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Employee and Vendors 

Employees and Vendors Main Switchboard 
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Forms 

Employee Main 

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 

 

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 
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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 UserID 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 
 Copyright© 2012-2013 by TeamWORKS Solutions, Inc.  All Rights Reserved 5 

Personal Information 

 

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. 
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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 

 

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. 
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Assigned Trades 

 
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. 
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Labor Rates 

 

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. 
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Notes 

 

Enter any generic notes regarding this employee. 

Zones 
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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. 
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Employee Search Form 

 

 

 

 

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! 
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Employee Type 

This form allows you to create or specify different types of employee categories such as ‘Regular’, 

‘Summer Help’, ‘Substitute’, etc.   

 

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. 
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Vendor Main 

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 

  

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.  
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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. 
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Reports 

General Employee Report 

 

 

  



 

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide 
 Copyright© 2012-2013 by TeamWORKS Solutions, Inc.  All Rights Reserved 16 

Detailed Employee Report 
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Employee Productivity Report 

NOTE: This report is only accessible if you have rights as a TeamWORKS Administrator.   
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Employee Hours Summary 

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. 
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General Vendor Report 

 

 

 

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. 

 

 

  



 

TeamWORKS Version 5.0 | C/S Employee & Vendors Manager User Guide 
 Copyright© 2012-2013 by TeamWORKS Solutions, Inc.  All Rights Reserved 20 

Detailed Vendor Report 

 

 

 

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.   
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Inactive Vendors Report 

This will show the exact report as the General Vendor Report, but only show Inactive Vendors. 
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Total Amount Spent By Vendor 

NOTE:  This report will show only purchases for warehouse inventory and not purchases for work order 

transactions.   

 

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.   

 

 

Customer Support 

Email:  Support@goTeamWORKS.com 

Telephone:  Toll Free (866) 892-0034 
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