Timecard Linker
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What is Timecard Linker?

Timecard linkers allows you to link timecard images to time entry line items in order to verify time and/or include
timecards received on invoices to customers.

*Note* Timecard Linker is an additional module. If you do not have access to Timecard Linker functionality, please
contact your account manager to learn more.

Including Timecard Images on Invoices

If youwant timecards that you link to be included when emailing or printing invoices for a specific customer, you will

need to update their billing setup information. This will need to be done for each customer youwant to link timecards
for.

1. Navigate to the customer youwant to send linked timecards to

2. Select Invoice Setup > Billing Setup

3. Under Invoice Method drop down, select one of the options displayed "with Timecard Image" included

4. Select Save (CTRL+S)
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Invoice Notes

Currently you can either select “Print with Timecard Image”, “Print and Email with Timecard Image”, or “Email with
Timecard Image”. Selecting one of these options will allow the linked images to be attached to invoices during the
invoice run stage.

Linking Timecards

You can link image files of timecards to their related time entered in Time Entry in order to document signatures, total
hours sent, etc. and email them with the invoices to customers.



*Note* Before you start linking, gather your timecard images and make sure they are all in PDF format. If you
often receive images, excel files, etc. you can use a print to PDF software or option on your computer to covert
them to PDF.

To Access Timecard Linking Options
To find the buttons to upload timecard pdfs, link timecards, etc. you'll need to open the Timecard Linker in Time Entry.
1. In Enterprise, navigate to the Pay/Bill area

2. Open Timecards > Navigate to Time Entry
3. Select the Link Timecard Images button in the upper right

Search for Employees, Customers, Orders, eic. AMELIA_STOUT: High Tech Staffing ﬂ @ —0OXx

Abbot, Allie ! Lunch Teday 1 Pay update confirm
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Abbot, Allie Catton Candy Smore 0.00 0 51700 $1200 Reg
Accrue, Jackie L Cotton Candy Smore 1] 1] 51950 51500 Reg
Accrue, James A Cotton Candy Smore 1] 1] 519.50 $15.00 Reg

4. The Timecard Linker Options will open at the top of the page
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WebC_.| Name Customer | Department RTHs B | OTHs B | Bl B | Pay W | PayCode

Abbot, Allie Cotton Candy Smore 0 0 517.00 51200 Reg

To Upload a Timecard PDF to Enterprise



You'll need to first upload the PDF of the timecard(s) to Enterprise in order to link them to the appropriate time entry
items. PDFs can contain multiple timecards per page if needed.

1. Save a PDF copy of the timecard(s) you received to your computer
2. Navigate to the timecard linker options in Time Entry (see above for more instructions)

3. Choose the open document option at the top

Open Document
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Page | ©0|/0 %= =p Q- Q¢ |100%

o |fadocument has already been uploaded this week, the selector will show existing documents. To upload a

new document, choose the upload option at the bottom.

open timecard image file

Choose the file you want to link.

TimeCard Linker TB 1pg.pdf
Pages: 1 Created On: 2/7/2022 2:04:00 PM

Example Timesheet.pdf
“ Pages: 1 Created On: 2/7/2022 2:17:00 PM

= Upload a new file

A BSave

4. Select the PDF document from your computer

5. Click open and the document will upload and display in the top window



Timecard Image Linking [} &3 Q =+ v

Page | 1[/1 4= = | Q- Oe‘ | b ¢ [rotatean -

Name Reg HRs. OT Hours

Emp #1 40 0

1#

-
il

2432 timecards C+ 0 Erem) X &

Filter | Employee Name Starts With Filter Text X | Toggle Filters ~ Week 2/6/2022
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Drag a column header here to group by that column.

L3

Customer Al Department RTHrs B3| OTHr=s B | Bill (| | Pay

W | PayCode
Abbot, Allie Cotton Candy Smore 1] 1] $17.00 $12.00 Reg

*Note* If you are having trouble finding the documents on your computer, you may need to map your drives.
Check out Accessing Local Drives in Enterprise for more information.

To Link Timecards

Now that you have navigated to the timecard linker options and uploaded at least one Timecard document, you are
ready to link the document to the correct timecard(s) in Time Entry.

1. While looking at the corresponding document page at the top, find the timecard below.
2. Select the timecard

3. Click the Link Image button that will be in the upper left in green
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Employee Name Total Hours

Johnson, Jack 40

Adams, Amy 32

Martinson, Jeremy 44

Anderson, Lily 33
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Drag a column header here to group by that column.

assignment

g WebC__ | Name Customer Al Department RTHrs B | OTH= B | Bill
contact

Johnson, Jack Jes.. ABC Broom co Primary a0 1] 513.50 510.00

pay / bill Johnson, Joel Baseball-r-Us Corporate Head._. 0 0 54725 53500

Right click to add the Linked Timecard Status column to your Time Entry to easy see which timecards have been
linked

WebC_.| Linked Image Status | Mame Customer 4| Department RTHs B | OTHs @ | 6l B | Pay @ |

Johnson, Jack Jes... ABC Broom co Primary 40 (o] 51350 510.00
= Johnson, Joel Baseball-r-Us Corporate Head... 0 [v] 54725 535.00
Johnson, Julie Freddie's Forklifts Billing Departme... 0 0 51875 515.00
Johnson, Jacob lezza Pizza Inc. Primary 0 0 52430 518.00
Johnson, Jim Sargento Corporate 0 0 519.95 515.00

Link the wrong time entry timecard? You can select the time card in time entry and click the unlink timecard option.



ohnson, Joel UnlinkImage | 1 LunchToday

3
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Navigation Tips
Move Between PDF Pages

If you have a PDF with multiple pages of timecards you will need to move between pages to link the correct
timecards.

You can use the arrows above the timecard image to manually move between pages in the PDF
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If you have one employee timecard per page, consider turning on auto-toggle to have the timecard linker
automatically move to the next page once you have linked a timecard.

To turn on auto-toggling select the Toggle Auto-paging arrow option at the top.
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View Options for PDF

Is your PDF too large to read? sick of scrolling around? Use the magnifying options above the image to change the
display size in the window you are working on

Timecard Image Linking N & Q.\/
Page | 2 /3 4m wmp Q- Qs+ [foo% | ':' c, [7] Rotate Al | -

iployee Time-sheet

e 2 Week Ending:

Employe: Name:

["Clock | Clock s

Is the image sideways? Sometimes when an image is converted or scanned in to PDF it can turn out sideways. You can
use the rotate options to fix this. If your PDF has multiple pages, use the rotate all checkbox to rotate all the pages at
onetime.

Open Timecard Image in aNew Window

If you are working with two screens or have to link a lot of timecards, we highly recommend opening the timecard
image into a new window so you can have your timecard image on one screen while you look at the timecards in the
other.

To do this, simply click the magnifying glass at the top to enable large screen mode

Page | 2| /3 dm mp
|

The timecard image will then be set in a separate window that you can move around to work best for you.
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Drag a column header here to group by that column.

WebC_. | Name Customer A| Department
Day Description

Johnson, Jack Jes... ABC Broom co Primary
Johnson, Joel Baseball-r-Us Corporate Head....
Johnson, Julie Freddie's Forklifts Billing Departme... Monday
Johnson, Jacob lezza Pizza Inc. Primary
Johnson, Jim Sargento Corporate e
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Use Keyboard Shortcuts

If you link timecards frequently, you can utilize keyboard shortcuts to speed up the timecard linking process.

Check out Keyboard Shortcuts for a full list.

Utilizing Verified Mode

If youwant to triple check that all the time is entered correctly when linking the time, you can use verified mode which
will require the linker to review the time entered vs the timecard image.

To turn on verified mode, select the checkmark at the top of the window.

Toggle Verify Mode

Timecard Image Linking  {} &3 Q .

5 timecards

Filter | Employee Name Starts With johnson, j X | Toggle Filte
@ Generate Timecard

Drag a column header here to group by that column.

WebC...| Linked Image Status | Name | Customer 4 | Department RTHrs B | OT

Johnson, Jacob lezza Pizza Inc. Primary 1]

Corporate 0

With verified mode turned on you will see a new window pop up each time you link a timecard:



@® verify hours

Mumber of Hours | 40,00

Drag a column header here to group by that column.

| Total Hours B

Employee Name
Johnson, Jack Jessie 40
A A s

This window will have the employee's name and total hours. Enter the number of hours from the timecard image at
the top. If the total hours are different, then the linked status will update to "Linked with partial hours verified" so

your team can review and correct the hours on these timecards.

This can also be helpful when linking en masse. Use CTRL or SHIFT keys on your keyboard to grab multiple time cards
related to the image. Once you have them all selected, choose the link image option.

Q@ verify hours

Mumber of Hours | 40,00

Drag a column header here to group by that column.

Employee Name | Total Hours ]
Johnson, lack Jessie 40
Johnson, Joel .

Johnson, Julie

Johnson, Jacob 44
Johnson, Jim 32
A A s=e

Verify all their hours are the same by typing in the hours at the top or click on each employee's total hours to enter

hours for each person.

If the number linked on the timecard image does not match what was entered into the hours column the timecard will



automatically be move to a linked with partial hours verified status.

Dhnson, Jim | Link Image | ! Lunch Today

32 TimeCard Linker... (Page 1)
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Linked Image Status

WebC_. | Linked Image Status Name Customer 4 | Department RTHrs BH | OTH
=0 Johnson, Jack les..  ABC Broom co Primary 40
=0 Johnson, Joel Baseball-r-Us Corporate Head... 32
i) =] Johnson, Julie Freddie's Forklifts Billing Departme... 26
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To catch errors such as this you may run the Timecard Linking Hours Breakdown report or continue to proofing.
Timecard Linking Hours Breakdown Report

Utilize this report to verify timecards that are still missing linked images, have unverified hours, or unmatched hours.
Within this report, you may select multiple variations of linked status options such as all timecards without linked
images, those that are linked but have unmatched hours and more. Utilize the ' Group By' option to organize the
report into said categories.



E Report Viewer - Timecard Linking Hours Breakdown I;Ii-

Branch [ Canada Test, CardiffUK, Eag v | Linked Status | Show Linked v] View Report

Customer Name | | Employee ID | |

Group By Employee v

——

I4 1 of 1 M |« @ & E = | 0% - Find | Mext
Timecard Linking Hours Breakdown Q
High Tech Staffing Entity Level (Higrld 2) % te m pWQijS
Linked timecard images summary, from the following selected branches: '(All Branches Selected)’.
Employee Z Customer = THours Verified Hours  Bill Rate Pay Rate Linked? Invident Billable? Ctxns ID
Employee: Aasen, Robert 52.00 53.00
Aasen, Robert Tore Company 31.00 32.00 $19.00 31400  Yes es 591358
Aasen, Robert Real Steel 21.00 21.00 52328 1500 Yes es 591360
Employee: Kotsmith, Tyler 0.00 0.00
Kotsmith, Tyler Murphy Construction 0.00 0.00 521.00 31500 Yes No 591330
Report Totals 52,00 53.00
page 1 of1 generated 12/27/2017 3:11:14 PM by TEMPWORKS\lindsey.schneider

Reporting Errors on Timecard Images

To report an error with the timecard image (missing signature, incorrect number of hours, etc.), double click on the
image file (listed under the Employee’s name in the Avatar area).

Jones, Lafelicia Unlink Image

Timecard Image Linking [ £ O =
2432 timecards

Filter | Sessiom Id Equals Filter Text

I"‘:\ Ranarata Timarard

The form below will open and list the Number of Hours on this Image. Click on the '+' button to proceed to the next
step of image error reporting.




. timecard image details

linked hours
Mumber of Hours on this Image 35.00

image problems + S X

Select the issue from the Problem Type drop down menu. The Override check box can be used to ignore this error at
this point or to approve the error during the Proofing process.

. timecard image problem

Problem Type | Mo Manager Signature n

Override (]

Bl save = new

Click on Save to close the form or New to save and clear the form so that another issue can be added. You can also
verify hours from this screen.

Once all of the timecard image issues have been added click on the Save button in the lower right of the Timecard
Image Details form.

*Note* When a timecard image error is report, the hours indicator for the timecard image file will turn red in the
upper left.

Completing Proofing & Invoicing

While timecard image links don't directly impact or change how you process payroll, they can impact proofing and
invoicing.

Proofing

During the Proofing process for the session any timecard image errors will be listed. To view the Transaction, right-
clickon the error line and select View Timesheet.



E/ transaction proofing - error checking

Select Session error CheCk'ng
Tranachor Error check complete.
p I;:::‘ﬂiﬁ:hng The following errors were found
Approved " | Employee Customer Error

[x] Aardson, Steve ABC Tun for this weekenddate entered elsewhere.
E Aardson, Steve ABC Zero Bill andj/or Zero Pay
E Aardson, Steve ABC Regular Hours Owver Pay Peried Limit
lz‘ Aartison, Steve ABC EIE or more employees have Regular Pay Hours for week
D Aardson, Steve ABC Timecard linking has non-overridden hours

Cancel < Back Next >

Once errors have been corrected or approved continue with the proofing process and close the session. Once the
transactions have been proofed they can be included in a payroll or invoice run. As timecard image linking does not
affect employee paychecks, the payroll process will be unchanged.

Invoice Processing

Continue with the usual invoicing process. When selecting the Transactions to include in the run, viewing them by
Invoice Method will allow the user to view and/or select Transactions that will be printed with the timecard images.



invoicing - select records

Start
Continue
Setup

Calculate

Print
Finish

To view the invoice with timecard images during the invoice staging process, select the View Invoice icon :

b Select records
View Transactions Branch

View Invoices

select records

Choose the records to include in this run.

Groups

Customer

Invoice Method

Pay Code

Session

Weekend Date

invoicing - view invoices

Start
Continue
Setup

Select records

¥ View Invoices
Print
Finish

Awvailable Transactions

[[]1  email with Timecard Image
[F]1  Printand Email with Timecard Image
[F]28 Pprint Only

[%] 4 Print With Timecard Image

Cancel < Back

+ select All

MNext >

¥ 2| p tasks anoointments social email

(G
view invoices

Please review the invoices before printing. Invoice Run Date: 12/27/2017 F . ~~~=~

View Invoice | '
‘ Customer | Amaount
606 Alpha Electric $616.25
Total: 1

Cancel < Back Next >




Within the invoice register click the actions menu and select to ' Preview Invoice w/ Timecards' :

Mo tasks to displ]

Payroll / Invoicing

A Current Weekend Bill ® 344 Unused Timesheets
— 12/24/2017 ® 5 Timesheets Not Paid

. New Message

i Print

E view Invoice Payments g4 view Customer

B Email Invoice | Q Preview Invoice w/ Timecards |

Q Preview Invoice

Record Actions Form Actions
» other @ Invoice Items
| Aaszen, Robert Accounts Receivable Clerk

L= Adjustment ltems

Tax ltems

Within the invoice register select the invoice you wish to view, this will bring you into the invoice detail section as
shown:

Payroll / Invoicing No tasks ta display for your current filter settings

S—
= W CurentWeekend Bl @ 384 Unused Timesheets
S — 12/24/2017 ® 5 Timesheets Not Paid

Currently viewing © of 1129 tasks. View more.

® %] p tasks appointments social email + Y S
payroll and invoicing Toro Company #eQe =w=
time entry 235 West 8th Street: Invoice Number 505 Weekend Bill 12/24/2017

O StPaul, MN, 55112 Invoice Date  12/27/2017 Pay Date
incomplete transactions Owed Balance ~ Amount Paid
4_invoice register $580.00
» other & invoice items item id_ quantity rate_weekend date total
%] Aasen, Robert ‘Accounts Receivable Clerk Reg Hours 3100 s1900  12/26/2017 $589.00
$589.00

& Adjustment items.

Tax Items

Total $589.00

Click the actions menu and select ' Preview Invoice with Timecards' :

Search for Empioyees, Customers,

Paer" / |nVOICI ng No tasks to display for your current filtq

Current Weekend Bill @ 344 Unused Timesheets
12/24/2017 ® 5 Timesheets Not Paid

CZ | » tasks appointments

E Recalculate Taxes/Surcharges [ View Invoice Payments
° Void Invoice % Email Invoice
/‘ Edit Invoice Header Q Preview Invoice
/’ Recast Invoice @ Print
iy Mark as Do Not Email ﬂ. Wiew Customer
+ Merge Invoice Q Preview Invoice w/ Timecards
. New Message

@ dji Items

Tax Items

This will open the invoice preview section :
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Invoice Preview

Page | 1//2 4m mp | a- Q.* ‘ G ¢ [rotatean

Toro Company
235 West 8th Street
StPaul, MN 55112

= | O
=
INVOICE
Invoice Date Invoice #
12/27/2017 605
Customer # Invoice Amt
4294999700 $589.00

PO Number

Terms: Payment Past Due 20 Days After Invoice

Date:
Employee |Descr|pﬂon Reg Hrs Rate OT Hrs OT Rate Total
eekendDate: 12/24/2017
\masen, Robert counts Receivable Clerk 31.00 $19.00 0.00 $28.50 $589.00
Please Pay $589.00




e gz e | Qi [ | O ¢ Owen | B

Project Skills Time Sheet
im
7-26 15
| Project Skills Time Sheet
togive_ Hathey Boeders iy Moy emploger'sname
Pa Fer Dute: 7-17- Pay Poriond End D B-HO
Hewirs Wozhiend This Pay Perisd: a7 Balarce of hours: 245.3
Fanploper Sigranre Ty mportantl
Hone Tiese Cord is due w2 the VE Cosnselor § davs after the Pay Period End Dae
Total Hours:| 4.7
Empioyee:__ Hothy Borders

Once the invoice has been posted, you may view the linked timecard images by viewing the invoice and selecting
'"Transaction' under 'Extend Invoice Details'.

Toro Company e Qe ./ ==
235 West 8th Street Invoice Number 605 Weekend Bill 12/24/2017
St Paul, MN, 55112 Invoice Date  12/27/2017 Pay Date

Owed Balance Amount Paid
$589.00 $0.00

] m linked timecards <)

| Emplayee | Orderid | ToalBit | BilRa_| RegHrs | OTHrs PayCode | AdjNetMisc| Salary | wen | Timecard2.pdf (Page 1)

o 00 Saars

oice detail

Employee Transaction History

Within the employee record navigate to pay history, transaction history, to view the linked timecard in association
with the employee's transaction:



Robert Aasen No tasks to display for your current filter settings

12345 Test Road ID: 4295014347
Columbus, OH 432322910 SSN: s00x-c-4546
Currently viewing 0 of 1129 tasks. View more..
+ % & X 2(Q 4 & » tasks appointments social email + YO
View | Standard View Eam=E linked timecards
Drag a column header here to group by that column = Timecard2.pdf (Page 1)
‘Weekend Bill ‘ Weekend Date * Customer Job Title Total Bill Check ID Department PO Number I
12/24/2017 12/24/2017 Toro Company Accounts Receivable Cl... $589.00 $434.00 295030997 Distribution
12/10/2017 12/10/2017 Toro Company Accounts Receivable CL.. §760.00 §560.00 295030950 Distribution
12/3/2017 12/3/2017 Toro Company Accounts Receivable Cl... $950.00 $700.00 295030904 Distribution
11/12/2017 11/12/2017 Cotton Candy Welder $33.75 $27.50 295030873 Strawberry
11/12/2017 11/12/2017 Toro Company Accounts Receivable CL.. $190.00 514000 295030855 Distribution
11/12/2017 11/12/2017 Real Steel Electrician 51,280.00 5840.00 295030855 HR 234247-AA
11/5/2017 11/12/2017 Cowgill Dental Assembler $176.00 512800 295030764 Primary
11/12/2017 11/11/2017 Real Steel Admin. Assist. 50.00 5000 295030821 Finance
g:ﬁﬂm 11/5/2017 11/5/2017 Real Steel Electrician $1,280.00 584000 295030764 HR 234247-AA
search 11/5/2017 11/5/2017 Cotton Candy Welder $351.00 5$286.00 295030729 Strawberry
11/5/2017 11/5/2017 Cowgill Dental Assembler $1,078.00 578400 295030764 Primary
11/5/2017 11/4/2017 Real Steel Admin. Assist. $930.00 560000 295030764 Finance
11/5/2017 10/22/2017 All Star Labor Welder $1,254.00 50.00 Primary
11/5/2017 10/22/2017 All Star Labor Welder (51,056.00) 50.00 Primary
10/29/2017 10/22/2017 Cotton Candy Welder $675.00 $0.00 295030709 Strawberry
10/29/2017 10/22/2017 Al 5tar Labor Welder $1,056.00 $64000 295030674 Primary
10/29/2017 10/22/2017 Cowgill Dental Assembler $704.00 $512.00 295030708 Primary

Timecard Linker & Dispatcher

If you are a staffing company that utilizes daily pay, timecards can be linked from within the Dispatcher/Daily Pay

area. Once the ticket is in the instant pay-enter time process, select to Link New Timecard :

b i TS Auto Fill Timecard Hours Timecard Images
Process Checks
Finish Set all Reg Hours Link
Set all OT Hours : .
Timecard
Enter Time - 1 Employees
Status | Name RTHrs B | OTHs B | Bill
Grosso, Peter Joseph ] ] $23.00 515.00 50.00
| ]
che.
0.00 0.00
Abandon Run Save and Close Next =

Within this screen you may select to open file and locate the timecard image on your computer:



S 4255078121
Auto Fill Timecard Hours
4285078123

ne
Lhegks

15 setall Reg HoMes

L3 Setallozl-ég

B Enter Tiita 3

Gros|

[] show Ass

Murphy Construction

Timecard Images
Murphy Construction

Redf Steel

(&

Scan

Gravey..

=

Open File

Evening Alaska

Evening Alaska

Primary

@ X

4+ add timecard document

X Close

To learn more about dispatcher, check out Dispatcher Overview.

Related Articles

Laborer
Laborer
Welder
Welder

Laborer

52300 515.00



