tempwyorks Help Documents

16R1 Enterprise 1099 Consultant Set up and Payroll Processing

1099 Consultant Employee Set up

Before a 1099 consultant can be Assigned to an Order their Employee record must be set up so that
Enterprise overrides the Tax calculations and pulls information from their Vendor record instead. The
first step is to set up a new Vendor record for the consultant. Creating and editing Vendor records is
part of the Administration form. This form is accessed from the All Options expansion menu in the

lower left of the Enterprise screen.

administration
calendar
call-em-all
contact
contact groups
contact messages *Note — Only users that have been
customer
email given access to Administration
employee employee . . . . .
B omer evaluations functionality will have this option
job candidates . i i
order order available in the expansion menu to the

- pay / bill
assighment
9 rate sheet Ieft

contact reports

resume parser
task manager
calendar tax management
trak 1

twitter search
all options vendors

pay / bill

reporis

When the Administration form is selected the screen below is displayed with the navigation menu on

the left. Select the Company form to set up new, or edit existing, Vendor records.

227 items available
RISUTA company information

authorities.

brereln
SClncTax Active [x] Company ID | 196
= £ia SCSUTA ) )
| h . o Fed Employer ID Company Type | Staffing
s bank account
gl SDSUTA Name Staffing Company Pseudo Aldent
interest code SKCAIncTax o
MT Test Vi for 105 ress
message SMT Test Vendor for 1089
- Staffing Company
multiplier code TempWarks Sales
owner Test Authority
TNincTax . -
sales team T Street 1 2252 A Street miscellaneous options
service rep TXIncTax Strest 2 Small Business =
job title :ESJ'F} Minority Owned =]
ncTax | 7
worker comp code T i Fort Pierce Women Owned =
WAIncTax State FL Supplies Disabled People [7]
VASUTA Generate 1099 [x]

e . __ 7in 24987- .

Current Vendors will be listed in a menu on the left side of the form. Enter the name of a Vendor into
the Find a Company look up menu at the top of the list to filter out non-matching Vendors.
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Click on a record from the list to display the information for that Vendor. At this point the user can make
any changes to the Vendor as needed. To add a new Vendor, in this case a 1099 consultant, click on
the (¥ button in the upper right of the screen.

228 items available +
company information
Active [x] Cnmpanv\[n
e |
Name n Pseudo Aldent
Address
Strect 1 miscellansous options
G small Business =
Minority Owned =
Chy Women Owned &
State n Supplies Disabled People |
zi ,_ Generate 1058 [ ] |
Payment Terms
Country
Notes
Contact Name
Phone
Email
local address @@ remittance address

Address 1 Address 1
Address 2 Address 2
City City

State State

Zip - Zip

Country Country

Enter the Employee’s social security number in the Fed Employer ID field. Then enter the Employee’s
Name and address information including State and Zip code. Clicking on the [#] button (circled above) will
copy the main address into the local and remittance address, and vice versa, which allows for you to not
have to re-type the information if they are the same. It is imperative that the remittance address be

completed so TempWorks know where to sends checks and 1099’s at the end of the year.

*Note — The address information included in the remittance address area will be printed on the consultant

Employee’s Paycheck as well as their 1099 form at the end of the year.

The company ID number will be populated once you have entered the Fed Employer ID and Name. From
the Company Type dropdown, for 1099 employees, select Vendor. For 1099 employees, be sure to check
the box under miscellaneous options Generate 1099. This is what tells TempWorks at the end of the year

to create a 1099. For 1099 employees, select “"NA — Not Apply” from the Payment Terms drop down menu.

*Note — The consultant Employee will be paid based on the Pay Periods selected in the Order, not upon

the Payment Terms selected in the Vendor record.
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228 items available +

company information

AEE Company 1D 183

Fed Employer ID | 124787451 Company Type | Vendor

Name Alisha Smith Pseudo Aldent

Address 654 Marshall Rd

Street 1 654 Marshall Ad miscellaneous options

Street 2 small Business =
Minority Owned ™

Chy Eagan Women Owned o

State MN Supplies Disabled People []

zio — Generate 1099 [x]
Payment Terms NA

Country United States of America
Notes

Contact Name

Phone

Email

local address ~ = remittance address -

Address 1 | 654 Marshall Rd Address 1 | 654 Marshall Rd

Address 2 Address 2

City Eagan City Eagan

State MN State MN

Zip 55121- Zip 55121-

Country United States of America Country United States of America

When the consultant Employee’s Vendor record is complete it should look similar to the one displayed
above. Once the Vendor record is set up, navigate to the consultant’s Employee record (or create a

new Employee record for them) and open the Details form.

= personal information address
Last Name | Smith Street | 745 Marshall Rd
contact methods First Name | alisha Initial Street 2
past jobs
work experience e City  |Eagan
education State | MN Zip 55121-
work interests County |Dakota school
trak 1 SSN 124-78-7451
- _ Country | United States of Ameri
direct hire D 4294369665 Contact | United States of America
candidacy
o Act Date | §/15/2011 1:15:00 PM Deact. Date
assignment restrictions
interpersonal
required docs
transportation
test scores (R iy ii
Unemployment Iring Information
» pay setup Order Type TE Branch Sales
» pay history Hire Status Eligible for Hire Staffing Specialist |ejameas
documents
Profession All Interviewed By ejames
messages
srEET AR Washed Status | Familiar Entered By ejames
19 On File = Job Title
19 Expire Date B | How Heard of N/A
Orientation Date B | How Heard Details
Anniversary Date B | Numeric Rating | O

On the Employee Details form select the consultant’s Vendor record from the Vendor drop down
menu. This is the step that transforms this record from a taxable W2 Employee to a non-taxable 1099
consultant. The SSN field can be populated with the consultant’s social security number, but it's not
necessary to have the number documented on the Employee record if it's been added to the Vendor

record.

*Note — The Vendor must be selected and saved to the consultant’s Employee record prior to creating
an Assignment for them on the Order. If the Vendor record is not attached the Assignment will be

created as if this was a taxable W2 Employee.
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U ERS il Once the Vendor field has been populated with the
745 Marshall Rd ID: 4294969665
Eagan, MN 55121 I Ees Ly correct, the icon circled above will be displayed in the

avatar area noting that they are a vendor employee.

"

From the E3 drop down menu on the Employee Actions Bar select View Vendor Record to navigate to the
Vendor record associated with this consultant’s Employee record. The rest of the Employee record

can be populated with the information that will be needed to search on and place the consultant.

When the consultant Employee is placed on an assignment the Details screen for their Assignment
should look similar to the one above. Most of the information on this form will be completed exactly as it
would be for a W2 Employee. The difference is that in the Financial Details section the Company field
will display the Vendor record associated with the consultant’'s Employee record and the W2 check box

will not be checked.

Beach, Justin 1 Sales calls
Standard Investments, Access Operator

Assignment ID: 6526 Employee ID: 12323

Order ID: 5474

+ & €& A 2/Q 4 + » tasks calendar email 1

assignment information financial details
messages Employee Beach, Justin Multiplier None Overtime Factor | 1.5000
custom data Aldent P
calls
=l Customer Standard Investments
Department | primary
Order ID 5474 Bill Rate $56.00 Pay Rate 537.50
Assignment ID |6526 Salary Bill s0.00 Sy S
Temp Phone  |[__)__ - Unit Bill $0.00 Unit Pay Rate 50.00
Other Agency Pay
Status Complete
Overtime Bill $0.00 Overtime Pay 50.00
Doubletime Bill 50.00 Doubletime Pay | 50.00
job information
Joh Title Access Operator
Company Staffing Company
Business Code
Start Date 9/1/2008 &

Worker Comp Code | 3810
Expected End Date | 1/2/2010 ® Original start | 9/1/2008 =
PO Number

Actual Date Ended | 9/21/2008 2
Payrall Notes

This information cannot be changed at the Assignment record level, That is why the consultant’s

Employee record must always have the Vendor selected in the Vendor field before the Assignment is

created.

*Note — If the Company and W2 fields on the consultant’s Assignment record do not look similar to
those shown above, change the Status to “Deleted/Mistakenly Entered” and duplicate the date used in the
Start Date field into the Actual Date Ended field. Then update the consultant’s Employee record with the

Vendor information (as explained previously in this document) and re-assign them to the Order.
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Processing 1099 Consultant Payroll

Once the Assignment has been set up correctly, Payroll and Invoicing can be processed for these
Transactions. The Time Entry and Proofing process for a 1099 consultant does not differ from that of
W2 Employees. The hours, unit pay, salary, one-time adjustments, etc. will be added to the Time
Entry spreadsheet. Once Time Entry is done, complete the Proofing process and fix any errors that
need to be addressed, and then close the session. Once you have completed Proofing, you are now able
to process payroll.

Begin the Payroll process as you normally would by selecting the

pr— Payroll
Payroll icon within Pay/Bill. ® «l

Timecards Proofing $

To start the payroll run, click on the following;

+ Start or continue a payroll run Invoicing

Clicking on Start or Continue a Payroll Run from the Payroll options in the Payroll and Invoicing form will

open the Payroll Wizard. Select Create a New Payroll Run.

& payroll wizard

\ Start begin processing payroll

Setup
Existing Runs

Verify Transactions [- = Create a New Payroll Run
Calculate

View Checks mp continue a Payroll Run
Payroll Summary

Print Checks

Cancel < Back Next =

Verify and change the Check Date, Bank Account, and Run Type.

The Check Date is the date that will print on all Paychecks in this run.

The Bank Account is the account that the funds will be withdrawn from for the 1099 consultant Payroll.
The Run Type for 1099 consultant checks should be “SubPay”.

E=] payroll - setup

st begin processing payroll
» Setup Choose the appropriate options below.

Existing Runs

Transactions

Verify Transactions

Calculate Check Date | 10/14/2010 Y
View Checks
Payroll Summary Bank Account | TCF Bank
Print Checks
Run Type SubPay
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Once you have completed the Setup, click on Next in the bottom right of the Wizard.

The next step is to select the transactions you wish to process. View available Transactions by selecting
Branch, Customer, Check Delivery or Session under the Groups section and then click in the box in front of

the Transactions to be included in the run. Once Transactions are selected, click Next.

E=l payroll - transactions

select transactions

start *Note — By choosing a

LD Filter Options Y 9

Existing Runs . . . .
TR TS I:‘ All Bank IDs I:‘ Wy Sessions Only I:‘ Only verified Linked Timecards Run Type N the preV|0uS

Verify Transactions [C]E-PayOnly  [] Mon E-Pay only

Calculat

waeE::h:cks Groups Available Transactions + select all form of “Su bPay”,

Payroll summary Branch [®] 1 Session: 1185 - alisha

Print Checks i i

. = Customer Enterprlse W|” Only

Check Delivery display Transactions that

Session

are set up correctly for
this type of Payroll run.

Cancel < Back @

|

Troubleshooting Tip: If the Time Entry and Proofing are complete and the Transaction /s still not
displaying, the Assignment or Vendor record may not be set up properly. Refer back to earlier in this
document to verify that the records are correct, If not, make the appropriate changes and continue
processing. If all record set up seems to be correct and the Transaction /s still not pulling in then contact
the TempWorks customer support group at 877-452-0327 or by sending an email to

support@tempworks.com.
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Verify that the correct Transactions have been selected and then click Next. Choose Back to return to the

previous screen and select different Transactions.

E=] payroll - verify transactions

ot verify transactions
Se.tuP QE &L E X
5:;:2&?;5 Employee | customer | Paycode | Netadj | safary | Hours | units = | To remove a Transaction
‘erify Transactions = =
H(l;alcula.lt-:e cti Thompson, Jennifer Crom Equipment, Accounts Rec... Reg $0.00 50.00 32 o from the run rIght-C|ICk
View Checks 4
ayroll Summa
T and select Remove
Transaction or highlight the
line and click on the [¥]
button in the upper right.
Total: 1
Cancel < Back

When calculation is completed the Payroll Wizard will display the following message:

— X
*Note — If any errors
E3 payroll - calculate Y
start calculating payroll Check Date: 10/14/2010 Run: 2763 @ occur, refer to the
Ei?ﬁé’ng;m appropriate Enterprise
Verify Transactions L.
EE Back Office Training
Payrall Summary
Frintchecks Manual for your version
of Enterprise to ensure
they are corrected
QT ———, accurately.
Cancel < Back Next =
Staged Checks -
High Tech Staffing Entity Level (Hierld 2) tempwo rks
Staged checks in PayrollRun 2763 software
. . . Employee Gross Pay Employee Taxes Adjustments Met Pay
Click on the [® button in the upper right to i
Transactions Gross THours Pay Code $368.00
view the Staged Checks report. Geroan = = = ‘
Taxes
Category AmountTax  Instances  Description
) . ) Tax Totals
Click Next to continue and view the
Adjustments
PaYCheCks' Category Amount  Instances  Type Description
Adjustment Totals
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(continued)

Verify that checks look correct and then click Next.

3 payroll - view checks

checks
These checks will be printed in this run.

Start
Setup
Existing Runs
Transactions
Verify Transactions
Calculate

* View Checks
Payroll Summary
Print Checks

Payee | Gross | Tax | Adi

Thompson, Jennifer 50.00 50.00 50.00

| et .

Check Date: 10/14/2010 Run: 2763 @

QL x E

$368.00

Total: 1

Cancel < Back Next >

To view the check details right-click on the line for the Paycheck and select View Check or click on the
button in the upper right. To remove a check from the run highlight the line and click the [%] button or

right-click and select Remove Check. Removing a check will simply put it back to the beginning of the

payroll process by taking it out of this run. This is not deleting the transaction.

Enterprise will automatically pull the next available Check Number and place it in the Starting Check Number
field. Verify that this number is accurate. Select the Check Sort, in which manner you want the checks to

print in, and if desired, add a Stub Memo that will print on all Paychecks in the run. Then click Next.

— X

3 payroll - payroll summary

st payroll summary

Setup
Existing Runs
Transactions
Verify Transactions
Calculate
View Checks

» Payroll Summary
Print Checks

numbering
Starting Check Number

Check Sort

Stub Memao

summary

Check Date 10/14/2010
Checks 1

Please verify the information below.

Starting EPay Check Number 540

Bank Account AP Bank Account

Check Date: 10/14/2010 Run: 2763 €

["] Do not grint EPay check stub

[T] Use EPay check numbers only

Highest Branch, Employee Name

Payroll RunType  SubPay
Weekend Date  9/26/2010

Payroll Run ID 2763

Cancel < Back Next =

*Note — If pre-printed check stock is being used you will need to verify that the Starting Check Number

matches the first number on your check stock. Select Use EPay Check Numbers Only if this is a run that

includes only ACH (direct deposit) Transactions and if you use pre-printed check stock.
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software

Select the [€] button to bring up the printer select prompt and print checks. Click the button if

Paychecks are going to be printed remotely at another location.

- X

= payroll - print checks

ceare print checks Check Date: 10/14/2010 Run: 2763 €
setup
Existing Runs
Transactions
Verify Transactions
Calculate
View Checks
Payroll Summary.
» Print Checks

@ Print this payroll run

B Post payroll but do not print_

Cancel Finish

Select the printer from the list and then click Print.

Once checks are done printing verify that there wasn't a paper jam and then match the first and last
check numbers to the ones listed on this screen. If everything is correct, click on the & button to post

the Paychecks. Posting the run will close the Payroll Wizard. Payroll is now complete.

3] payroll - print checks

ctart print checks Check Dat=: 10/14/2010 Run: 2763 %
Setup

Existing Runs
Transactions
Verify Transactions
Calculate

View Checks
Payrall Summary Did this payroll run print correctly?

¥ Print Checks Please verify your starting and ending check numbers on your printed checks,
First check number: 18236

Last check number: 18236

« ‘fes, post this payrell run as complete.

¢ | No, reprint this check run

Cancel Finish

*Note — If the Paychecks do not print properly, please refer to the appropriate Enterprise Back Office

Training Manual for your version of Enterprise to address this issue.
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4

The screen shot below displays a sample of what a Paycheck should look like when the “SubPay
Payroll Run Type is selected. Notice that there are no Taxes listed.

Mame:  Girier, Vincent Bocial Security Mumber:  XK-x4- Check Date: 027262010
Earrilnge  Rate Houts  This Period | Tax Tax  YTDTax  AWH (A Ami YTD
Feg 235 40,00 §0.00
Azerual Amount Balance
Gross $0.00
Net $020.00 i
‘raar To DateGross  $0.00 | Total $0.00 $0.00 Total $0.00 $0.00
Allowances
Temp¥¥orks Software, inc. Anchor Bank Check No
3140 Mell Armstrong Bied wnraweanchorink, corm
Suite 205 AncherLine 952-G08-8043 682385
Eagan, M 55121 TH1523980
Mine Hundred Twenky DGLLARS and Zare CENTS Date Amount

0242672010 920.00

Vincent Grier
4105 Albanig Ave.

Apple Valley, N 55124
AUTHORIZED SEMATURE(S)

"OOOBEA 2485 ELTAEAGAiLENIIII2cdcdbbanr

Temp\Varks Softwars Inc.
5140 MNell Anmstrong Blud
Suite 208

Eagan. MK BE121

Wincent Grier
408 Albania Auva,

Apple Vallgy, MN 55124

*Note - There is no difference between Invoice processing for W2 Employee’s and 1099 consultants.
For more information on Invoice processing refer to the appropriate Enterprise Back Office Training

Manual for your version of Enterprise.
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Still Have Questions?
For more information about 1099 consultants contact our customer support group at 651-452-0366 or by

sending an email to support@tempworks.com.

To schedule training on setting up 1099 consultants, submit suggestions on how to improve this
document, or to request documentation on other Enterprise functionality please contact the TempWorks

Training Department at 651-452-0366 or email Trainers@TempWorks.com.
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