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Linking Client Work Schedules to 
a Repetitive Contract 
 

Step 1 – Setting up Repetitive Rates. 
 

1. Select ‘Clientele’, ‘Client Contracts’ from the Powerforce navigator. 

2. Select the client for which you wish to set up a repetitive contract. 

3. Click on the ‘Repetitive Rates’ tab to set up the rate/s you wish to charge for repetitive 

services. 

4. Double click on the repetitive charges table to bring up the charge rates window. 
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5. Select the charge code relating to the repetitive services you intend to provide. 

6. Fill in the rest of the relevant details, as you would do setting up any charge code.  

Note: the ‘Effective Rate’ field is the total amount you are charging for the repetitive 

period. 

7. In the ‘Repetitive Amortised Rate’ field, place an average/approximate hourly rate you 

are charging for these services.  This value has no effect on the eventual invoice and is 

used for your own internal costing only. 

 

 
 

 

8. Apply these changes and then move on to step 2. 
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Step 2 – Linking the work schedules to the repetitive 
contract. 
 

1. Display the work schedules for this client.  You can do this by either double clicking 

on the ‘Services’ table on the ‘Services’ tab in the ‘Client Contracts’ window or by 

selecting the ‘Client Work schedules’ option from the Powerforce navigator and 

clicking ‘Edit’. 

2. Select a specific work schedule from the table to display all the details for this work 

schedule. 

 

 
 

3. If there are no work schedules set up for this client, you will have to set them up first.  

For information on how to set up a work schedule, check your Powerforce User 

Training Manual or the online help. 

4. Now use the ‘Link to Contract’ checkbox and associated dropdown to link this work 

schedule to the repetitive rate set up in step 1. 

 

 
 

5. Using the ‘Link to Contract’ dropdown will display a popup listing only those 

repetitive rates associated to this particular client. 
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6. Save these changes to the work schedule. 

 

Step 3 – Confirming the link. 
 

1. Once you have assigned these work schedules to an employee, either through schedule 

generation or by manually assigning in the ‘Time Scheduling Workbench’, you can 

confirm that the link to contract does in fact exist. 

2. Select any of the relevant shifts in the ‘Time Scheduling Workbench’ and edit them to 

view the ‘Bookings Window’.  

3. Click on the ‘Costs’ tab and view the charges section.  You should see the word 

‘Contract’ listed with no actual charge being charged to the client. 

 

 
 

4. The word ‘Contract’ listed here indicates that this shift is to be invoiced as part of a 

repetitive contract. 

 

Resources 
 

 

 


