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Employee and Vendors

Employees and Vendors Main Switchboard

-

I‘,§ Tearmworks Classic Main Switchboard EX
_ Employees and Vendors Manager
(5
= Forms Reports
Employes Main General Employee Report
Employee Search Detailed Employee Report
Attendance .
Employee Types Employee Productivity Report
Codes
Vendor Main Employee Hours Summary
Employees and Vendors
Ewvent Scheduler General Vendor Report
|n1lr,3ntu,ry Detailed Wendor F!-Bpﬂr‘t
Keys Manager Inactive Vendors

Prewentive Maintenance Total Amount Spent by Vendor

Utility Tracking

Vehicle Fuel Tracking

Work Orders

Administrator

ey ey, ey, e ey ey ey, e, — — p— —
(S| SR | S | S—" | S S| S| S| S | —_—_

Connected To Server: NIKE\SQL2005 Database: Nsyracuse
Email TeamWORKS Support Today is Thursday, September 01, 2011
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Forms

The Employee Manager allows you to keep and maintain information for each employee. Employees
must be entered in this form in order to be able to assign them work orders, track their attendance, etc.

Employee Manager Main Tab

£ TeamWORKS Employee Manager = = EE
Employee ID [25728 ﬂ' Title [WAREHOUSE TECHNICIAN
First Name [Samuel Department [MAINTENANCE [
Middle Initial [D Supervisor [TERRY, JOHN =]
Last Name [WRIGHT Employee Type [PERMANENT FULL TIME -]
User ID: [samuel wright | No Longer Employed [~ Inactive—

Main |Eersonal Information I Employment Inﬁ::urrnaﬁonl Assigned Trades I Labor Rates I Motes | Zones |

r

Record: 4 4 91 0f91 F M M g% Mo Filte Search

Employee ID — Enter a unique ID for the Employee you are entering.

*Note — be cautious about using an employee’s FULL social security number as their assigned Employee
ID, as it prints on several reports within the system. Also, reusing or reissuing Employee IDs can cause

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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inaccurate data in reporting. It is recommended that NEW and unique Employee IDs be issues to new
employees.

Search Button — click here to search for an existing employee. You will see the following form: You can
search by Employee ID or Employee Last Name.

First Name — enter the first name of the employee.

Middle Name — enter the middle name of the employee.

Last Name — enter the last name of the employee.

UserID — select the TeamWORKS UserlD associated with this employee.
Title — enter the title of the employee.

Department — enter the department the employee will be working in.

Supervisor — enter or select the employee’s Supervisor. The supervisor must be entered prior to electing
him/her from this lis.t

Employee Type — enter or select the employee type for this employee (e.g. Full time, part time, Summer
help, etc.)

No Longer Employed — check here if this employee no longer works for the district. Doing this will allow
you to maintain his/her work history.

Inactive — check here if this employee is still employed for this district, but may be out for medical
reasons or other reasons.

Note — instead of deleting an employee if they no longer work at the district, mark them as

No Longer Employed, then they won’t show up on reports, nor can you assign them work orders. By
doing this, you keep their work history. Do not reuse Employee ID’s, as this will result in inaccurate
historical data.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Personal Information

~ Main Personal Information Igmployrment Information I Assigned Trades I Labor Rates I Motes I Fones I

Address: |HappyTrai|s Lane Emergency Cnntact:l

City: IDurham Emergency Contact Number:l

State:l Zip: Spouse Name:l

Home Phone: | Text Email Mdress:l
Mobile Number:l Social Security Number:l
Email:l Drivers License Number:l

Pager:l Driver License T].rpe:l

Business Phone: I[EHQ} 730-2301  Extension: | Birth Date:l

Record: 4 4 91 of91 F M » % Mo Filte Search

Address — enter the address of the employee.

City — enter the city where the employee lives.

State — enter the state where the employee lives.

Zip — enter the zip code of the employee.

Home Phone — enter the home phone number of the employee.
Mobile Number — enter the mobile phone number of the employee.
Email — enter the email address of the employee.

Pager — enter the pager number of the employee.

Business Phone — enter the office phone number of the employee.
Extension — enter the business phone extension of the employee.
Emergency Contact — enter the emergency contact for the employee.
Emergency Contact Number — enter the phone number of the emergency contact person.
Spouse Name — enter the employee’s spouse name.

Text Email Address — enter the employee’s text email address.

Social Security Number — enter the SSN of the employee.

Driver’s License Number — enter the DL Number of the employee.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Driver License Type — enter the DL Type of the employee (e.g. Class C).

Birth Date — enter the birth date of the employee.

Employment Information

~Main | Personal Information  Employment Information | Assigned Trades | Labor Rates | MNotes | Zones |

Hire Date

PayPeriod[EOM

Pay Grade |—

Pay Step IE‘.E—

Deductions I—

National Employee Number |—

Date Last Promoted

Mext Evaluation Date

1]

Date Last Employed

Record: M 4 91 of31 F H Pk | o Filte Search

Hire Date — enter the date of hire for this employee.

Date Last Promoted — enter the date this employee was last promoted.

Next Evaluation Date — enter the date the employee is scheduled for their next evaluation.
Date Last Employed — enter the date of the employee’s last work day.

Pay Period — enter the pay period this employee usually gets paid.

Pay Grade — enter the pay grade for this employee.

Pay Step — enter the pay step for this employee.

Deductions — enter any deduction amount for this employee.

National Employee Number — enter the employee’s national number, Green Card, etc.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Assigned Trades
~ Main I Personal Information I Employment Information  Assigned Trades | | sbor Rates I Motes | Zones |
Trade Primary Trade Can Manage in this Trade?
|ADru1|N|5TRATwE -] I r
| | r r
Record: W 1ofl L O < Mo Filte Search
Record: 4 4 91 of91 » M} % Mo Filte Search

Trade — enter or select the Trade Code(s) assigned to this employee.

Primary Trade — click this box for the appropriate trade for the employee. When you select this
employee for labor transactions, the system places his/her Primary Trade as the Default trade. Only
trades in the employees Assigned Trades tab can be selected when entering labor transactions for work
orders.

Can Manage in this Trade? — check each box that corresponds with the appropriate trade indicating the
employee can make ‘management’ decisions.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Labor Rates

~_Main I Personal Information I Employment Information I Assigned Trades Labor Rates Iﬂotes | Zones |

Hourly Rate —— Account
Labor Type Paid Charged Paid From Charged To
dE ~f] siss [ 51883 |a N

=
=

il | | 2 =l

Record: W 1ofl L3 I (= MNo Filte Search

Record: 4 4 91 of91 F Mk % Mo Filte Search

Labor Type — enter or select the labor type for this employee. Examples of labor types are
Overtime, Regular time, windshield time, etc.

Paid — enter the actual hourly rate this employee is paid for this labor type.

Charged — enter the hourly rate charged for this labor type.

Paid From — system will deduct from this account the total cost for this transaction.

Charged To — system will add to this account the total cost for this transaction.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Drivers License Expires 01/01/2015

Record: M 4 bMobE | T Mo Filter

Enter any generic notes regarding this employee.

Zones

Record: 4 A b M k| i Mo Filter

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Zone — Populated by the Dispatch application. This identifies an area within your enterprise for which
this employee is assigned.

Primary Zone — Check for employee’s primary zone.

Secondary Zone — Check for employee’s secondary zone.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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!§ Employee Record Search

Enter Employee ID|

OR

Enter Employee Last Namel

This form is used to go to a select employee record by entering either their Employee ID or Last Name.
If a search finds multiple records with same last name, they will all show in the filtered set. Hit Go!

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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This form allows you to create or specify different types of employee categories such as ‘Regular’,
‘Summer Help’, ‘Substitute’, etc.

-~ -

¥ Employee Types = = £3
Employee Type |Admin
Dezcription [Administrator
Created By Drate Created
Maodified By Drate Modified
Record: M 1of8 L I iz Mo Filte Search

Employee Type — enter a code to identify the employee category.
Description — enter a description for the employee type.

Created By — indicates employee who created this record.

Date Created — indicated date this record was created.

Modified By — indicates employee who modified this record last.

Date Modified — indicated date this record was last modified.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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The Vendor Manager allows you to keep and maintain information for each vendor. Vendors
must be entered in this form in order to be able to assign them work orders, track payment, etc.

Vendor Information

iZ Vendor Information

Wendor ID |933 Vendor Namelcﬁ,mp CHEMICAL Active 7 [

Address IPD BOX 521 State I NC. Region I

City [ROXBORO Zip CD-I:IEIZ?E-TE Country |

Phone I Faxl Emaill

Record: 4 4 326 0f326 F M M & Unfiltered | Search

At Phunel Pager # I endorT ypes I ;I
Allow WO Assignment? [
- Financial Info -
Account #I PavmentT erms I - I
Tax ID#I DeliveryT erms I vl
Credit Lim'rtl Surchargel
Minimum Per Orderl Notes
Centact Name Contact Title Phone Fax Email Mobile
»
| | | |
Record: M 1ofl H | o Filte Search

Vendor ID — enter a Vendor ID of this supplier. It must be unique to the other Vendor ID’s.

Vendor Name — enter the name of the Vendor.

Active? — check this box if this is an active vendor. Uncheck if you currently are not doing business with

them.

Address — enter the address for this vendor.

City — enter the city for this vendor.

Phone — enter the main phone number for this vendor.

Alt. Phone — enter an alternate phone number for this vendor.
State - enter the state for this vendor.

Zip Code — enter the zip code for this vendor.

Fax — enter the fax number for this vendor.

Pager # - enter the pager number for this vendor main contact.
Region — enter the region for this vendor (e.g. Southwest Region).
Country — enter the Country for this vendor.

Email — enter the email for this vendor main contact.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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Vendor Type — enter or select the vendor type. The vendor type allows you to categorize your vendors
by the type of supplies you purchase from them.
Allow WO Assignment? — If this box is checked then the vendor can be assigned Work Orders.

Financial Info

Account # - if you have an account with this vendor, enter it here.

Tax ID # - enter the vendor’s tax ID number.

Credit Limit — if you have a credit limit with this vendor, enter it here.

Minimum Per Order — if you typically have a minimum order amount from this vendor, enter it here.
Payment Terms — enter or select the payment terms you have agreed to with this vendor. To enter a
new Payment Term, click on the Payment Terms link.

Delivery Terms — enter or select the delivery terms you have agreed to with this vendor. To enter a new
Payment Term, click on the Delivery Terms link.

Surcharge — enter any surcharge amounts you might incur by using this vendor.

Notes — enter any notes regarding this vendor.

Contact Info

Contact Name — enter the name of a contact for this vendor. If you have multiple contacts, add them all.
Contact Title — enter the title of the contact person.

Phone — enter the main phone number of the contact person.

Fax — enter the fax number of the contact person.

Email — enter the email address of the contact person.

Mobile - enter the mobile number of the contact person.

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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General Employee Report

TeamWORKS Solutions, Inc
Facility Management Software

Name Emp.
EmployeeID Type Title Address City State Zip Dept. Hm.Phone
& Decorating Center, Gainesville Paint

Gainesvile

005465 Gainesvil

& Pressure Wahing, A-1 Hood Cleaning

004354 A-1 Hood A-1Hood Cleaning
& Pressure
Washing

A-1 Hood C (678) 617-9168

Acoustics, Jimco
002664 Jimco Ac

Jimco Acou

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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4% Detailed Employee Report = 23
Employee List Show No Longer Employed |:|
4271 Anguizh, Charlene -
47 Antuna, Marv&nn |_|
4718 App, Monica |

Artuso, Joe

Austin, Francis (Bob)
Avlesworth, Kathy

Preview

Cancel

D
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Detailed Employee Report

TeamW ORKS Solutions, Inc
Facility Management Software

Empoyes D 26111 Tite Ekectical FM CRW
LastNams Tradssman Supsrvisor 15071
Midds Nams Depariment Waii
First Mame Tommy Driver Licenss Numbsr
35N Driver Licenss Typs
Aghirg 55 Nztional Em ployss Numbss
oy Bir thats
State A Spouse Nams
PosBICods 30025 Emargency Contet Person
Reglon Emargency Contet Humbsr
County Employes Type  Full Time
Home Phons Date Hired 10452007
Businass Phons Ext Cat Last Promokd
Car Phons HMext Eval uation Dats
Pagsr Dats Last Employed
Fax Numbsr Pay Period
EMall Agdiras s Deauchions
Text EMan Pay Graoe
Hoks Pay Stap
Em pluyee Labor Rates
Labor Type Paid Hourly Rate Charged Hourly Rate
Cweriime 24348 34348
Regular 3899 328.99
Employee Trades
Description Primary Trade? Can Manage?
Elcinical Tes Mo
Friday, September 18, 2011 Page 1 of 1

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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NOTE: This report is only accessible if you have rights as a TeamWORKS Administrator.
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#% Employee Productivity Report E3
Employee | C |Show No Longer Employed |:| Trade | C
3 Abbott, Barbara « | |AC Air Conditioning  »
3587 Abbott, Elizabeth |_| CcaA Carpentry |_|
a243W ABJ FIRE PROTECTION, | |eo Clock work
5168 Agnoli, Rosa CPI Capital Project s
10739 AIRSIDE TECHMOLOGY, cs custodial supplie
15 Aldrich, Bil DEL Deliveries
3384 Aldrich, Deanna EL Electrical
2699 Allen, Olin - | |EMS Energy Manager -
Project | € Labor Type | C
CAPREP Capital Proj Repairs » | |Reg Regular Pay = Dates Worked
CNSHS WAL High school wall rey| | Reg OT Regular over| |
Fac Use Facilty use tracking | |Hol Holiday Pay | I
Fiber Net District Wide Fiber L Sun Sunday through
37 Ranaral Maintenans Summer Summer Stal ™
<[ <« | '
ncel Sort Report By
First
Second
P TeamWORKS Solufions, Inc
Employee Productivity Report oty onaent Seftaone
Record Dates: From To
Employee Hame Employee ID
Trade Wo# Location ID Date Labor Type Project Hours Total Labor
WO Description
Camey, Tommy 26111
E 142134 Q72 22201 L3 GENERAL MAINTENANCE 200 57398
Clean out electiical rooms.
E 142135 26 32201 L3 GENERAL MAINTENANCE 400 $11596
ESTIgERE Wy Some Ights 2= Nt belhg umed o when s B st
E 142135 6 azzzom R GENERAL MAINTENANCE 200 798
rwEstigatz why some kgiis 3= not being lumed 0T when alarm B sst
E 142136 10 322201 R CENERAL MAINTENANCE £00 $173594
‘Cranged outa card inthe DVR Inthe West Hall
E 10134 4 7272008 L3 GENERAL MAINTENANCE 650 313344
nstallvend mises. Install 8 VI-170.
E 125795 10 692010 L3 GENERAL MAINTENANCE 300 $8637
mirusion system tamperpoblem. Easthal
E 124043 10 682010 R PREVENTIVE MAINTENANCE 1000 $25990
Ekecincal Visual PM
E 124042 10 692010 R PREVENTIVE MAINTENANCE 400 $11596
Ekbctical Visual PM
E 125796 10 692010 L3 GENERAL MAINTENANCE 300 $8637
mtrusion Sistem troudle. AudRorium
Friday, September 16, 2011 Page 1 of 78
E 121076 16 3312010 L3 PREVENTIVE MAINTENANCE 1000 $28990
Elkcincal ViEual PM
Total Records: 255 Subtotal 3,203.01 593,460 63
GrandTotal  Total Recoms: 855 3,203.01 593,450 63
Friday, September 16, 2011 Page 78 of T8
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This report will summarize the total number of work order labor hours logged by an individual or
multiple people. NOTE: This report is only accessible if you have rights as a TeamWORKS Administrator.

l',;; Employee Hours Report 2
Employee [?]Srmw No Longer Empioyed [ Labor Type [a

16441 Tomes, Phillip - | |R Regular

1 Tradesman, Tommy o] COvertime

002531 American 1 Trailer Haul, American

003514 Jeff Tuppe Tupper Painting, Jeff

006343 BRI Utility €| Utility Censtruction, BRI

004029 Advantage Vision, Advantage Thermal i

Window-Ware 001 Ware- Blinds, Window [

Waste Water 001 | Water Systems Co., Waste - 4 |_' k
Praoject m

ow CONTRACTED WORK Work Date Range

GM GENERAL MAINTENANCE ,7

PM PREVENTIVE MAINTENANCE

PMC PM CORRECTIONS through

Tand W TIME and MATERLAL ,7

First

e
-—| | —

E I H R rt Teamiy ORKS Solutions, Inc

mp nyee ours El:u::I Faciity Management Softw are
Employee 1D

Employee Hame oy Hours TotalLabor

Camey, Tomm 26111 320301 $53,450.63

Grand T otal 3,203 £93. 460 63

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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If§ General Yendor Report

Vendor Type [?]

C3S Garbage

G5

Power Company
Vendor

Dizposible Waste
Gas company
Power Company
Vendor

Contracted Service| Carpentry, Electrical, and Plumbing Services

Cancel Preview

Make a selection from the vendor type to show all vendors for the specified type of product they
provide. Make no selections to show all vendors.

Vendor Report

TeamWORKS Solutions, Inc

Facility Management Software
Vendor Name Vendor IDD Address City State Zip Phone Fax
A & JAulo Pans (NAPA) QozzE2 6 Canton Hwy Cumming GA 30040 [T EET-3111
AESLodand Sz o 004241 440A Camon Fd Cumming GA 30040 (FTO)BBE-TIO9 (770} BB5-TEG4
A-1Ho0d Cleaningand Pressul Washing 004354 PO Box 912 Cakwood SA 30565 ETE) 6179163
A-1Prillips Paiting 0osEaT 43 Camon Hwy Cumming A 30040 (FTO)BES-3013  (67H) 5131613
Adp Commercial Floors, nc. 003534 PO Box 1413 Eamesiliz A 30
Absolue Corfracio s, Inc. 005312 117 McEver Lane Hoschon GA 30548 (FTO)E16-BE03  (573) 414-5785
ACTE Constucion Seniees 005305

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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¥ Vendor Detailed Report

Vendor List | Sort By Vendor ID

Qo222
004241
004354
005397
003534
005312
005305
000250

A & ] Auto Parts (NAPA)
A &S Lock and Safe, Inc

A-1Hood Cleaning and Pressure Washing

A-1 Phillips Painting

AAA Commerdial Floars, Inc,
Absolute Contractors, Inc.
ACG Construction Services

Acousti Inc.

F 2

Include Inactive Vendors |:|

| Cancel |

| Preview |

Select from the vendor list to specify vendors or leave unselected to show all vendors. By default, only

Active vendors will show in list. To include inactive vendors in the list, check the Include Inactive

Vendors check box.

Detailed Vendor Report

TeamWORKS Solutions, Inc
Facility Management Software

Name: A & J Auto Parts
(NAPA)

Vendor ID: 002282
Vendor Type: Vendor
Active Supplier ?: ez
Federal ID #:
Account #:

Credit Limit: $0.00

MNotes:

Address:

City:

State:

Zip Code:
Surcharge:
Delivery Terms:

Payment Terms:

306 Canton Hway

Cumming
GA

30040

Phone: (770) 8873111

Fax:
Email:

Minimum
Per Order:

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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This will show the exact report as the General Vendor Report, but only show Inactive Vendors.
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Vendor Name

Inactive Vendors

TeamW ORKS Sclutions, Inc
TeamW ORKS Solutions, Inc

Vendor I Address City State  Fip Phone Fax

American Poly
Comelia Brooms
Davis

Don Swan

G & G Sankztion
Gem Chem
Genesks

GeoRgl Fie PRRECon

1

Gamd G PO Box 439 Cumming GA 025 (770 BET-6053 (77 8579837

004136 3019 Norn Decatur Rd.  Decatur GA HEE B4} 234-44TE [H04) 2940363

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide
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NOTE: This report will show only purchases for warehouse inventory and not purchases for work order
transactions.

I‘E. Total Amount Spent by Vendor = 29
= L
002282 | A &1 Auto Parts (MAPA) -

004241 A &5 Lock and Safe, Inc (i
004354 | A-1Hood Cleaning and Pressure Washir —
005357 | A-1FPhillips Painting

003534 |AAA Commerdal Floors, Inc,

005312 | Absolute Contractors, Inc,

005305 | ACG Construction Services

000250 | Acousti Inc,

007394 | Acton Mobile Industires

008987 | Adair Construction Inc. -

Received Date Range
Include Inventory Purchase Transactions |:|
(Non-Stock ltems)

Sort Report By
First E

Second E

Vendor - Select a vendor or use Ctrl+Click to select multiple vendors for this report.

Date Range — enter a date range to show how much has been spent by a specific vendor during the
specified date range.

DBCC

Facilities Services

Total Amount
Spent by Supplier

SUPPLIER  SUPPLIER CONTRACT PAYMENT CREDIT TOTAL
1D NAME NUMBER TERMS LIMIT AMOUNT SPENT
ABC123 ABC Company £1,395.0000
Grand Total $1,395.0000

Customer Support

Email: Support@goTeamWORKS.com

Telephone: Toll Free (866) 892-0034
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