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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”
s Allows the user to approve and close sessions with all types of errors, including "Critical".
o “Can approve proofing errors and close proofing sessions”
s 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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s 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”
s 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 errars
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
TempWorks Default - Front Office Manager (%] (<] (%] (%)
TempWorks Default - Limited Access (<] (<] (<] (<]
TempWorks Default - Pay Clerk ° o
TempWorks Default - Sales o o o o
TempWorks Default - Staffing Specialist ° ° °

Advanced Permissions

e 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 ([T 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 Proofingerrors are sorted by severity. Each level of severity is indicated by a different color:
o Low-Green
o Medium -
o High-Red
o Critical - Dark Red

Timecard Proofing Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval26
@ seiect session @ crrorcrecking @
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.
Total Errors 10. (D Critical 7. AHigh 0. (DMedium 0. (DLow 3.
E S
TG C

O severity o' Error 1 Employee 1 Employee Id Customer Timecard 1d Timecard Source

a > @ Critical (7)
O > @ Lw(

Proofing Error Management

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

/A 5 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.

Error Hierarchy Severity
ABill Rate Is Negative System H
A PayRate Is Negative System A\ High H
Authority missing on Employee Adjustment System H
C19EERet no longer used, as Covid regulations are no longer in effect System @ Low H
C19PFLCHI no lenger used, as Covid regulations are no longer in effect System ® Low H
C19PSLOth no longer used, as Covid regulations are no longer in effect System @ Low H
C18PSLSelf no longer used, as Covid regulations are na longer in effect System @ Low H
Case Number missing on Employee Adjustment System H
Confirm high bill or pay rate System H
ComsOther Adjustments sewp as Billltwith Bill Amount = $0 System @ Low H
Customer worksite does not have a MD Count Tax set up System /A High H
Customer worksite does not have a State Inc Tax set up System A\ High H
Customer Worksite in PAis missing a PSD code. System @ Low H
Customer Worksite not in PA has a PA PSD code. System @ H
Customer worksite state does not match income tax state System /A High H
Rows perpaga: 20 ¥ 1-20 of 60 o 2 3

e Tochange the severity of the proofing error, select the to the right of the error and select "Edit":

Error Hierarchy Severity
ABill Rate Is Negative System :
A PayRate Is Negative System A\ High :
Authority missing on Employee Adjustment System

C19EERet na longer used, as Covid regulations are no longer in effect System ® Low

C19PFLChId nolonger used, as Covid regulations are no longer in effect System ® Low

*Note* The user’s hierarchy needs to match the error’s hierarchy to be able to change the severity:

@ joshua.kramer ing Error Management

Minneapolis
Systemn (System)

ing Error Management

Dashboard
L 5 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resclve this issue.

Sales Dashboard
je the Severity Level for each specific Error.

Records
Hierarchy Severity

Reporis

Resume Management
Rarte Is Negative System
Hotlists
Rate Is Negative System A\ High
Timecards
brity missing on Employee Adjustment

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



Edit Severity

CANCEL § suBMIT

Custom Proofing Errors

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

e |nthe event auser 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 proofit.

Proofing Error Management

A 5 error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resolve this issue.

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):

Current Weekend Bill 9/7/2025 4946 Unused Timesheets 61 Timesheets Not Paid 2 Open proofing sessions
PROOFING SESSIONS INCOMPLETE TIMECARDS NOT PAYABLE TIMECARDS NOT BILLABLE TIMECARDS
To proof a session, 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.
O stawus Session1d Session Hier Session Name ServiceRep 1 Timecards Weekend Bill
Filter. Filter. Filter. Filter. Filter. mm/dd/yyyy
O > Open(2)
O > Closed(4)

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:



Current Weekend Bill 9/7/2025 4946 Unused Timesheets 61 Timesheets Not Paid 2 Open proofing sessions

PROOFING SESSIONS INCOMPLETE TIMECARDS NOT PAYABLE TIMECARDS NOT BILLABLE TIMECARDS

To proof a session, 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.

O staws SessionId Session Hier Session Name Service Rep 1° Timecards Weekend Bill
Filter. Filter. Filter Filter. Filter. Filter mm/dd/yyyy
O v~ Open(2)
O 27545 High Tech Staffing (Entity) hosteval26 hosteval2s @ 9/7/2025
O 27547 High Tech Staffing (Entity) Sydney Andersen 1 9/7/2025
O 5> Closed (4)

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

Timecards Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval2e

Review all timecards in this session, including timecards with and without errors.
| Regular Hours 504. Overtime Hours 0. Doubletime Hours 0. I

Employee Customer Timecard Id Pay Code
~ ~ All ~
21results

Employee T Employee Id Full Customer Name Timecard Id Pay Code Regular Hours OT Hours Pay Rate Estimated Gross

Bannon, Bobby 4295108313 Chobani Yogurt {Primary) 2742660 Reg 16 0 17.50 280.00 E
Bar, Tracy 4295079876 Chobani Yogurt {Primary) 2742674 Reg 40 0 16.50 660.00 E
Barbadillo, Von 4294971764 Chobani Yogurt (Primary) 2742662 Reg 16 ] 16.00 256.00 E
Baron, Albert ). 4295080254 Chobani Yogurt {Primary) 2742673 Reg 40 il 16.00 640.00 E
Barret, Britteny 4295014888 Chobani Yogurt (Primary) 2742664 Reg 16 ] 16.00 256.00 E
Barrister, Reggie 4295014164 Chobani Yogurt (Primary) 2742667 Reg 16 ] 16.00 256.00 E
Casper, Benjamin 4295104765 Chobani Yogurt (Primary) 2742668 Reg 26 ] 16.00 416.00 E
Chang, Pennie 4295106947 Chobani Yogurt (Primary) 2742657 Reg 32 il 18.00 576.00 E
Chang, Pennie 4295106947 Chobani Yogurt (Primary) 2743331 Vacl 8 ] 18.00 144.00 E
Chapman, Wes 4295107206 Chobani Yogurt (Primary) 2742661 Reg 16 ] 16.00 256.00 E
Dorken, Ivalyo 4295105401 Chobani Yogurt (Primary) 2742659 Reg 16 ] 17.00 27200 E
Douglas, Frederick L 12493 Chobani Yogurt (Primary) 2742658 Reg 18 0 16.00 256.00 H
Douglas, Maya 4295080655 Chobani Yogurt (Primary) 2742672 Reg 40 il 16.00 640.00 E

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":

Current Weekend Bill 9/7/2025 4911 Unused Timesheets 61 Timesheets Not Paid 2 Open proofing sessions

PROOFING SESSIONS INCOMPLETE TIMECARDS MOT PAYABLE TIMECARDS NOT BILLABLE TIMECARDS

To proof a session, 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.

ACTIONS ~
B swews SessionId Session Hier Session Name Service Rep 1 Timecards Weekend Bill
Filter. Filter. F Filter. Fi Filter. mm/dd/yyyy
v Open(2)
27545 High Tech Staffing (Entity) hosteval26 hosteval2é 21 9/7j2025
27547 High Tech Staffing (Entity) Sydney Andersen 1 9/712025

a > Closed (4)



*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

@ seiect Session

Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval26
© crror Checking
Select a timecard session to proof.

/A 4error types in this system will not be displayed because they are not supported in Beyond. Contact your System Administrator to resolve this issue.

Sessionld T Session Hier Session Name Service Rep T Timecards

27545

® s

High Tech Staffing (Entity)

1 row selected

cANcEL
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:

Timecard Proofing

Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval26

@ seiect session @ o crecking [- 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.
Total Errors 10. (D Critical 7. AHigh 0. 0. QLows.

6 C L
. 3

O severity & Error 1 Employee Employee Id Customer Timecard Id Timecar dSource

[} > @ Critical (7)

O > O tws

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

e Scenario 1

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.

® 2560 High Tech Staffing (Entity) ~ olya999 Ivelina Kavalova 1
-~ (@ 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:

s Option 1: They can still open the session. They will be warned that by choosing to do so the
session will be split into "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.

® =332 High Tech Staffing (Entity)  Split from session ID 22918 Ivelina Kavalova 4
O s
Adjust your hierarchy to proof all timecards in session 28352. Currently, you can proof 3 out of 4 timecards. x

3 f you decide to continue, a new session with the remaining timecards will be automatically created.
CANCEL  NEXT>

e Aslongastheerroris"Low"," ", or "High", the user can approve them by selecting "Next":
Timecard Proofing Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval26
[ - © oo 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.

Total Errors 1. (D Critical 0. A High 0. ()Medium 0. (DLow 1.

s
O severity © Error Employee 1 Employee 14 Customer Timecard 1d Timecard Source

Rowsperpage: 20 v 1-1of1 o
canceL  <previous | NexT>

*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”.



Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval26

© crorcrecins Q-

Timecard Proofing

@ seicsesion

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.

Total Errors 10. O Critical 7. AHigh 0. () Medium 0. (DLow 3.

ACTIONS v

o " . :
G& Moveto Session Error Employee 1 Employee Id Customer Timecard Id Timecard Source

> O Critical (7)
O > ®wwe

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.

9 errors will be moved
7 timecards will be moved

* Open Proofing Sessions

~
SESSION ID SESSION NAME SERVICE REP NAME
27545 hosteval26 hosteval26
27547 Sydney Andersen

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.

9 errors will be moved
7 timecards will be moved

Create new proofing session

* Proofing Session Name

Mew Proafing Session

* Assign to

joshua.kramer

CANCEL SUBMIT

Step 3: Finish

e Oncetheerrors (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 Session Id: 27545 - Session Hier: High Tech Staffing (Entity) - Service Rep: hosteval26 hosteval26

This timecard session has been proofed.
@} VIEW TIMECARD 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

@ Yes, 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.

Current Weekend Bill 8/7/2025

4911 Unused Timesheets

75 Timesheets Not Paid

2 Open proofing sessions

PROOFING SESSIONS INCOMPLETE TIMECARDS NOT PAYABLE TIMECARDS NOT BILLABLE TIMECARDS
Employee Customer Timecard |d Session ld
v
~ MORE FILTERS
491results 4y
Employee 1 Employee Id Timecard Id Full Customer Name  Job Title Assignment Branch Session Id Weekend Date Weekend Bill Linked
n, Steve 4295081481 2697990 Bee Friendly Landsca. Landscaping 4201419600 7/27/2025 9/7/2025 @
Aardson. Steve 4295081481 2700294 Crystal Healing Cent...  Junior Clerk 4301425350 St. Cloud 7272025 9/7/2025
ardson, Steve 4205081481 2699879 Gus's World Famous ... General Laborer 4301424388 7J27/2025 9/7f2025 ®
Asrdson, Steve 4295081481 2702895 Bee Friendly landsca..  Landscaping 4301418600 8/3/2025 9/7/2025 ®
Aardson. Steve 4295081481 2704423 Gus's World Famous .. General Laborer 4301424388 8/3/2025 9/7/2025 ®
Aardson, Steve 4295081481 2704645 Crystal Healing Cent...  Junior Clerk 4301425350 St.Cloud 8/2/2025 0/7/2025 ®
Aardson. Steve 4295081481 2707508 Bee Friendly Landsca..  Landscaping 4301413600 Minneapolis 8/10/2025 9/7/2025 ®
Aardson, Steve 4295081481 2709404 Gus's World Famous ... General Laborer 4301424388 8/10/2025 9/7/2025 ®
Aardson, Steve 4295081481 2709819 Crystal Healing Cent..  Junior Clerk 4301425350 St. Cloud 8/10/2025 9/712025 ®
ardson, Steve 4295081481 2712123 Bee Friendly Landsca..  Landscaping 4301419600 8/17/2025 9/7/2025 ®
Asrdson, Steve 4295081481 2714434 Crystal Healing Cent..  Junior Clerk 4301425350 5t. Cloud 8/17/2025 9/7/2025 ®
- - S e - U - S - ~
Rows per page: 20 1-20 of 491 < o 2 3 4 s P

Not Payable Timecards Tab

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.

Current Weekend Bill 9/7/2025

4911 Unused Timesheets

75 Timesheets Not Paid

2 Open proofing sessions

PROOFING SESSIONS

Employee Id

Not Billable Timecards Tab

Customer

INCOMPLETE TIMECARDS

Timecard Id Job Title

NOT PAYABLE TIMECARDS.

Pay Code Weekend Bill

mm/dd/yyyE

NOT BILLABLE TIMECARDS.

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.

Current Weekend Bill 9/7/2025

4911 Unused Timesheets

75 Timesheets Not Paid

2 Open proofing sessions

PROOFING SESSIONS

Employee

Goldman, Matt

Smith, Jeff

Relate

Employee Id

4295131311

4295121156

INCOMPLETE TIMECARDS

Customer

Harbor Supply 2743265

Power Trip Inc

Articles

Timecard Id

Job Title

Forklift

Forklift

NOT PAYABLE TIMECARDS

Pay Rate

NOT BILLABLE TIMECARDS

Pay Code

Bonus

Bonus

Weekend Bill

mm/dd/yyyy =]

9/7/2025

o/7/2025



