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Help 

Documents 14R2 Enterprise Utilizing Master Orders 
 

Enterprise “Master” Order functionality allows users to save time creating Orders for common job 

requests for their Customers.  “Master” Orders are unique to each Customer and Department, so they 

can be highly customized with as much information as possible. 

 

Creating a Master Order 

To open the window to add a new Order record to Enterprise you can go to the E button in the upper 

left and click the New button and then select the Order option from the drop down menu or select the 

New Order button from the Order record Actions Bar.  You can also use the Hot Key combination of Alt 

+ 3.  The window below will be displayed: 

  

The Order Type will default to “TE” (for Temporary), but you can select other types from the drop down 

menu (ie. “DH”, “TF”, etc.)  When you have selected the Order Type, click on the Save button to create 

and open the new Order.  The new Order will open to the Details form. 

If you are in the Customer record 

when you select New Order, from the 

Actions menu the Customer name and 

Department will automatically be 

selected.  If creating a new Order 

from the Order area or any other 

record in Enterprise make sure to 

select the correct Customer and 

Department from the Customer drop 

down menu.  
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Fill out the Order Details making sure that the Work Site, Worker Comp and Job Title are correct.  Then 

add any additional information that is usually the same for this type of Order.  This can include number 

of people Required, Description, Dress Code, Duration, Shift and/or Start Time and End Time.  Select the 

normal Pay Rate and Bill Rate, add a Contact to a Role, etc.  The Order will default to a Status of 

“Unfilled” so you will have to change the Order Status to “Master”. 

 

*Note – Information added in the PO Setup and Interest Codes forms can also be added to the “Master” 

Order.  This information will then pull into Orders copied from the “Master”. 

 

 

Employees that are commonly assigned to this Order can be added to the Candidates form.  The 

Candidates form on the “Master” Order becomes your “hot list” of proven Employees that can be sent 

back to this Customer time and again. 

 

*Note – The Candidates form does not transfer when a copy of the “Master” Order is made. 
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Searching for Master Orders 

To locate “Master” Orders, open the Order record area and select the Search option from the menu on 

the left.  Then select Enhance Search.  The screen below will be displayed: 

 

 

 

 

 

 

*Note – To add these criteria to your Saved Searches, click on the  button at the top of the screen. 

In the Details form enter the Customer 

name… 

The Department (if any)… 

and choose “Master” from the 

Order Status drop down menu. 

Then click on Search 

in the upper right. 
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From the Search results list double-click on the line for the Order record that you need to copy.  The 

Order will open to the Visifile.  To verify that you have selected the correct Order, open the Order 

Details screen. 

 

Copying a Master Order 

 

Once you’ve verified that the correct Order has been selected, open the Actions drop down menu and 

select the option for Copy Order (as circled above). 

 

 

*Note – You should not use the Copy Order function if the currently open Order is for a different 

Customer and/or Department than the one you need to create.  Neither the Customer nor the 

Department can be changed at the Order level.  If either of these is wrong when the new Order is 

created, change the Status to “Deleted” and Save.  Then start over with creating the Order for the correct 

Customer and Department. 

The prompt to the left will appear, 

indicating that you are creating a 

copy of the currently open Order 

and once created, it will 

automatically open to the new 

Order.  To proceed, click Yes.  To 

cancel the copy, click No. 
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Once the copied Order is created it will open to the Visifile form.  Click on Details from the menu on 

the left and add the Start Date.  Update any other information on the new Order that is different from 

what was entered on the “Master”.  An Order that is copied from a “Master” Order will automatically 

have a Status of “Unfilled”.  The Order Status is not copied over from the “Master” Order.   Once all of 

the information in the new Order has been updated Save the record.  You can now run a Search for 

Employees or go to the Candidates form on the “Master” to go through the “hot list” for this Order. 

 

*Note – If users are copying previous Orders, creating “Master” Orders can avoid some costly errors.  

For example, let’s say that a Customer has a negotiated mark up and that specific Multiplier codes have 

been linked to their record, but then there is a rate increase and the Multiplier code default changes.  

The new Multiplier rates will only be added to new Orders created after the changes are made.  

However if a user copies an Order that has the old rates, it copies the old mark up and does not pull in 

the new Multiplier codes.  If “Master” Orders are being utilized, only these Orders need to be updated 

with the new rates because all copies will be from these Orders. 

 

Still Have Questions? 

For more information about master order functionality contact our customer support group at 651-452-

0366 or by sending an email to support@tempworks.com. 

 

To schedule training on master orders, submit suggestions on how to improve this document, or to 

request documentation on other Enterprise functionality please contact the training department at 

trainers@tempworks.com. 

 

mailto:support@tempworks.com
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