How to Add Employee Time Entry

. Click Timecard Approval from Payroll module.

. Select Department from the dropdown, user can select multiple departments from the drop down.

. Click Insert grid button.

. Add Timecard screen will be displayed.

. Enter time entry information on the fields.

. Select/Enter time entry date

. Select Employee No.

. Name field will set value after selecting Employee No.

. Select Department

. Select Job Code

. Select WC Code

. Set Date and Time for Time In and Time Out

. Hours field will calculate after entering value in Time In and Time Out
i. Enter Reason

6. Click Save toolbar button to save time entry.
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Details
Date +|07/31/2018
Employee No +|(Select an Employee) Q
Name

Department

Job Code *
WC Code *

Time In 07/31/2018 02:57 P| @ | Time Out  |07/31/2018 02:57 Pb &
Hours 0.00

Reason *

? & O o= | Ready £ Refresh

7. Created time entry will be reflected on the grid.

Time Approval

P

Details
Department:  Admin v DateFrom: 62772016 [ DateTor 672742016 [ PayDats:
+ Insert X Remove BF Layout Q. Filer Records (F3)
Approved Date Departent Job Date In Time In Date Out Time Out Hours
) BEPARKER: Donna E Parker
67272016 Admin REG 6/272016 300:00 AW 67272016 70000 M 6
67272016 Admin REG 6/272016 5:00:00 AM 67272016 00:00 PR 13
v ERIR016 Admin REG B/27/2016 B.00:00 AM 67272016 400:00 M i
Totak ENl
@ O Saved

@ If there is no department selected before creating a time entry, the record will not be displayed unless the department where the
employee belongs to is selected.

. Click Time Approval from Payroll module.
. Select Department from the dropdown.

. Click Insert grid button.

. Add Timecard screen will be displayed.

. Enter information on the fields.
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6. Click Save toolbar button to save time ent
Time Approval

Save Unda  Pr

Details

Department: | Admin | Pay Date:
Add Timecard
x v B Lyon @
i)
Approved Date Departmen Time Out Hours
g Details
() BEPARKER : Bonng E Parker
82772016 Admin Pati Br27/2016 B 70000 P 16
Employee No: -
662712016 Admin mployee No: [ DEPARKER B00:00 FM 13
Harme: Donna E Parker
Totalk m
Department:  Adrin h
Job Cade: REG -
Date In 612712016 O Timeln: 6:00 AM v
Date Out 6/27/2016 [ Time Qut 4:00 PM e
Hours: 10.00
@ U Edited

e o Edited

7. Created time entry will be reflected on the grid.

Time Appreval

Details

Department:  Admin | DateFrom: 2772016 [0 DateTor ga7i2016 [ Pay Date:

4 Insert X Remove B8 Layout Q| Filter Records (F3)

Approved Date Deparment Job Date In Time In Date Out Time Out Hours

() DEPARKER : Donna E Parker

61272016 Admin REG 6272018 F00:00 AM 62772016 T:00:00 PM i
672772016 Admin REG 6/27/2m8 5:00:00 AM 672772016 0000 PM 1z

v 6272016 Admin REG 627208 B00:00 AM 6272016 400:00 PM n ||
Total: 30

@ @ 0 E Saved

(D If there is no department selected before creating a time entry, the record will not be displayed unless the department where the
employee belongs to is selected.

The Department Supervisor has a way to insert / add the Employee Time Entry in case the Employee missed to punch in or punch out on the day he/she
worked

1. Open Time Approval screen from Payroll module. Select the Department.
2. Click the Insert grid toolbar button. Add Timecard screen will show up.
3. Supply the values on the available fields.



4. Once you are done, click the Save toolbar button.

{5 Time Approval
Save  Undo  Process ‘ Close
Department: | WAREHOUSE || Date From: |09/16/2015 |3 DateTo: |09/30/2015 |
@ mnsert rﬁ Remove =] Layout - P |Flter Records (73) |
Approved  Date Department Job Date In Time In Date Out Time Out Hours Regular Overtime
(0 w3Hamilton : Amanda J Hamilton
5 Add Timecard
09/28/2015 'WAREHOUSE HOURLY 8 8 0
08/25/2015 WAREHOUSE  HOURLY [ 8 8 [
09/24/2015 'WAREHOUSE HOURLY 8 8 0
Save Close
09/23/2015 HOURLY 8 8 o
09/22/2015 WAREHOUSE  HOURLY || e o9r2872015 = 825 s 028
09/21/2015 'WAREHOUSE HOURLY 85 8 05
Employee No: | AJHamilton [~]
03/18/2015 WAREHOUSE  HOURLY s s 0
09/17/2015 WAREHOUSE HourLy || Mame: ‘AmE”dE J Hamilton | 8.25 8 025
09/16/2015 WAREHOUSE HOURLY | Department; ‘WAREHDUSE |v| 9.25 8 125
Job Code: | HOURLY el
Date In: [09/29/2015  [E TimeIn: |7:00 AM [~
Date out: [09/29/2015 [ Time out: |4:00 PM Tl
Hours: ‘ S‘DD‘ Regular: | El
@ % | (3 Ready
5. It will then reflected on the Time Approval screen.
& Time Approval
Save  Undo | Process ‘ Close
Depatment: | WAREHOUSE |v DateFrom: |09/16/2015 [ DateTo: |09/30/2015  |[H|
Q Insert @ Remove 5 Layout - T [Filter Records (F3) |
Approved  Date Department Job Date In Time In Date Qut Time Qut Hours Regular Overtime
) AJHamilton : Amanda J Hamilton
03/29/2015 WAREHOUSE ___ HOURLY 08/28/2015 08/28/2015 s s 1
09/28/2015 WAREHOUSE HOURLY 09/28/2015 09/28/2015 8 8 [}
09/25/2015 'WAREHOUSE HOURLY 09/25/2015 09/25/2015 8 8 0
09/24/2015 WAREHOUSE  HOURLY 09/24/2015 09/24/2015 s s ]
09/23/2015 'WAREHOUSE HOURLY 09/23/2015 09/23/2015 4:00:00 PM 8 8 0
08/22/2015 WAREHOUSE  HOURLY 09/22/2015 08/22/2015 3:45:00 P 835 8 025
09/21/2015 'WAREHOUSE HOURLY 09/21/2015 09/21/2015 85 8 05
09/18/2015 WAREHOUSE HOURLY 09/18/2015 09/18/2015 8 8 [}
09/17/2015 WAREHOUSE  HOURLY 08/17/2015 08/17/2015 825 s 028
09/16/2015 'WAREHOUSE HOURLY 09/16/2015 7:45:00 AM 09/16/2015 9.25 8 125
@ D ) 0] Ready
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