DAILY PAY
When placing an Order for a Daily Pay job, be sure to select an Order Type of DP (Daily Pay).
This will allow that Order to appear on the correct dispatch form.

To Assign employees in a Daily Pay environment, hit “ctrl J” on the keyboard, this will display the
Assignment Daily Worksheet.
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The left portion of the page will display orders open for the day. The orders are prioritized by
start time and number of employees needed to fill the order.

To indicate the employees that are available click “Find Available Employees”
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Select available employees By Employee Name — Worked Last Wk — Regulars.
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Click the “Selected” box to select available employees.
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Click Add to List — Employees will appear on right portion of the Assignment Daily Worksheet.
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To assign employees to a particular order, click the eyeglasses next to the appropriate order. The
customer will appear shaded in the upper left hand box.
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Click the “A” button next to the employee you would like to assign.
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The employee’s name will appear in the lower right hand section of the Assignment Daily
Worksheet.
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Repeat for each employee to be assigned to this order.

Miscellaneous Buttons and Boxes

Car — Shoe — Misc: used if the employee has a car, workshoes, misc, etc.
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Il - Useto print a time sheet.
ﬂ - Use to unassign the employee from the assignment.
’EI -Use to view employee record.

’El - Use to add individual adjustments to employees — transportation, charge for equipment,
etc.

|8| - Use to view full transaction of individual employee.
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-Use to apply the same adjustment for everyone on a specific order.



