Enterprise Commonly Asked
Questions - Payroll
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To help answer your questions, we've put together a list of commonly asked questions and their answers here. Use

this guide to learn more about payroll related functionality.

Top 15 Commonly Asked Questions:

1. How do | correctly note that an employee is claiming exempt status on their W4?
2. Dol need to fill out the dependents field on pay setup?

3.
4
5

How do | print a wage statement to give to the employee?

. Do we need to create a separate worksite record for each location that employees are sent to?

. If lupdate the pay rate and/or bill rate on the order will it automatically update the current open assignments

for this order?

. I’'m not able to select the multiplier code that applies to this order. How do | add it?

. If lupdate the pay rate and/or bill rate on the assignment will it automatically update the time card for this

assignment?

. I need to give my employee araise starting next week. Can that be set up in advance?

. How can my staffing specialists or front office managers leave important notes for payroll?
10.
11.
12.
13.
14.
15.

In time entry, how can | single out just one customer or employee's transactions?
Where should a mileage or parking reimbursement be entered?

Can an adjustment be only billable or only payable?

Where should a bonus or commission be entered?

How do | determine if a check should be reissued, voided or reversed?

What is the difference between reissuing and reprinting a check?

Q: The employee is claiming exempt status on their W4. How do | enter
that into TempWorks Enterprise?

Answer: First determine if this is exempt from taxability or exempt from withholdings, as these are entered

differently:

1. If exempt from withholdings: on the pay setup form enter “99” in the applicable federal exemptions and/or

state exemptions fields
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2. If exempt from taxability: Under Pay Setup > Taxes, double click the juris they are exempt from and select

the exempt box:

Juris FUTA
Amount 50.00
Exempt Allowances 1]
EINC 0 Additional Allowances 0

Percentage 0.00000000 Additional WH Amount | 50.00

BSave +New

e |earn more about W4: 2020 W-4 Form

e |earn more about employee taxes in Enterprise: Enterprise - How to Manage Employee Taxes
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Q: Do | need to fill out the dependents field on pay setup?

Answer: If the employee is not a Louisiana resident, this field does not need to be populated. Employees living in
Louisiana are only allowed to have 2 state exemptions. Any additional state exemptions need to be entered under

dependents.
» integrations ) ) )
¥ airaisdions required tax information
messages Tax Higher Rate D

>_pay history Marital Tax Status Single

4 pay setup
e Dependent Allowance  $0.00
adjustments Dependents o
arrears Other Income 50.00
electronic pay -
rati bt Extra Deductions 0.00
taxes Extra Withholding $0.00

e |earn more about employee taxes in Enterprise: Enterprise - How to Manage Employee Taxes

Back to Top

Q: How do | print a wage statement to give to the employee?

Answer: At the top of the employee record, click on the reports button and choose the employee wage statement.
You will need to enter the start and end date in the report viewer and run it.
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Application Survey Results Employee Interview Report
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Credential Check Background Check Employee Transaction Report

Employee Adjustment Setup Change Log
Employee Application HR Center Data Log

Once the report is displayed click on the print icon to print out or select the export option to save an electronic
copy of the wage statement



C:I' Report Viewer

Start Date  [1/31/2019 [#  End Date [1/27/2021 |22

Employee ID \4295080433 \

—
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Employee Wage Statement

High Tech Staffing Entity Level (Hierld

For checks with a check date between 1/31/2019 and 1/27/2021

Chk Id Check # Weekend Check Date Reg Hrs OT Hrs DT Hrs Gross Taxes

Finch, Atticus XXX-%Xx-2130 Employee ID: 4295080433

4295038911 100608 9/29/2019 10/4/2019 57.75 0.00 0.00 $0.00 $0.00

4295039837 101451 11/24/2019 12/6/2019 40.00 0.00 0.00 $0.00 $0.00
Employee Totals: a97.75 0.00 0.00 $0.00 $0.00

e Learn more about Tax Related Documents: Enterprise - Reprinting Tax Documents (Wage Summaries)

e |earn more about Employee Related Reports: Employee Reporting
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Q: Do we need to create a separate worksite record for each location that

employees are sent to?

Answer: Yes. The worksite is very important because an employee’s income taxes are based on both their home
(permanent and resident) address and where they work (worksite). The worksite must also be selected correctly

on the order to make sure that payroll and invoicing are processed correctly.
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e |Learn more about Worksites: Enterprise - Worksites

e |earn more about Order Record Details: “Orders Part 2: Order Details
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Q: If l update the pay rate and/or bill rate on the order will it automatically
update the current open assignments for this order?

Answer: Not automatically. Navigate to the action menu and choose mass update rates. The rates can be increased
or decreased by percentage, amount or changed to specific rates. The multiplier code can also be changed this way.

B update rates

This Utility will update pay and/or hill rates for all assignments on this
order. For example, this may be used for changes in contract terms. If
L ] - .
you only wish to change pay rates, you may leave bill rates blank.
2 Likewise, if you only wish to change bill rates, you may leave pay rates
blank. Multiplier codes, if configured, will be used to adjust bill rates.

[%] Change pay/bill rates

(] ChanEe all pay and/or bill rates to amount:

Pay rate: Bill rate:

() Increase/decrease pay and/or bill by amount:

Pay rate: Bill rate:

) Increase/decrease pay and/or bill by percent:

Pay rate: Bill rate:

[ ] Change the multiplier code being used

New multiplier code:




*Note* This MUST be done via the mass update rates, if you simply change the rates on the order details form
the rates will NOT update the assignments.

e | earn more about mass update rates functionality: Enterprise - How to Mass Update/End Assignments

From the Order.
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Q: I’'m not able to select the multiplier code that applies to this order. How
doladdit?

Answer: Multiplier codes must be added into your system first by an administrator who will set up the math behind
the code and name it. Once it's in your system, you will want to make sure you add it to the defaults list for the
customer.
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~ -
+ & 6 £ 2|Q 4 ¥  » tasks appointme
;':t[::f Accruals (0] multiplier codes
4 S
4 debuils Multiplier Codes (1) [X] Use Customer Specific Settings
asg allocations Required Documents (0} ["| Apply Multiplier Codes to Departments
people net Shifts (2) Code | Priority | Default set By
rate sheet Worker Comp Codes (0)
1.53 1 Customer
documents Job Descriptions (0)

» integrations
» invoice history
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Think of the default list as the only multiplier code options available for that customer and should only include
multiplier codes that match your negotiated contract terms.

e |earn more about Multiplier Codes: Enterprise - Creating Multiplier Codes

e Learn more about Customer Defaults: Enterprise - How to Set up Customer Defaults
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Q: If l update the pay rate and/or bill rate on the assignment will it
automatically update the time card for this assignment?

Answer: Not necessarily. If you update the rates immediately, before payroll/billing has created a transaction, then



yes, it will be updated. However, if payroll/billing has already created the timecards for this week THEN you make
the change then, no, the transaction will not automatically be updated.

Timecards

: 1561 Unused Timesheets

> + Create Timecards From Assignments
[

Lag®
Remove unused timesheets

® MNavigate to time entry

You can refresh a timecard while in Time Entry which could update rates from an assignment

Customer &

WebCenter Status | Customer A| Status Name | Department Pay Co... [l | Shift [l | RT Hrs

(= Customer: Cotton Candy (46 items)

Cotton Candy Abbot, Allie
| <= Add Adjustment A
Cotton Candy Accrue, Jackie L
E View Assignment

Cotton Cand Accrue, Jackie L

Y ﬂ View Customer
Cotton Candy Accrue, James A J. View Employee
Cotton Candy Accrue, James A i View Order
Cotton Candy Adjuster, Korey | ¥ Refresh Timecard from Assignment Iy
Cotton Candy Alaska, Joe G Refresh Timecard from Order

e Learn more about refreshing timecards: Enterprise - How to Refresh Timecards

e Learn more about Time Entry: Time Entry Part 1: The Basics
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Q: I need to give my employee a raise starting next week. Can that be set
up in advance?

A: Yes! We encourage you to set up arate change or raise ahead of time in the system so that you don't have
to time it perfectly later when you have enough other things to do.

On the assignment, open the action menu and select extend assignment. TempWorks will prompt you for the
date the rate change should take effect. TempWorks will then create a new assignment on which you can
enter the new rates.

Adams, Henry
Buy N Large, Production Worker
Assignment ID: 4301407678 Employee ID: 4295038410

Order ID: 4295092250 Branch: Minneapolis

X1 +exzQt ¥

o Create Timecard &= Extend Assignment

M. Create Worker Comp Claim
Email Assignment Confirmation

Email New Hire Package

*Note* During this process TempWorks will automatically end the original assignment as of the date before
the rate change takes effect with a status of RC (rate change). This is also great for reporting because you can
track how many employees were given raises based on the assignment status.

e Learn more about pay raises: Enterprise - How to Document Employee Pay Raises
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Q: How can my staffing specialists or front office managers leave
important notes for payroll?

Answer: When you need to communicate when an employee calls in sick, or additional deductions are needed, etc.
you can use the Payroll Notes field from the employee, customer, order, or assignment record.



| assignment information financial details

Employee Adams, Henry Multiplier Overtime Factor | 1.5000
Aldent 4295038410 Bill Rate $31.00 Pay Rate $20.00
Customer Buy N Large Salary Bill $0.00 Salary $0.00
Department | yogurt Division Unit Bill $0.00 Unit Pay Rate 40.00
Order ID 4295092250 Other Agency Pay | $0.00
Assignment ID | 4301407678 Alt Assignment 1D Overtime Bill 546.50 Overtime Pay $30.00
Burden Doubletime Bill $62.00 Doubletime Pay | $40.00
Temp Phone  |(__)_ - Company High Tech Staffing Inc
Status Open EINC 0 [x] w2
Replaces Worker Comp Code | MN 8810

[C] Customer DNA  [[] Employee DNA Payroll Notes Employee called in sick 1/26 - Do not pay for that day
job information
Job Title Production Worker

Business Code

1. If this note pertains to the employee, no matter where they work, the note should be entered on the
employee > pay setup > note to payroll field

2. If this note pertains to everyone who has been placed on an order the note should be entered on the order >
details > po setup > payroll note field

3. If this note pertains to a specific assignment the note should be entered on the assignment > details > payroll

notes field.
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Q: In time entry, how can | single out just one customer or employee's
transactions?

Answer: At the top of the time entry form there are filter options. Filter for the employee name, SSN or customer
name, in the filter text field enter the first few characters of the employee's last name, SSN or customer's name.

56 timecards Press Enter to filter timesheets I

. Filter | Customer Name Starts With Buy

@ Generate Timecard

Customer &

WebCenter Status | Customer A| Status Name Department

[=l Customer: Buy N Large (56 items)

Buy N Large Adams, Henry Yogurt Divisic
Buy N Large Adams, Henry Yogurt Divisic
Buy N Large Addison, James Yogurt Divisic

e |earn more tips for Time Entry: Enterprise - Time Entry Tricks
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Q: Where should a mileage or parking reimbursement be entered?

Answer: Mileage and parking reimbursements are great examples of adjustments that may happen one-time or
have different amounts each time. If this adjustment only needs to happen once, you can enter it on the time card
under details > adjustments:

Customer &

WebCenter Status | Customer A| Status Name Department Pay Co... ll | Shift

[=l Customer: Buy N Large (56 items)

Buy N Large Adams, Henry Yogurt Division Reg
Buy N Large Adams, Henry Yogurt Division Reg AM Wee
Buy N Large Addison, James Yogurt Division Reg

el - = = =1 ar s e - —m———c

4

-4,' Detailed Timecard

Pay and Bill Rates m Overrides Codes

Employee + X = V
Assignment b u
\

If this adjustment is happening often for their current assignment, you can also set up adjustments on the
assignment:



manage adjustment

Adjustment pileage

Default Pay Rate $0.8300

Default Bill Rate $0.0000

Pay Code Regi

e |earn more about one-time adjustments: Enterprise - One-Time Adjustments and Overrides

e |earn more about assignment adjustments: Enterprise - How to Utilize Assignment Adjustments
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Q: Can an adjustment be only billable or only payable?

Answer: Yes, adjustment pay and bill amounts do not have to be equal. You can 0 out or change the rate on on the

pay or bill options on any one-time adjustment.

timecard adjustment

Adjustment Fuel
Adjustment Amount | 51500 Bill Amount | 525 00

Invoice Text |




e Learn more about one-time adjustments: Enterprise - One-Time Adjustments and Overrides
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Q: Where should a bonus or commission be entered?

Answer: A bonus, commission or other taxable adjustment should be entered as a duplicate (new) transaction in
the time entry form. For bonuses and commissions, units, unit pay and unit bill should be used instead of hours and
hourly amounts.

‘WebCenter Status | Status ‘ Name Al Customer Department PayCo._ @ | RTHrs B | OTHrs ul Bill -‘ Pay .l [o] .l DT Pav.l Units .‘ Unit Pay .l

[ Customer: Buy N Large (24 items)

Branson, Kayla B Buy N Large Primary Reg 1] 0 $40.00 4£25.00 537.50 $50.00 1] 50.00
Branson, Kayla B Buy N Large Primary Bonus 1] 0 $40.00 4£25.00 537.50 $50.00 2 550.00
Brell, Iris Buy N Large Primary Reg 1] 0 $40.00 4£25.00 537.50 $50.00 1] 50.00
Buffet, Jimmy Buy N Large Primary Reg 1] 0 $40.00 4£25.00 537.50 $50.00 1] 50.00
0 g
& Detailed Timecard
LTELN LR Adjustments  Overrides Codes
payroll info
IE Hourly |:| Salary
. . WE Bill 6/24/2018
daily hours & units rates
) WE Date | 6/22/2018
Regular Hours 0.00 units 2 R 000 Work Date
- Unit Bill oT Bill
Overtime Hours 0.00 Se00 S50 Inv Date
§ Unit Pay | $50.00 DT Bill 580.00
Double Time Hours 0.00 Pay Code | Bonus
Aeniin | fne nn

Make sure to change the pay code to reflect the type of money being paid.

e |earn more about bonuses: Enterprise - How to Enter Bonus Pay
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Q: How do | determine if a check should be reissued, voided or reversed?

Answer: Ask yourself the following questions: Has the check been cashed? Was the check correct?

" 1] . .
Marcus "Marc" Hilton Scheduled for
9782 Crestview Way ID: 4295003952 09/22/2015
Bloomington, MN 55420 SSN: xx-Kx-6253 < C
E ¥ + %6 A2 Q 4 ¥ |» tasks ap

+ Add Employes Wages ¥ Void or Rev C K

I Add to Hotlist .—, Reissue Check ital Status Married -

ti
L Assign HRCenter Workflow .—, Reprint Check ::s;;ssmgle
BE Copy Employee to Contact aral-Single

7:‘ Create and Export a resume
units this period
@ Create assignment for Vandy Enterprises, Prima 40.00 $400.00

3.00 $45.00

M Create Worker Coma Claim

1. If the check has not been cashed and it was correct you will reissue the check.

e The check was put through the washing machine



e You printed the check then immediately spilled coffee on it

2. If the check has not been cashed and it was not correct you will void the check.
e The employee was overpaid
e Youissued the check to the wrong person

e You had the incorrect deductions or adjustments

3. If the check has been cashed and it was incorrect you will reverse the check.
e The hours or pay rate were incorrect on the check (the employee was overpaid) and the employee took

the money and ran.

e Learn more about check corrections: Enterprise - How to Void and/or Reverse Checks & Enterprise -

How to Reissue Checks
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Q: What is the difference between reissuing and reprinting a check?

Answer: Reissuing a check will reissue the net amount on a new check number. This should be used for pre-printed
and numbered check stock.

Reprinting a check will reprint the original check on a new piece of paper. This should be used for accounts where
the checks are printed on plain paper.

e Learn more about Reissuing a Check: Enterprise - How to Reissue Checks

e Learn more about Reprinting a Check: Enterprise - How to Reprint a Paycheck or Payroll Run
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