Enterprise - How to Refresh
Timecards
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Within time entry users may need to refresh the timecard after information has been
changed from an order or assignment and the new data needs to be reflected within that
transaction.

Order fields that are included in the refresh:

Regular, OT, DT Pay/Bill Rates
e PO#

e Worksite
e Shift
e Branch

Mo tasks to display for your current filter settings

am____ Hotel Denouement, Primary

Accountant Customer ID: 4295014308
1 of 4 positions filled Order ID: 4295091071
Currently viewing 0 of 21302 tasks. View more._..

Branch: Minneapolis

+ # & & C2(Q 4 & » tasks appointments social email + YO =

(o[\[o8 1 cT \Web Options  ACA Surcharge

customer information financial details
adjustments
atiendance Customer ID | 4295014308 Work Site | Hotel in Eagan Multiplier 142 Pay Periods 52
. 32352 Candy Lane =
interest codes Worker Comp | MN 8810 Eagan, MNSS121 | Bill Rate $28.40 Pay Rate $20.00 I
invoice recipients g .
: Alt Order 1D Burd Unit Bill Rate | 50.00 Unit Pay Rate 50.00
i fi roer uraen Burden 3%
Directions OT Factor 1.5000 Other Agency Pay | $0.00
park in the back lot and talk to the front desk
aquired documents (Overtime Bill  |542 60 Overtime Pay $30.00
vendors ]0b information Doubletime Bill | 556 80 Doubletime Pay | $40.00
g Required 4 Assigned |1 o
b Overtime Plan | PlansTD GP Percent 21.18%
» integrations Order Type | TE Temp Desired GM % GP Estimate 596224
messages Job Title Accountant tact )
ipti contacts n=
tasks Description | Needs to have 1-3 years of experience with Microsoft office, [=i( s = |
search Name | Description A‘ Office Phone -
Denouement, De... Supervisor 789/4546560
Dress Code | Business Casual
Safety Notes .
ety M e—— 3
StartDate | 4/5/2019 [} i .
Durat other information
. uration Indef
assignment Status Clased Taken By | amelia.stout
Est. End Date 3
contact - Sales Team | Default Ianch Minneapolis I
Shift Meorning I
i Do Not Auto-Close TW Time Clock PeopleNet
pay , b'“ Start Time £:00 AM End Time | 4:30 PM D D . D
Notes
calendar Shift Notes | 30 Minute Break
all op‘lions » [%] Sun [%] Mon [] Tues [7] Wed [7] Thu [%] Fri [X] sat

Assignment fields that are included in the refresh:

e Regular, OT, DT Pay/Bill Rates



e Payroll Note

e PO#

e Company ID

e EINC Verification

e W2 Box

e Customer ExtraFields 1,2, &3

Garre-t Greg No tasks to display for your current filter settings
]
Hotel Denouement, Accountant
Assignment ID: 4301405919 Employee ID: 4295037608
Order I1D: 4295051071 Branch: Minneapolis Currently viewing 0 of 21302 tasks. View more...
+ # & % 5(/Q 4 ¥ » tasks appointments social email + YT
assignment information financial details
accruals Employee Garret, Greg Multiplier 142 Overtime Facter |1.5000
= Aldent 4395037608 Bill Rate $31.24 Pay Rate $22.00
commission allocations Customer Hotel Denouement Salary Bill 50.00 Salary 50,00
» integrations Department | Primary Unit Bill 50.00 Unit Pay Rate $0.00
A Order ID 4295081071 Other Agency Pay |30.00
tasks
" Assignment ID | 4301405919 Alt Assignment ID Overtime Bill 546 86 Overtime Pay 333.00
Burden Burden 3% Doubletime Bill 562.48 Doubletime Pay | s44.00
Temp Phone  |( = Company High Tech Staffing Inc
Status Excellent EINC [1} x| W2
Replaces Worker Comp Code | MN 8810
[[] customer DNA [ Employee DNA Payroll Notes
job information
Job Title Accountant
1 Business Code
E Start Date 4/5/2019 |l oo s
custo umber
: = Expected End Date B |Original Start | 4/5/2019 :}
order Actual Date Ended | 4/15/2019 g Otherinformation
) Sales Team | Default Assigned | 3/29/2019 11:13:00 AM
Shift Morning
Service Rep | Amelia Stout Entered By | amelia.stout
contact Start Time B:00 AM End Time 4:30 PM
7 bill Shift Notes 30 Minute Break Referred by [[] No Auto Close
Pay Branch Minneapolis
calendar Perf Note

all options > 5] sun 5] Mon [] Tue [£] Wed [£] Thu [X] Fri [i] sat

Navigate to pay/bill, time entry:



payroll and invoicing
time entry
» check register

» invoi 2
» other
Timecards

+ Create Timecard From Assignment

x Remove unused timesheets I«
Yo | e

Step 1

Update the order or assignment record. In the following example Randy has a new rate for
his assignment starting this pay period and need it to reflect accordingly. Right-click on
Randy's transaction and select 'View Assignment':

| Customer Department WebCenter Status vt Pay Co.. B | RTHrs 0| OTHrs @ | Pay W | Bill | |
Vandy Enterprises Primary Pint, Zander Reg 0 (1] $22.00 $36.00
Vandy Enterprises Primary Pint, Uma Reg 0 0 $23.00 $38.00
Vandy Enterprises Primary Pint, Thomas Reg 0 0 5$20.00 $35.00
Vandy Enterprises Primary Pint, Terry Reg 0 0  $26.00 $41.00
Vandy Enterprises Primary Pint, Stephen Reg 0 0 $23.00 $32.20
Vandy Enterprises Primary Pint, Saul Reg 0 0 $23.00 $32.00
\hndvEnm] 4= Add Adjustment Alt+A o Reg A 5 $24.00 $37.00
Vandy Ei View Assignment Pint, Perry Reg 0 0 $29.00 $37.00
vandy Enter] o yiew, Customer Pint, Paul Reg 0 0 53500 $45.00
Vandy Enterf J  view Employee Pint, Nancy Reg 0 0 $2600 $37.00
Vandy Enter] §l§ View Order Pint, Moe Reg 0 0 $2400 $34.00
Vandy Enterj G Refresh Timecard from Assignment Pint, Michael Reg 0 0 $23.00 $29.00
Vandy Enterj ‘c'\ Refresh Timecard from Order Pint, Mary Reg 0 0 $31.00 $46.00
WalkerSignd [J) Create Duplicate Timesheet Alt+C Pint, Maggie Reg 0 0 s11.00 $20.00
Vandy Entery % Remove Timesheet Pint, Corey Reg 0 0 $2300 $34.00
Vandy Entery + Toggle Invoice Delivery Ready Status Pint, Barbara Reg 0 0 $20.00 $23.00
Vandy Enter] [ Move Selected into Proofing Session Pint, Andy Reg 0 0 s21.00 52591
Vandy Emeri R Send Email To Employee(s) Pint, Anders Reg o o $22.00 $34.00
Vandy Enterprises Primary Pint, Allison Reg 0 0 $22.00 $28.60

Randy will be moving from$24.00 to $25.00 and billing will change from $37.00 to $38.00,
enter the new information in their respective fields:



Pint, Randy

Vandy Enterprises, Records Clerk
Assignment ID: 4301251712
Order ID: 4294971690

-

Employee ID: 4294972905

! Weekly Call: Anders, Cynthia Lee, F

+ & €& XC2Q 4 ¥ » tasks appointments social email

assignment information
accruals

financial details

Employee Pint, Randy Multiplier Overtime Factor |1.5000
1“ Aldent 4294972905 Bill Rate Pay Rate E
e Customer Vandy Enterprises Salary Bill $0.00 Salary $0.00
» integrations Department  Primary Unit Bill $0.00 Unit Pay Rate $0.00
Ll Order ID 4294971690 Other Agency Pay 5000
tasks
search Assignment ID | 4301251712 Alt Assignment ID | 4301251712 Overtime Bill §57.00 Overtime Pay $37.50
Burden Doubletime Bill $76.00 Doubletime Pay  $50.00
Temp Phone (__)__-___ Company High Tech Staffing
Status Open EINC 0 X W2
Replaces Worker Comp Code Tx8742
[7] Customer DNA [T ] Employee DNA Payroll Notes
job information
Job Title Records Clerk
Business Code
Start Date 9/12/2012 ®
order - PO Number
Expected End Date @ |Original Start = 10/2/2012 L] »
m Actiiml ol o Other information

Step 2

Refresh timecard(s) from order or assignment. Navigate back to time entry. Users will still
see the original details as shown:

v| PayCo_ M| RTHs @ | OTHIs @ | Pay

Department | WebCenter Status rl I Bill | | OT Pay

Primary Pint, Zander Reg 0 0 $22.00 $36.00
Primary Pint, Uma Reg 0 0 $23.00 $38.00
Primary Pint, Thomas Reg 0 0 $520.00 $35.00
Primary Pint, Terry Reg 0 0 $26.00 $41.00
Primary Pint, Stephen Reg 1] 0 $23.00 $32.20
Primary Pint, Saul Reg 1] ] $23.00 $32.00
| primary Pint, Randy Reg 0 o | s2a00| | s37.00 |
Primary Pint, Perry Reg 0 0 $29.00 $37.00
Primary Pint, Paul Reg 0 0 $35.00 $45.00
Primary Pint, Nancy Reg 0 0 $26.00 $37.00
Primary Pint, Moe Reg 0 0 $24.00 $34.00
Primary Pint, Michael Reg 0 0 $23.00 $29.00

Right-click the transaction(s), and select 'Refresh Timecard from Assignment/Order’. (In
this example, refresh from assignment will be selected.)



Customer Department WebCenter Status ¥ | PayCo.. @ | RTHrs B | OTHrs E|| Pay I‘ Bill

Vandy Enterprises Primary Pint, Zander Reg 0 0 $22.00 $36.00
Vandy Enterprises Primary Pint, Uma Reg 0 (1] $23.00 $38.00
Vandy Enterprises Primary Pint, Thomas Reg 0 1] $20.00 $35.00
Vandy Enterprises Primary Pint, Terry Reg 0 1] $26.00 $41.00
Vandy Enterprises Primary Pint, Stephen Reg 0 0 $23.00 $32.20
Vandy Enterprises Primary Pint, Saul Reg 0 0 $23.00 $32.00
- 4= Add Adjustment Alt+A o ey Reg J EENEE P
Vand ! View Assignment Pint, Perry Reg 0 0 $29.00 $37.00
Vand i e C e Pint, Paul Reg 0 0 $35.00 $45.00
Vond 3 yiew Employee Pint, Nancy Reg 0 0 $26.00 $37.00
Vand @ View Order Pint, Moe Reg 0 0 $24.00 $34.00
Van:‘ G Refresh Timecard from Assignment Pint, Michael Reg 0 0 $23.00 $29.00
Vang G Refresh Timecard from Order Pint, Mary Reg 0 0 $31.00 $46.00
wall Create Duplicate Timesheet Alt+C Pint, Maggie Reg 0 0 $11.00 $20.00
vand ¥ Remove Timesheet Pint, Corey Reg 0 o $23.00 $34.00
Vand ¥ Toggle Invoice Delivery Ready Status Pint, Barbara Reg 0 0 $20.00 $23.00
Vand D\ Move Selected into Proofing Session Pint, Andy Reg 0 0 $21.00 $25.91
Vand R Send Email To Employee(s) Pint, Anders Reg 0 0 $22.00 $34.00
Vandy Enterprises Primary Pint, Allison Reg 1} 0 $22.00 $28.60

Once selected the transaction will update, in this case to $25.00 and $38.00:

Department J WebCenter Status ‘ Name " PayCo.. @ | RT Hrs Bl OTHrs B | Pay W I Bil a | OT Pay
Primary Pint, Zander Reg 0 0 $2200 $36.00
Primary Pint, Uma Reg 0 0 $23.00 $38.00
Primary Pint, Thomas Reg 0 0 $20.00 $35.00
Primary Pint, Terry Reg 0 0 $26.00 $41.00
Primary Pint, Stephen Reg 0 0 $23.00 $32.20
Primary Pint, Saul Reg 0 4] $23.00 $32.00
Primary Pint, Randy Reg 0 o [s2s00]| [s38.00 |
Primary Pint, Perry Reg 0 0 $29.00 $37.00
Primary Pint, Paul Reg 0 o $35.00 $45.00
Primary Pint, Nancy Reg 0 0 $26.00 $37.00
Primary Pint, Moe Reg 0 0 $24.00 $34.00
Primary Pint, Michael Reg 0 0 $23.00 $29.00
Primary Pint, Mary Reg 0 0 $31.00 $46.00
Primary Pint, Maggie Reg 0 0 s$11.00 $20.00

*Note* A refresh made from the order record will need to be saved to confirm updated
changes.
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