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Entering Labor Rates  

Billable rates for labor are determined one of two ways:  

 Based on the person performing the work 

 Based on the type of work being performed  

If the rate is based on the Contact person doing the work:  

 Go to the Contact capsule  

 Enter each staff members’ Hourly Charge and Hourly Cost 

 Save changes 

 

Note: In order for the Hourly Charge/Cost to default on a Work record, the Work record must first be marked Billable. 

 

Costs represent the contact person’s wage/earnings. If you 

intend to track the profitability of your work, contact costs 

must be entered. 

 

What if you do not want to enter cost because that is private 

information? 

 

If you do not want to enter in each individual staff person’s 

salary amounts, instead enter the Average Hourly Cost for 

the position. Many of our clients also figure in the cost of 

insurance 
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Overtime, Double Time, and other variations can be recorded by 

using a different time type: 

Time Type records contain fields for Charge and Cost Multipliers. 

 

Note: The Charge and Cost Multipliers allow numbers to 15 decimal places. 

 

 
 

 

If the rate is based on the type of work that is being performed: 

 Go to the Work Type Capsule 

 Enter the Hourly Charge and Hourly Cost 

 Save changes 

 

Note: This hourly charge is the amount 

you charge the Client when this type of 

work is done, regardless of who 

performs the work. Therefore, if you 

enter a work record with a Worker and a 

Work Type with associated Hourly 

Charges and Costs, the values 

associated with the Work Type will take 

precedence. 

 

 


