employee missed the Payroll deadline and the timecard needed
to be entered in the following WE Bill Date(Weekend Bill Date = Accounting Period). In this instance the

Week Endtheck box in the Create Separate Invoices For Each section would be checked off as shown:

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

invoicing
Style Invaice h) Create Separate Invoices For Each
Count 1 [[] Department [T] Branch

[] Order [ Worksite
> [] Assignment ] Supervisor

Email Template  Invoice to Contact % e Id [T Job Title
Currency uso [%] Week End P[] Sub-entity
I er I:‘ Division

Invoice Handling
[]ro [] Department Address

Invoice Method | Print Only

Max Invoice

Invoice Recipients 4 Invoice Line Items

No Records Found Ne Records Found

3) Same settings as number one except that the Customer has requested that Transactionsfor
each Departmentbe on separate Invoices, but that they are all still sent to the main Billing

Address listed on the Details form of the Primary record.

In this third example the Departmerts would need to be set up under the Primary Customer record and
the Orders and Assignments would need to be created for the correct Department(or the Transactions
would be included on the wrong Invoice). On the Invoicing/Billing Setup form of the Primary record

the Departmentcheck box in the Create Separate Invoices For Each would be selected as circled in red

below:

billing schedule
[ Bill customer daily [ Bill monthly?  Bill On...
invoicing
Style Invaice ) Create Separate Invoices For Each

Count 1 1 ) | Branch

Invoice Method  Print Only [T [ Worksite

E = lat Invoice to Cont > [F] Assignment  [7] Supervisor
mail Template  Invoice to Contact v [F] Emplayeeld [ Job Titie
Currency usb [ WeekEnd [ Sub-entity
Invoice Handling [F] Cost Center [I] Division
o oice [Fro [T] Department Address
Invoice Recipients & Invoice Line Items

No Records Found No Records Found
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4) Same settings as number one except that the Customer has requested that each Time Entry
Transactionfor Assignments with different IDs or WE DategWeekending Dates — week the

hours were completed) be on separate Invoices.

The fourth scenario requires that both the Assignmenand Week Endatheck boxes in the Create Separate
Invoices For Each section be selected. Using these two options together creates the max number of
Invoices possible for the Customer. Each individual As s i g n m&ransagtionwould be on a
separate Invoice and if they turned in a late timecard that Transactionwould also generate another

Invoice for the week.

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

invoicing
Style Invoice A Create Separate Invoices For Each

Count 1 |[T] Department [] Branch
- 7] Worksite

Invoice Method  Print Only

Email Template  Invoice to Contact * . R || Job Title

Currency usm )] Sub-entity
Invoice Handling enter [ | Division
Max Invoice [F1ro [7] Department Address
Invoice Recipients & Invoice Line [tems
Ne Records Found No Records Found

*Note — Using the option for Employee IDwould work in much the same way except that if the
Employee worked on more than one Assignment for the same Customer during that week the

Transactionswvould be included together on one Invoice instead of separating by the Assignment ID

5) Same settings as nhumber one except that the Customer has requested that each Invoice only

contain the Transactiondor a single Cost Centeor PO (Purchase Order).

In scenario number five the option for PO (1.) or Cost Cente(5.) in the Create Separate Invoices For
Each section would need to be selected.
- Ifa POis being used it must be set up in the Invoicing/PO Setupform (2.) for the Customer
and then selected from the PO Numbedrop down menu in the Order Details/PO Setupform
(3.) (defaults into the Transactior) or chosen from the PO Numdrop down menu on the Detailed

Timecard (4.) of the Pay/Bill Time Entry form when entering the timecard.

billing schedule
[F] Bill customer daily [] Bill monthly?  Bill On...
invoicing 1.
Style Invoice % Create Separate Invoices For Each
Count 1 [7] Department [ Branch
Invoice Method  Print Only [T] Order [T] Worksite
[] Assignment  [] Supervisor
Email Template  Invoice to Contact & [F] EmployeeId [F] Job Title
Currency usb [[]WeekEnd  [T] Sub-entity
Invoice Handling g enter [[] Division
o i [7] Department Address
Invoice Recipients 4 Invoice Line Items
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QR a &l

Contact Pay / Bill Calendar Reports Email Call-Em-All

Employee [ROTH  Order
. . =+ New Customer| Q Search | Actions Reports Favorites
Creative Solutions i

Primary po list -« filter options 2
123 Main St =] L}
Eagan, MN 55121 PO Number
(651) 555-1212 x123
Status |PO. a [Act |Value |Used |Strt |End |WarnDate |WamAmt |Customer | Dept
Cust
S Inherited: False (1 item) s
Dept
@ Created4938 Amount $50,000.00
A Creative Solutions, Primary (all departments) Used $0.00
IR ) Warnon Date  12/21/2010 Created  11/12/2010 - O Amount
invoice detail Warn on Balance  $37,500.00 EndDate 12/31/2010 Balance $50,000.00

credit and payroll

[ 2, search

B R & @ ¥

Employee  Customer Assignment  Contact  Pay/Bill  Calendar  Reports Email  Call-Em-All

Creative Solutio... + NewOrder Q Search | Actions ¥ Reports ¥ Favorites ¥ 3 7 K
.
& po information misc
PO Number eated Customer Skill
Value Check Delivery
EndDate 12/31/2010
q Number
details Alt Requisition
e o iancar Location Requisition End @
vendors Mileage Rate B
invoice recipients
candidates Sl o Cust Extra 2
Ok PIEtneg SibEnty Cust Extra 3
messages Acct Code
o Detailed Timecard
Pay and Bill Rates Adjustments Overrides Codes
X] Hourly  [[] Salary payroll info
daily hours units rates WE Eil
Regular Hours 3.00 Units  0.00 BillRate | $3625 | WEDate /15204, (]
Overtime Hours 3.00 Unit Bill  $0.00 OT Bill $54.38 Work Date (e
Double Time Hours 0.00 Unit Pay $0.00 DT Bill $72.50 Inv Date
Pay Rate  $25.00 Pay Code | Reg
Number of Days 0 OTPay  $0.00 Skill code  Forklift v
DT Pay $0.00
Dayl Day2 Day3 Dayd4 Day3 Day6 Day7 Adj Gross  50.00 =
0.00 0.00 0.00 0.00 0.00 0.00 0.00 Adj Net  $0.00 o
OT Plan PlanSTD

- If the Cost Centeiis being used the number (can be alphanumeric) should be entered in the Cost
Centerfield of the Order Details/PO Setupform (6.)(defaults into the Transactior) or entered in
the Cost Centefield of the Overridestab in the Detailed Timecard (7. ) of the Pay/Bill Time

Entry form when entering the timecard.

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

invoicing 5.
Style Invoice il Create Separate Invoices For Each
Count 1 [] Department ] Branch
Invoice Methad  Print Cnly [F] Cln:l.er ] Worksi}e
Email Template  Invoice to Contact i' E ?::I;Z:r:j E Js::i_:::m
Currency usp - [F'] Sub-entity
Invoice Handling ) | Division
MaxInvoice [7] Departrment Address

Invoice Recipients . & Invoice Line [tems .
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'} <>
#
"
<
Employee  Customer

Creative Solutio... + NewOrder Q Search | Actions
po information

PO Number

Value

EndDate

details

required documents Location

Assignment

a R

Contact

Reports ¥ Favorites

vendors

invoice recipients
candidates
Job posting

messages

Acct Code

Pay / Bill

f

Email

Reports

Call-Em-All

&

Calendar

misc 6_

Customer Skill

Check Delivery

Requisition Number
Alt Requisition
Requisition End

Cust Extra 1
Cust Extra 2
Cust Extra 3

&' Detailed Timecard

Pay and Bill Rates Adjustments m Codes
one time overrides other
Fed Withholding Branch Memphis SE Pay Hold
State Withholding Acct Code Invoice Hold
Pay Periods st Extra 1
Check Delivery menter Cre00044833 st Extra 2
7] Do Not E-Pay SubEntity Cust Extra 3
[T] Pay on Separate Check Req Number Invoice Text
[] Show Zero Bill on Invoice Supervisor Fisher, Brenda

7.
payroll info
WE Bill
WE Date
Work Date

9/15/2010

Inv Date
Pay Code Reg

Skill code  Forklift

PO Num
Payroll Note

0

[
[

*Note — If the PO or Cost Centenumber should be included on the Invoice that will require a

customized Invoice be set up and selected in the Stylefield of the Invoicing/Billing Setupform.

6) Same settings as number one except that the Invoice total should not exceed $5,000.00 on any

Invoice created for the Customer.

Example six is useful when a Cu s t o maccodnss payable process requires additional authorization or

signatures on Invoice payments over a specified amount. The maximum amount will be entered into

the Max Invoicefield. Any Transactiorfs) that would cause the Max Invoiceamount to be exceeded would

then be placed on the next Invoice number.

For example: without a Max Invoicethe total would be $6,643.22 but with a Max Invoiceamount of

$5,000.00 it would create an Invoicef o r

with the remaining Transactiongotaling $1710.

$4, 933
01.

.21 (doesn’'t

billing schedule

Email Template

Currency

[E] Bill customer daily [] Bill monthly?  Bill On...

invoicing
Style Invoice WM % | Create Separate Invoices For Each
Count 1 [F] Department [I] Branch
Invoice Method  Print Only [7] Order [[] Worksite

[] Assignment  [] Supervisor

ing
I Max Invoice

Invoice Recipients

I to Contact
noes fo Lontac ES [ ] Employeeld [7] Job Title
usD [F]Week End  [7] Sub-entity
[%] Cost Center [ Division
5,000.00 I [F1ro [] Department Address
4 Invoice Line Items =]

e Invaiced

*Note — Setting a Max Invace amount may allow your company to receive Invoice payments faster.

t
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tem p\s/(\)/ftowar:eks (continued)

7) Same settings as number one except that the Invoice should be sent to the Worksiteaddress not

the Billing Address on the Details form.

To accommodate example seven a customized Invoice will be needed and it will then be selected from
the Styledrop down menu for this Customer (1.). The option for Worksitewill also need to be checked
off in the Create Separate Invoices For Each section. In the Customer Details/Worksitesform (2.)
make sure that the Worksite Details (3.) are set up correctly. On the Order Details form (4.) the

correct Work Site must be selected so that the Invoice is sent to the correct location.

hilling schedule
[ Bill customer daily [T] Bill monthly?  Bill On...

iraﬁng' i 1.
Style Invoice to Worksite d Create Separate Invoices For Each
Count 1 v [[] Department [
Invoice Method  Print Cnly D Order
[[] Assignment e

Email T lat: Invoice to Contact
mail lemplate nvolce 1o Lontad “ ‘ D Empm},ee 4 D Job Title
SAETEy usb [[|WeekEnd  [7] Sub-entity
Invoice Handling [T] Cost Center  [I] Division
Max Invoice [1ro [] Department Address
Invoice Recipients " 4 Invoice Line [tems

« B &

Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

. . 4 New Customer Q Search Actions Reports Favorites f
Creative Solutions W
Primary 2 L
E . . .
123 Main 5t 5 ; R——— g : -
Eagan, MN 55121 rag a column header here to group by that column.
(651) 555-1212 x123 D | Active | Descripton & | street City State | zip
- 2477 x Beta Site BE52 New 5t Apple Valley MN 55124
visifile 1244 x Corporate Office 123 Main 5t Eagan MN 55121
e 2190 X Site 123 435 Main Ave. Eagan MN 55121

contact methods

! M 'l":,i
| Bmll worksite
v Wy

= wp

worksite details tax information
Active  [X] State MNIncTax *NOte - f an eunA | on

Worksite Corporate Office Sales Tax Services N/A
Sales Tax Goods | N/A should be included on the

Attn To
Streetl

Local taxes are automatically determined by the zip Invoice and the WorkSIte
City | code.
— Exempt ) )
- i address is being used the Attn To
County

School S chool Tax field on this form needs to be

Country  United States of America

filled out or it will not be

other information

Directions| North on Hwy 10 Dress Code. gusiness Casual

displayed on the Invoice.
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e,

]
i

Customer

-«
i
S
Employee

Creative Solutio... 2
___ Order Details

Customer
Department Primary

CustomerID 778501

Directions

required documents

vendors

L siEe Dane job information
candidates Reciied 2
job posting equiref 1
messages Order Type  TE Temp
documents =
Sk Job Title

Description

Dress Code
¢ e® v
tasks @ " S = Safety Notes
There are no tasks to display.
You can adjust your filter Start Date  7/19/2004
settings to customize this Pxirtion Indef

view.

Shift
Start Time
Shift Notes

4+ NewOrder Q Search

customer information

Est. End Date 11/19/2005

Actions ¥

Web Options

Contact

Reports ¥  Favorites

Pay / Bill

B 2 R & B

Assignment

Creative Solutions

Work Site Corporate Office

123 Main St
Eagan, MN 55121

Worker Comp 8810

Assigned 0

able to work pallet jack, and fork lift would be a plus

End Time

[F] Sun [F] Mon [F] Tues| Wed [F] Thu [F] Fri [F] Sat

4

af ]
!
Calendar Reports Email Call-Em-All
¢ K
4.
financial details
Pay Rate $15.00 Multiplier None
Bill Rate $25.00 Pay Periods 52
Overtime Bill GP Percent
Doubletime Bill GP Estimate
Overtime Plan  PlanSTD Desired GM %
contacts o
Name ‘ Description “ | Office Phone Ml
Justin, Hamilton Supervisor

General warehouse, speak and read gnglish is a must. Must be

other information
Status Filled
Taken By mthomson
Sales Team  Regional

Branch  Memphis SE
Do Not Auto-Close [IF]

Notes

*Note — The Work Sitecannot be changed at the Assignment level so it is extremely important that it be

selected correctly on the Order Details before the Assignments are created.

8) Same settings as number one except that the Invoices should have images of the timecards

attached.

In the scenario above the Invoice Methodvoul d be changed to “Pr
below:
billing schedule
[T Bill customer daily [] Bill monthly?  Bill On... v
invoicing
Style Invaice % | Create Separate Invoices For Each
i [] Department || Branch
Invoice Method  Print With Timecard Image I [C] Order [C] Worksite
i o Commn ES [[] Assignment  [] Supervisor
mail lemplate nvoice 1o Lontad % D Empluyee Id D Job Title
Currency usp [[]WeekEnd  [I] Sub-entity
Invaice Handling [[] Cost Center [ Division
e [F]ro [] Department Address
Invoice Recipients 4 Invoice Line Items ]

nt

Wi

*Note — The Timecard Image Linking module is needed in order to be able to attach timecard images to

printed (or Emailed) Invoices. For more information on Timecard Image Linking refer to the 12R8

Enterprise Timecard Image Linking help document.
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(continued)

9) Same settings as number one except that the Invoices should be included in a mass-Email.

In this ninth example the Invoice Methodvo u | d

be changed

t o

Emai |

Onl

printed copy of the Invoice is still necessary. The Email Templateneeds to be selected from the drop

down menu and a Contact (more than one can be listed) must be added in the Invoice Recipients

section as shown.

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

invoicing
Style
e .

Invoice

Bill On...

Create Separate Invoices For Each
[] Department [7] Branch

Invoice Method ~ Email Only

Email Template  Invoice to Contact

[ Order [] Worksite
[ Assignment ] Supervisor
[] EmployeeId "] Job Title

—— .
Invoice Handling

Max Invoice

‘!nvcice Recipients ’

] WeekEnd ] Sub-entity
[ Cost Center [ Division
[F1ro [T] Department Address

o« 4 Invoice Line [tems

Name - | Title

Contact Method

Details

No Records Found

Hampton, Irv Supervisor

Justin, Hamilton HR Manager

Email

Email

imapdummyaccount@gmail.com

imapdummyaccount@gmail.com

*Note — The Email Document Distribution System (EDDS) module is needed in order to be able to send

mass-Emailed Invoices. For more information on Invoice Emailing refer to the 12R8 Enterprise Invoice

Emailing help document.

10) Same settings as number one except that the Invoices will only be printed and mailed once a

month.

For example number ten in the Billing Schedule area select the check box for Bill Monthly and then the

Bill On drop down menu will have options for the week that the Invoice should be printed. For

Invoicest h a't

month has five weeks, select “lgnore
billing schedule
[T Bill customer daily [X] Bill monthly?  Bill On... Process during week cycle 1
invoicing
Style Invoice 4 Create Separate Invoices For Each
Count 1 " 7 [ Department [] Branch

Invoice Methad  Print Cnly
Invoice to Contact

usp

Email Template
Currency
Invoice Handling

Max Invoice

Invoice Recipients

[] Order ] Worksite
[] Assignment  [] Supervisor
[]EmployeeId [7] Job Title
[[1WeekEnd  [] Sub-entity
[F] Cost Center  [7] Division

Elro

& Invoice Line Items

[[] Department Address

*Note —Formo r e

the 12R8 Enterprise Monthly Invoicing help document.

Bi

shoul d -beee lplr gk eetdS K 1By "ast aveek df themonth when a

Cycl e”

informati onweaeakll WSembdihy Hhveitesriequencies refer to
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tem p\s/(\)lftowar:eks (continued)

11) Your company wants the format for direct placement Invoices to be different from the ones for

temporary placements.

For scenario eleven each Customer that you make direct placements for will need a separate Department
record for these permanent placements. In the Details/Departmentsform (1.) add a Departmentrecord
that you will recognize (2.) as being used for full time placements. In the Invoicing/Billing Setup form

of the Departmentrecord select the check box for Invoice Customer Separatel$. ) and change the Styleto

the one for your direct placement Invoices (4.). Thencr e at e tchte HORleerrazord for this

Department(5.).

. « @ m

200V Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

=4 Mew Customer O Search Actions Reports Favorites

Creative Solutions
common tasks

anary Customer Name | Creative Solutions
123 Main St . Name [P 1.
Eagan, MN 55121 epartment Name ' Primary ShOW A”
(651) 555-1212 x123 Supervisor Hampton, Irv Toggle view from active to all departments.
”~ Branch Memphis SE
visifile Status Active
details . - - - -
. (Creative T ELE Add Department

fagods
* departments

Creative Solutions, Finance [Active)

Creative Solutions, Human Resources [Active)

Add a new department under the currently selected record.
If no record is selected, the new department will be added
under the root customer,

sales & service

& i Click on the [&2] button on the

- Details/Departmentsform to open
the Add New Departmenform (left)
and enter the Department Namethen
click Saveto add the Departmentand
navigate to the Details form of the

new Departmentrecord.

- af 7
Q ] ®
200 Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

. . 4+ New Customer |Q Search Actions Reports Favorites ‘f
Creative Solutions 4 ° i

IR P Ul billing schedule

123 Main St [F] Bill customer daily [I] Bill monthly? il On..
Eagan, MN 35121

invoicing

L~ [%] Apply Al Blliae To Parent -
;is'rﬁ!:a [ | Invoice Customer Separately
etails

invoicing y Create Separate Invoices For Each
invoice detail Eatint 1
credit and payroll

» billing setup Invoice Method  Print Only
adjustments Email Template  Invoice to Contact
payments
po setup Currency usb

misc

Invoice Handling
defaults
messages. Mazx Invoice
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tem p\s’(\)’ftowar:eks (continued)

20 Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

. . 4 New Customer ©Q, Search Actions Reports Favorites “r
Creative Solutions ° e K

Permanent Placement  [is{{{Tgleftelgt=ts V][

123 Main St [¥] Bill customer daily (] Bill monthly? Bl On..
Eagan, MN 55121

invoicing 4
.
L~ [] Apply All Billing To Parent
visifile [X] Invoice Customer Separately
details . . .
invoicing Style Invoice - Direct Hire - Create Separate Invoices For Each
::r:gi't:ea::t::ymll Count 1 4 [] Department [] Branch
» billing setup Invoice Method  Print Only D Order D Worksite
i As; t Si i
adjustments Email Template  Invoice to Contact 2 Y | Qs [ Sorzmser
payments > [[]Employeeld []Job Title
po setup Currency usp [[]Week End  [T] Sub-entity
) f|1‘||5“‘CS Invoice Handling [F] Cost Center  [F] Division
efaul
e iraice [Flro [] Department Address

. e # Q'
i/ 't‘:‘i‘/ P Q ‘ {

Employee  Customer Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

. . 4 New Order Q Search Actions Reports Favorites S0
Creative Solutions,... i
Unknown Web Options Direct Hire Details
& . financial details 5.
2 e Customer  Creative Solutions ork Site Corporate Office Fee Percentage 28
- 123 Main of Salary $65,000.00
visifile Department Permanent Placemen Eagan, MN 55121
» details — i Fee $18,200.00
po setup Customer ID Worker Comp 1
interest codes Directions  North on Hwy 10
required documents
vendors
invoice recipients
F-a:d'daﬁes job information contacts % %)
Job posting - 1 3
messages Required 2 Assigned 0 Name | Description  « \ Office Phone 7
documents Order Type DH DirectHire CRure e e Me (651) 555-1212
search -
Job Title Accountant
Description | Certified CPA
tasks @ W © & Vv Dress Code  Business Casual other information
P There are no tasks to display. Safety Notes Status Unfilled
You can adjust your filter
settings to customize this Start Date 11/15/2010 & TakenBy  alisha
view: Shift Sales Team  Regional
Start Time End Time Branch Memphis SE
Shift Notes
Do Not Auto-Close [F]
Notes

12) The Customer has multiple Departments each with their own separate Billing Address, the
DepartmentSupervisorshould be able to view the Invoices for their Departmentfrom the
WebCenter Customer Portal or additional Email Invoice Recipients are needed for the Depatment

level.

In the example above each Departmentrecord will need to be set up and then in the Invoicing/Billing
Setupform of the Departmentrecord select the check box for Invoice Customer SeparatelyRefer to

example eleven (11) for this process.
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(continued)

- If each Departmenthas a different Billing Address open the Departmentr e ¢ o Detailsform and

change the information in the Billing Address section.

Creative Solutions

Finance

123 Main St
Eagan, MN 55121
(651) 555-1212 x123

F
visifile
details

contact methods

assignment restrictions
vendor management
invoicing
defaults

messages
documents
search

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

" = Ld
AN B D R & B « @ m
I Customer Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All
4 New Customer Q Search Actions Reports ¥ Favorites ¢ K
customer information customer status
Customer Name Creative Solutions Status A Active
Department Finance Activation Date  4/15/2008 |}
Customer ID 779446 Date Created  4/15/2008 4:05:00 PM
Parent ID 778501
contact information billing address
Street 1 123 Main St Attention To Finance Manager
Street 2 Street 1 888 Governor Ave.
City Eagan Street 2
State MN Zip 55121- City Apple Valley
Country United States of America State MN Zip 55124-_
Country United States of America
Website
contact roles %
First Name | Last Name + | Contact Type =
sales tax
Irv Hampton Order Request T1 Appr...
= Sales Tax Goods  N/A
Irv Hampton Supervisor
Hamifton Justin Order Request Creator Sales Tax Services  N/A
Hamiiton Justin HR Coordinator
default worksite
Work Site | Corporate Office
123 Main St
Eagan, MN 55121

- If the DepartmentSupervisorshould be able to view Invoices for their Departmentfrom the

WebCenter Customer Portal make them a Contact and associate them with the appropriate

Departmentrecord.

iy il
= gl
i

v

Creative Solutions

Finance

123 Main St
Eagan, MN 55121
(651) 555-1212 x123

-~

» visifile
details
invoicing
defaults
messages
documents
search

tasks W © ® Vv

/) There are no tasks to display.

*Note—T h e

A0 B R & B

(T Customer Order

= New Customer Q Search

customer snapshot

Customer Name  Creative Solutions

Assignment  Contact

Actions ¥

Customer ID 779446

Pay / Bill

Reports 7 ‘Favorites v|

Calendar

Branch Memphis NE

Reports

f

Call-Em-All

™

Email

Status  Active

Parent ID 778501 Root ID 778501 Notes
Customer Tree ( Account View )
financials contacts )
Last Payment YTD Sales $0.00 Name | Title | Office Phone | -
Balance Due  $0.00 Lifetime Sales $0.00 Riley, Gina e R (651) 483-9453
AR Balance  $0.00 Sales Trailing  $0.00
Credit Limit  $0.00 —
messages
Date | Action | Message Rep | contact Due i
7/10/2009 Message Employee DNA'ed Customer jason
WebCenter Customer Portal is an ancil

ary

Enterprise software. Contact a TempWorks representative for more information about this web solution.
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tem p\s/(\)lftowar:eks (continued)

- If additional Invoice Recipients are needed for mass-Emailed Invoices for the Department open

the Departmentrecord to the Invoicing/Billing Setup form and add them in the Invoice

Recipients section.

Y rIEAn B > R & B

o
B,
AL TV Customer

a;’.

Order Assignment  Contact Pay / Bill Calendar Reports Email Call-Em-All

o . =4 New Customer Q Search | Actions Reports Favorites S
Creative Solutions i
Finance billing schedule
123 Main St [F] Bill customer daily [] 8ill monthly?  Bill On...
Eagan, MN 55121
(651) 555-1212 x123 invoicing

L [ Apply All Billing To Parent

visifile
details
invoicing Style Invoice “ | Create Separate Invoices For Each

invoice detail

[¥] Invoice Customer Separately

Count 1 [F] Department [I] Branch
credit and payroll :
» billing setup Invoice Method  Email Only [T] Order [F] Worksite
o \ Assignment Supervisor
adjustments Email Template  Invoice to Contact 3 | S 4 c‘: 5 S ; : s
payments — mployee ob Title
po setup Currency usb [F]WeekEnd  [] Sub-entity
misc Invoice Handling [F] Cost Center ] Division
defaults [Flro [] Department Address

messages Max Invoice
documents
search MK Invoice Recipients «' « J Invoice Line Items
tasks ® ' G “‘ v Name “~ \ Title Contact Method | Details i
There are no tasks to display.

" You can adjust your filter
settings to customize this Justin, Hamilton HR Manager Email imapdummyaccount@gmail.com

view. . . = ~ ~ - "
Riley, Gina Finance Manager Email griley@c com J

No Records Found

Hampton, Irv Supervisor Email imapdummyaccount@gmail.com

There are seemingly endless combinations of Invoice criteria that can be set up using Departmentsand

the Invoicing/Billing Setup form. The examples above are a few of the most-often encountered

Invoicing scenarios. There are so many different possibilities that it may seem a bit overwhelming at

firstt A good place to start is t o Invoieeaceds todook;incuge'whabr pl an o
information the Customer wants and then start comparing to the examples in this document.

If it seems that Departmentrecords are going to be necessary you can utilize the 12R8 Enterprise

Departments Set up help document in conjunction with this one to establish the Customer Department

hierarchy that will be necessary to accomplish your Invoicing goals.

Still Have Questions?

For more information about invoicing set up or to have a custom invoice created, contact our customer

support group at 877-452-0327 or by sending an email to support@tempworks.com.

To schedule training on invoice set up, submit suggestions on how to improve this document or to
request documentation on other Enterprise functionality please contact the training department via email

at trainers@tempworks.com.
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