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1 Invoice

If staff deployment impacts client billing, ORTEC Workforce Scheduling's Invoice Module helps
streamline invoicing. This module verifies realized schedules for accurate invoicing of hours
worked. To use the Invoice Module, make sure the following modules are installed:

= ModJobAssignment - Modify workstation invoicing.
= ModinvoicePP — This module allows billing for employee hours at specific workstations and

for indirect hours (like meetings, training, leave, or sick days) to internal project cost centers.

ORTEC Workforce Scheduling simplifies invoicing via compensation rules that allocate hours to
specific accounts. Additionally, an interface (through XML) exports record-card data.
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2 Management

Invoicing rules and accounts are managed separately.

2.1 Manage invoicing rules

Q Make sure the Uselnvoicing setting is activated for the modinvoicePP module.

Go to Maintenance > Organization.

Select the highest organizational unit.

Select the Rules tab.

In the Maintenance invoicing rules section, add or edit an invoicing rule set.

In the Invoicing rules section, link an invoicing rule set for a specific time frame.
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2.2 Manage invoicing accounts

Go to Accounts > Account management > Invoicing account.
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Example
An invoicing account featuring four categories (for billable miles and hours).

pare Invoicing account .
M armne
Ivoice W |
Description

[nwoice account |

Account categories | Tupe of entries I Optians |

Mame

Hourz:day

Haowrs: night
Hourz:public holiday
Miles

|nterface

Import code:; I:I Export code: I:I

Properties

D escription:; |

[] Carrections bazed on compenzation rles allowed

2.3 Entries based on invoicing rules

Entries for invoicing purposes have a number of additional characteristics to facilitate
remuneration, such as Workstation, Activity type, and Invoice nr.. These are visible in the account
overview window.
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Example
Grouped bookings on an invoicing account.

ﬂtalculatinns B

—Selection
Department: |Dem0 Releaze Meeting j

Emploves: |[f-‘«|| employees) j vl

Period

Fraom: IE” -11-2006 vl
Ta |E|1 -01-2007 - I

Entry |F|eference |Hours |°/o |\-"a|ue | fin dec.]lﬂemark El
E--Epntlact hours 4736546 4736546 4736576 St
¢ #H-[Mone] 4736546 47365,76 =
= SR 5
: -Bctivibgtype A 8E4:00 -BE4:00  -364.00 Encel
--.t’-‘-.ctivit_l,ltypeB 280:00 -880:00  -BR0.00
--Activit_l,ltypeC 7a4:00 Sred:000 734,00
A ctivibgtype D 925:45 25450 925,75
----- Total 43912:01 4391201 Eeieifan |
Hemave |
Detailz <« |
—Dietail

=13l x|

Ok
Refresh |

Date: Im ¥ &pproved
Reference: I—

Hours: I— Created by
Percentage: I—

Walue: I—

Milage allowance: IE

Approved by I
Approved on; I e v”

Rermnark: I
Wiorkatation: I j
Auctivity bpe: I j

ORTEC Workforce Scheduling 7
© 2025, All rights reserved

User Manual Invoicing

Management



°
L

3 Examples

Q The following examples serve solely for illustrative purposes. They demonstrate methods of using
the Invoicing module but don't reflect the latest best practices.

Example 1: billing hours worked

This example involves the invoicing rule on work undertaken by
day/evening/night/weekend/public_holiday_weekday/public_holiday_weekend.

In order to distinguish between the various tariffs that apply to hours worked on various days of
the week and times of day, you can use the following rule:

Settings

| revoice remuneratiorn: Allowances per zalany code for activity clazses
Type: Bllowances per zalarny code for activity claszes
Dezcrption:

S pecifications

Etime between 18:00 and 0:00 houwrs on a Monday, Tuesday, Wednesday, Thursday, Friday

where the activities have claszes

Amplitude Dray-off On call

Aailability [ro labar] E ducation On call [rho labar]

Breal: Leave [no labor] w Operational

Compenzated leave Leave [no wark) Dvertime

Compenzation day off Leave-of-absence Dwertime [for free time]
£ m >

for emplopees in a zalary code between [Mone] and [Mone] the following entry iz made.
Far thiz rule, da not take the transition from daylight zavings time ta standard time inta account,

[ ] Thiz rule applies only to emplovees for whom the employes property [Mone] ..

Calculations will be baged upon Realized master schedule

Account Account categany Percentage
Invoice Haours: night
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Interpretation: Application of this rule results in a booking being made for each activity of the
selected (ticked) kind taking place within the specified time interval on the specified day(s), in
the context of which the following characteristics need to be recorded:

® The activity type
= The workstation
® The request type: fixed, ad hoc or incidental

If, for example, ‘Monday’ is selected, all hours worked on a Monday within the specified time
interval will be booked to the appropriate account, unless the Monday is a public holiday. Hours
worked on any other day of the week could similarly be booked by selecting the relevant day.

To cover all the different tariffs that may apply on non-public holidays, you will need to create
four versions of the above rule:

One for daytime hours on weekdays (that are not public holidays)

= One for evening hours on weekdays (that are not public holidays)

One for night-time hours on weekdays (that are not public holidays)
= One for all hours at the weekend (that are not public holidays)

To cover hours worked on public holidays, you can use the following rule:
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Settings

Invaice remuneration: Public halidays an davs of week,
Type: Public holidayz on days of week,
Dezcription:

Specifications

Whenever an employes haz a shift between [[F00 hour before and 0:00 after a public holiday, that public
haliday iz a [Mane)] and the zhift containg

Amplitude D ay-off On call

Availability (o labar] Education On call [ho labar]

Break Leave [no labor) Operational

Compenzated leave Leave [no work) Owertime

Compengation day off Leave-of-abzence Dvertimne [for free time]
£ m >

. and the emplaves iz clazzified in zalary code [Mone] to [Mone), credits will be made az follows:
For thiz rule, do not take the transition from daylight zavings time to standard time into account.,

Account Account categony Percentage

Ivoice Hourz:public holiday

Again, to enable this rule to be used, the activity type, workstation and request type need to be
recorded as extra characteristics.

To cover all the different tariffs that may apply on public holidays, you will need to create four
versions of the above rule:

® QOne for daytime hours on public holidays that fall on weekdays
= QOne for evening hours on public holidays that fall on weekdays
® QOne for night-time hours on public holidays that fall on weekdays

® QOne for all hours on public holidays that fall on weekend days
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Example 2: New Year's eve from 16:00 hours

To make accurate calculations for New Year’s Eve, you can use the following rules:

Settings

[nvoice remuneration; Mor-zocial hours allowances in period on date
Twpe: Mon-zocial hours allowances in period on date
D ezcrption:

Specifications

time: between 16:00 and 0:00 hours on 31 December where the activities have claszes

Amplitude D ay-off O call

Avyailability [no labar] Education On call [ho labar]

Break Leave [no labor] v Operational

Compenzated leave Leave [ho wark)] Dvertirne

Compenzation day off W Leave-of-abzence Dvertime [for free time]
< m >

for employees in a zalary code between [Mone] and [Mone] the following entry i made.
Exceptions:

[] This rule is only walid if the worked shift started before 0:00 hours.

[ Thiz rule iz only walid if the worked shift has ended after 0:00 hours.

[ Thizrule iz only walid if at least half of & shift iz after 0:00 hour.

[ Thiz rule iz only walid in the first O calendar week(z) of a zick leave.

[ ] This rule is not valid on [Mone).

Thiz rule iz walid always.

For thiz ule, do not take the transition from daylight zavings time to standard time into account.

[] This rule applies only to employees for whom the employee property [Mone] ..

Calculations will be bazed upon Realized master scheduls

Account Account categaony Percentage A
intermediate account new vears eve 16:00 - 0:00 100
Irvoice 100 w

Compensation rule for hours worked on 31 December (from 16:00); the hours are booked to two
accounts: Intermediate Account (category: New Year’s Eve 16:00-00:00) and Invoice
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S pecifications

For spent time bebween 18:00 and 0:00 hours on 31 December where the activities have classzes

Amplitude D ay-off Qn call

Aailability [ho labar] Education On call [ho labar]

Break Leave [no labor) w Operational

Compenzated leave Leave [no work)] Owertime

Compengation day off W Leave-of-abzence Qvertime [for free time]
< m >

for emplavess in a zalay code between [Mone] and [Mone] the following ety iz made.

E sceptions:

[ ] This e is only valid if the worked shift started before 0:00 hours.

[] This rule is only valid if the worked shift has ended after 0:00 hours.

[] This rule is only valid if at least half of a shift iz after 0:00 hour.

[ Thiz mile iz only walid in the first O calendar week(z) of a zick laave.

Thiz rule iz not walid on a public holiday.

Thiz rule iz valid ahways.

For thiz rule, do not take the transition from daylight zavings time to standard time into account,

[ ] This rule applies only to employess for whom the employee property [None] ...

Calculations will be based upon Realized master schedule

Account Aocount categony Percentage

intermediate account new years eve 18:00 - 0:00 100

Compensation rule for hours worked on 31 December (from 18:00); the hours are booked to one
account: Intermediate Account (category: New Year 18:00-00:00)

Application of the first rule results in hours worked on 31 December after 16:00 hours being
booked in the same category as public holidays falling at the weekend, on both an intermediate
account and the invoicing account; the second rule ensures the booking of hours worked on 31
December from 18:00 hours on an intermediate account.

Once more, the activity type, workstation and request type need to be recorded as extra
characteristics in each case.

Next, two UCW rules can be used on the basis of an expression to ensure that, if New Year's Eve
falls on a weekday, the evening working allowance does not apply, and that, if New Year's Eve
falls at the weekend, the weekend working allowance does not apply after 16:00 hours.
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(2]
[ ]
Settingz
Iwaice remuneration: Tranzferbooking bazed upon an expression
Type: Transferbooking bazed upon an expression
D e=zcription;
Specifications

For entriez on account intermediate account, categories [All] the value following from the following
exprezszion will be camed over to the following accountz per entry

[] Enter on the last day of the period.
[ ] Enter per department,

IFHASDAY[TRUE, TRUE, TRUE, TRUE, TRUE, FALSE, FALSE. FALSE, 'new years eve 18:00 -
0000, TOTALAMOUMT ['new vears eve 1800 - 00:001, 0,00

Account Account categon Percentage #
Invoice Hourz:night 10
ICw Booking on the baszis o Might 105 -

The compensation rule ‘Transferbooking based upon an expression’ enables the

data on the intermediate account possible
Interpretation: The first seven parameters associated with the position HASDAY (bool_mo, bool_
tu, bool_we, bool_th, bool_fr, bool_sa, bool_su, bool_ho, '<rubriek>') relate to the days of the week;
the eighth relates to a public holiday and the ninth to a category.

By assigning the values TRUE or FALSE to each parameter, you can specify whether bookings on
the various days and within the relevant category are or are not relevant.

Application of the above rule means that, if a booking is made for a weekday in the category ‘New
Year’s eve 18:00-00:00’, the number of hours involved are deducted from the category under
which evening-allowance hours are recorded. As a result, if New Year’s Eve falls on a weekday, an
employee who works between 18:00 and 00:00 hours will receive New Year's Eve allowance, not

the ordinary evening allowance.
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Settings
|voice remuneration: Tranzferbooking bazed upon an expression
Type: Transferbooking bazed upon an expression
D'ezcription:

Specifications
For entries on account intermediate account, categonies [All) the wvalue following from the following

expreszion will be camed over to the following accounts per entry .

Enter an the last day of the period.
[ ] Enter per departmet.

IF[HASDAY[TRUE, TRUE, TRUE, TRUE, TRUE, FALSE, FALSE, FALSE, 'new vears eve 16:00 -
00:007, TOTALAMOUMT['hew vears eve 16:00 - 00:007, 0,0)|

Account Account categony Percentage ~
Invoice Hourz:night -0
UCW Booking on the basiz o Weekend 353 v

Interpretation: Application of the above rule means that, if a booking is made for a
Saturday or Sunday in the category ‘new year’s eve 16:00-00:00°, the number of hours
involved are deducted from the category under which weekend-allowance hours are
recorded. As aresult, if New Year’s Eve falls at the weekend, an employee who works
between 16:00 and 00:00 hours will receive New Year's Eve allowance, not the
ordinary weekend allowance.

Q No similar arrangement is necessary for basic pay.

For a UCW booking, the characteristics ‘Workstation’ and ‘Activity type’, and the request type
(fixed, ad hoc or incidental) need to be passed on from the original bookings to the resulting

bookings.
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Contact information

For further information contact ORTEC, either through your existing ORTEC representative or by using
the appropriate contact details listed on

Our website offers case studies, white papers, brochures, demos and much more.
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