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Enterprise 12R6 to  12R7  Changes  
 
Improved Task Management 

 
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  button in  the Tasks  area to create new Task  

records. 

 
 

 

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

To create a new Task , click on the  button in the upper right.  

The Tasks  box displayed to the left is located in the lower left of the Enterprise screen.  

Clicking on the   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.  Click on the  button to Refresh your Task  list. 

 
Tasks  can also be created within the Follow-up area of any Message record or from an 
Incoming Email. 

 

When the  button is clicked the full screen Task  Manager  will be displayed as shown 
in the next picture.  
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To edit the Task  either double-click on the Task  line or click on the  button.  To mark the Task  as completed click on 

the  button with the Task  selected or right-click and choose Mark as completed.  Some Tasks  are created by actions 

taken in the system; these auto -generated Tasks  will have a Claim Task button on the left of the Task  line.  Clicking on 

this button will add your User Name to the Task  and the Claim Task button will disappear.  

 

 
 

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

headers. 
 

 
 
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 passed their Due date and are not yet completed.  

 

    

 

This opens a Task  record that will be linked to Tammy.  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 Tammyôs Employee  record. 

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.  
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Employee Actions 
 
When an Employee  record is open the Actions button in the Actions Bar will display options for creating a resume, 

transferring the Employee  to another Branch, submitting the Employee  for a Trak-1 Background Check and locating 

ñUnfilledò Orders  that match Interest Codes from the Employeeôs record. 

 

 

Employee WebCenter Management 
 

 
 
Option two is selected by clicking on the radio button in front of Manually Create User Account and then the User Name and 

Password are entered manually.  Clicking the Create button adds the Employee  as a WebCenter Employee Portal user.  

This information can then be communicated to the Employee  via email, phone, etc. 

 
Once the information has been added, click on the Close button in the lower right.  

*Note ï Additional Actions may be available in 

each record, depending on what other record 

types you currently have open. 
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Employee (and other record)  Location Mapping 
 
Location mapping is available from the Actions drop down menu in both the Employee  and Customer  Worksites or on 

any Search  page where the  button is found.   To use the location mapping in the Search  form on any record, first 

select the line or lines and click on the  button in the upper right.  When the mapping function is accessed it will pull in 

the address(es) of the selected record or line(s) and open to Microsoftôs Virtual Earth (as shown). 

 

 
 

 
 

 

When Invite to WebCenter is selected from the 

Actions drop down menu and the Employee  is 

already set up as a WebCenter user, the form 

to the right is displayed.  You can update the 
User Name and Password, select if the 

password is encrypted, lock the Employee  out 
of WebCenter and update the user Role (the 

role determines what features in the 
WebCenter that this Employee  has access 

to).  Once this information has been added or 
changed, click on the Save button in the lower 

right.  

 
*Note ï The WebCenter Employee Portal is an 

ancillary product, please contact a TempWorksô 
representative for more information  about this 

web solution. 

*Note ï Although this functionality is 
available to all users on Enterprise 

version 12R7, the location mapping 

requires a special license agreement 
with Microsoft.  Therefore the Microsoft 

licensing must be acquired before 
Virtual Earth mapping will be activated 

in your system. 

 
Please contact a TempWorksô 

representative for more information  
about location mapping and its licensing 

requirements. 
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Employee Reports 
Display a wage statement or transaction history report for the Employee  or view information entered from the 

TempWorks WebCenter online application portal. 

 

 

Employee Avatar Updates 

  

Employee Required Docs Form 

In this form documents can be attached to the Employeeôs record and can be linked to specific Job Titles.  Date 

information for Received, Issued, Expires, and Requested can be tracked.  When the expiration date is exceeded an icon will 

be displayed in the Employeeôs avatar area. 

 

In the Employee avatar area three symbols have been added:  

  

This  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 

symbol similar to this  will display on the record.  When an Employee  has an 

ñIncompleteò Task  linked to their record a  symbol will be displayed. 
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A required document can be attached to a document in the Employee  Documents area.  Select the required doc and then 

in the lower left click on the  button to attach a document fro m a local or network drive. If the document is already 

attached to the Employee  record youôll be able to select it from the Existing Documents drop down menu.  Choose one 

and click on it to select and link.  If a required doc has a linked document in the Documents area, click on the  button 

to open the document.  

 

 

 

The Document Category drop down 

menu allows the user to select which 
types of documents should be 

displayed in the available documents 

area. 
 

On the left side select the document(s) 
to be tracked on the Employeeôs 
record (hold down the keyboardôs Ctrl 

button to select multiple records at 

once).  Then click on the green arrow 

pointing to the right.  
 

Once youôve selected documents, click 
on the Save button at the bottom to 

attach the documents to the record.  
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Employee Test Scores 

The Test Scores form allows the user to track internal testing that has been given to the Employee .  Click on the  

button in the upper right . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the Test from the drop down menu and add 

any additional information that applies.  Then click 
on the Save button at the bottom.  
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Employee Unemployment Tracking 

The Unemployment form is used for tracking any unemployment claims that the Employee  has submitted.  Click on the 

 button in the middle of the screen and then choose the Status and last Assignment from the drop down menus.  

 
 

Customer Vendor Management 
 

A staffing company vendor can be selected for the Customer  from the Vendor Management form under Details . 

 

 
 

To add a staffing company vendor to this Customer  click on the  button in the upper right.  The form below will be 

displayed: 
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Customer Invoicing/Invoice Register 

 
The Invoicing  form displays all of the Invoice  history for the Customer .  To view the Invoice Details, double-click on 

the Invoice .  This will navigate the user to the Invoice Register in the Pay/Bill  section. 

 

 
 
The Invoice Details form has been completely reformatted.  Print and Print Preview, New Message and Edit have been 

added to the Actions Bar in the Form Actions.  

 

*Note ï The Invoice  Edit 

functionality will be covered 
later in this document.  

Select the Vendor Company from the drop 

down menu.  If this staffin g company is used 
specifically for one Job Title select it from the 

Skill Code Prefix drop down menu.   

 
Enter the Order Delay (Hours) and the Max 

Candidates Per Req that can be submitted by 

the vendor. 

 
Then click Save to add the staffing company 

vendor to the Customer .  This information 

will now automatically populate into Order  
records for this Customer . 
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Select the  button at the bottom of the screen to display Transactions, Email Recipients, Messages and more. 

 
 

Customer Defaults 
 

The Defaults  form allows the user to set up Accruals, Shifts, Multiplier  Codes, and Required Documents that apply to the 

Customerôs Orders .  To add Shifts, Multiplier  Codes, or Required Documents click on the  button in the appropriate 

area.  Fill out or select the information from the Add forms and then click Save at the bottom of the form.  

 

*Note ï Only information set up on the Defaults  form will be available in the Order  records created for the Customer . 
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Order Gross Profit Calculator 

The Gross Profit Calculator can be accessed when you are in the Order  (or Customer ) record area.  The Gross Profit 

Calculator is opened from the Actions drop down menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The form to the left  will be opened and you 
can populate the Pay Rate and Bill  Rate fields 

to change the percentage in the GP % field 

on the left.   

 
*Note - When the GP % field is calculating 

the field will turn green.  

 
Once the rates are determined, update the 

Order  Details  form by entering the rates in 
the Pay Rate and Bill  Rate fields. 
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Order Web Options 
 
The Web Options tab allows the user to change the Job Description that will be visible on the TempWorksô WebCenter Job 

Board.  Just enter the information into the open text form at the bottom.  If the Order  should not be posted to the job 
board, click in the box for Do Not Post to Web check box. 

 

 
 
Order Required Documents 

Similar to the Required Documents form in the Employee  record, required certifications, documents, etc. can be attached 

to indicate Order -specific requirements in this form.  Click on the  button in the up per right to add a document to the 

form. 
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Order Vendors 
 

The Vendors form is used when a vendor management agreement exists between your staffing company and the 

Customer .  This form is used to select the other staffing company vendors that the  Order  should be distributed to.  

Orders  are then distributed to the vendors, notification is sent via email, and Order Details  can be view by vendor 
Contacts  from the TempWorksô WebCenter Vendor Portal. 

 

*Note ï The WebCenter Vendor Portal is an ancillary product, please contact a TempWorksô representative for more 
information about this web solution. 

 
 

 
 

*Note ï Vendor records can be edited from the Vendors  form in the  menu in the upper right.  Vendor records 

can be added to the system from the Adminis tration  form in that same menu.  
 

To select a vendor, click on the  button in the upper right.  This will open the form below:  

 

 
 

 
 

 

 

 

 

 

 

 

Select the Vendor Company and the Status from 

the drop down menus.   

 
Select the When Visible date from the calendar 

and enter the Max Candidates Per Req that the 

vendor can submit to the Order . 

 
Then click on Save to add the vendor 

information.  
 

*Note ï if the WebCenter Vendor Portal is being 
utilized the Status will automatically update when 

the vendor takes action on the Order . 
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Assignment Actions 
 
Open an Assignment  record and the Actions button in the Actions Bar will allow you to navigat e to the Order , 

Customer , or Employee  records as well as open the Gross Profit Calculator. 

 

*Note ï The Extend Assignment option available under Form Actions in the Actions Bar of the Assignment  allows the user 

to create a new Assignment  that is linked to  the current Assignment  and is used when a rate change applies. 

Assignment Messages 
 

Messages can now be logged at the Assignment  level from the Messages  form and will automatically link to the 

Employeeôs record, and the associated Customer  and Order  records.  Click on the  button in the upper right to 

add a new Message. 

 

Contact Actions 

 
When a Contact  record is open the Actions button in the Actions Bar will allow you to open the corresponding Customer  

record, export the Contact  record to Microsoft Outlook or invite the Contact  to the Customer  portal of WebCenter. 
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Contact WebCenter Management 
 

 
 
Option two is selected by clicking on the radio button in front of Manually Create User Account and then the User Name and 

Password are entered manually.  Clicking the Create button adds the Contact  as a WebCenter Customer Portal user.  This 

information can then be communicated to the Contact  via email, phone, etc. 
 
Once the information has been added, click on the Close button in the lower right.  

 

  

 

 
 

 

 
 

 
 

 

 
 

When Invite to WebCenter is selected from the 

Actions drop down menu and the Contact  is 

already set up as a WebCenter user, the form 
to the right is displayed.  You can update the 
User Name and Password, select if the password 

is encrypted, lock the Contact  out of 
WebCenter and update the user Role (the role 

determines what features in the WebCenter 

that this Contact  has access to).  Once this 

information has been added or changed, click 
on the Save button in the lower right.  

 
*Note ï The WebCenter Customer Portal is an 

ancillary product, please contact a TempWorksô 
representative for more information  about this 
web solution. 

When Invite to WebCenter is selected from the 

Actions drop down menu and the Contact  has not 

been previously added as a WebCenter user, the 
form to the left is displayed.   

 
The first step to set up a new Contact  WebCenter 
log in requires that the user com pletes the Assign 

Role field by selecting from the drop down menu 

for available roles (the role determines what 
features in the WebCenter that this Contact  has 

access to).   Step 2 determines how the Contact  

gets notified of the log in information.  
 

For option one the Contact  has an ñEmailò address 
on their record and will be sent a system -generated 

email that directs them to the WebCenter log in 
page where they can select their own User Name 

and Password. 
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Enhanced Search Functionality 

We have added additional search functionality to some of the major records that can be selected from that recordôs 

Search  form.  From the Advanced Search button new searches can be created and run.  These searches can then be 

saved and accessed from the Saved Searches button.  

 

To create a new search, click on the Advanced Search button.  Then select the category from the information on the left 

and enter in the details in the appropriate fields.  

 

To add this search to the Saved Searches area click on the  button at the top of the screen.  

 

The  icon will be 

displayed next to any 
search option that has 

information entered.  

 
Once all of the details 

have been added, 
click on the Search 

button at the top of 
the form.  
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From the Saved Searches form select the search from the list on the left, enter any information that the search prompts for 

and then click Run Search. 

 

 
 

 
 

 

 
 

Once the  button has been clicked 
the form to the left will be di splayed.  
Enter in the Name and Description.  If 

you would like to share your search with 

other users in your branch, click in the 
Share Search box. 

 
At the bottom of the form you can 

select if the search should prompt for 

any of the inputs.  
 

In the exampl e to the left the 
Employee s returned will be ñActiveò, 
ñUnassignedò, have an Order Type of 

ñTEò and then it will prompt for the 

Interest Code to be added. 

 

Once all of the information has been 
entered click on the Save button to add 

it to the Saved Searches form. 
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Vendor Records 

In the upper right section of the Enterprise Main  Screen  the  button contains additional functionality that can be 
used.  The Vendors form can be accessed by selecting it from the drop down menu.   

 

*Note - Vendor records can be added to the system from the Administration  form in that same menu under the 
Company  form.  Only those with the required user permissions will be able to add new vendor records.  

 

 
 

The Vendor List  above will be displayed when the Vendors  form is selected from the drop down m enu.  Double-click on 

the line or click on the  button in the upper right to view the vendor Details  form. 
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The Details  form will list out all of the vendor company address and payment remittance information.  The Contacts  
form will list all Contact  records that are associated with this vendor company.  To add a new vendor Contact , click on 
the New Contact button in the Actions menu from the Contact  record and select the vendor name from the Company drop 

down menu.  Distribution of Orders  to vendor companies is covered earlier in this document. 

 
*Note ï A vendor management help document will soon be available that will cover this functionality and the vendor 

payroll process in more detail. 

 
Rate Sheet Entry 

In the upper right section of the Enterprise Main  Screen  the  button contains additional functionality that can be 
used.  The Rate Sheet  can be accessed by selecting it from the drop down menu.   

 

 
 
Current Rates will be displayed in the form below:  
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To add a new Rate to the form c lick on the  button in the upper right.  This will open the Rate Details form as shown 

below: 

 

 
 

Updated Resume Parser 

When the Resume Parser  is selected from the drop down menu the following form will appear:  

 

To parse a new resume, click on the  button in the upper right.  The following form will be displayed:  

Enter information into the Customer, 

Work Site, Vendor, Job Title, Shift, 

Branch, Worker Comp Code, Pay Rate, 

Overtime Pay Rate, Multiplier Code 

(required), Bill  Rate, Overtime Bill  

Rate, and Double Time Bill  Rate. 

 
*Note ï the more information th at is 

added into these fields the more 
specific the Rate will be. 

 

Once all of the information for the 
Rate has been added click on the 

Save button at the bottom of the 

form.  Whenever the information 

contained in the criteria area for this 
Rate is selected in the Order , the 

information in the rates part of the 
form will automatically populate into 

the Order  Details  form. 
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Once the parsing is complete the information will be displayed in the form as shown.  Verify that the information is 

correct in each of the tabs: General, Employment (Past Jobs), Education, and Skills (Interest Codes).  To create the new 

Employee  record from the parsed information , click on the  button in the upper right of the form.  

 
 

 
 

 

Select how the resumes should 
be parsed by selecting File 

(Word doc or PDF), Folder, or 

Text.  Then select the location of 

the document or folder by 

clicking on the  button and 
once selected, click on Parse 

File. 

 
If the Text option is selected, 

copy and paste the information 

into the form provided and then 
click on Parse File. 
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Time Entry Weekly Adjustment Overrides 
 
When a one-time change needs to be made to a weekly Adjustment that has been set up on the Employeeôs record you 

can access this from the Time Entry  form.  Expand on the Detailed Timesheet and then go to the Adjustments tab. 

 

 
 

Click on the  button in the upper right corner of this section to open the following for m: 
 

 

 

 
 

 

 
 

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. 
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WebCenter Time Entry functionality 
 

When a timecard is completed online either through the WebCenter online time entry available from the Employee and 

Customer Portals or via the TempWorksô Time Clock solution, these Transactions will display with a  to the left of the 

record.  There are several different Statuses for WebCenter time entry as shown below:  

 

 
 

 
 
*Note ï Use of the Force Approval function is outside of the normal constraints for WebCenter time entry and will 

generate an error during the Proofing  process. 

 

After an Employee  creates a timecard in the 
WebCenter Employee Portal the time entry 
Transaction will be visible in Enterprise.  The 

first Status of a timecard that is Employee -

entered is ñNot Submittedò.  A user can open 

the Detailed Timecard view and click on the  

button to view the Log of the Statuses that the 

Transaction has been in.  Click on the  

button to view the Consultant Timecard 
Verification Report about the Transaction or 

click on the  button to Override the 

WebCenter time entry that the Employee  has 
done so far. 

Once an Employee  finalizes a timecard in 
the WebCenter Employee Portal and submits 
it (online) to their Supervisor the Status of the 

Transaction is ñSubmittedò.  A ñSubmittedò 

timecard will not pull into a Proofing  session 
until it has been ñApprovedò.  If a Supervisor 

or other Customer Contact  is not able to 
approve the time from the WebCenter 

Customer Portal, the Enterprise user can click 

on the  button to Force Approval.  The 

database will track the user who clicked the 

 button and will display this information in 
the Log and the Consultant Timecard 
Verification Report. 
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*Note ï If the WebCenter timecard is Reset, the Enterprise user will need to notify the Employee  or Supervisor as there 

arenôt any automatic WebCenter email notifications associated with this process. 

 

The user can override the WebCenter timecard 

Transaction by clicking on the  button.  

Once the Override button has been clicked, 

enter in the number of Reg Hrs, OT Hrs, and 

DT Hrs, or enter the Totals by day.  Then use 

the  button to Force Approval. 

 

*Note ï Use of the Override  and Force  

Appro val  buttons is outside of the normal 
constraints for WebCenter time entry.  It will 

create an error during the Proofing  process 
and should ONLY be used as a last resort. 

Once the Supervisor (or Timecard Alternate) 

approves a timecard from the WebCenter 

Customer Portal or enters the Employeeôs time 
(online) and submits it, the Transaction Status in 

Enterprise will be updated to ñApprovedò.  

  
Once a WebCenter timecard has a Status of 

ñApprovedò, it can be pulled into a Proofing  
session. 

 
*Note ï If the Employee  or Supervisor submits or 

approves the WebCenter timecard in error, 

clicking on the  button will Reset the timecard 

and it will show the Status of ñNot Submittedò.  

After this has been done the Employee  (or 
Supervisor, if time is entered in the WebCenter 

Customer Portal) can resubmit their timecard to 
their Supervisor for approval. 

 

If the WebCenter timecard that the 

Employee  submitted is not correct the 
Supervisor will choose to ñRejectò the 

Transaction.  The Status of the timecard will 

automatically be updated to ñRejectedò in 

Enterprise.  The timecard is sent back to the 
Employee  to be revised and then 
resubmitted to their Supervisor. 

This entire process can be tracked by 

clicking on the  button to view the Log of 

the Statuses that the Transaction has been in.  

Or choose the   button to view the 

Consultant Timecard Verification Report for 

this WebCenter timecard Transaction. 
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Once WebCenter timecards have been approved (or submitted if Supervisor-entered) these Transactions are assigned to a 

user and pulled into a session from the Time Entry  Actions drop down menu.  Select Create WebCenter Proofing Session to 

continue processing WebCenter Transactions. 

 

 
 

 
 
*Note - The WebCenter timecard Proofing  session will only pull in Transactions with a Status of ñApprovedò where the 

current WE Bill (Weekend Bill) date is greater than or equal to the WE Date (Weekending Worked).   For example, if the 

current WE Bill date is 06/07/2009 and there is an approved WebCenter timecard for WE Date 06/14/2009, this 

Transaction will not be pulled into a Proofing  session until the following week.  

 

The number of timecards that have been pulled into the Proofing  session will be listed at the bottom of the screen.  
Next navigate to Payroll and Invoicing  and select the Proofing  box.  Then click on Proof Transactions.  The WebCenter 

timecard Transactions will be listed as belonging to the user that created the Proofi ng  session.  Continue to process 

through Proofing  as explained in the 12R6 Enterprise Back Office Training Manual. 

 

*Note ï The WebCenter Employee and Customer Portals are ancillary products, please contact a TempWorksô 
representative for more information  about WebCenter timekeeping. 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

Click Yes to pull ñApprovedò WebCenter timecards into a 

Proofing  session.  Click Cancel to exit this process. 
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Payroll Wizard Update 
 

The updated payroll wizard allows users to do ñSubPushò, ñSubPayò and ñSubPayConsò run types (subcontractor payroll 
processing). 

 

 
 

 

*Note ï A separate Help document 
that explains subcontractor payroll will 

be forthcoming and can be 
downloaded from the Help Documents 
section on the TempWorks website. 

The Transaction selector updates 

allow the user to select Filter Options 
like E-Pay Only (Direct Deposit 

Transactions only) or Non E-Pay Only 

(Only ñliveò checks). 
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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.   

 

 
 

From the View Checks form the user 
can navigate to view the Staged 

Check Summary of the individu al 

check.  
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Check Register Update 
 

 
 
Once youôve opened the Employeeôs 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 Employeeôs 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.  

 

 
 

If a reversing Transaction was used 

where an ñAdvanced Bankò 
Adjustment was added, the check 

error is ñNet pay is null, zero, or 
negativeò 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. 
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When you navigate to the Employeeôs 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 . 

 

*Note ï Viewing the Check Summary navigates the user to the Pay/Bill  section. 

 

  
 

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 Transactions, Adjustments, Taxes, and Accruals detail for the Paycheck . 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

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 or Fixing Paychecks  
 
First look at the chart below to determine what action is necessary for th e Paycheck  involved. 
 

 
 
Then navigate to the Employeeôs record to reissue, void, or reverse the Check . 

 

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. 
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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 ñliveò check  

 

 
 

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. 

 

 
 

 
 

 
 

 

 
 

 

for a direct deposit you will 

first need to deactivate the 
ACH account in the Pay 

Setup /Electronic Pay form.  

Then open/reopen the 

reissue wizard and select the 
Reason.  Then click Next to 

continue with the reissue 
process. 
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4)  Print Checks.  

Select the  button to bring up the p rinter select prompt and print Checks .  Click the  button if the run only 
contains Checks  with zero amounts or ACH only Transactions where the Emplo yee  is going to be viewing their Check  

stub from the WebCenter Employee  Portal. 

 

 
 

 
 

 

 
 

Select the printer from the list and 
then click Print. 
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5)  Post Checks or Reprint.  

Once checks are done printing verify that there wasnôt 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 now complete. 

 

 

If numbers donôt 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:  

 

 To reprint the entire run  -- Or ï  

 to enter the numbers to reprint.  
 

 
 
Enter the last check that printed correctly, and the Check Number that should start the reprint.  Then click Next. 

 
*Note ï It is always a good idea to log a Message with the Check Number on the Employeeôs 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  button to open the 

void/reverse check wizard. 

 

 
 

 

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.  
 

 
 
*Note ï the reversing process creates an ñAdvanced Bankò Adjustment in the Employeeôs record.  This Adjustment will be 

withheld from t he Employeeôs future Paychecks  until the balance amount for the Adjustment is zero. 
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3)  Verify checks.  

If the wrong Check  has been selected click the Cancel button.  If itôs the right Check  then verify that the correct Reason 

has been selected (ie. ñReversingò or ñVoidingò).  If the Invoice  is affected by this change  

 

 
 

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.  

 

 
 
*Note ï It is always a good idea to log a Message with the Check Number on the Employeeôs record indicating that a 

Paycheck  has been reissued, voided or reversed. 

 
 

 

 
 

 
 

 

 

put an ñxò in the Rev. Billing 

box.  This will insert a billing 
Transaction that will fix the 

Invoice  as well.  Then click 
Next. 

 
*Note ï The ñBest Practiceò is 

to handle the Invoice  
corrections separately from the 
Paycheck  corrections. 
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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.  

 

 
 
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. 

 

 
 
Enter the corrected Transaction information.  Update  Rates, Hours, Adjustments, etc. and then proceed to Proofing. 

 

6)  Proofing.  

Follow the steps for Proofing as outlined in the 12R6 Enterprise Back Office Training Manual.  Some common errors you 
will find when reentering corrected Transactions are ñTxn already been processed for this Aident/weekend dateò, ñZero Bill 

and/or Zero Payò, and ñOne or more employees have Regular Pay hours for week > 40ò.  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 Chec ks  in the 12R6 Enterprise Back Office Training 
Manual.  After step five you may encounter calcula tion errors like the one below.  Right-click on the line, and select View 

Check from the drop down menu.  

 

 
 

 

This will open the Staged 

Check Summary form and will 

display the details of the 
Check .  If a reversing 
Transaction was used where 

an ñAdvanced Bankò 
Adjustment was added, the 

check error is ñNet pay is null, 

zero, or negativeò 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. 
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Once the negative Paycheck  has been fixed open the payroll run wizard and click in the box under the Approve column. 

 
*Note ï The Fix Negative Check process will most likely only need to be used when a Check  has been reversed and an 

ñAdvanced Bankò Adjustment is created.  If an Employeeôs Check  is negative due to improperly set up weekly Adjustments 

or due to a low gross amount with a large number of weekly or one -time Adjustments, the amounts should be adjusted 

manually, so that the Paycheck  equals zero or a positive amount. 
 

 
 
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 of the 12R6 Enterprise Back Office Training Manual). 
 
*Note ï If only zero amount Checks  are included in the run select the Post payroll but do not print option to save time, 

paper, and ink. 
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Reprinting Invoices 
 
In the Invoice Register form click on the Invoice  that needs to be printed and then choose Print or Print Preview from the 

Actions drop down menu. 

 

 
 

Step s fo r Reprinting or 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. 

 

 
 
 

 


