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Help Documents 

14R2 Enterprise Invoice Set Up 
 
Enterprise offers a lot of flexibility when it comes to Invoices.  The system default is a “Weekly” 

Invoice processing schedule with a print Count of “1” and all Transactions consolidated on a single 

Invoice for the Customer. 

*Note – The system default of “Weekly” Invoicing is referring to a Customerôs Payroll and Invoice 

frequency being equal. 

  

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 – Defaults to “Weekly” indicating that Payroll and Invoice frequency are 

equal.  Other options are Bill Customer Daily and Bill Monthly.  If a “non-weekly” frequency is 

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 when “Semi-monthly” or “Bi-weekly” Invoice printing is needed select “Ignore Bill Cycle” in the 

Bill On drop down menu. 

1. 

2. 
3. 

4. 
5. 

6. 
7. 

8. 

9. 

10. 

11. 
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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 Worksite address 

instead of the Billing Address (Details form) then a different Style is needed.  Click on the  button 

at the end of the field to display a print preview of the selected Style. 

*Note – Your system will have a default Invoice Style that will be applied to all new Customer records 

when they’re added to Enterprise.  To make new Invoice Styles available 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 for this field is “Print Only”.  This is the only option that is included 

with the “Out-of-the-box” Enterprise solution. 

*Note - The following options become available in the Invoice Method drop down menu when the 

following modules are added: 

EDDS (Email Document Distribution System) – Adds “Print and Email” and “Email Only”. 

Timecard Image Linking – Adds “Print With Timecard Image”. 

If both of the above modules are available – Adds “Email With Timecard Image” and “Print and Email 

with Timecard Image”. 

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

Linking help document. 

 

5)  Email Template – This field is only used in conjunction with the EDDS module.  If “Print and 

Email” or “Email Only” is selected in the Invoice Method drop down menu then this field 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 Templates are 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 is “USD” (United States Dollar $).  This determines how the 

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 to Branch”. 

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 Invoice field, Enterprise will not create an Invoice with a total greater than 

that amount.  Any Transactions exceeding that amount would be placed on the next Invoice #. 

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseTimecardImageLinking.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseTimecardImageLinking.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseInvoiceEmailing.pdf
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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 Department record when billable Time Entry 

Transactions are entered for Assignments in different Departments for the Customer. 

*Note – The Invoice will display the Department name, 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 Department name. 

 

Order – Creates a separate Invoice for each Order ID number when billable Time Entry Transactions are 

entered for Assignments on that Order number. 

Assignment – Creates a separate Invoice for each Assignment ID number when billable Time Entry 

Transactions are entered for that Assignment. 

Employee ID – Creates a separate Invoice for each Employee ID number when billable Time Entry 

Transactions are entered for their Assignment(s). 

*Note – Assignment and Employee ID differ in that if an Employee is working more than one 

Assignment for the same Customer, all of the Time Entry Transactions for that Employee would be 

combined on one Invoice where separating by Assignment would put them on different Invoice #s. 

 

Week End – Creates a separate Invoice for each WE Date (weekending date) that’s entered.  So if the 

Employee turns in a late timecard that Transaction would be put on a separate Invoice because the 

Time Entry Transaction would have a different WE Date than the rest. 

Cost Center – Creates a separate Invoice for each Cost Center code that’s entered.  

PO – Creates a separate Invoice for each PO (Purchase Order) that’s entered. 

*Note – If the Cost Center code or the PO number should be printed on the Invoice, a customized 

Invoice Style will need to be created and selected for this Customerôs record in addition to selecting the 

appropriate check box. 

 

Branch – Creates a separate Invoice for each Branch (pulled from the Assignment record) that had 

Time Entry Transactions entered for that week. 

Worksite – Creates a separate Invoice for each Worksite (pulled from the Order record) that had Time 

Entry Transactions entered for Assignments for that week. 

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseInvoiceEmailing.pdf
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*Note – If the Invoice should be sent to the Worksite address instead of the Billing Address (Details 

form) then a customized Invoice Style will need to be created and selected for this Customerôs record 

in addition to selecting the appropriate check box. 

 

Supervisor – Creates a separate Invoice for each Supervisor (pulled from the Order Details) that had 

Time Entry Transactions entered for Assignments for that week. 

*Note – If the Branch or the Supervisor name should be printed on the Invoice, a customized Invoice 

Style will need to be created and selected for this Customerôs record in 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 Transactions entered for that week. 

Sub-Entity – Creates a separate Invoice for each Sub-Entity (entered on the Order Details/PO Setup 

form) that had Time Entry Transactions entered for that week. 

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

the Job Title selected on the Assignment Details form) that had Time Entry Transactions. 

*Note – Depending on your company’s internal hierarchy the options for Sub-Entity and Division may not 

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

 

Department Address – Creates a separate Invoice for each Department record that has a different address 

in the Billing Address section of the Customer Details form when billable Time Entry Transactions are 

entered for Assignments associated with that Department. 

*Note – The Invoice will display the Department name and will be sent to the Billing Address on the 

Details form of the Department record. 

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

be printed on 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. 

Click on the  button to open the form to 

the left then select the Line Item Field Type 

from the drop down menu.  Once 

selected, click Save to close the form and 

add the information to the Invoice. 
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Differences of the Customer Department Billing Setup form (numbers in red above): 

1) Apply All Billing to Parent – This check box will automatically be checked off on new 

Department records 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 Separately – If the Invoicing requirements for the Department differ from 

that of the Primary or Parent record and the accounts receivable will be tracked at the 

Department level check off this box.  Selecting this option will automatically deselect the box 

for Apply All Billing to Parent and it will also make all of the fields on this form available so 

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

 

*Note – For more information about creating Department records refer to the 12R8 Enterprise 

Departments Set up help document.   

1. 

2. 

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseDepartmentsSetup.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseDepartmentsSetup.pdf
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*Note – When the Invoice Customer Separately check box is selected the Billing Address on the Details 

form of the Department record 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 Frequency is “Weekly”. 

 

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: 
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2) Same settings as number one except that the Customer has requested that Transactions with 

different WE Dates (Weekending 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 End check box in the Create Separate Invoices For Each section would be checked off as shown: 

 

 

3) Same settings as number one except that the Customer has requested that Transactions for 

each Department be 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 Departments 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 Department check box in the Create Separate Invoices For Each would be selected as circled in red 

below: 
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4) Same settings as number one except that the Customer has requested that each Time Entry 

Transaction for Assignments with different IDs or WE Dates (Weekending Dates – week the 

hours were completed) be on separate Invoices. 

 

The fourth scenario requires that both the Assignment and Week End check 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 Assignmentôs Transaction would be on a 

separate Invoice and if they turned in a late timecard that Transaction would also generate another 

Invoice for the week. 

 

*Note – Using the option for Employee ID would 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 

Transactions would be included together on one Invoice instead of separating by the Assignment ID. 

 

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

contain the Transactions for a single Cost Center or PO (Purchase Order). 

 

In scenario number five the option for PO (1.) or Cost Center (5.) in the Create Separate Invoices For 

Each section would need to be selected.   

- If a PO is being used it must be set up in the Invoicing/PO Setup form (2.) for the Customer 

and then selected from the PO Number drop down menu in the Order Details/PO Setup form 

(3.) (defaults into the Transaction) or chosen from the PO Num drop down menu on the Detailed 

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

 

1. 
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- If the Cost Center is being used the number (can be alphanumeric) should be entered in the Cost 

Center field of the Order Details/PO Setup form (6.)(defaults into the Transaction) or entered in 

the Cost Center field of the Overrides tab in the Detailed Timecard (7. ) of the Pay/Bill Time 

Entry form when entering the timecard. 

 

2. 

3. 

4. 

5. 
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*Note – If the PO or Cost Center number should be included on the Invoice that will require a 

customized Invoice be set up and selected in the Style field of the Invoicing/Bill ing Setup form. 

 

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 Customerôs accounts payable process requires additional authorization or 

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

the Max Invoice field.  Any Transaction(s) that would cause the Max Invoice amount to be exceeded would 

then be placed on the next Invoice number.   

 

For example: without a Max Invoice the total would be $6,643.22 but with a Max Invoice amount of 

$5,000.00 it would create an Invoice for $4,933.21 (doesn’t exceed the max) and a second Invoice 

with the remaining Transactions totaling $1710.01. 

 

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

6. 

7. 
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7) Same settings as number one except that the Invoice should be sent to the Worksite address 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 Style drop down menu for this Customer (1.).  The option for Worksite will also need to be checked 

off in the Create Separate Invoices For Each section.  In the Customer Details/Worksites form (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. 

 

 

 

1. 

2. 

3. 

*Note – If an “Attention To” 

should be included on the 

Invoice and the Worksite 

address is being used the Attn To 

field on this form needs to be 

filled out or it will not be 

displayed on the Invoice. 
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*Note – The Work Site cannot 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 Method would be changed to “Print With Timecard Image” as shown 

below: 

  

*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. 

 

 

 

4. 

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseTimecardImageLinking.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseTimecardImageLinking.pdf
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9) Same settings as number one except that the Invoices should be included in a mass-Email. 

 

In this ninth example the Invoice Method would be changed to “Email Only” or “Print and Email” if a 

printed copy of the Invoice is still necessary.  The Email Template needs 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. 

  

*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 

Invoices that should be printed “Bi-weekly”, “Semi-monthly” or the last week of the month when a 

month has five weeks, select “Ignore Bill Cycle”. 

 

*Note – For more information on “Monthly”, “Bi-weekly”, or “Semi-monthly” Invoice frequencies refer to 

the 12R8 Enterprise Monthly Invoicing help document. 

 

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseInvoiceEmailing.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseInvoiceEmailing.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseMonthlyInvoicing.pdf
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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/Departments form (1.) add a Department record 

that you will recognize (2.) as being used for full time placements.  In the Invoicing/Billing Setup form 

of the Department record select the check box for Invoice Customer Separately (3. ) and change the Style to 

the one for your direct placement Invoices (4.).  Then create the “Direct Hire” Order record for this 

Department (5.). 

 

 

 

1. 

Click on the  button on the 

Details/Departments form to open 

the Add New Department form (left) 

and enter the Department Name, then 

click Save to add the Department and 

navigate to the Details form of the 

new Department record. 

2. 

3. 
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12) The Customer has multiple Departments, each with their own separate Billing Address, the 

Department Supervisor should be able to view the Invoices for their Department from the 

WebCenter Customer Portal or additional Email Invoice Recipients are needed for the Department 

level. 

 

In the example above each Department record will need to be set up and then in the Invoicing/Billing 

Setup form of the Department record select the check box for Invoice Customer Separately.  Refer to 

example eleven (11) for this process. 

 

4. 

5. 
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- If each Department has a different Billing Address open the Department record’s Details form and 

change the information in the Billing Address section. 

 

 

- If the Department Supervisor should be able to view Invoices for their Department from the 

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

Department record. 

 

*Note – The WebCenter Customer Portal is an ancillary web product and is not included in the “core” 

Enterprise software.  Contact a TempWorks representative for more information about this web solution. 
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- If additional Invoice Recipients are needed for mass-Emailed Invoices for the Department, open 

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

Recipients section. 

 

 

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

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 

first.  A good place to start is to create a “map” or plan of how the Invoice needs to look; include what 

information the Customer wants and then start comparing to the examples in this document. 

 

If it seems that Department records 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.  

http://www.tempworks.com/ClientServices/documents/12R8EnterpriseDepartmentsSetup.pdf
http://www.tempworks.com/ClientServices/documents/12R8EnterpriseDepartmentsSetup.pdf
mailto:support@tempworks.com
mailto:trainers@tempworks.com

