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Unit Pay And Bill from TempWorks Software on Vimeo.

Do you ever pay your employees a type of bonus or commission? Or do they ever earn cast
tips? Do employees earn $1.00 for every widget they manufacture? If you answered "yes"
to any of these questions you have come to right place. This document will walk users
through how to correctly account for unit pay.

To Create a Bonus or Holiday Timecard:

1. Duplicate the Timecard
2. Update the Paycode & Enter the Units

Step 1: Duplicate the Timecard

When paying out a bonus or a commission in Enterprise the first step is to duplicate the
timecard. To do this, simply highlight and right-click the appropriate transaction in Time
Entry and select Create Duplicate Timesheet. This will automatically create a second
(blank) copy of the timecard.

Status | MName A| Customer Job Title PayC_B | RTH=s B | OTHrs B | Pa

E Customer: Creative Memories Inc. (4 items)

/  Cole Joannel Add Adjustment Alt + A ]
/" Harukg, lvan H View Assignment -
/ Lawrence, Emily View Customer o !
/’ Martin, Andrea Lei... View Employee 0 !
View Order 0.00

Refresh Timecard from Assignment

Refresh Timecard from Order

Create Duplicate Timesheet Alt+C

X000 »Em+

Remove Timesheet




Step 2: Update the Pay Code and Enter the Units

Option 1 - From the Time Entry Dashboard:

If a large number of your employees will be receiving a form of unit pay consider adding the
columns Units, Unit Pay, and Unit Bill into your Time Entry dashboard. You can accomplish
this by right-clicking the dashboard column header and selecting the columns (those
marked with a check will be included):

| customer | JobTitle | PayCode M| RT_E |

Linked Image Status E
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E Customer: Creative Memories Inc. (6 itemns) Number of Days

/ Cole, loanne L Creative Me... Data Entry Reg A0 Order Id
/ Cole, lognne L Creative Me.. Data Entry Bonus 0 Orig Weekend Bill
/ Haruke, lvan H Creative Me... Data Entry Reg 35 v OTEil
/ " OT Hrs
Lawrence, Emil Creative Me... Data Ent Re 40
v v = ¥ OT Pay
/ Martin, Andrea Lei... Creative Me.. Data Entry Reg 38 | Pay
Haruko, lvan H Creative Me_. DataEntry  Reg 0 | ¥ PayCode
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With these columns added simply selecting the appropriate (1.) pay code from the
dropdown and entering in the number of (2.) units being paid and the rate of pay/bill per



unit:
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S.| Name 4| Customer | JobTitle  PayCode @ RT-@| OT_E| Poy M| Bl M| O M| OTBNl W Units | UnitPay M| UnitBil M

= Customer: Creative Memories Inc. (5 items)

/ Cole, Joanna L Creative Me... Data Entry Reg 40 o $21.00 $26.00 5$31.50 $39.00 [} $0.00 50.00

Cole, loanne L Creative Me..  Data Entry 0 0 $21.00 52600 §31.50 539_00| 1 $50.00 $55.00
/ Haruko, lvan H Creative Me...  Data Entry Reg 35 0 $2000 $26.00 $30.00 $39.00 Q £0.00 50.00
/ Lawrence, Emily Creative Me...  Data Entry Reg 40 o $2100 $26.00 53150 $39.00 Q 50.00 50.00
/ Martin, Andrea Lei... Creative Me... Data Entry Reg 39 o $20.00 $26.00 $30.00 $39.00 [} $0.00 50.00

Option 2 - From the Detailed Timecard:

Users can also input unit pay from the detailed timecard. To access the detailed timecard
either highlight and double-click the transaction that needs the unit pay added or select
"Detailed Timecard" at the bottom of your time entry dashboard:

Status | Name A| Customer | Job Tite | Pay EZ...Il RT Hrs B

E Customer: Creative Memories Inc. (5 items)

/ Cole, Joanne L Creative Memories Inc. Data Entry Reg 40
Cole, Joanne L Creative Memories Inc. Data Entry  [3onus - [}
/ Haruks, lvan H Creative Memories Inc. Data Entry Reg 35
/’ Lawrence, Emily Creative Memories Inc. Data Entry Reg 40
/ Martin, Andrea Lei... Creative Memaories Inc. Data Entry Reg 39
154.00
1 |

@ Detailed Timecard

With the detailed timecard now expanded, verify that you are within the (3.) pay and bill
rates tab, enter the (4.) amount of units you are paying and how much per unit you are
paying and billing. Lastly, update the (5.) pay code to bonus.



| Cole, Joanne L Creative Me...  Data Entry Bonus 0.00 ] $21.00 $26.00 53150 $39.00 1 $50.00 555.00 |I

/ Haruko, Ivan H Creative Me...  Data Entry Reg 35 o $20.00 $26.00 $530.00 $39.00 4] 50.00 50.00

/ Lawrence, Emily Creative Me...  Data Entry Reg 40 o $21.00 526,00 53150 $39.00 4] 50.00 50.00
-

& Detailed Timecard

3. G ELL LU S Adjustments  Overrides Codes

payroll info
(%] Hourly  [] salary
: - WE Bill 9/20/2015 ]
daily hours 4. \units rates
' WE Date | 9/16/2015 [}
Regular Hours 0.00 Units 1 Bill Rate | 526.00 e ﬂ
T e 0.00 Unit Bill | 555.00 oT Bill $39.00 oy Date .
_ Unit Pay | $50.00 DT Bill 552.00
Double Time Hours 0.00 5.| Pay Code | Bonus

Pay Rate |521.00

Job Title | Data Entry

Number of Days [i] OT Pay 53150

OT Pay $42.00 PO Num T73B

Other Unit Pay Scenarios:

It is unlikely that bonuses are the only times one will need to use unit pay. If and when you
have a different type of unit pay that needs to be accounted for follow the first two steps
outlined in this document with one small change - the pay code. The pay code should
always represent the type of pay the employee is receiving - retro, holiday, tips,
commission, etc.

For example, in the instance you need to pay commissions to an employee simply select the
matching pay code and enter the payment as a unit:

s.| Name | Customer | JobTitle | PayCode ®|RT_E|OT.@| Py m| BN m| O

= Customer: Creative Memories Inc. (6 items)

/ Cole, loanne L Creative Me..  Data Emtry Reg 40 0 S2100 52600 5
/ Cole, loanne L Creative Me..  Data Emtry Bonus 0 0 S2100 52600 S
/ Haruko, Ivan H Creative Me... DataEntry  Reg 35 0 52000 52600 5
Haruko, Ivan H Creative Me... Data Entry  |p payroll 0 0 52000 52600 5

/ Lawrence, Emily Creative Me_.  Data Entry Code Descrip
/ Martin, Andrea Lei... Creative Me... Data Entry Sl gyt ST
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ELDELI Exempt Election Delivery Reimbursen
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