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Overview

After a user has entered time into Time Entry in Beyond, the next step is to proof the timecards. This allows both
the user and the system to double check that everything is ready to be paid and billed.

Once a user has keyed in hours/units/salary on one+ timecard, they will be required to bring those transactions
through a proofing session before a check or invoice can be made. The purpose of the proofing step is to catch and
flag any errors, such as the employee missing an SSN or an outlandish number of hours entered in (for example, let's
say someone keyed in 400 instead of 40, this would be caught in the proofing step).

*Note* The following proofing functionality still must be completed within Enterprise:

e Mark timecards as "Not Payable".
e Mark timecards as "Not Billable".

e Post timecards (Complete Payroll).

This article covers the following:

1. Security Permissions
2. Proofing Error Overview

3. Proofing Payroll

Security Permissions
Security permissions are separated into three groups depending on the needs of your company.

Security Group Permissions

e The following security group permissions can be added to your custom security groups to enable this
functionality:
o “Can approve and close sessions with critical proofing errors”
= Allows the user to approve and close sessions with all types of errors, including "Critical".
o “Can approve proofing errors and close proofing sessions”
= Allows the user to only approve session with High, Medium and Low proofing errors. If there’s at
least 1 critical error in this user’s session they will not be able to approve it until the error is
resolved.

o “Can assign payroll proofing session to another Service Rep”
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= Allows the user to assign a session to another Service Rep when moving timecards to a new
proofing session. This is the only scenario where a session can be assigned to another user.
o “Can manage proofing errors”
= Allows the user to access the "Proofing Error Management" page and to change the error’s
severity. Errors have hierarchy. In addition to the permission, the user needs to be at the same

hierarchy as the error to be able to change its severity.

D Can approve and close sessions with critical proofing errors
Allows users to approve and close all sessions. including sessions with Critical errors

D Can approve proofing errors and close proofing sessions
Allows users to approve and close only sessions with High, Medium and Low proofing errors

D Can assign payroll proofing sessions to another Service Rep
Allows users to assign a session to another Service Rep when moving timecards to a new proofing session

D Can manage proofing errors
Allows users to manage proofing errors

*Note* For more information on created and managing security groups, please see the following article titled
Beyond - Managing Security Groups

Default Security Groups

e The following table shows which default security group contains which security permissions:

Permissions

Can approve proofing Can approve and close Can assign payroll Can manage proofing

errors and close proofing sessions with critical proofing sessions to errors

sessions proofing errors another Service Rep

(High, Medium and Low )
System Default Security Group Enabled by Default Enabled by Default Enabled by Default Enabled by Default
TempWorks Default - Administrator (]
TempWorks Default - Back Office Manager [ <]
TempWorks Default - Billing Clerk ° o o °
TempWorks Default - Front Office Manager [x] (<] (<] (<]
TempWorks Default - Limited Access 9 o (<] (<]
TempWorks Default - Pay Clerk [ <] (<]
TempWorks Default - Sales o o o o
TempWorks Default - Staffing Specialist (] [x] [x]

Advanced Permissions

¢ Inthe event you utilize security groups with advanced permissions, users will need "Access" to the following:
o Proof Payroll - Page

o Proof Payroll - Form
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o Timecards - Form

A Proof Payroll m Access
Proof Payroll Access
Timecards Access

*Note* With this advanced permission the user will be able to access the Proof Payroll page at any hierarchy
level.

To access the Proofing Wizard and to be able to proof errors, the user needs to be at hierarchy level of Entity
or lower.

For more information on security groups with advanced permissions, please see the article titled Beyond -
Creating Security Groups with Advanced Permissions.

Proofing Error Overview

During the proofing process, there may be errors encountered with the proofing session.

Proofing Error Severity

e Proofing errors are sorted by severity. Each level of severity is indicated by a different color:
o Low -Green
o Medium - Orange
o High-Red
o Critical - Dark Red

X' Proof Payroll

Timecard Proofing - Error Checking Session Id: 22001 - Session Hier: High Tech Staffing (Entity) - Service Rep: Ivelina Kavalova
@ selectsession @ o checking @ i
Please review this list of errors. Click the checkbox to move errors or use the 3-dot menu to access the associated record. Clicking next will approve all errors remaining in this session.

20 Total Errors. 5 (@ Critical. 7 A High. 5 () Medium.3 @ Low.

%

s

severity v €9

Error \ Employee Employee Id Customer Timecard Id Pay Code Reg Hours

Filter.. Filter.. Filte Filte Filter Filter Filter

> Severity: Critical (5)

Severity: High (7)

> Severity: Medium (5)

0O 0O o o

> Severity: Low (3)

CANCEL <PREVIOUS  NEXT>
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Proofing Error Management

e Proofingerror severity can be managed via B Menu > System Settings > Proofing Error Management:

1 Proofing Error Management

System Settings Proofing Error Management
Advanced Search 2 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resolve this issue.

Manage the Severity Level for each specific Error.

Content

Error Hierarch Severi
External Service Y d
Insight Widgets

ABill Rate Is Negative System A\ High
Interest Codes N v =

APayRate Is Negative System
Job Titles

Authority missing on Employee Adjustment System A High
On-Site Time Clock Invite Codes

C19EERet nolonger used, as Cavid regulations are na langer in effect System
Organization

C19PFLChId no longer used, as Covid regulations are no longer in effect System @ Low
Organizations

C19PSLOth no longer used, as Covid regulations are no longer in effect System @ Low
Product Instances

C19PSLSelf no longer used, as Covid regulations are no longer in effect System @ Low
Proofing Error Management

Case Number missing on Employes Adjustment System

e To change the severity of the proofing error, select the i to the right of the error and select "Edit":

Proofing Error Management

3 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resolve this issue.

Select the Severity Level that matches the specific Error.

Error Hierarchy Severity
ABill Rate Is Negative System A vigh :
APayRate Is Negative System :

Authority missing on Emplo; djustment H
C19EERet no longer used, as Covid regulations are no longer in effect Lo # Edin
C19PFLChId no longer used, as Covid regulations are no longer in effect System @ Lo :

@ joshua.kramer Proofing Error Manageme!

High Tech NW Internal
System (System)

ing Error Management

# Dashboard _ ) ) )
2 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator

W] Records
e the Severity Level for each specific Error.

|8 reports

Hierarchy Severity

Resume Management
Hatlists
Timecards ill Rate |s Negative System A\ High
User Settings

ayRate |s Negative System
System Settings

hority missing on Employee Adjustment System A\ High
Help

PEERet no longer used, as Covid regulations are no longer in effect System

Log Out

PPFLChId no longer used, as Covid regulations are no longer in effect System @ Low



e Select the appropriate severity and select "Submit" to finish the changes:

Edit Severity

CANCEL g SUBMIT

Custom Proofing Errors

e |fyou have custom proofing errors, these have been converted to be Beyond compatible.

® |nthe event a user sees the following warning message “<#> error types in this system will not be displayed
because they are not supported in Beyond. Contact your System Administrator to resolve this issue.”, this
means you have a custom error that has not been made Beyond compatible and the user will not be able to

see and proof it.

Select a timecard session to proof.

I /\ 3 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resolve this issue. I

Session Id Session Hier Session Name Service Rep Timecards

21511

W
R

@ s High Tech Staffing (Entity) Darek Wolke 6

Rowsperpage: 20 ¥ 10f1 1

Proofing Payroll

Step 1: Select Session

e Navigate to B Menu > Timecards > Proof Payroll.
e Think of the number of open proofing sessions as the number of service reps keying in time. Each user who
keys in time will have a proofing session. Sessions on this page are grouped by default by “Status”, indicating

if a session is “Open” (aka not-proofed) or “Closed” (aka proofed and closed):



< Proof Payroll

Bookmarks ~
Current Weekend Bill 4/30/2023 42484 Unused Timesheets 640 Timesheets Not Paid 4036 Open proofing sessions

Recent History N

INCOMPLETE TIMECARDS £ TIMECARDS NOT BILLABLE TIMECARDS
;’:;f;ﬂv:ﬁ" "Il To proof a session, dlick on the Proof Timecards' icon at the end of the row. To view a summary report, select one or more sessions from the grid.
cof Payrol
Status
Session Id Session Hier Session Name Service Rep T Timecards Weekend Bill
[m} > Status:Open (4036)
O > swwsCosed (3903
Rows per page: 20 - 1-20f2 1

e Within the "Proofing Sessions" tab, select the appropriate session with the status of "Open" and select the

timecards within the session for more detailed information:

< Proof Payroll

Bookmarks A~
Current Weekend Bill 10/22/2023 29390 Unused Timesheets 588 Timesheets Not Paid 4023 Open proofing sessions
N okmai d.
Recent History ~ PROOFING SESSIONS INCOMPLETE TIMECARDS NOT PAYABLE TIMECARDS NOT BILLABLE TIMECARDS
Proof Payroll [ il o proof a session. dick on the Proof Timecards' icon at the end of the row. To view a summary report. select one or more sessions from the grid
Proof Payroll
A Dashboad W

Status

Session Id Session Hier Session Name Service Rep 1 Timecards Weekend Bill

[m} V' Status: Open (4023)

g m7 Sovren Test (Entity} DRTS Deyan Rusinov 3 10122/2023
0O 265 Sovren Test (Entiry) Dido Test Dian.Dimitrov 10122/2023
O a4 Sovren Test (Entiy} 10N10458 n 1022/2023
O osies Sovren Test (Entiy) velina Session 2 Welina Kevalova o 102212023

e A new modal will open, showing the full list of the timecards that are in that session:



Timecards Session Id: 22665 - Session Hier: Sovren Test (Entity) - Service Rep: Dian.Dimitrov
Review all timecards in this session, including timecards with and without errors.
I 310 Regular Hours. 0 Overtime Hours. 0 Doubletime Hours. I
Employee Customer Timecard Id Pay Code
v v A v

Search returned 16 results b
Employee 1 Employee Id Full Customer Name Timecar... Pay Code Regular Hours Pay Rate Estimated Gross
38YXQIWew, Load 4296352172 user_1698250581110 (Primary) 92654 Reg 20 20.00 400.00 H
38YXQIWew, Load 4296352172 user_1698250581110 (Primary) 92652 Reg 20 20.00 400.00 H
38YXQWew, Load 4296352172 581110 (Primary) 92651 Reg 20 20.00 400.00 H
38YXQIIWew, Load 4296352172 50581110 (Primary) 92650 Reg 20 20.00 400.00 H
38YXQIWew, Load 4296352172 581110 (Primary) 92646 Reg 20 20.00 400.00 H
38YXQ)IWew, Load 581110 (Primary) 92644 Reg 20 20.00 400.00 :
38YXQJIWew, Load 4296352172 user_1698250581110 (Primary) 92642 Reg 20 20.00 400.00 :
38YXQJIWew, Load 4296352172 user_1698250581110 (Primary) 92641 Reg 20 20.00 400.00 :
38YXQJIWew, Load 4296352172 581110 (Primary) 92637 Reg 20 20.00 400.00 :
ARAIAL o P T : AmeaE nee an anan PEES H

CLOSE

e When ready to being proofing, select the appropriate session with the status of "Open" and select the icon to

the right of the session to open the "Proof Payroll Wizard":

< Proof Payroll

Bookmarks ~
Current Weekend Bill 10/22/2023 29390 Unused Timesheets 588 Timesheets Not Paid 4023 Open proofing sessions
ke
Recent History -~ PROOFING SESSIONS INCOMPLETE TIMECARDS NOT PAYABLE TIMECARDS NOT BILLABLE TIN
Proof Payroll [Tl o proof assession, click on the ‘Proof Timecards'icon at the end of the row. To view a summary report. select one or more sessions from the grid.
Proof Payroll
A Dashboard

- Clear Selection

Status

Session Id Session Hier Session Name Service Rep 1 Timecards Weekend Bill

[-] v Status: Open (4023)

O an7 Sovren Test (Entity) DRTS Deyan.Rusinov 6 10/22/2023
22665 Sowren Test Entie) Dido Test Dian Diritrov 16 102212023
O 20722 Sovren Test (Entity) 10N10458 pick 1022/2023

*Note* You will be unable to open the "Proof Payroll Wizard" if you are at a hierarchy level of "System" or
"Sub-System".

e Within the "Proof Payroll Wizard", make sure the appropriate proofing session is selected and select "Next"

to continue:



X Proof Payroll

Timecard Proofing - Select Session Session Id: 22665 - Session Hier: Sovren Test (Entity) - Service Rep: Dian.Dimitrov

Select a timecard session to proof.

2 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resolve this issue.

Session Id Session Hier Session Name: Service Rep 1 Timecards
22665
® 22665 Sovren Test (Entity) Dido Test DianDimitrov 16

Rowsperpage: 20 ¥ o1 1

cance

Step 2: Error Checking

e Within the "Error Checking" window, you will see errors (if any) associated with the timecard(s) within the

proofing session:

X Proof Payroll

Timecard Proofing - Error Checking Session Id: 22665 - Session Hier: Sovren Test (Entity) - Service Rep: Dian.Dimitrov
@ seccisession @ Erorchecking @ i
Please review this list of errors. Click the checkbox to move errors or use the 3-dot menu to access the associated record. Clicking next will approve all errors remaining i this session.

88 Total Errors. 16 (D Critical. 29 /A High. 12 .31 OLow.

Severity ¥

Error 1 Employee Employee Id Customer Timecard Id Timecard Source

> Severity: Criucal (16)

> Severity: High (29)

> Severity: Medium (12)

0O 0 0D

> Severity:Low (31)

Rowsperpage 20 v 1aora 1

*Note* There are hierarchy restrictions between the Proofing Payroll Wizard and the timecards within the

proofing session:

e Scenario1
o When all timecards in a session are at thesame hierarchy level or lower as the user, then the user
will be able to access the session and proof the errors.
e Scenario 2
o When all timecards in a session are at a hierarchy levelhigher than the users, then the user will

not be able to access the session and proof the errors and will be warned to change their hierarchy.

® 28560 High Tech Staffing (Entity)  olya999. Ivelina Kavalova 1l
-~ (@ Alltimecards in session 28560 are outside of your hierarchy. Please adjust your hierarchy to continue. X

CANCEL



e Scenario 3

o When some timecards in a session are at thesame hierarchy level or lower as the user, but other

timecards are at a hierarchy level higher than the users, then the user has 2 options:
= Option 1: They can still open the session. They will be warned that by choosing to do so the
session will be splitinto "2". The timecards above the user’s hierarchy level will be
automatically moved to another session and the current session will remain only the
timecards at the user’s hierarchy or lower.
s Option 2: The user can change their hierarchy and in that case, they will be allowed to see all
timecards in the selected session.

® 32 High Tech Staffing (Entity)  Split from session ID 22918 Ivelina Kavalova 4

QO s

Adjust your hierarchy to proof all timecards in session 28352. Currently, you can proof 3 out of 4 timecards.
If you decide to continue, a new session with the remaining timecards will be automatically created.

e Aslongastheerroris"Low",

CANCEL  NEXT>

" or "High", the user can approve them by selecting "Next":

X Proof Payroll

Timecard Proofing - Error Checking

Session Id: 22665 - Session Hier: Sovren Test (Entity) - Service Rep: Dian.Dimitrov

@ seecsession [- 2
Please review this list of errors. Click the checkbox to move errors or use the 3-dot menu to access the associated record. Clicking next will approve all errors remaining in this session.
72 Total Errors. 0 (O Critical. 29 AHigh. 12 .31 © Low.
E PS
S 6 C W
Severity ¥
Error 1 Employee 1 Employee Id Customer Timecard ld Timecard Source
[} > Severity:High (29)
O > Severity:Megiom (12)
[} > Severity:Low (31)
Rowsperpsge 20 v [EES 1

*Note* Proofing errors can be moved between sessions. By selecting an error the entire timecard will be

moved with any other errors associated with it. To be able to see what errors will be moved, the user can

group the grid by “Timecard ID”.



X Proof Payroll

Timecard Proofing - Error Checking Session Id: 22665 - Session Hier: Sovren Test Entity) - Service Rep: Dian.Dimitrov
[ Y— P Y— o
Please review this list of errors. Click the checkbox to move errors or use the 3-dot menu to access the associated record. Clicking next will approve all errors remaining in this session.

88 Total Errors. 16 () Critical. 29 AHigh. 12 (D Medium. 31 D Low.

Clear S ti

GB Moveto Session

Error 1 Employee Employee Id Customer Timecard Id Timecard Source

<]

> Severity: High (29)

erity: Medium (12)

0O 00
14

> Severity:Low (31)

e Timecards without errors cannot be moved to other sessions.

e Errors can be moved to an already existing proofing session (visible within the users current hierarchy).

Selecting the "Move to Session" option will open the "Move Errors" window, allowing the errors to be moved
to an existing or new session:

Move Errors

Select an existing session or create a new session. This will move all errors related to a given timecard to a different session, this number may
differ from the number of errors that you've selected.

88 errors will be moved
16 timecards will be moved

* Open Procfing Sessions

~
SESSION 1D SESSION NAME SERVICE REP NAME
29717 DRTS Deyan.Rusinov
22665 Dido Test Dian.Dimitrov
29724 ION10458
28194 Ivelina Session 2 Ivelina Kavalova
30325 High and Medium Severity Errors Ivelina Kavalova
22979 Olya Spasova
23501 05 2311-2 90071 Olya Spasova

Selecting the "Create new proofing session" option will open a new dialog within the same window that allows
for the naming and assigning of a new proofing session to contain the selected errors:



Move Errors

Select an existing session or create a new session. This will move all errors related to a given timecard to a different session, this number may
differ from the number of errors that you've selected.

88 errors will be moved
16 timecards will be moved

Create new proofing session

* Proofing Session Name

New Proofing Session

* Assign to

joshua.kramer

CANCEL  SUBMIT

Step 3: Finish

e Once the errors (if any) have been approved, the user will be navigated to the "Finish" window where they

will be offered a few options:

X Proof Payroll

Timecard Proofing - Finish Session Id: 22665 - Session Hier: Sovren Test (Entity) - Service Rep: Dian.Dimitrov

@ selectsession @ Error Checing [-

This timecard session has been proofed.
B VIEW TIVECARD SUMMARY REPORT
Do you wish to close this session? Closing the timecard proofing session will allow these timecards to be pulled into payroll and invoice runs

(@ VYes, close the session.

(O No, leave the session open.

CANCEL <PREVIOUS ~SUBMIT

e Once the appropriate option has been chosen, select "Submit" to finalize.
Incomplete Timecards Tab

e The "Incomplete Transactions" tab provides a summary of timecards that have yet to be proofed, paid,

invoiced, or posted.

e The "Not Payable" and "Not Billable" timecards are not shown within the list of “Incomplete Timecards”.

These are displayed in their own respective tab.



< ProofPayroll

Bookmarks

N mark

Recent History

Proof Payroll
Proof Payroll

A Dashboard

Not Payable Timecards Tab

Current Weekend Bill 9/3/2023

5349 Unused Timesheets

33 Timesheets Not Paid

9 Open proofing sessions

PROOFING

IONS

INCOMPLETE TIMECARDS

NOT PAYABLE TIMECARDS

NOT BILLABLE TIMECARDS

Customer Timecard 1
MORE FILTERS

Search returned 343 results &
Employee 1 Employee Id Timecard Id Full Customer N... Job Title Assignment Branch Session Id Weekend Date Weekend Bill Linked
Vision, Wanda tester 4206212270 298530 Vandy Enterprises (Pri.. 8 hour nurse weekend 4302497824 High Tech NE /012023 9/3/2023 ®
Washington, Chelsey 4295047831 277667 Outer City Staffing (Sa...  Unknown 4302378908 High Tech NW 29668 9/3/2023 9/3/2023 @
wfour, refactomess 4206348329 89211 ROCKSTAR? (Primary)  Welder High Tech SE 22075 812872023 0212023 ®
Zachery, Domiano 20442 81072 ACME Auto Parts (Pri..  Customer Service Rep. 4301308589 High Tech SE 21625 9/3/2023 9/3/2023 ®
Zachery, Domiano 20442 247619 ACME Auto Parts (Pri..  Customer Service Rep. 4301208589 High Tech SE 23865 /32023 9/3/2023 ®
Zachery, Domiano 20442 81964 ACME Auto Parts (Pri..  Customer Service Rep. 4301308589 High Tech SE 21624 9/3/2023 9/3/2023 ®
Zachery, Domiano 20442 81058 ACME Auto Parts (Pri..  Customer Service Rep. 4301308589 High Tech SE 21620 01312023 0212023 ®
Zachery, Domiano 20442 72688 ACME Auto Parts (Pri...  Customer Service Rep. 4301308589 High Tech SE 21519 9/3/2023 9/3/2023 ®
Zachery, Domiano 20442 63538 Rotominds (Harris FB)  Professional Athlete 4302379317 High Tech NE 21490 /32023 9/3/2023 ®
Zachery, Domiano 20442 64877 Rotominds (Harris FE)  Professional Athlete 4302379317 High Tech NE 21503 91312023 91312023 ®

e The "Not Payable Timecards" tab provides an overview of timecards with zero-dollar pay rate.

e No action can be taken on this page as this is an overview only.

< ProofPayroll

Bookmarks
amark
Recent History
Proof Payroll

Proof Payroll
A Dashboard

S

Current Weekend Bill 9/3/2023

5349 Unused Timesheets

33 Timesheets Not Paid

9 Open proofing sessions

PROOFING SE!

INCOMPLETE TiM|

NOT PAYABLE TIMECARDS

NOT BILLABLE TIMECARDS

Employee Employee1d Customer Timecard Id Job Title Bill Rate Pay Code Weekend Bill
0302231, Lyubomirs 4296223068 Katrin Test Customer 83592 Unsatisfaccory Work 0,00 Reg /102023
Acevedo, Dwayne) 4295708661 Day Day 280242 Unknown 000 Reg 97312023
APITestEE, kent 4205007770 SPAM 63526 Unknown 000 Reg 9/3/2023
APITestEE, kent 4285007770 SPAM 64880 Unknown 000 Reg 9/2/2023
V51, Class 4296332629 dassVStemp 83627 Unknown 000 Reg 91072023

Rows per pags:

20~ 15075

Not Billable Timecards Tab

e The "Not Billable Timecards" tab provides an overview of timecards with zero-dollar bill rate.

e No action can be taken on this page as this is an overview only.

< Proof Payroll

Bookmarks
L i ed.
Recent History
Proof Payroll
Proof Payroll
#A Dashboard

Current Weekend Bill 9/3/2023

5349 Unused Timesheets

33 Timesheets Not Paid

9 Open proofing sessions

PROOFING SESSIONS INCOMPLETE TIMECARDS NOT PAYABLE TIMECARDS NOT BILLABLE TIMECARDS
Employee Employee Id Customer Timeeard Id Job Title Pay Rate Pay Code Weekend Bill

0302231, Lyubomira 4206223068 Katrin Test Customer 83502 Unsatisfactory Work 000 Reg 91072023

AAADRT,ARADRT 4295113615 ARA Order 88114 Accounts Receivable C.. 5.00 Reg 9/3/2023

AAADRT,AAADRT 4205113615 AAA Order 73838 Accounts Receivable .. 5.00 Reg 9/3/2023
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