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Creating Duplicate Timecards Cut from TempWorks Software on Vimeo.

The duplication of timecards is used to pay and or bill for two or more different
transactions for one job during one weekend bill.

This might include:

e Commissions and Bonuses: An employee may receive a commission or bonus which

may or may not be billed back to the customer

e Holidays: When an employee qualifies for holiday pay, this may or may not be billed
back to the customer

e PTO: An employee may qualify for PTO or vacation pay

e [ate Timecards: An employee may forget to turn in his/her timecard for a previous

week end date

e Retroactive Raises: Where an employee should have received a raise but we failed to

pay/bill for that raise

e Pay and Bill different amount of hours: Where a client make take advantage of a 4

hour guarantee

This document will discuss the steps to creating duplicating timecards.

*Note* Unless otherwise configured for your staffing company, duplication of
timecards is used for taxable wages.

Creating Duplicate Timecards:

From the time entry dashboard, click to highlight the transaction to be duplicated, right



click and select create duplicate timesheet:

| Name | Customer | Department | Job Tide

E webCenter Status: Mot a Web Timecard (1 item)
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This will create an exact duplicate of the highlighted transaction with the exception of
hours, which will be reset to zero:

| customer | Department Job Title PayCode M| RTHs E | OTHsHE | Pay m |

= webCenter Status: Not a Web Timecard (2 items)

Austen, Kate Stanley Inc. Receiving Accountant Reg 30 0 $18.00

Austen, Kate Stanley Inc. Receiving Accountant Reg 0 0 518.00

Duplicating Multiple Timecards:

Used to create duplicate timecards for multiple transactions at the same time, for instance;
paying holiday or PTO to all employees who qualify.

From the time entry dashboard:

1. Click to highlight the first transaction to be duplicated
2. Hold down the Ctrl key on your keyboard
3. Select the additional transactions to be duplicated

4. Right click and select create duplicate timesheet

Because multiple timecards were selected, Enterprise will prompt for which pay code you
would like to use for the duplicate transactions:



duplicate timecards

Please select the following pay code you wish to agpear on the

new timecards. You may leave the field blank, and Enterprise

will create the timecards as normal.

Pay Code Hol

x Cancel

BSave

All duplicate transactions will be inserted with this pay code:

Drag a column header here to group by that column.

shift @ | RTHs O | oTHs @ | Bl

W | OTFey @ | DTPay W |

Customer
Smith, Ban Iajor Company
lohnson, John Iajor Company
Markus, Mark Major Company
lohnny, John Major Company
Smith, Ben Iajor Company
lohnson, John Iajor Company
lohnny, John Iajor Company

Primary
Primary
Primary
Primary
Primary
Primary

Primary

Reg

Reg

Hal

Haol

Haol

0 0
0 0
0 0
B 0
0 0
0 0
0 0
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