Enterprise - How to Create a Direct
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Processing a direct hire invoice is seamless once the order and assignment creation is completed within Enterprise.

This Article Covers:

1. Reviewing the Assignment
2. Processing the Transaction in Time Entry
3. Proofing the Direct Hire Transaction

4. Invoicing the Direct Hire Fee(s)

Reviewing the Assignment

While viewing the assignment, users can verify the start date, status (hired perm), and direct hire fees.

Within the financial details section it is important to verify the fee start date has been added. Transactions will be
pulled into Time Entry for this assignment during the week of the fee date.

*Note* Customer fees may be broken out into several transactions within the assignment based upon the
terms and conditions agreed upon.

| assignment information direct hire fees + 7
Employee Yolands, Wendel Jane Fee Percentage | 000000000
Aldent 12867 salary $35,000.00
Customer Balloons Inc. Fee $7,000.00
Department Primary Acive | Rate | Date | Note -
Order ID 4295045071 $5,500.00 12/27/2015
AssignmentID 4301322923
Alt Assignment ID
Temp Phone [
Status Hired Perm

Replaces
[F] Customer DNA  [7] Employee DNA

job information

Job Title Account Analyst

Business Code

Start Date 12/21/2015 =
Expected End Date @ | Original Start | 12/28/2015 =
Actual Date Ended | 12/28/2015 ]
Shift

Start Time 1 End Time |

Shift Notes

PO Number

For more information, check out: Enterprise - How to Create and Manage Direct Hire Orders.

Once the direct hire fee has been added to the assignment, users will need to approve the fee within time entry in
order to create the direct hire invoice.

Process Direct Hire Transactions in Time Entry



1. Navigate to Pay/Bill > Time Entry
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2. Locate the bill only transaction that will populate based on the assignment placement fee/date

Buy N Large Sullivan, Meegan Reg2 o 0 12,000.00 30,000.00 30,000.00 20,000.00

3. Double click to open the detailed timecard

& Detailed Timecard

Pay and Bill Rates LU ITER el Overrides Codes

Employee

Assignment Adjustment | Description | Amt | BilAmt | invoice Text

DHFee Placement Fee fo__ 50.00 52,000.00 Direct Hire Fee

4. Navigate to the Adjustments tab and review the DHFee



o [feverythinglooks correct, you will need to remove the invoice hold in order to process the transaction

5. Navigate to the Overrides tab

6. Under Invoice Holds delete the hold code

coe
payroll inf

other

WE Bill 12
Branch Memphis SE Pay Hold

WE Date 12
Acct Code Invoice Hold  |& -

184 L Pl
Location Cust Extra 1 Code Description
Cost Center Cust Extra 2 A Adjustment review required

) Push invoicing to next week.

SubEntity Cust Extra 3

lob Title Act
Req Mumber Invoice Text

PO Num
Supervisor | Jenson, John Vend Inv Num Payroll Mote
Start Date 12/19/2015 B | Sales Team Default
End Date 12/25/2015 B | Worksite Call Center

7. Select Save in the upper left (or CTRL +S)

8. Repeat for all Direct Hire Invoices

*Note* Want to pull up only direct hire transactions? Consider using a filter option for customer or order type:

4 timecards
Filter | Order Type Starts With Direct

@ Generate Timecard

Proof the Transaction(s)

Once you have updated the timecards in Time Entry, you will need to review them and have the system check for

any possible errors before you can run them through invoicing.

1. Navigate to Pay/Bill > Proofing > Proof Transactions



Proofing

Unused Timesheets

E Mark transactions as not payable

El Mark transactions as not billable

View proofing report
" P B rep
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2. Locate your proofing session

 transaction proofing - select session

select session
Select a transaction session to proof.

» Select Session
Transactions

Error Checking
Finish Session 1D | Service Rep C 1= Srident

9967 ejames 21858
3965 joe.chensy 1 23064
3574 Lindsey Schneider 1 23020

3. Verify everything looks correct with the transactions before selecting next



[ transaction proofing - transactions

: transactions
Select Session ) ) _ ’ . } _
T e Please review the list of transactions that will be proofed. Clicking Mext will begin the proofing process.

Error Checking y .

Finish QO E@lLim
Employee ‘ Customer | Pay Code ‘ RegHrs | OT Hrs ‘ Reg Pay -
‘Yolanda, WendelJane  Balloons Inc. (Primary] Reg 0 0 $35,000.00

Total: 1 (1] o
Cancel < Back Next >

Process the Invoice(s)

Once the Direct Hire transactions have been processed within Time Entry & Proofing, they can be invoiced the

same as any other transaction.

*Note* You may need to go in and verify that these transactions are bill only. See Enterprise - Marking
Transactions as Not Payable or Not Billable
See the following articles for more information:

1. The Invoicing Wizard

2. Enterprise - How to Process Bi-Weekly Invoicing

3. Enterprise - How to Process Monthly Invoicing

Once the invoice calculation is completed, navigate to the invoice created to view the Direct Hire fee:

@ Invoice Items item quantity rate weekend date total
50.00

@ Adjustment Items

IE‘ Yolanda, Wendel DHFee - Direct Hire Fee $5,500.00 12/25/2015 $5,500.00

*Note* Depending on your invoice style, Direct Hire fees may appear differently on the printed invoice.
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